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TERMS OFREFERENCE
EVENT MANAGEMENT OF BUSINESS INNOVATION ROADSHOIAI

I. RATIONALE

Quezon Ci{y's Economic Development and Investment Plan (EDIP)
2022-20% outlines the ciqy's stratety to become a vibrant, inclusive, and
resilient economy by focusing on key priorities such as social services,
housing,, healthcare educatiorL and business growtlu The plan emphasizes
developing new growth hubs and creating jobs aaoss pnority sectors,
induding logistics, ICT, educatiog healtlr, design, alternative tourisru

retail, and green irrfrastructure. The Local Economic
Development and Investrnmt Promotions Otrice pEDIPO) leads efforts to
attract inveshnexrts by updating incentives and fostering parlnerships with
businesses and investors. This investrrent priority plan aims to oeate a
business-friendly environsrent that drives indusive growth and long-terrr
economic developmerrt in Quezon Gty.

In accordance with Ordinance No. 5P-3296 92024 otherwise known as the
Revised Quezon City Economic Development Incerrtives Code shall be the
implementing arm of the Local Economic Development and Investrrent
Promotions Office (LEDIItrO) and shall function as the Teclmical Secetariat of
the Quezon City Economic Developmeart Investment Board (QC-EDIB).

U. PROIECTDESCRJPTION

These sessions aim to position Quezon Gty as a Ieading destination for
business, investnent, and sustainable urban development Composed of two
separate one day events, this project seeks to showcase the city govef,rurenys
key initiatives in economic growtlu infuskucture, sustainability, and
cour.uumity development, higNighting the ciqy's commitment to progress and
innovatioL By bringing together Iocal and foreign businesses, investors, and
community leaders, the roadshow provides a plaffor:rrr for fostering
partnerships and collaborative opportunities that support Quezon Gq/s
vision for inclusive gro$rth.

The event series also encourages open dialogue and feedback on ongoing and
futue city protrauu, ensuring that stakeholders are actively engaged in
shaping the city's development agenda.

trI. SCOPEOFWORK

A- EVENTS MANAGEMENT AND VISUAL CONCEPTUALIZ.AJION
A}ID DGCI,JTION & PRODUCTION OF PARAPTIERNALIAS

1. The Project Proposal of the Integrator should contain an Event PIan
composed of Pre-everrt preparation activities, Everrt Proper Activities adhering
to the guidelines stated above.

a. Venue plan, layou! capacity and designs;
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o Use of Energy Efficient Lighting Fixtures and Componerrts
r Use of Water Efficient Fixtues and Components

b. Table of Organization for the projecl

2. Conceptualize, p1an, and o(ecute vadous activities of the Quezon Gty
Program in close coordiration with the Local Economic Developmmt and
lnvestuient Promotioru Office (LEDFO) of the Quezon City Govemmerrf,

3. Manage coordinate, and oversee the plarning, executiorL and follow-up of
the evenL as well as the m€trdundising collaterals, physical structures,
technical equipmenL logistical rcquirements, and other aspects related to the
activities, form a project managemmt team with qualified personne|

4. Concept of visual themq design, and layout, photography directioru and
execution.

5. Provide the following for the proiece
o Booking and reservation of the event venue, inclusive of:

o Lithts and struchre
o Technical equipment

o hovide logistics, workforce, and manage ingress and set up, egress, and
dismantling of merchandising collaterals, physical structures, echnical

and electrical fixtures (if applicable)
r ftovide a production teanl creative, and technical workforce for the

events

5. Submit Post-Event Docurnerrtation - Itovide a concise report induding
visual+ atErrdance, feedback, outcomet and future recommendations.

TV. APPROVED BTJDGET FORTTIE CONTRACT AND COSTDERTVATION

The sum of Eight Hundred Thousand Pesos OnIy (Php 800,000.00) is the
Approved Budget for the Contact for the above-mentioned projecL

It shall cover the following expenditures:

I. RENT D(PENSE OF EQTIIPMENT FOR I\fiNI EVENT
Php 20Q000.00

Item Description ary Untt Unlt Price Total

EQI,]IPMENT FOR MINI EVENT
May include the following but not
limited to:
Lights and Sound System

LIG}ITS
o 8 pcs LED Par Amber White
r 4pcs LED PaTRGBW
o 1 pc DlvD( Contro[er
o 1 pc DND( Splitter

) lot
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o 2 pcs Ught Stand
r 1 lot Exterrsion Wires
o 1 lotXlRCables (Irghts)
o 1 pc Power Strip

ATJDIO
o 4 pcs Line Array Loudspeaker

System
o 2pcs Sub
e 2 pcs Active Ported Loudspeaker
o 3 pcs Two Way Portable A:ray

System
r 2 pcs Speaker Stand
o 1 pcs Mixer 16 Channel
o 2 pcs Wireless Mic
r 3 pcs Wired Mic
o 1 lot Extmsion Wires
o 1 lot XLR Cables
o 1pc Power Pack
r 2 pcs Snake Cable
o 1 pc Measurement Mic
. 1 set ComuEet
o 1 pc Power Strip
o 2 pcs Mc Stand

LEDScrem
o Led wall size
r 3.5 meters x 2.5 meters

Video Playback System
o l pclapop
o 1 pc Audio Interface
r 10pcs HDMI Cable
o 6 pcs HDMI Cormectors
o 1pc Mini Pro Swircher
r 2 pcs Power Strip
o 1 lot Audio Connectors

II. VENUERENTALWTfiITOOD
Php 600,000.00
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Item Description ary Unit Unit hice Total

VENUE BENTAL WTIII FOOD
90 Guest
Either an event pLace or restaurant or a
3-4 star hotel around NCR

lday indude the following, but not
lirdted to:
, o Use of the function space for 6

hours

2 lot

h
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r With allocated parking spots for
guests

o With at least 2-hours ingress time
before the contracted time

o With at least 2-hours egress time
after the contracted time

o Inclusive of Corkage and Other
Fees

o Inchrsive of free-flowing water
and coffee or Tea

o With Servers/Wait Statr
o Indusive of but not limited to

table linen and set-up /
alfangement

o AM/PM Snack: Choice ofpasta,
sanduidt, or FiliVino Snn*

o Lunch or Dinner: Rice, Main
Cours{s 3 Vimd (Porh Ori*efl,
Beef A Eish), Dink/s, l Dessert

o No Bottled water, no
disposable/ single-use cutlery

SI.JMMARY AMOIJNT

I. RENT EXPENSE OF EQUIPMENT FOR MINI EVENT

tr. VENUERENTALWTTHFOOD

TOTAL

V. AREAOFCOVERAGE

The deliverables shall be delivered and undertaken at tlrc Local Economic
Development and [rvestrrent homotions Office with proper coordination
with City General Services Departmerrt.

VI. PROIECT STANDARDS AND REQUIREMENTS

a The Bidds or Service Provider should have an established Organizatio,nal

Structure that clearly identifies the line of authority and responsibility as

well as the specific divisions/sections deficated to the needed service to
show its capabitty to undertake the Project. An Organizational Ch.art

must be submitted as part of the Tedurical Requirements.

a Sufficierrt qualified personnel must be provided to ersure proper and
efficient implementation of the program. The following are the mjnimum
personnel required:
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Personnel Required
No. of

Personnel

Personnel Minimum Qualification

hogram l,eader 1 With Bachelols Degree
With at least two (2) years of work
experience

Program Associates 2 - With Bachelols Degree
- With at least one (1) year oI work

experience

. The Contractor shall submit the complete list of persorrnel with their
corresponding qualirfications accompanied with the lollowing
documentary requirements as part of the Tedmical Requirements:

Curriculum Vitae (CV) highliShting relevant work e:cperierrce.

vIL PROIECTDURATTON

The program shall be valid upon issuance of Notice to hoceed until
December 31,2025.

VIII. DELIVERY SCHEDULE

*Still subject to dtanges

DC BASISOFPAYMENT

Description / Output Proi ected Implementation
Scheduler

Submission of Itoposed Event Plan approved by the Local
Economic Developmerrt and Investrnerrt Promotions Office

Septeuber 2025

After the completion of the everrt 1st Mini Everrt (90 Pax) September 2025

After the completion of the everrt 2nd Mini Event (90 Pax) November 2025

No. Pafticular Weight
1 Submission of Proposed Event Plan approved by the

Iocal Economic Developmmt and Investment
Promotions Office

15%

2 AIter the completion of the event 1st Mini Event (90

Pax)

40%

J After tlre completion of tlre event 2nd Mini Event (90

Pax)
45%

TOTAL 1:0@/o
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r PENALTIESFORBREACHOFCONTRACT

Failure to deliver the services set by the City sha[ subject the Contractor to
penalties and/or liquidated damages pursuant to the to RA No. 12009 and its
Implemerrting Rules and Regulations, otherwise lcnown as the New
Govemmmt Procurement Reform Act. AN ACT PROVIDING THE
NECESSARY RULES AND REGULATIONS FOR THE PROCUREMENT
ACTIVTIIES OF TFIE @VERNMENT OF THE PHILIPPINES IN
ACCORDANCE WTITI THE STATE POLICIES AND PRINCIPLES
DECLARED T]NDER T}M ACT.

)fi. CANCELLATION OR TERMINATION OF CONTRACT

ln the event of a dispute, controversy, or disagreemerrt arising from this TO&
the parties agree to make every effort to resolve the matter amicably. If such
efforts fail to achieve a mutually satisfactory resolution, the dispute may be
referred to arbitration in accordance with applicable laws. This does not
predude the aggrieved party from seeking remedy through a court with
appropriate jurisdiction

The guidelines contained in RA 12009 shall be followed in terurination of any
service contract. In the everrt the Gty ternrinated the contract sue to default
insolvency, or for cause, it rray enter into negotiated Procuement Pursuant
to Section 35 of RA 12009 and its Implementing Rules and Regulatioru.

Prepared by:

I C.SUMPAICO
Operations Officer [V

Developmmt and Investment Promotioru Office

Approved by:

RO D.EDRADA
ative Of,ticet IV

Local Economic Developnent and Investment Promotions Office

Noted by:

C
JUAN J.G

Head Itr
Development and Promotions Office
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