
RFQ- 048 -2024

11 October 2024

Dear Sir/Madam,

Greetings!

The Philippine Embassy in Singapore intends to obtain dry cleaning services
for the night curtains and Roman blinds at the Official Residence of the Ambassador
in Victoria Park Road, Singapore. The details of the services are indicated in the
attached Terms of Reference.

Interested companies are requested to complete the attached Price Quotation
Form (Annex A), with the provisions of the Terms of Reference of the project, and
send it to the Embassy's email address: property.sgpe@gmail.com.

Thank you. 
Sincerely yours,

(ORIGINAL SIGNED)
MA. ROMINA R. BAUTISTA

Property Officer



Annex “A”
PRICE QUOTATION FORM

Date:

To : Ms. Gloria Jean Castaño-Zafra
Administrative Officer
Embassy of the Philippines, Singapore
Temporary Office: Triple One, Somerset Road
Level 16 Units 12A 13/14, 238164 Singapore

Dear Madam,

We would like to provide our lowest price quotations for dry cleaning of night
curtains and Roman blinds.

This also serves as our compliance with the specifications of the items and
the terms and conditions in the Request for Quotation for Dry Cleaning Services for
the night curtains and Roman blinds at the Official Residence of the Ambassador in
Victoria Park Road, Singapore.

TOTAL AMOUNT:

Amount in words and figures:

_________________________________________________SINGAPORE
DOLLARS (SGD)

Inclusions:

Very truly yours,

___________________________________
Full Name and Signature of Representative:
Designation:
Official Company Name:
Contact Number:
Email Address:



TERMS OF REFERENCE

PROJECT: PROCUREMENT OF THE SERVICES OF A DRY CLEANING OF THE
NIGHT CURTAINS AND ROMAN BLINDS AT THE OFFICIAL
RESIDENCE OF THE AMBASSADOR IN VICTORIA PARK ROAD,
SINGAPORE

I. PROJECT

The Embassy of the Republic of the Philippines in Singapore intends to obtain
dry cleaning services for the night curtains and Roman blinds at the official residence
of the Ambassador located at 17 Victoria Park Road, Singapore 266496.

II. SCOPE OF THE PROJECT

The supplier shall submit a quotation with respective requirements for the dry
cleaning of the following:

Product Description Unit of Measure Total Quantity
1. Night Curtain per kg piece 4
2. Roman blinds (47”) piece 1
3. Roman blinds (71”) piece 2
4. Roman blinds (95”) piece 1
5. Roman blinds (107”) piece 1
6. Roman blinds (110”) piece 1
7. Roman blinds (114”) piece 1
8. Roman blinds (118”) piece 1
9. Roman blinds (126”) piece 1
10. Roman blinds (130”) piece 2

III. SCOPE OF WORK

● Apply stain removal solutions to any visible stains or problem areas.
● Safely detach curtains from rods or hooks, ensuring not to damage the fabric

or hardware.
● Use appropriate solvents and techniques based on the fabric type.
● Clean curtains using specialized dry cleaning equipment to prevent shrinkage

or damage.
● Ensure proper drying techniques are employed to avoid moisture retention

and mildew.
● Steam or press the curtains to remove wrinkles and restore their original

shape.
● Rehang the curtains carefully, ensuring proper alignment and appearance.
● Keep the client informed throughout the process, especially regarding any

concerns or additional treatments needed.

IV. PROJECT DURATION

1-2 days work



IV. INVOICING and PAYMENT

The offered prices should be in Singapore dollars including GST and collection and
delivery charges.

The Contractor shall issue an invoice with their bank account name and bank
account number upon completion of the services. Payment of services shall be
processed within fifteen (15) days from the actual receipt of the tax invoice and other
necessary documents.

The Philippine Embassy shall pay the contractor upon completion of the dry cleaning
services and acceptance of the services.


