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TERMS OF REFERENCE 

CONCEPT, DESIGN, LAYOUTING, AND PRINTING OF  
A COFFEE TABLE BOOK FEATURING THE 537 JUBILEE CHURCHES 

 

I. BACKGROUND/DESCRIPTION OF THE PROJECT 

March 2021 commenced the 500th year Anniversary Celebration of the 

circumnavigation of the world. It also revels on the quincentennial celebration of 

Christianity in the Philippines - ŀ ƳƛƭŜǎǘƻƴŜ ƛƴ ƻǳǊ ƴŀǘƛƻƴΩǎ ƘƛǎǘƻǊȅΦ  

As part of the Philippine Quincentennial Celebrations, the Tourism Promotions Board 

(TPB) Philippines commemorates this momentous event through the production of a 

coffee table book that will feature the 537 Jubilee Churches in the country. The coffee 

table book will serve as a memento ς a picture brochure that will highlight the richness 

ƻŦ ƻǳǊ ŎƻǳƴǘǊȅΩǎ ŎǳƭǘǳǊŜ ŀƴŘ tradition expressed through the Heritage of our Faith. The 

coffee table book will anchor on significant places and events that propelled the spread 

of Christianity in the archipelago vis-à-Ǿƛǎ ǘƘŜ ŎƻǳƴǘǊȅΩǎ ǊŜŎƻǊŘŜŘ ƘƛǎǘƻǊȅ. 

Moreover, the coffee table book shall serve as a great and meaningful giveaway to TPB 

partners and stakeholders as this will not only boost the promotion of Faith and 

Heritage Tourism but also ensure dissemination of information and appreciation of the 

ŎƻǳƴǘǊȅΩǎ Ŏǳƭǘure and traditions. This will likewise be a most suitable way to conclude 

the year-long Quincentennial Celebration in the Philippines in December 2022. 

II. OBJECTIVES:  

 

1. ¢ƻ ǎƘƻǿŎŀǎŜ ǘƘŜ ǊƛŎƘƴŜǎǎ ƻŦ ǘƘŜ tƘƛƭƛǇǇƛƴŜǎΩ ŎǳƭǘǳǊŜ ŀƴŘ ƘŜǊƛǘŀƎŜ ŘŜŜǇƭȅ ǊƻƻǘŜŘ ƛƴ 

its faith and belief. 

2. To rediscover faith and boost promotion of the Faith and Heritage Tourism 

3. To provide inspiration and uplift the morale of businesses and workers in the 

various sectors of the local tourism. 

4. To produce a material that can be utilized for future marketing activities. 

 

III. SCOPE OF WORKS/SERVICES:  

The Tourism Promotions Board (TPB) Philippines is in need of the services of a 

renowned Publishing House/Company who specializes in producing quality coffee table 

/ picture books and other similar print marketing collaterals (i.e., brochures, booklets, 

the likes) who can: 

 Conceptualize design, layout, and name/title of the Coffee Table / Picture Book 
based on the Specifications provided in this Terms of Reference (TOR) 
Notes: 
o Concept must be simple, elegant and have timeless elements for longer usage/shelf life 
o Execution of concept must appeal to all markets ς domestic as well as global 
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 Conduct Research and content writing  
 Provide all applicable photos in the coffee table book to include photo selection, 

editing, and coordination /  facilitation of shoot, if needed 
 Render all needed graphics / illustrations 
 Fact checking and proof-reading 
 Layout and copy revisions as required, maximum of 5 revisions 
 Submission of all digital files that are print ready (Final Artwork) 
 Coordinate printing requirements and outsource a good printer following the 

specifications below: 
     
  Size ς cover : мл  тκуέ ǿ  Ȅ  фΦтр Ƙ Ȅ Φтрέ ǘƘƛŎƪ ς folded 
   : млΦрέ ǿ  Ȅ  фΦрέ Ƙ ς inside page folded 
   : нмέ ǿ     Ȅ  фΦрέ Ƙ  - inside page spread 
  Paper ς cover  : Pasteboard #30, endpaper Matte 120 lbs. 
   Pages : Matte 100 lbs. 
  Printing color :  
         Cover : FC x with matt lamination & spot UV x FC 
     Inside : FC x FC 
  No. of pages : 550 inside pages + flyleaf and cover 
  Binding : Perfect binding with smythe-sewing 
    
  Slipcase Box: 
  Paper type : Chipboard 30 wrapped w/ C2S 120 lbs. 
  Size : Fit to size of the book 
  Colors : FC + 1 color / 0 
  Others : With lining C2S 120 lbs., die-cutting, scoring, folding 
    and pasting.  
  Quantity to be printed : 7,000 copies (books w/ slipcase box) 
 
 
IV. DELIVERABLES:   
 

1. All editable Files (layered) ς Photoshop, Illustrator, InDesign, and/or PDF formats, 
as needed 

2. Final/approved digital proofing in actual size ready for printing 
3. Dummy to serve as guide ς should use actual paper stock, packaging and binding 
4. 7,000 printed copies with Slipcase as per above specifications 
5. Turn-over of 500 (minimum number) high quality images, each with a minimum 

resolution of 300 DPI, to be selected by TPB from set of images provided by 
supplier. TPB shall have full global ownership and/or rights on the use of the 
images in any medium, and for use in perpetuity. 
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V. MINIMUM REQUIRED PERSONNEL 

REQUIRED PERSONNEL REQUIRED MINIMUM NUMBER OF 
YEAR OF EXPERIENCE 

1. Managing Director / Editor 10 years 

2. Associate Editor 10 years 

3. Historian / Researcher 10 years 

4. Creative Director 7 years 

5. Copywriter 7 years 

6. Copy Editor  5 years 

7. Graphics Designer 5 years 

8. Researcher  5 years 

9. Photo Researcher 5 years 

10. Photographer 5 years 

Note: Bidders may recommend additional personnel deemed fit for the team. Personnel 
must have had been in his/her position or similar capacity in the required number of 
years based on their career. Please include in the bid documents the resume of the 
ǇŜǊǎƻƴƴŜƭ ŀƴŘ ǘƘŜ ǿƻǊƪ ǊŜŦŜǊŜƴŎŜΩǎ ŎƻƴǘŀŎǘ ŘŜǘŀƛƭǎ 

 
The following key personnel should be organic employees of the bidder: Managing 
Director; Creative Director; Graphic Designer, and Copywriter. 
 
 

VI. CRITERIA FOR RATING 
Stage 1- Submission of eligibility documents  
 
Stage 2- For short-listed bidders, submit brief credentials and the proposed concept 
design and treatment for the Coffee Table Book 
 
1. Short listed bidders who will be declared compliant with the technical 

requirements on the opening of bids may be required to present their proposed 
concept design and treatment with sample layout to the members of the Bids and 
Awards Committee (BAC), and the Technical Working Group (TWG), and other 
observers that TPB will invite during the pitch presentation, if necessary.  

2. A maximum of twenty minutes (20 minutes) will be given for each bidder for its 
presentation excluding the question and answer portion with BAC and TWG 
Members and such other individuals to be invited by the TPB.  

3. The presentation will be rated by TPB BAC members individually, and ratings will 
be averaged to arrive at a final score per agency. Rating will be done based on the 
scores.  
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A. Eligibility Check and Shortlisting Criteria and Rating (70% passing score)  

CRITERIA WEIGHT RATIING 

I. APPLICABLE EXPERIENCE OF THE CONSULTANT 60% 

A Appropriateness of the establishment/company 
for the requirement 

15%  

Publishing House/Company (15%) 
Creative House (10%) 
Printing Press (5%) 

  

 B Similar Projects handled in the past 10 years 
Please include in the submission details of the 
Projects handled with proof of output showing 
sample/s of work (PDF file to be included in the 
submission of eligibility bid. A hard copy of the 
sample will be requested to submit during the 
post qualification) 

20%  

5 or more coffee table / picture books completed 
with a certificate of project completion from the 
client to form part of the list of ongoing and 
completed government and private contract/s 
(20%)  

  

1 ς 4 coffee table / picture books completed with 
a certificate of project completion from the 
client to form part of the list of ongoing and 
completed government and private contract/s 
(15%) 

  

No coffee table /picture books done in the past 
(0%) 

  

C Years of Existence as a Publishing House/ 
Company 

10%  

10 years and above (10%)   

5-9 years (5%)   

D Contract Cost of Completed Projects in the last 
three (3) years 

15%  

Two (2) or more projects with a contract cost 
(each project) equal to or greater than PHP5 
Million (15%) 

  

At least one (1) project with a contract cost equal 
to or greater than PHP5 Million (10%) 

  

II QUALIFICATION OF PERSONNEL WHO MAY BE  
ASSIGNED TO THE JOB  

20% 

Reference: 
Á Managing Director/Editor (10 years) 
Á Associate Editor (10 years) 
Á Historian / Researcher (10 years) 
Á Creative Director (7 years) 
Á Copywriter (7 years) 

  



TOR ς Coffee Table Book: 537 Jubilee Churches Page  
as of 25 October 2021 (after pre-proc) 

 

5 

Á Copy editor (5 years) 
Á Graphics Designer (5 years) 
Á Researcher (5 years) 
Á Photo Researcher (5 years) 
Á Photographer (5 years) 

Required number and positions of personnel with 
minimum years exceed the minimum requirement 
(20%) 

  

Required number and positions of personnel with 
minimum years of experience is met (15%) 

  

III CURRENT WORKLOAD RELATIVE TO CAPACITY  20% 

Number of on-going similar and related projects 
relative to capacity  

  

1-2 projects (20%)   

 3 or more projects (15%)   

No projects (5%)   

TOTAL 100%  

 
B. Technical Bid/Proposal Criteria and Rating (70% passing score)  

CRITERIA WEIGHT RATIING 

I EXPERTISE AND CAPABILITY OF THE FIRM 20% 

A. Experience of the firm in handling similar nature 
of work (production of coffee table/picture 
books) 

10%  

More than 10 Years (10%)   

At least 10 years (5%)   

Less than 10 years (0%)   

B Similar Projects implemented and completed for 
the last 10 years.  

10%  

 More than 5 similar projects implemented and 
completed with at least one (1) government 
project in the last 10 years (10%) 

  

 5 similar projects implemented and completed 
in the last 10 years (5%) 

  

 Less than 5 similar projects implemented and 
completed in the last 10 years (0%) 

  

II QUALITY OF PERSONNEL ASSIGNED TO THE 
PROJECT 

30% 

 Profile and expertise of key personnel assigned to 
the project showing specialization and/or experience 
in conceptualization of design and production of 
coffee table/picture books, and other similar print 
marketing collaterals 

  

 Reference: 
Á Managing Director/Editor (10 years) 
Á Associate Editor (10 years) 
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Á Historian / Researcher (10 years) 
Á Creative Director (7 years) 
Á Copywriter (7 years) 
Á Copy editor (5 years) 
Á Graphics Designer (5 years) 
Á Researcher (5 years) 
Á Photo Researcher (5 years) 
Á Photographer (5 years) 

  All key personnel have satisfied the required 
minimum number of years of experience based 
on the position he/she is assigned to (30%) 

  

  At least one (1) key personnel has not satisfied 
the required minimum number of years of 
experience (15%) 

  

  Two (2) or more key personnel has not satisfied 
the required minimum number of years of 
experience (0%) 

  

III PLAN APPROACH AND METHODOLOGY 50% 

 Originality of concept, design and treatment 15%  

 Creativity of visual design 15%  

 Adherence to all the required components of the 
deliverables mentioned in this TOR  

10%  

 Over-all impact of the concept 10%  

TOTAL 100%  

 
 
VII. OTHER TERMS AND CONDITIONS  
 

 The supplier should be able to house the printed books in a safe and well-ventilated 
warehouse until such time that the contracted Shipper will collect these for shipment 
to the intended recipients. 

 
VIII. TIME FRAME AND SCHEDULE FOR WORK/ACTIVITIES 
 

 ACTIVITY DATE 

1.  Submission of the over-all creative design concept December/January 2021 

2.  Submission of the first draft of the book with 
layout and copy 

last week of January 2022  

3.  Submission and approval of the revised draft of 
the book with layout and copy 

1st week Feb 2022 

4.  Submission of the Final Artwork to the printer and 
TPB approval of the proofing 

End of Feb 2022 

5.  Complete delivery of printed books to TPB End of March 2022 
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IX. TERMS OF PAYMENTS: 
 

 15% - upon submission and approval of TPB on the over-all creative design concept 
 15% - upon submission of the first draft of the book with layout and copy 
 20% - upon submission and approval of the revised draft of the book with layout 

and copy  
 35% - upon submission of the Final Artwork to the printer and TPB approval of the 

proofing 
 15%  - upon complete delivery of the printed books to TPB 

 
 
X. ELIGIBILITY REQUIREMENTS / QUALIFICATIONS OF BIDDERS: 
 

 Company must be 100% Filipino-owned and operated, and legally registered 
under Philippine law. 

 Must have at least ten (10) years of experience in publishing premium/high 
quality coffee table book publications. 

 Must have produced at least two (2) coffee table books featuring tourism-related 
products for the past 10 years of experience in the business; 

 
XI. APPROVED BUDGET FOR THE CONTRACT:   

PHP10,000,000.00 inclusive of all applicable taxes and fees 
 

XII. CONTACT PERSON: 
 Marketing Communications Department 
 Tel No. 8525 9318 loc. 266 
 
 Krisandra Cheung 
 krisandra_cheung@tpb.gov.ph 
 
 Artem Maunahan 
 artem_maunahan@tpb.gov.ph 
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