


 
 

ANNEX “A” 
 

TERMS OF REFERENCE 
 
 

I. Project and Location 
 

To provide conference/breakout rooms, meals and accommodation which can 
accommodate 150 participants for the conduct of the CFIDP Harmonization and 
Convergence Workshop on June 1 - 3, 2022 in Quezon City. 

 
II. Scope of Work 

 
1. Provide conference/breakout rooms with the following equipment and facilities: 
 

DATE ROOM REQUIREMENT 

No. of Rooms Purpose/ Activity No. of Persons 
to be 
accommodated 

Inclusions and 
expected time of use 

June 1 to 
3, 2022 

1 Conference 
Room 
(classroom 
type) 

Opening 
program/discussion/ 
workshop  

150 8:00 am – 5:00 pm 
 
•WiFi Internet 
Access  
•LCD Projector and 
Screen  
•Basic Sound System  
•White Board/ Flip 
Chart 
•Extension Cords 

June 1 – 2, 
2022 

2 breakout 
rooms 
(boardroom / 
round table 
style) 

Breakout sessions 
between IAs per 
project components 

50 June 1 
12:30 – 2:00 PM 
2:00 – 4:00 PM 
 
June 2 
9:00 AM – 10:30 AM 
10:30 AM – 12:00 
NN 
3:00 PM – 4:00 PM 
 
•WiFi Internet 
Access  
•LCD Projector and 
Screen  
•Basic Sound System  
•White Board/ Flip 
Chart 
•Extension Cords 

 
 

2. Provide double sharing and triple sharing air-conditioned rooms w/ complimentary 
breakfast on June 1 to 3 for 15 pax. 



Check in: June 1, 2022 
Check out: June 3, 2022 

 
3. Meals to be served for 150pax. (June 1 to 3, 2022) 

Submit proposed menu with complimentary free flowing coffee and water 

to be approved by PCA. 

 

a. AM Snack 
b. Lunch 
c. PM Snack 

 
4. Provide parking area for the participants. 
 
 
 
 
Conforme: 
 
 
____________________ 
Bidder’s Representative 

 


