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REQUEST FOR QUOTATION

Date: August 18, 2026
Reference No (PR No.):2026-262

To All Interested Bidders:

This is to request a quotation on the PIDS procurement requirement enumerated hereunder. If you are
interested and, in a position, to furnish the same, we shall be glad to have your best price, terms and conditions
of delivery, submitted not later than August 24, 2026, 9:00 AM addressed to the Procurement Management
Division of the Administrative and Finance Department at the above-mentioned address. PIDS reserves the
right to reject any and all bids, declare failure of bidding, or not award the contract under the conditions specified
in Section 70 of the IRR of Republic Act 12009 or the New Government Procurement Law.

The price quotation/s, to be denominated in Philippine peso, shall include all applicable taxes, duties,
and/or levies payable.

Very truly yours,

s

Procurement Management Division

Item Qty Unit Articles/Description Unit Cost Total Cost

1 1 Lot Events Management for the Annual Public Policy
Conference 2026: Financing Better Health: Regional
Lessons for Strategic Purchasing and Universal Health
Care on September 16, 2026

ABC: PhP300,000.00

Note: Please see attached Terms of Reference

Requirements:
e Valid Mayor’s/Business Permit
e  PhIlGEPS Registration No. (if PhilGEPS Platinum Certificate is provided, Mayor’s/Business Permit is no longer required, as
long as the attached permit in the Certificate is valid.)
e Notarized Omnibus Sworn Statement with Authority of the signatory

The price and details of the above offer are certified correct:

Name of Firm (Bidder) Signature over Printed Name of Bidder’s Representative
Address Business Permit No.
Telephone and/or Mobile No. Tax Identification Number (TIN)
Email Address PhilGEPS Registration Number

Note: PIDS is evaluating its supplier’s performance based on the quality of services rendered or goods delivered, timeliness of
delivery, customer/after sales service and overall quality of service.

Service through policy research

PHILIPPINE INSTITUTE FOR DEVELOPMENT STUDIES

18F Three Cyberpod Centris - North Tower, EDSA corner Quezon Avenue, Quezon City
Tel: (+632) 8877-4000 | Email: pids-inquiries@pids.gov.ph | Website: pids.gov.ph
Facebook, X, LinkedIn, TikTok: pidsgovph | YouTube: pidsgovtph
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TERMS OF REFERENCE

Events Management for the Annual Public Policy Conference 2026 : Financing Better Health:
Regional Lessons for Strategic Purchasing and Universal Health Care on September 16, 2026

e Background and Objectives

The Health Economics and Finance Program, in collaboration with the Asian Development Bank
(ADB), National University Singapore - Saw Swee Hock School of Public Health (NUS), and China
Medical Board (CMB), is organizing a Strategic Purchasing forum to be conducted on September 16,
2026. This forum shall be part of the series of events for the celebration of Development Policy Research
Month this September, along with the Annual Public Policy Conference (APPC) events.

This forum brings together policymakers, academics, technical experts, and national and regional
practitioners to examine how strategic purchasing can be strengthened, grounded in local evidence, and
informed by regional experience. Regional experts will share experiences in integrating fragmented
financing systems, strengthening strategic purchasing arrangements to improve affordability and value
for money, and designing payment mechanisms that promote quality of care and financial protection.
Also, discussions will highlight approaches to aligning provider incentives with health system goals,
including improving patient access, reducing financial hardship, and rewarding high-quality care.

The target number of invitees to the event is 150, from national government agencies, the executive
and legislative bodies, academe, development partners, and civil society organizations.

To ensure the seamless execution of the event, an experienced event management service provider shall
be engaged. The event management service shall coordinate directly with the PIDS — Health Economics
and Finance Program, supported by the PIDS Public Affairs Division and ICT Services. The events
management service provider shall ensure secure reliable logistical support for delivery of materials for
the number of participants, serve as floor director and man the tech booth to ensure smooth conduct of
the program proper, and provide photo and video documentation to capture key moments for post-event
reporting, knowledge dissemination, and future advocacy efforts.

e Scope of Work and Deliverables

Scope of Work ‘ Deliverables
Coordinate with PIDS- e Conduct at least two (2) coordination meetings with the PIDS
HEFP for Pre-Event —HEFP Organizing Team to discuss program flow,
Planning understand program concept, and identify technical needs &
requirements

e Prepare and submit an Event Implementation Plan, including:
a. Assignment and contact details of the coordination
team;
b. Supplier and technical coordination checklist; and
e Coordinate with the technical provider, and other suppliers
engaged by the Procuring Entity;
e Through PIDS-HEFP, coordinate with the venue on
audiovisual, stage, and internet requirements
e Ensure all presentation files, videos, and livestream
requirements are tested and ready before program

commencement
Ensure proper ingress e Oversee sound check and equipment testing prior to event
for the event proper e Delivery and set-up of all equipment including but not limited

to laptops, cameras, tripods and stands, microphones, lighting
set ups, cables, and over-ear headphones
e Set-up livestreaming in coordination with the PIDS




e Directly coordinate with the PIDS-HEFP on the proper
ingress of equipment and conduct of technical rehearsal and

testing
On-site Event e Coordinate the arrival, reception, seating, and assistance of
Management government officials, speakers, resource persons, guests, and
participants;

e Manage the approved program flow and ensure that all
activities proceed according to schedule;

e Cue the host, speakers, performers, audiovisual presentations,
and other program components;

e Coordinate with the sound, lighting, audiovisual,
livestreaming, photography, and other service providers;

e Provide speakers and resource persons with timely reminders
regarding their schedules and presentation requirements;

e Facilitate the distribution and collection of materials,
certificates, tokens, evaluation forms, or other event-related
items;

e Monitor meal and refreshment service and coordinate dietary
or special requirements previously communicated by the
Procuring Entity;

e Promptly address operational concerns, delays, technical
difficulties, and other unforeseen circumstances;

e Implement contingency measures subject to the approval of
the authorized representative of the Procuring Entity;

e Maintain proper coordination and communication with the
designated Event Focal Person throughout the event;

e Ensure that event activities comply with venue rules,
government protocols, safety requirements, and the approved

program

Provide on-site photo e Conduct photo and video documentation throughout the

and video production duration of the event

and livestreaming e Ensure uninterrupted livestreaming and recording of the
event, with appropriate backup measures in place

Submit Post-Event e Submit a complete photo and video documentation package

Documentation via external hard drive or equivalent digital storage within the

agreed timeline, including:

At least 150 professionally edited, high-resolution

photographs

One (1) event highlights video (4-5 minutes)

Full recording of all sessions

Raw photo and video files

Turn over all documentation files with unrestricted

usage rights for PIDS and its partners for reporting,

publications, and advocacy purposes

e Submit an accomplishment report within [three/five] working
days after the event, containing:

Actual program flow;

Issues encountered and actions taken;

Supplier coordination notes;

Recommendations for future events;
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e Production Team

The Production Team shall be composed of the following at the minimum with the expected tasks:
Expected Tasks

Floor Director
coordinate with the PIDS Secretariat, venue staff, and




technical team before and during the event.

Manage lighting and sounds throughout sessions,
presentations, panel discussions, videos, and Q&A segments.
Operate contingencies when needed to ensure all aspects of
the program run smoothly as planned with the Project Team
Resolve operational issues and contingencies in real time
while minimizing disruptions.

Program
Coordinator

Manage the program flow and prepare contingency plans for
the management of the activity

Cue speakers, moderators, and performers, and ensure
adherence to the approved agenda.

Ensure all event materials (including but not limited to slide
decks, presentations, photos, videos, etc) are downloaded,
backed up, and ready for seamless presentation according to
the approved program

Support the PIDS-HEFP in the delivery of invitation letters
to program participants

Ensure ushers and usherettes are briefed and prepared to lead
patients to their seats and other areas of the venue

Livestream and
Production Director

Lead and supervise the photography and videography team
throughout pre-event preparations, event execution, and post-
event production.

Manage the livestream of the event in coordination with the
PIDS (HEFP, Public Affairs Division and IT)

Oversee the organization, backup, editing, and timely
submission of all photo and video deliverables, including
same-day outputs and final edited materials, in accordance
with the approved production timeline.

Livestream
Camerapersons

Operate dedicated cameras for livestream production.
Coordinate with the PIDS to ensure smooth camera
switching and framing, appropriate recording, and posting on
official platforms.

Retain a digital copy of the livestream recording for
documentation purposes

Photographers and
Videographers

Capture high-resolution photographs and video coverage of
the event, including opening ceremonies, keynote speeches,
panel discussions, and networking.

Ensure adequate coverage of partner representatives,
speakers, and VIP guests.

Produce a comprehensive photo and video package and
submit a same day edit video summarizing the highlights of
the forum.

Production Assistants

Assist in registration, ushering, speaker coordination.

Ensure all microphones, presentation materials, and session
requirements are ready before each segment.

Provide immediate logistical support to the PIDS team and
Floor Director during the event.

Support overall administrative requirements before, during,
and after the event, including booking of participants’ flights
and accommodations, gathering participant information such
as food preferences, and distributing feedback forms
Coordinate distribution of event materials, certificates, and
tokens to the speakers.

Note: Transportation and crew meals of Production Team shall be carried by the Service Provider




IV. Roles and Responsibilities
e Service Provider

In close coordination with PIDS, the Service Provider shall be responsible for the following:

1. Provide complete event management services necessary for the successful conduct of the
Strategic Purchasing Forum, including pre-event planning, on-site event operations,
technical support, and post-event documentation;

2. Coordinate regularly with the PIDS Organizing Team and attend all required coordination
meetings, technical rehearsals, and site inspections;

3. Provide and operate all necessary technical equipment and ensure that audiovisual
systems, presentation equipment, livestreaming facilities, and internet-dependent
components function in coordination with the PIDS team throughout the event;

4. Ensure the timely ingress, setup, testing, operation, and egress of all equipment and
production requirements;

5. Implement appropriate contingency measures and promptly address operational or
technical issues that may arise during the event;

6. Produce and submit all required documentation and multimedia outputs within the
prescribed timelines and in the agreed formats;

7. Transfer to PIDS all outputs, including raw files and edited materials, together with the
corresponding usage rights for documentation, publication, and advocacy purposes; and

8. Maintain the confidentiality of all documents, presentations, recordings, and information
obtained in the course of the engagement and refrain from using any event materials
without prior written approval from PIDS.
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e Provide complete event management services necessary for the successful conduct of the
Strategic Purchasing Forum, including pre-event planning, on-site event operations,
technical support, and post-event documentation.

e Supply the production team with the detailed background information about the intended
use of the videos;

e Highlight key messages that must be conveyed in the video and provide guidelines for its
production;

e Thoroughly review the outputs of the production team;

e Provide constructive feedback and recommend necessary revisions to ensure the final
products meet quality and content standards;

e Approve all final outputs from the production team, ensuring they align with the project's
goals and specifications;

e Provide all necessary logistical information and support required for the documentation of
the forum; and

e Compensate the production team according to the agreed-upon amount, recognizing their
professional services and efforts.

V. Qualification requirements

The Service Provider must have the following qualifications or equivalent to undertake the



responsibilities mentioned above:

1.

2.

The Service Provider must be a public or private agency with the required manpower/personnel
and staff. It shall be duly established in the Philippines;

The Service Provider must have experience of at least five (3) years in facilitating and producing
events or fora as official engagements with public and private sector partners, in-depth
understanding of photography and video production, and proficiency in visualizing and
effectively shooting concepts;

The Service Provider must be composed of individuals holding bachelor’s degrees in
Communication, Visual Arts, Fine Arts, Information Design, or any related fields.; and

The Service Provider must have no official records of plagiarism and falsification of any
materials such as but not limited to videos, photos, data, and other public information.

VI. Allotted budget: PhP 300,000.00

VII. Duration of Work & Payment Schedule

The project will run until September 30, 2026, by which time all deliverables must be submitted.
The Service Provider shall maintain regular communication with the Institute’s designated project
coordinator throughout the engagement, using email, phone, and meetings (virtual and/or face-to-face)

as necessary. Payment will be released 30 calendar days upon submission and acceptance of the final
output together with the complete set of required files.

Submitted by: Reviewed by:
HU FAEL L. CATAN VALERIE/GILBERT T. ULEP
Technical Specialist I11 Senior Research Fellow

PIDS-HEFP PIDS-HEFP



