
 
 

 

 

 

 

 

RFQ-059-2024 

 

25 November 2024  

Dear Sir/Madam, 

Greetings! 

The Philippine Embassy in Singapore intends to engage the services of a 
company to print the stickers of the Philippine Embassy’s logo.  Please see 
attachments for specifications and the price quotation form. 

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   

 

 
 
 
        
 

 

 

  



 
PRINTING SERVICES FOR THE STICKERS OF THE 

PHILIPPINE EMBASSY’S LOGO 
 

TERMS OF REFERENCE 
 
 

Objective 

 The Embassy of the Republic of the Philippines in Singapore intends to engage the 
services of a company to print the stickers of the Philippine Embassy’s logo.   
.  
Technical Specifications 
 

I. Scope of work 

To print stickers of the Philippine Embassy’s logo with the following specifications 

● Sizes: 2 cm; 4 cm;  6 cm 

● Colors:  Blue, red, yellow, black and gold  

●              Blue, red, yellow and black  

● Material:  Glossy 

● True to color and wording of the image and number of copies (see 

attached Annex A) 

 

II. Project Duration 

The first batch of stickers (150 pcs each of the sizes and colors) shall be 

available for pick-up/delivery on or before 02 December 2024.  The delivery 

schedule for the remaining stickers shall be agreed upon by both parties.  

III. Data Ownership and Privacy  

All data is owned by the Client.  Data is defined as all information that is owned, 

licensed, or developed by or on behalf of the Client, whether provided to the 

contractor by the Client or provided by a third party to the contractor in connection 

with the contractor’s provision of services to the procuring entity, including any such 

data that is loaded into, or located in, any data files, tables, objects or other storage 

medium developed or maintained by or on behalf of contractor, including related 

data that results from hygiene, cleaning, and database build services performed by 

or on behalf of the Client. 

IV. INVOICING AND PAYMENT 

The winning Provider shall issue an invoice which clearly indicates the following 
details: 
 

● Tax Invoice should indicate the following:  
- Name of item; 
- Quantity; 
- Cost per unit 
- GST; and 
- Total Cost 

● Bank details particularly UEN for Bank Transfers or PayNow Payments.  
 

Payment shall be processed and released within fifteen (15) days after submission 
of the official invoice and acceptance of the delivered items. 
 



The Client shall pay the Provider according to the payment terms of the latter’s 
quotation 

 
V. CONFIDENTIALITY CLAUSE 

 
The winning Provider in any circumstance, is not allowed to divulge any 
information to outside parties regarding the details of the Project, particularly all 
the information indicated in this Agreement.  Should there be any leakage of 
information done by the winning Provider on the Project shall render the Contract 
null and void. 
 
The winning provider is also not allowed to keep a copy or reproduce copies of the 
Philippine Embassy logo after the completion of the printing.  

 
 
  



 
Annex “A”  

PRICE QUOTATION FORM  
 

 
Date :  
 
To : Ms. Gloria Jean V. Castaño-Zafra 
  Administrative Officer Officer 
  Embassy of the Philippines, Singapore  
  Temporary Office: Triple One, Somerset Road  
  Level 16 Units 12A 13/14, 238164 Singapore  
 
 
Dear Madam, 
 
 After having carefully read and accepted the terms and conditions in the 
Request for Quotation for the printing of stickers of the Philippine Embassy’s logo, 
hereunder is our quotation as follows: 

 

 
SIZE 

PRICE QUOTATION 

300 pcs 500 pcs 1000 pcs 

 
 
 
 
 
 
 

2cm 
   

4cm 
   

6cm 
   

 
 
 
 
 
 
 
 

2cm 
   

4cm 
   

6cm 
   

 

Inclusions:  
  
Very truly yours, 
 
 
___________________________________ 
Full Name and Signature of Representative: 
Designation:  
Official Company Name: 
Contact Number: 
Email Address: 
 


