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SMALL BUSINESs

Q CORPORATION
TRANSFORMING THE MSME LANDSCAPE

PHILIPPINES
BAGONG PILIPINAS

After having carefully read and accepted the Terms and Conditions, I/we submit our quotation/s for the

item/s as follows:

Procurement of (Name of Item/s to be procured)

TECHNICAL SPECIFICATIONS (detailed)

ANNUAL REPORT 2025

CONCEPT, DESIGN and PRINTING

A. EXECUTION OF CONCEPT AND DESIGN LAY-OUT

1. Concept

1.1 Develop a creative concept appropriate to the nature

and operations of the Small Business Corporation

(SBCorp) in 2025 as determined and approved by SBCorp

Management Committee.

2. Graphic Arts Services

2.1 Develop three (3) acceptable design studies for the

cover, inside pages and envelope based on the approved

concept

2.2SB Corp may require as many revisions as needed until a

design is deemed acceptable and approved.

2.3 The Annual Report cover and inside pages design should

be in full color, while the envelope design should be in

one(1) spot color.

2.4 Preparation of artworks

2.5 Cost of typesetting and art materials

2.6 Printouts and mock-ups

2.7 Copywriting and editing

3. Photography

3.1 All production equipment and materials shall be

provided by the contractor

3.2 Digital Photography shots for the following:

Individual portrait shoot of the Chairman and President

Individual portrait shoot of the Board of Directors

Individual portrait shoot of the Management

Committee and Group heads

3.3 Art direction and supervision during the photoshoot
sessions

REMARKS

Bidders must state here either "Comply" or "Not

Comply" against each of the individual parameters

of each Specifications
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3.4 The photographs and art direction should be

consistent with the Annual Report's overall theme and

concept.

4. Deliverables/Timeframe

4.1 First lay-out: Ten working days after submission of

materials

4.2 Second lay-out: Five working days upon approval of

the first lay-out

4.3 Final Lay-out for color separation ready: Five working

days after the approval of the second lay-out

B. COLOR SEPARTION AND PRINT PRODUCTION

1. Color Separation

1.1 Scanning of images/photo prints in high resolution

format

1.2 Outputting charge should include progressive proof.,

film and negative output for all the 75 pages

1.3 Computer retouching and manipulation if necessary

2. Print Production

2.1 Annual Report

2.1.1 Size: 8½ x 11 "folded; 17 "x 11" flat

9 x 11 ½" (Envelope)

2.1.2 Stocks: Cover - C2S 220 lbs; Inside - Matte Coated

Paper 100 lbs.

2.1.3 Color: Full Color (with color separation)

2.1.4 Number of pages :75 inclusive of cover pages

2.1.5 Quantity: 300 copies

2.1.6 Bindery: Saddle stitch finish with die cutting scoring,

pasting and gumming

2.2 Envelope

2.2.1 Size: 9" x 11 ½" folded

2.2.2 Stock: Bookpaper 80#

2.2.3 Color: 1 spot color

2.2.4 Others: With die cutting, scoring, pasting and

gumming

2.2.5 Quantity: 300 pieces
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3. Deliverables/Timeframe

3.1 Ten (10) working days upon approval of the approved
color separation proof.

4. Budget

4.1 The earmarked budget for the project is P375,000.00

5. Terms of Payment

5.1 Upon approval of photos -25%

5.2 Upon Approval of the final artwork - 25%

5.3 Upon approval of the color separation proof -25%

5.4 Upon delivery of the printed copies - 25%

6. Evaluation of bidders

Contractors will be evaluated based on their creative

outputs and past works in terms of concept, design,

photography (70%) and financial bid (30%).

DELIVERY REQUIREMENT

a) 1 lot

b) 17Flr 139 Corporate Center, 139 Valero St., Salcedo

Village Makati City

c) Ten (10) working days upon approval of the approved
color separation proof

PHILIPPINES BAGONG PILIPINAS

Small Business Corporation is an Attached Agency of the Department of Trade and Industry

17th & 18th Floors, 139 Corporate Center, Valero St.,  Salcedo Village, Makati City 1227, Philippines

sbcorporation@sbcorp.gov.ph

5328-1100-1110 and 1112-1116

www.sbcorp.gov.ph






