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TERMS oF nErenrrcr gon;
EVENT PLANNING AND EVENT COORDINATION SERVICES FOR SYMPOSIUM

l. RATIOIIALE

The enforcement of the Notionol Building Code of the Philippines (Presidentiol
Decree No. 

.l096) 
is o fundomenlol responsibility of lhe Deportment of the Building

Officiol (DBO) to ensure complionce wilh sofety, struclurol inlegrity. ond urbon
plonning regulolions. This symposium will serve os o ploiform for discussion ond
colloborotion 1o oddress viololions of lhe Building Code ond quosi-judiciol funclion
of lhis Deportment.

II. PROJECT DESCRIPTION

The objective of this project/event is 1o effeclively plon ond execule o symposium
on Building Code violotions. This symposium oims to underscore the importonce of
enforcing the Building Code ond oddressing violotions through legol oction. To
ochieve lhis, we will invite the Deporlmenl of Public Work ond Highwoys (DPWH) to
deliver o lecture to key offices, including ihe Deportmeni of Public Order ond Sofety
(DPOS), lhe Borongoy & Community Relotions Deportment (BCRD), members of the
City Prosecutor's Office, ond representotives from the regulor courts. By fosiering
knowledge exchonge. lhe event will provide porticiponts with o deeper
understonding of lhe Building Code ond the necessity of pursuing criminol coses
ogoinst violotors. Additionolly, the symposium will highlight the criticol role of the DBO
in ensuring complionce ond upholding building regulolions.

III. PROJECT SCOPE OT WORK

A. PRE-EVENT PLANNING

L Event Conceptuolizotion: Colloborote with the client to define evenl
objectives, theme, ond torget oudience. Assist in drofting the event progrom
oligned with the theme, subject to client opprovol.

2. Venue Setup: Assisl in designing the event setup 1o olign wilh the progrom
ond ovoiloble suppliers.

3. Supplier/Vendor Monogemenl: Source, negotiote, ond coordinole with
vendors for colering, oudiovisuol, decor, ond entertoinment.

4. Event Timeline: Develop o comprehensive timeline ond checklist with tosk
deodlines.

5. Guest List Monogement: Assist with guesi list creotion, invitotions, RSVPs, ond
speciol occommodotions.

B. EVENT COORDINATION

l. Logistics: Oversee oll ospects of event setup, breokdown, ond on-site
monogement.

2. Stoffing: Monoge ond coordinote evenl stoff, including volunteers, ushers,
ond security.

3. On-Site Coordinolion: Serve os the primory contocl lo ensure seomless
execuiion of oll evenl elements.

4. Problem-Solving: Address ond resolve ony issues during the evenl.
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C. POST EVENT

Submil Post-Evoluotion Reporl
Event Photos

IV. PROJECI STANDARDS A].ID REQUIREAAENTS

SERVICE PROVIDER REQUIRED STANDARDS/QUALIFICATIONS

o. Submit o compony proflle ond orgonizotionol structure os port of the
bid.
b. Must hove completed similor symposium+eloted proiects omouniing to ot
leost 50% of the Approved Budget for the Controct (ABC) within the lost
three (3) yeors, with proof of projecl completion.

V. PROJECT DURAIION

This proiect will commence immediotely upon receipt of the Notice to Proceed
(NTP) by the winning service provider for o totol durotion of 15 colendor doys.

Pre-Evenl Plonning Dellvered (Doys)

. EventConcepluolizotion

. Venue Set Up

. Supplier/VendorMonogement

. Event Timeline
o Guest List Monogemeni

l5 colendor
doys

Evenl Coordlnolion Dellvered (Doys)

. Logistic

. Stoffing

. On-Site Coordinotion

. Problem Solving

. Guesi Services

. Cotering Services

I colendor doy

VI. APPROVED BUDGET FOR THE CONTRACT

The Approved Budget for the Conkoct (ABC) is Six Hundred Twelve Thousond, Two

Hundred Fifty Pesos Only (Php6,l2,250.00).

VII. BASIS FON PAYAAENI

The service provider sholl be compensoted upon solisfoclory complelion of
deliverobles, subject lo evoluotion ond opprovol by the client.

VIII. PENATTIES FOR BREACH OF CONTRACT

Foilure to meet the prescribed service stondords ond requirements sholl result in
penolties ond/or liquidoted domoges pursuont to Republic Act (RA) 12009 ond iis
Revised lmplemenling Rules ond Regulotions (lRR).
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IX. CANCE]LATION OR IERMINATION OF CONTRACT

Conlrocl lerminotion sholl follow ihe guidelines sel in RA 12009 ond its Revised lRR. lf
the controci is terminoted due to defoult, insolvency, or olher just couses, ihe City
moy proceed with negotioted procurement os stipuloled in RA 

,l2009 
ond ih lRR.

Prepored By:

A N

ing Chief Administrolive DivisionT

NIR.V
Deportment of the Building Officiol
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