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TERMS OF REFERENCE

(roR)

Events Manag€ment for events celebrated during the second semester ofthe year
(PRolECr)

I. RATIONALE AND BRIEF BACKGROUND

In alignnrent with gl()bal cnvironmcntal goals, Qrrezon City, through the Clinlate change and
Environmental Sustainability Departnrcnt (CCESD), will organize a scries oIcvcnts in the second half
of 2025, including Plastic Free luly, lntemational Youth Day, Environmental Awarcncss Month,
Climate Change Consciousness Week, and Youth in Clinrate Action Day. These events will enrphasize
thc city's commitment to sustainability and shulvcasc its role in both local and global clinrate action.
Through thesc cvents, the city ainls to activcly engage schools, residents, and key stakeholders by
fostering participation, promoting knowlcdgc sharin& and encouraging collaboration on
sustainability goals. By aligning thesc local inrtratives with global environnlental movements, Quezon
City not only strengtherrs conrrrrunity involvernrDt hut also reinforces its leadership in climate action
and cnviron mental innovation.

II. PROIECT DESCRIPTION AND OBIECTIVES

The Events Management for cvents celebrated during the second serl)ester of thc year will includc
several activities aligned with both local and intcrnational environmental celebrations. Thcso cvcnts
ainr to inspire, educatc, and involve various stakcholders, including students, local comrnunities, and
the general public, to actively participatc in clinlate aL-tron and sustainability efforts.

The Proiect shall have the following conlponcnts

Activity I - Plastic-Free luly Celebration
. Roadshow to pronrote the Plastic^Free policies of Quczon City

Actrvity 2 - Intcrnational Youth Day Celebration
r, Conrnrunity conversations witlr environmental youth advocatcs

Activity 3 - Environmcntal Awarcness Month Celebration
., Workshop on sustainahility topics and climate issues in the media

Activity 4 - (:limate Change Corsciousness Week Celebration
,.r Launching ofthc digital interactive books

Activity 5 - Youth in Clinratc Action Day Cclehration
) Greerr Proiects Fair

III. PROIECT SCOPE OF WORK

The scrvicc provider will be responsible lbr planning, coordinatin& and executing thc componcnts
of rhis projed aime(l at raising awareness and promotrng sustainable practices^.

The scope of work includes, but is not linlitcd to, the follorving activities

l Development of the Proiect Concept
. Create dc,tailed project concepts for each event, outlining thc objectivcs, target

audicnce, thcnrcs, and kcy cornponents.
. Develop comprehcnsive event plans that include the program flow, schedule, venue

design, and other necessary elements to achieve the event's goals.
. Both proiect concepts and cvcnt plans are subiect to the approv l of thc cnd uscr

before implementation.
2. Event Plannlng and Coordination:

. Coordinate la.ith stakeholders, partncrs, and participants to finrlize event (l(rtails,
including logistics. schcdulcs, and necessary approvals or pern)its.

. Arrange pre-event preparations such as venue selection, layout planning, and
coordination with speakers, cxperts, or perforrners.
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3. f,vent Execution and Coverage:
r Oversee the successlirl implonrentation oI each event, cnsuring smooth operations

during ceremonies, presentations, or interactive activities.
o Providc tcchnical support, including audio-visual equipmert setup, stage design, and

other neccssary arrangenrents for live or vittual events.
4. Promotion and Publicity:

. Clcate comnrunication materials to pronrote the events and their objectives and
engage the target audience (e.g. women, youth, vulncrable sector, and gcneral public).

. Irnplement a comnrunication strategy to maximize outreaclr, ensuring awareness and
participation in all activities.

5. Logistics and On-site Management:
. Managc logistics for each cvent, includirrg thc setup ofvcnucs, technrr:al equipnrcnt,

:rrrd on-srtc coordination of staff and voluntcers.
o Provide any necessary physical structurcs [e.9., tcnts, booths, signage) and support

scrvices for workshops, discussions, or hands-on activjtics.
6. Submission of Documentation of the Events:

. Post-llvent Reports (picturcs, videos, etc.)

IV. PROIECT STANDARDS & REQUIREMENTS

Minimum Qualifications and Requirements

Track Reconl

1. Thc Scrvice Provider should have at lcast five [5) years of actual exJrcrience in
conducting and managing events that involvc several activities such as errvironnrcntal
campaigns, puhlic arvarerress initiittivos, erlucational progranrs, and interi)ational
celehration s.

2. Thc Scrvicc Providcr should havc a singlc largest sinrilar cornplctcd cotrtract within
the last thlee (ll) yeirrs which must bc at least ftfty percenr (50%)) of the Proiocr Cost.

The Servict Provid(]r n ust subnrit a statenlent ofa ll of its ongoing and contpleted governmcn t
and Privatc proiects rclative to the conduct and nr:rnagernent of eycnts that involvc
eDvironrnental awareness initiatives or public education programs, among otl]ers, as part of'
the Technical Rcquirements.

Orqonizotiott

The Service Provider should have an established Organizational Structurc that clcarly
identifies the line of attthority and responsibility as well as the specific divrsior)s/scctions
dedicated to the needed services to show its capability to undcrtakc thc Projecr. An
Organizational Chart must be submittcd as part oIthe Technical Rcquiremcnts.

Persottncl

Sufficient qualified pcrsonnel must he provided to cnsure the proper inrplenr cntation of the
scope ofwork. The Scrvice Provider shall submit the conrplete list ol pcrsonnel of the Projcct
lvlanagenrent Teanl with Curriculunr Vitae [CV) highlighting rclevant work cxperience as part
of the Technical Requ irenrents.

PERSONNEL REQUIRED NO,
OF PERSONNEL

PERSONNEL MINIMIIM
UALIFICATIONS

Program Manager,/ Dircctor 1 Must be a Filipino ytith cxtetrsivc
knowledge and experiencc in thc overall
rnanagement oI forunrs/sunrntits, evcnt
exhibits and similar activities
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Tcch n ical sta ff/opcrator c a Filipintr .rrrd lras in-rlr:ptlr
(lgc anrl c\p(,rt i:iu 0

coordina tion, ncgotia t i

all tcchnical sct-tlps^ a
lirr thc' conduct of cvcrr

ttg, and;tl;rnrritrl;
n(l re(lU ir0t)l ot) ts
ts

Mrrst l)
know,lo

Prod uction Mallitgct- ust hc it Filipin0 ilnrl has

pr'opara tions cnsunnl.l coDtplL.terrcss ol.

cxl)ct tise otr cvonI

M

uirclrcnIsro Cct re

in -(lcpth
a l)dkrrolvlcrlgc

lllc'ctrical ll ngi t) qcr 1 liccnscil IilccLr.icaiMust l)c a

Iinginccr
Filip in o

!Vrit c r I M t.rsl bc a Fil
l<nowlctlge of
cleativity skill arrtl resc:rrclr and

ip in cr anrl has ir)-(lr:l)th
stylt: guidcs. Ilxct,llcrr t

anal tical skills
Stirgc Dcsigt)c r Must [)c a Fili;.rirro and

knowlcdgc ald exl)ertisc
thc sccncry- atrd t: rtrc
artificial crvir(Iltucl]t- iD whiclt,) srirgc,
tclcvisiotr, or- filnr pcrlitrntancc ral<cs

has irr -rlclttl:
on dssigr) ing
broarllv tlrc

lacc
Protluction Assis ta llts 2 lvlrrst hc I FiliPin0

PROIECT IMPLEM ENTATION

Tllc l)l oject will l)c illtl)lclncrtcd upon issuirrcc oi tllc Noticc t0 l)rocec,d (NTp) u r) til Ducerrrlrcr2025.

VI, APP ROVE D BUDGET II RTH CONT ACT TABCI ND BASIS OF PAYM NT

VII TI o H o

VIII M T F

Failtlfc to delivcr Lhc scrviccs shall sub,uct tlrL' servicc [)r'ovid(,f to l)cr)illrics nr)(l/of li(luirlarc(ldanragcs pursrrarrr ro RA 12009 AN ACT pRovrDINC FOR 1.r, I!,roDnRNri^,r.N,STANDAITDIZATiONANDRECIII.ATI0NoFTIIf:PROCURENIiNI'ACTIVI']'IIISOFTIII]COVIIRNIVII'NT
AND FOR TITU OTITER pUR'OSUS ancl its rcviscci Lr,pl;rr;r;i;,'; Rutes and Rcgntariors.

I t,

Thc ApProvcd Brrdgct lirr thc Contract is Scvcrr Milliorr Fivc [.lunrlred ftousand pcsrrs orrly (php7,s00,000.00) The Scrvice pr.virrcr shal rrc paid rrascd on tirc folowing t.u,,.t.,"r,' 
-" " "".,

Tranches Descril)tioD Arnou nt
Plr

1S(Yo [Jporr subrrrissiorr anrl altprrrval ot tllc l]l.oj{t(:t c{)ncc pt

1001, Upon complctiorr of Activity I

'.lOo/o Up0n conrlt]cti0rr ol'Activity 2

45011 Upon conrplction of Activitics 3, 4, ar:rl 5

1,0O0/o
7,500.ooo.oo

1'llis city lt)ay, witllotlt I)rciudicc to otl'lcr lcnrc(lics agilinst tllc selvict: pr.uvidcr., r.rilirtcr;rllv r:rrrc.lor tc.,inatc thc con act, irr rvrrolc.r'irr rr.rr, duc, to d-efaurt, iiisorvcnc_v or tbrr j,,r,il;l;r...:,;;-1.:-,,, ,,,,;ttty grottttd whicll it dccllls inittrical to thc'cit-v',,- public's^ intJrcst, which irrclLrtics I)ut is not Iirritc(i torhe follrrwing:



1. Failure of the Service Provider to provide/mect the necessary requirc[r]cnts ns statcd in
this TOR and in other biddrng/con tract docunrents;

2. Violation or non-pcrfnrmance of the othcr ternls and eonditions of the Con tracti atld
3. Other acts inimical to public ir)tercst.

Thc guidelines containcd in RA 12009 and its revised IRR shall be followed in the ternrination ofany
service contract. In the evcnt the City ternlinatcd the Contract due to default insolvency, or for cause,
it nray enter into negotiated procurement pu rsuant to section 35 of RA 12 009 a nd its IRR.

Prepared by:

KRI GAON
Chief, Environmental Managcnrent Spccia list

Notcd hy

TJ
ANDREA VALdhT!NE A. VILLAROMAN ,

City Government Departmenl Head lllYl
Climate Change and Environmental Sustrinabtlity Departnlent
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