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REQUEST FOR PROPOSAL

Date: 30 January 2023
Reference: RFP CO-23-009SVP (EPA)

1. The Philippine Institute of Traditional and Alternative Health Care (PITAHC) through its Bids
and Awards Committee (BAC) invites interested bidders to submit a proposal for the
procurement of the item stated below with the total Approved Budget for the Contract (ABC)
amounting to Nine Hundred Eighty-Seven Thousand Pesos (PhP987,000.00) inclusive of VAT
and other applicable taxes:

2.

PITAHC PR
2023 APP Ref Number Item Description

HIRING OF AN EVENT ORGANIZER FOR THE CONDUCT
5020201002 | 23-01-0014 | OF SEAL OF EXCELLENCE AWARDING CEREMONIESON
FEBRUARY 17, 2023 IN METRO MANILA

(See Terms of Reference for detailed requirements)

3. Procurement shall be conducted through Small Value Procurement under Section 53.9 -
Negotiated Procurement as prescribed under Rule XVI- Alternative Methods of Procurement
of the 2016 Revised Implementing Rules and Regulations (IRR) of Republic Act (R.A.) No. 9184,
otherwise known as the “Government Procurement Reform Act”.

4. The proposal must be duly signed by the bidder and must be submitted to the BAC Secretariat,
PITAHC Building, Matapang St., East Avenue Medical Center Compound, Barangay Central,
Quezon City or sent thru fax at (02) 8376-3067 or email at bacpitahc2023@gmail.com. The
proposal shall be received until 02 February 2023.

5. The bidder must submit a copy of the following documents, together with the proposals, to
ensure that the said bidder is technically, legally and financially capable to undertake the
proposed project:

a. Valid and current Mayor’s/Business Permit 2022/2023 or Official receipt of the
Application for the Mayor’s/Business Permit for the 2023

b. Notarized Omnibus Sworn Statement by the prospective bidder in the new
prescribed form as per GPPB Resolution No. 16-2020

c. Annual Business/Income Tax Returns 2020/2021

d. PHILGEPS Registration Number (to be indicated in the Price Proposal Form)

6. PITAHC reserves the right to waive any formality in the responses to the eligibility
requirements and to this invitation. PITAHC further reserves the right to reject all proposals,
or declare a failure of small value procurement, or not award the contract, and makes no
assurance that the contract shall be entered into as a result of this invitation without thereby
incurring any liability to the affected bidder or bidders in accordance with R.A. No. 9184 and
its Implementing Rules and Regulations.

7. For any clarification, you may contact Mr. Rodelio Mendez, Jr. at telephone no. (02) 8376-
3067

(Sgd)
DR. FRANCIS VICENTE S. RAS
Chairperson, PITAHC BAC

PITAHC Building, Matapang Street, East Avenue Medical Center Compound, Barangay Central, Quezon City, Philippines
Telefax: (632) 8376-3067 / 8376-3068 Trunklines: (632) 8282-5193 /8282-5194
Email Address: pitahc@gmail.com Website: www.pitahc.gov.ph
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TERMS OF REFERENCE

HIRING AN EVENT ORGANIZER FOR THE CONDUCT OF THE SEAL OF
EXCELLENCE AWARDING CEREMONIES ON FEBRUARY 17, 2023
IN METRO MANILA

BACKGROUND AND RATIONALE

The Philippine Institute of Traditional and Alternative Health Care (PITAHC)
developed the PITAHC SEAL OF EXCELLENCE (SOE) award program to
acknowledge the outstanding practices and contributions of Local Government
Units, DOH Centers for Health Development, and DOH Retained Hospitals in
enhancing the perception of Traditional and Complementary Medicine (T&CM)
among Filipino healthcare consumers and the general public.

The PITAHC SOE is intended to: a) Promote high quality practice standards, b)
Inspire excellence, c) Provide Community service, and d) Raise the profile of T&CM
among Filipino health consumers and the general public.

The winners will be chosen based on their comprehensive efforts to implement
RA 8423 and its IRR, which included PITAHC programs and activities, highlighting
achievements on: 1) Pioneering and Innovative Practices, 2) Research for the
advancement of at least one T&CM modality, 3) Community Development &
Services and 4) Training and Education, OR by following the PITAHC acronym

P Pioneering and Innovative Practices

I IEC - materials developed, produced/reproduced and distributed,

Training & Education attended by staff

Advancement of at least one T&CM Modality through research

Herbal Garden established

O||>» |-

Community development & Services

The indicators are rated as O if there is none, 1 if there is one, and 2-3 if there were
more than one. The total scores are calculated by adding the scores from each
indicator and range them by the percentage points. The percentage points will be
used to determine which nominees will receive the Seal of Excellence. The GOLD
Seal is the winner, with the BRONZE and SILVER Seals as runners-up.

To improve the credibility of the award system, expand the avenue for
collaboration, and recognize the achievements of the awardees, PITAHC needs to
hire a Production or Events Organizer that will execute and oversee the first
PITAHC Seal of Excellence Awarding Ceremony.

Given this, PITAHC needs the services of an Event Management Company who
will conceptualize, implement, and manage the event and ensure the successful
conduct by delivering the necessary physical and technical requirements:

PITAHC Building, Matapang Street, East Avenue Medical Center Compound, Barangay Central, Quezon City, Philippines
Telefax: (632) 8376-3067 / 8376-3068 Trunklines: (632) 8282-5193 /8282-5194
Email Address: pitahc@gmail.com Website: www.pitahc.gov.ph
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. OBJECTIVE

e To conduct and stage the first PITAHC Seal of Excellence awarding ceremony

1. SCOPE OF WORK
e The event organizer shall be responsible of the following:

» Pre-Awarding

e Develop and submit an Inception Report for the conduct of the SOE awarding
ceremony.

e Arrange the provision of venue, meals, accommodation of identified / targeted
participants (SOE Winners, PITAHC CO Staff, HPP Staff, TAHC Coordinators,
BOT & other PITAHC VIPs).

e Design and print invitations, programs, certificates, plagues, medals and
promotional materials for the guests, participants, and awardees.

e Develop and execute an event plan for the conduct of the SOE Awarding
activities

e Draft script for the emcee of the event for approval of PITAHC

e Orient/brief all members of the organizing team of their roles and flow of the
program

» Awarding Ceremonies

e Set up a stage complete with lighting, sound system, video screens, laptop/LED
backdrop and other appropriate designs for the Awarding ceremonies.

e Execute and oversee the stage production, audio video productions, stage
direction, hiring of appropriate artists / performers.

e Provide venue and food with halal food (light snacks and buffet dinner) for the
participants of the awarding ceremonies

e Provide host and entertainment numbers for the awarding ceremony

e Provide one night accommodation with breakfast for the participants in a smoke-
free hotel; at least 3 stars (Triple sharing)

e Provide transportation for participants to and from the hotel to the event’s
venue if it's outside of the hotel.

e Provide plaques (trophies), medals, and certificates to the winners

e Provide video and photo documentation of the awarding ceremony

» PITAHC shall be responsible of the following:

e Provide a focal person that will work with the production staff.

e Set direction of the program flow and provide the overall direction for the
awarding ceremonies.

e 17. Provide technical inputs to the conduct of the pre-awarding activities and
awarding ceremonies

e 18. Approve concept note, program, scripts for the awarding ceremony, and
spiels of the emcees.

PITAHC Building, Matapang Street, East Avenue Medical Center Compound, Barangay Central, Quezon City, Philippines
Telefax: (632) 8376-3067 / 8376-3068 Trunklines: (632) 8282-5193 /8282-5194
Email Address: pitahc@gmail.com Website: www.pitahc.gov.ph
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Provide the Gold Seal winner/s with prizes worth Php100,000.00
Timely review and acceptance of deliverables prior to payment.

lll.  IMPLEMENTING ARRANGEMENTS

The Office of the Director General and the Social Advocacy and Training Division
(SATD) of PITAHC shall be the focal office in this endeavor and the highest oversight

authority

DR. ANNABELLE PABIONA-DE GUZMAN
Director General, PITAHC

DR. FRANCIS VICENTE S. RAS
Division Chief, Social Advocacy and Training Division

IV.  DURATION AND ENGAGEMENT OF TIMELINE

The duration of engagement commences with planning and ends with post evaluation
and submission of technical and financial reports and documentation in hard and soft
copies. The target date for the implementation of awarding ceremonies is February 17,

2023.

V. BUDGETARY REQUIREMENTS

1. Estimated cost: PhP 987,000 inclusive of 12% VAT
2. Source of fund: PITAHC's Social Advocacy and Training Division

PITAHC Building, Matapang Street, East Avenue Medical Center Compound, Barangay Central, Quezon City, Philippines
Telefax: (632) 8376-3067 / 8376-3068 Trunklines: (632) 8282-5193 /8282-5194
Email Address: pitahc@gmail.com Website: www.pitahc.gov.ph
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VI. EVALUATION CRITERIA/QUALIFICATION OF CONTRACTOR

CRITERIA RAT
E
A. Experiences: 50%
Engaged in the field of advertising, production, and events organizing
with an efficient team of communication and creative experts. A firm
that has a good record of accomplishment and extensive client portfolio.
B. Qualifications of Key Staff: 25%
Key Key Expert Key Expert Key Expert Key Key Expert
Staff: 1 2 3 Expert 4 5
Managing Production Lead Lead Artist Event
Director Manager Communication / lllustrato Coordinator
r
Education Any college | Any college | Any degree Any Any college
degree degree related to degree | degree
related to related to communicati | or related to
communicati | communicati | on, training | communicati
on and on and advertising related | on and
management | management | or marketing | to management
creative
arts
Expertise Capable of Capable of Capable of Capable | Capable of
/Skills, handling or | coordinating | planning and | of coordinating
Competenci | carrying out | and writing creating | workshops,
es major tasks | facilitating communicati | good training,
from concerns on plans lay-outs | seminars and
research to related to and other events
planning to production designs | with
production of events for IEC | reputable
to conduct and material | venues; with
of events materials s and good
collatera | network of
Is resource
experts
Minimum 3 years 2 years 2 years 2 years | 2years
number of
years of
work
experience
C. With sufficient financial resources to carry out the required activities 25%

Telefax: (632) 8376-3067 / 8376-3068 Trunklines: (632) 8282-5193 /8282-5194
Email Address: pitahc@gmail.com Website: www.pitahc.gov.ph

PITAHC Building, Matapang Street, East Avenue Medical Center Compound, Barangay Central, Quezon City, Philippines
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Within the duration of the project the Service Provider shall:
Coordinate with PITAHC SATD for directions and requirements
Ensure the timely delivery of reports and outputs

Conduct other activities deemed suitable for the project
Oversee the progress and implementation of the project

. Within the duration of the project PITAHC through the SATD shall:

Assign a focal person to oversee and coordinate requirements

Provide technical assistance, supervision and suggest improvements
Process approval of submitted deliverables based on the inception report
Monitor the progress of the project

Evaluate the service provider performance

TERMS OF PAYMENT BY MAJOR OUTPUT
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For and in consideration of the full and satisfactory execution and performance by the
CONTRACTOR or the obligations under Agreement, the Philippine Institute of

Traditional and Alternative Health care shall pay the CONTRACTOR the amount of

Nine Hundred Eighty Seven Thousand Pesos (Php 987,000.00), Philippine currency,
inclusive of taxes, subject to the usual accounting and auditing rules and regulations
chargeable against the funds of the Social Advocacy & Training Division, payable in the
following manner:

technical and financial report, and evaluation
report (hard and electronic files).

TRANCHE(s) DELIVERABLE(s) PAYMENT
(in %)

1= e Upon submission, presentation and approval of
inception report, event plan, timeline, and approval 15
of contract.

2n e Upon the submission of a signed contract with the
venue, hotel accommodation and approved stage 60
designs, backdrops, invitations, programs, plaque,
and banners prototypes

3 e Upon submission of the final documentation, 25

PROPRIETARY RIGHTS/OWNERSHIP

All materials developed and produced for this project shall be submitted to PITAHC
and PITAHC have all the perpetual rights to the finished products, including all the
raw materials used to produce the finished products.

PITAHC Building, Matapang Street, East Avenue Medical Center Compound, Barangay Central, Quezon City, Philippines

Telefax: (632) 8376-3067 / 8376-3068 Trunklines: (632) 8282-5193 /8282-5194
Email Address: pitahc@gmail.com Website: www.pitahc.gov.ph
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X.  OTHER REQUIREMENTS

Aside from the Eligibility Documents as stated in the Request for Proposal, the bidder
is required to submit the following documents for the purpose of evaluation:

1. Company Profile.
2. List of Completed and On-going related and non-related projects.

3. Curriculum Vitae of Personnel to be involved in the project; and
4. Proposed Training Design.

PITAHC Building, Matapang Street, East Avenue Medical Center Compound, Barangay Central, Quezon City, Philippines
Telefax: (632) 8376-3067 / 8376-3068 Trunklines: (632) 8282-5193 /8282-5194
Email Address: pitahc@gmail.com Website: www.pitahc.gov.ph
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OTHER TERMS AND CONDITIONS

1. Bidders shall provide the correct and accurate information required in this
form.

2. Delivery Schedule: Refer to the Item IV of the Terms and Conditions
3. Location/Venue: Metro Manila
4. Payment Term: Refer to the Item VIII of the Terms and Conditions

5. Price proposal must be valid for a period of thirty (30) calendar days from the
date of submission.

6. Price proposal to be denominated in Philippine Peso (PhP), include all taxes and
duties and/or levies payable.

7. Proposals exceeding the ABC per lot shall be automatically rejected.

8. As part of the submission aside from Item No. 5 of the RFP and the Price
Proposal Form, bidder shall submit a Certificate of Satisfactory
Completion/Performance for those who have previous contracts with
PITAHC, if applicable.

9. The award of contract shall be made to the lowest calculated and responsive
proposal per lot, which complied with the minimum technical specifications and
other terms and conditions stated herein.

10. Any interlineations, erasures, or overwriting shall be valid only if they are signed
or initialed by the bidder or any of his/her duly authorized representative/s.

11.Liquidated damages equivalent to one tenth of one percent (0.001%) of the
value of the goods not delivered within the prescribed delivery period shall be
imposed per day of delay. PITAHC shall rescind the contract once the
cumulative amount of liquidated damages reaches ten percent (10%) of the
amount of the contract, without prejudice to other courses of action and
remedies open.

PITAHC Building, Matapang Street, East Avenue Medical Center Compound, Barangay Central, Quezon City, Philippines
Telefax: (632) 8376-3067 / 8376-3068 Trunklines: (632) 8282-5193 /8282-5194
Email Address: pitahc@gmail.com Website: www.pitahc.gov.ph
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PRICE PROPOSAL FORM

Date:

The Bids and Awards Committee
PITAHC Building, Matapang Street, East Avenue Medical Center Compound,
Barangay Central Quezon City

Sir/Madam:

After having carefully read and accepted the Terms and Conditions, I/we submit our proposal for
the item as follows:

Total Total Price
Item Description Price (VAT exclusive) (VhAT mdllfs“ﬁ and all
(in PhP) other applicable taxes)

(in PhP)

HIRING OF AN EVENT ORGANIZER FOR THE
CONDUCT OF SEAL OF EXCELLENCE AWARDING
CEREMONIESON FEBRUARY 17, 2023 IN METRO
MANILA

Amount in Words:_

The above-quoted price is inclusive of all costs and applicable taxes.
Very truly yours,

Signature

Printed Name
Date

Company Name

Contact Number
PHILGEPS Registration Number:

PITAHC Building, Matapang Street, East Avenue Medical Center Compound, Barangay Central, Quezon City, Philippines
Telefax: (632) 8376-3067 / 8376-3068 Trunklines: (632) 8282-5193 /8282-5194
Email Address: pitahc@gmail.com Website: www.pitahc.gov.ph
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BUDGET BREAKDOWN
PARTICULARS AMOUNT
(Please indicate your budget breakdown per item particular) (PhP)

Management fee/ Service

Accommodation (80 pax)
e Checkin date / time: Feb 17, 2023: 3:00 PM

e Checkout date / time: Feb 18, 2023: 12:00 NN

Stage set & productions

LED Wall (Rent)

Invitations & Programs, Materials & Programs

Prizes
(Awardees

Documentation of the event

Host

AVP Introduction of the Awardees

Miscellaneous Expenses

Media Coverage

TOTAL

Conforme:

Name and Signature of the Company Name Date
Authorized Representative

PITAHC Building, Matapang Street, East Avenue Medical Center Compound, Barangay Central, Quezon City, Philippines
Telefax: (632) 8376-3067 / 8376-3068 Trunklines: (632) 8282-5193 /8282-5194
Email Address: pitahc@gmail.com Website: www.pitahc.gov.ph
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Technical Specifications

Compliance to Technical Specification
(Check the corresponding box)

Compliant Non-Compliant Remarks:
(Counter Specs
Offer)

HIRING OF AN EVENT ORGANIZER
FOR THE CONDUCT OF SEAL OF
EXCELLENCE AWARDING
CEREMONIESON FEBRUARY 17,
2023 IN METRO MANILA

Yes( ) No( )

I. OBJECTIVE

To conduct and stage the first
PITAHC Seal of Excellence awarding
ceremony

Yes( ) No( )

Il. SCOPE OF WORK

Pre-Awarding
(Please see Item Il of the Terms of
Reference for detailed information)

Awarding Ceremonies
(Please see Item Il of the Terms of
Reference for detailed information)

Yes( ) No( )

Yes( ) No( )

Yes( ) No( )

. IMPLEMENTING
ARRANGEMENTS

(Please see Item Il of the Terms of
Reference for detailed information)

Yes( ) No( )

IV. DURATION AND
ENGAGEMENT OF TIMELINE

The duration of engagement
commences with planning and ends
with post evaluation and submission
of technical and financial reports and
documentation in hard and soft
copies. The target date for the
implementation of awarding
ceremonies is February 17, 2023.

Yes( ) No( )

Yes( ) No( )

V. BUDGETARY REQUIREMENTS

(Please see Item Il of the Terms of
Reference for detailed information)

Yes( ) No( )

PITAHC Building, Matapang Street, East Avenue Medical Center Compound, Barangay Central, Quezon City, Philippines
Telefax: (632) 8376-3067 / 8376-3068 Trunklines: (632) 8282-5193 /8282-5194
Email Address: pitahc@gmail.com Website: www.pitahc.gov.ph
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V1. EVALUATION Yes( ) No( )
CRITERIA/QUALIFICATION OF
CONTRACTOR

(Please see Item Il of the Terms of
Reference for detailed information)

VII. RESPONSIBILITIES OF Yes( ) No( )
CONTRACTING PARTIES

(Please see Item Il of the Terms of
Reference for detailed information)

VIl. TERMS OF PAYMENT BY |Yes( ) No( )
MAJOR OUTPUT

(Please see Item Il of the Terms of
Reference for detailed information)

IX. PROPRIETARY Yes( ) No( )
RIGHTS/OWNERSHIP

(Please see Item Il of the Terms of
Reference for detailed information)

X. OTHER REQUIREMENTS Yes( ) No( )

(Please see Item Il of the Terms of
Reference for detailed information)

OTHER TERMS AND CONDITIONS Yes( ) No( )

(Please see  the Other Terms and
Conditions for detailed information)

e Certificate of Satisfactory
Completion/Performance for

those who have previous | Yes( ) No( )

contracts with PITAHC, if

applicable.

Conforme:

Name and Signature of the Company Name Date

Authorized Representative

PITAHC Building, Matapang Street, East Avenue Medical Center Compound, Barangay Central, Quezon City, Philippines
Telefax: (632) 8376-3067 / 8376-3068 Trunklines: (632) 8282-5193 /8282-5194
Email Address: pitahc@gmail.com Website: www.pitahc.gov.ph
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Annex “A”
PITAHC SEAL OF EXCELLENCE BUDGET BREAKDOWN
ITEM AMOUNT
Management fee/ Service 98,700.00
2,200 x 80 x 2 = 352,000.00

Accommodation (80 pax)
e Checkin date / time: Feb 17, 2023: 3:00 PM

Checkout date / time: Feb 18, 2023: 12:00 NN

Stage set & productions 30,000.00
LED Wall (Rent) 100,000.00
Invitations & Programs, Materials & Programs 200 x 100 = 20,000.00
Prizes 5,000 x 15 = 75,000.00
(Awardees)
3000 X 15 = 45,000.00

500 x 15 =7,500.00

Package = 50,000.00

Documentation of the event
Host 50,000.00
AVP Introduction of the Awardees 1,000 x 15 = 15,000.00
Miscellaneous Expenses 10,000.00
133,800.00

Media Coverage

PITAHC Building, Matapang Street, East Avenue Medical Center Compound, Barangay Central, Quezon City, Philippines
Telefax: (632) 8376-3067 / 8376-3068 Trunklines: (632) 8282-5193 /8282-5194
Email Address: pitahc@gmail.com Website: www.pitahc.gov.ph



