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Preface

'lhese Philippine Bidding Documents (PBDs) tbr the procurement of Goods
through Competitive Bidding have been prepared by the Govemment of the Philippines
for usc by any branch, constitutional commission or office, agency, departmcnt, burcau,
office, or instrurnentality of the Government of thc Philippines, National (iovemmcnt
Agencies, including Govemmenl-Owned and/or Controllcd Corporations, (iovemmcnt
F-inancing Institutions, State Universities and Colleges, and Local Government Unit.
-l'he 

proccdures and practices prcscnted in this document have been dcveloped through
broad cxperiencc, and arc for mandatory use in projects thal are financed in whole or in
part by the Government of the Philippines or any forcign govcrnmenVloreign or
international financing institution in accordance with the provisions ofthc 20 l6 reviscd
Implementing Rules and Regulations of Republic Act No. 9184.

1'he Bidding Documents shall clearly and adequately define, among others: (i)
the objcctives, scope, and cxpected outputs and/or results of thc proposcd contract or
Irramcwork Agrccment, as the casc may be; (ii) thc cligibility requircments of Bidders;
(iii) thc cxpectcd contract or F'ramework Agreement duration, the cstimated quantity in
the casc of procurement of goods, delivery schedule and/or time framc; and (iv) the
obligations, duties, and/or functions of the winning bidder.

Care should be lakcn to chcck the rclevancc ofthe provisions ofthc PIIDs against
the rcquirements of the specific Goods to be procured. If duplication ol'a subject is

inevitable in olhcr sections ofthe docurnent preparcd by thc Procuring IJntity, care musl
be exercised to avoid contradictions bctween clauses dealing with thc samc mattcr.

Moreover, each section is prepared with notcs intendcd only as inlbrmation lor
thc Procuring }intity or the person drafling the Bidding Documents. Thcy shall no1 be
includcd in thc linal documents. The following gcneral directions should bo observed
when using thc documents:

All the documents listed in the Tablc of Contcnts arc normally requircd
lor the procuremcnl of Goods. I lowever, they should bc adaptcd as

ncccssary to thc circumslanccs of thc particular Procurcment l)roject.

tl Spccific details, such as the "name of the Procuring Entity" and "address

for bid submission," should be furnished in the Instructions to Bidders,
Bid Data Sheet, and Special Conditions of Contract. 'fhe final docume nts

should contain neither blank spaces nor options.

'l'his Preface and the footnotes or notes in italics includcd in thc Invitation
to Bid, Ilid Data Sheet, General Conditions of Contract, Special
Conditions ofConlract, Schedule of Requiremcnts, and Spccilications are

not part of the tcxt of the final documcnt, although thcy conlain
instructions that thc Procuring Entity should strictly lbllow.

'l'hc cover should be modihed as requircd to idcntil) the Bidding
l)ocuments as to thc Procurement Project, Project Identification Number,
and Procuring Entity, in addition to thc date ofissuc.

c
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Modifications for specific Procurement Project dctails should be provided
in the Special Conditions of Contract as amendments to thc Conditions of
Contract. For easy completion, whcnevcr refcrencc has to bc madc to
specific clauses in thc Bid Data Sheet or Special Conditions of Contract,
these terrns shall be printed in bold typeface on Sections I (Instructions to
I3iddcrs) and III (Gencral Conditions ofContract), respectively.

Iror guidelines on the use of Bidding Forms and the procuremcnt of
I.oreign-Assistcd Projects, these will be covered by a separate issuancc
of the Govemment Procurcmcnt Policy Board.

I.
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Glossory of Acronyms, Terms, and
Abbreviations

ABC Approvcd Budget for the Contract.

BAC Bids and Awards Committce

Bid - A signed offer or proposal to undertake a contract submitted by a bidder in responsc to
and in consonance with the requirements of the bidding documents. Also refcrred to as

Proposol and Tender. (2016 revised IRR, Section 5[c])

Bidding Documents - The documents issued by the Procuring Entity as the bases for bids,
furnishing all information necessary for a prospective bidder to prepare a bid for the Goods,
Infrastruclurc Projccts, and/or Consulting Services required by the Procuring Entity. (2016
revised IRR, Section 5 [e])

BIR - IJureau of lntemal Revenue.

BSP llangko Scntral ng Pilipinas

Consulting Services Refer to services for Infrastructure Projccts and other typcs ofprojccts
or activities ofthe GOP requiring adequate extemal technical and professional expertise that
are beyond the capability and/or capacity ofthe GOP to undertake such as, but not limited to:
(i) advisory and rcview services; (ii) pre-investment or feasibility studies; (iii) design; (iv)
construction supervision; (v) management and related services; and (vi) other technical services
or special studies. (2016 revised IRR, Section 5[i])

CDA - Cooperative Development Authority.

Contract - Rcfcrs to the agreemenl entered into betwcen the Procuring Entity and the Supplier
or Manufacturer or Distributor or Service Provider for procurcment ol Goods and Serviccs;
Contractor for Procuremcnt of Infrastructure Projects; or Consultant or Consulting Firm for
Procurcment of Consulling Serviccs; as thc case may be, as rccordcd in the Contract Form
signed by thc pa(ies, including all attachments and appendiccs thereto and all documents
incorporated by rclcrencc therein.

CIF - Cost Insurance and Freight.

CIP - Carriage and Insurance Paid.

CPI - Consumer Price Index.

DDP - Refers to the quoted price of the Goods, which means "delivered duty paid."

DTI - Department of Trade and Industry.

EXW - Ex works.

FCA - "Free Carrier" shipping point.

4

Bidder - Refers to a contractor, manufacturer, supplier, distributor and/or consultant who
submils a bid in response to the rcquirements of the Ilidding Documents. (2016 rcvised IRR,
Section 5 [d])



FOB - "Free on Board" shipping point.

Foreign-funded Procurement or Foreign-Assistcd Project Refers to procuremcnt whosc
funding source is from a foreign govemment, foreign or intcmational financing institution as

specified in the Treaty or International or Executive Agreement. (2016 revised IRR, Sccrion
5tbl).

Framcwork Agreement Refers to a nritten agreement between a procuring entity and a
supplier or service provider that identifies the terms and conditions, under which specific
purchases, otherwise known as "Call-Offs," are made for the duration ofthe agreemcnt. It is in
the nature of an option contract between the procuring entity and the bidder(s) granting thc
procuring cntity the option to either place an order for any olthe goods or services identified
in the Framework Agreement List or not buy at all, within a minimum period of one (1) ycar
to a maximum period ofthree (3) years. (GPPB Resolution No. 27-2019)

GFI Govcrnment|inanciallnstitution

GOCC - Govemment-owned and/or controlled corporation.

Goods - Rcfcr to all itcms, supplics, materials and gcneral support serviccs, except Consulting
Scrvices and Infraslructure Projects, which may be needcd in the transaction of public
busincsscs or in the pursuit ofany govemment undertaking, project or activity, whether in the
nature of cquipment, furniture, slationcry, materials for construction, or pcrsonal property of
any kind, including non-personal or contractual serviccs such as the rcpair and maintenancc of
cquipment and fumiture, as well as trucking, hauling, janitorial, sccurity, and related or
analogous services, as well as procurement ofmaterials and supplies provided by the Procuring
Ilntity for such services. The term "related" or "analogous scrvices" shall includc, but is not
limited to, lease or purchase of office space, media advertisements, heal1h maintenancc
services, and other scrvices essential to thc operalion of thc Procuring lintity. (2016 reviscd
IRI{, Scction 5[rl)

GOP Governmenl of the Philippines

GPPB Govemment Procurcment Policy Board.

INCOTEIIMS - Intcrnational Commcrcial Terms.

Infrastructure Projects Include the construction, improvement, rchabilitation, demolition,
rcpair, restoration or maintenance of roads and bridges, railways, airports, seaports,
communication facilities, civil works components of information technology projccts,
irrigation, flood control and drainage, water supply, sanitation, sewerage and solid waste
managemcnt systems, shore protection, cnergy/power and clectrification facilities, national
buildings, school buildings, hospital buildings, and other related construction projects of thc
governmcnt. Also relerred to as civil work; or works. (2016 revised IRR, Section 5[u])

NFCC - Net Financial Contracting Capacity.

NGA - National Govemment Agency.

PhiIGEPS - Phitippinc Government Elcclronic Procuremcnt System

Procurcment Project - refers to a specific or identificd procurcment covering goods,
infraslructure project or consulting scrvices. A Procuremcnt Project shall be described,
detailed, and scheduled in the Project Procurement Managemcnt Plan prepared by the agency

-5

LGUs - Local Govcrnment Units.



which shall bc consolidated in the procuring cntity's Annual Procuremcnt Plan. (GPPI) Circular
No. 06-2019 dated l7 July 2019)

PSA - Philippine Statistics Authority.

SEC - Securities and Exchange Commission.

SLCC - Single Largest Completed Contracl.

Supplicr rcfers to a citizen, or any corporate body or commercial company duly organized
and registercd under the laws wherc it is established, habitually established in business and

engagcd in thc manufacture or sale ofthe merchandise or performancc of the gcneral serviccs
covcrcd by his bid. (ltem 3.8 olGPI')U Resolution No. 13-2019, daled 23 May 2019). Supplicr
as used in these Bidding Documcnts may likewisc refer to a distributor, manufacturcr,
contraotor, or consullant.

UN - United Nations.

6



Section I. Invitution to Bid

Notes on the Invitation to Bid

The Invitation to Bid (IB) provides information that enables potential Bidders to decide
whether to participate in the procurement at hand. Thc IB shall be postcd in accordance with
Scction 2l .2 of the 2016 revised IRR of IIA No. 9184.

Apart from the esscntial items listed in the Bidding Documents, thc IB should also indicate
the following:

a. 'lhe date of availability of the Bidding Documents, which shall be from the time the
IB is first advertised/posted until the deadline for the submission and receipt ofbids;

b. The place where thc Bidding Documents may be acquired or the website where it
may be downloaded;

c. 'fhe deadline for the submission and receipt of bids; and

d. Any important bid evaluation criteria (e.g., the application ofa margin ofpreferencc
in bid evaluation).

The IB should be incorporated in the Bidding Documents. The information contained in the
IB must conform to the Bidding Documents and in particular to the relevant information in
the Bid Data Sheet.

7



Section II. Instructions to Bidders

Notes on the Instructions to Bidders

This Scction on the Instruction to ilidders (lTB) provides the information ncccssary for
biddcrs to prepare responsive bids, in accordance with the rcquirements of the Procuring
Entity. It also provides information on bid submission, eligibility check, opening and
cvaluation ol bids, post-qualification, and on the award of contract.

t2



1. Scope ofBid

Thc Procuring Entity, Quczon City Local Governmcnt wishes lo rcceive Bids for thc
ENGAGEMENT OF COURIER SI,RVICES F'OR TIIE YEAR 2025 (EARLY
I'ROCUREMENT ACTMTY) with identification numbcr CONSO-25-SEIwICE,S-
0073.

'l-hc Procuremcnt Projcct (rcfcrcd to hcrcin as "l)rojco1") is composed of Three (3)
Line llems,the delails of which are described in Section VII (Tcchnical Spccifications).

2. Funding Information

2.1. -l-he GOI' lkough the source of funding as indicatcd bclow for 2025 in thc
amount of TWENTY-ONE MILLION SEVEN HUNDRED NINETY-NINE
THOUSAND NINE HUNDRED NINETY-EIGHT PESOS OONOO ONLY
(PHP 21.,799,998.00).

2.2. -fhe 
source of funding is:

LGUs, thc proposed Local Expenditure Program.o

3. BiddingRequirements

'fhe llidding lor the l)roject shall be governed by all thc provisions of I{A No. 9l 84 and
ils 201 6 revised IRR, including its Generic Procurement Manuals and associatcd
policies, rules and regulalions as the primary sourcc thcrcof, whilc thc hcrcin clauses
shall servo as the secondary souroe thereof.

Any amcndmcnts madc 10 thc IRR and othcr (}PPB issuances shall bc applioablc only
1o the ongoing posting, advertisement, or IB by thc BAC through thc issuancc of a
supplemental or bid bullctin.

'fhe Bidder, by the act of submitting ils Bid, shall bc dccmed to have verified and
acccpted the gcncral rcquircmcnts ofthis Projcct, including othcr laclors that may affcct
the cost, duration and cxccution or implcmentalion olthe con1rac1, projcct, or work and
cxaminc all instructions, forms, terms, and projcct rcquircmcnts in thc Bidding
Documcnts.

4, Corrupt, Fraudulent, Collusive, and Coercive Practices

'l'hc Procuring Ilnlity, as well as the I]iddcrs and Suppliers. shall observc the highcst
standard of ethics during the procuremenl and execution of thc contract. 'l'hey or
through an agenl shall no1 engagc in comupt, fraudulent, collusivc, cocrcivc, and
obstructivc practices defined under Annex "I" ofthc 2016 revised IRR of RA No. 9184
or other inlegrity violations in compeling for thc Projccl.

5. Eligible Bidders

Only Ilids of Bidders found 1o be legally, lcchnically, and linancially capablc
will bc cvaluatcd.

5.1

l3

[Note; T'he Project ldentification Number is ossigned by the Procuring Entity based on
its own coding scheme and is not the same as the PhilGI')PS reference number, which
is generated after the posting of the bid opportunity on the PhilGliPS website. I



5.2. Foreign ownership exceeding those allowed under the rules may participatc
pursuant to:

When a Treaty or International or Executivc Agreemenl as

provided in Section 4 olthc RA No. 9184 and its 2016 rcviscd IRR
allow lorcign biddcrs to parlicipatci

1t

1ll.

lv.

When the Goods sought to be procured are not available from local
suppliers; or

When there is a need to prevent situations that defeat competition
or restrain tradc.

For the procurcmcnt of Non-cxpendablc Supplies and Scrviccs: 'l'hc

lJidder must have complctcd a singlc contract that is similar to this
Project, equivalent to at lcast fifty pcrccnt (50%) bf the ABC.

5.4 The Bidders shall comply with the e ligibility criteria under Section 23.4. I of thc
2016IRR ofRA No. 9184.

6. Origin of Goods

'l'here is no restriction on the origin ofgoods other than those prohibited by a decision
of the [.N Security Council taken under Chapter VII of the Charter ofthe [IN, subject
to Domestic Preference requirements under ITB Clause 18.

7. Subcontracts

5.3.

a

Pursuant to Section 23.4.1.3 ofthe 2016 revised IRR of RA No.9184, the Bidder
shall have an SLCC that is at least one (l) contract similar to the Project the
value of which, adjusted to current prices using the PSA's CPI, must bc at lcast
equivalent to:

The Procuring Entity has prescribed that: Subcontracting is not allowed.

8. Pre-Bid Conference

'l'hc Procuring Entity will hold a pre-bid cont'erence lor this Projcct on the specificd
datc and limc and either at its physical addrcss and/or through videoconfercncing as

indicated in paragraph 7 ofthe IB.

l4

t'

Citizens, corporations, or associations ola country, includcd in thc
list issued by thc GI'>PB, thc laws or regulations of which grant
reciprocal rights or privilegcs to citizens. corporations, or
associalions ol the Philippincs;

7 .1 . 'l'hc Bidder may subconlract portions of the Project to the extent allowed by thc
Procuring Entity as stated herein, but in no case more than twenty percent (20%)
of thc Project.

l.



9. Clarification and Amendment of Bidding Documents

Prospcctive bidders may request for clarificalion on and./or interpretation ofany part ol
the Bidding Documents. Such rcquests must be in writing and received by the

Procuring Entity, either at its given address or through electronic mail indicated in thc
IB, at lcast ten ( 10) calendar days bcfore thc dcadline set for the submission and reccipt
ol Bids.

10. Documents comprising the Bid: Eligibility and Technical Components

l0.l . The hrst envelopc shall contain the eligibility and lechnical documcnls of thc
Bid as specificd in Scction VIII (Checklist of Technical and Financial
Documents).

10.2. 'l'he Bidder's SLCC as indicated in ITB Clause 5.3 should have been completcd
within the last lhree (3) years prior to the deadline for the submission and reccipt
of bids.

10.3. If the eligibility requirements or statcmcnts, the bids, and all other documcnts
lor submission to the BAC are in foreign language other than English, it must
be accompanied by a translation in tlnglish, which shall be authenticatcd by thc
appropriate Philippine foreign service eslablishment, post, or the cquivalcnt
olfice having jurisdiction over thc lbreign bidder's allairs in the Philippincs.
Similar to the required authenlication above, for Contracting Parties 1o thc
Apostille Convention, only the translatcd documcnts shall be authenticatcd
through an apostille pursuant to GPPB Rcsolution No. 13-2019 dated 23 May
2019. Ihe English translation shall govern, for purposes of interpretation oflhc
bid.

11. Documents comprising the Bid: Financial Component

I1.1. l'he second bid envelope shall contain the financial documents for the Bid as

specified in Section VIII (Checklist of Technical and Financial Documents).

n.2. lf the Bidder claims preference as a f)omestic Ilidder or Domestic Entity, a
certification issued by DTI shall be providcd by the Bidder in accordance wilh
Section 43.1.3 ofthe 2016 reviscd IRR of RA No. 9184.

11.3. Any bid exceeding the ABC indicaled in paragraph I of the IB shall not bc
accepted.

11.4. For Foreign-funded Procurement, a ceiling may be applied to bid prices
provided the conditions are met under Section 31.2 of the 2016 revised IRR of
RA No. 9184.

12. Bid Prices

12.1 Prices indicated on the Price Schedule shall be cntered separately in thc
following manner:

For Goods offered from within the Procuring Entity's country

1'he pricc ol thc Goods quoted EXW (cx-works, cx-factory, cx-
warehousc, cx-showroom, or off-the-shelf, as applicablc);

a.

l5
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11 The cost of all customs duties and sales and other taxes already
paid or payable;

The cost of transportation, insurance, and other costs incidental to
delivery olthe Goods 1o thcir final dcstination; and

Unless otherwise stated in the BDS, the price of thc Goods shall
be quoted delivered duty paid (DDP) with the place of destination
in the Philippines as spccified in the BDS. In quoting the pricc.
the Bidder shall bc frcc to usc transportation through carricrs
registercd in any cligible country. Similarly, the Bidder may
obtain insurance services from any eligible source country.

The price ofother (incidental) services, ifany, as listed in Section
VII (Technical Specifi cations).

111

u.

13. Bid and Payment Currencies

13.1. l'or Coods that the Bidder will supply from outside the Philippincs, thc bid
prices may be quoted in thc local currcncy or lradeable currency acccptcd by thc
BSP at thc discretion of the lliddcr. I lowcvcr, for purposes of bid cvalualion,
lJids denominated in foreign currcncics, shall be converted to Philippinc
currency based on the exchangc ratc as published in the BSP reference ratc
bullctin on the day of the bid opening.

13.2. Payment ofthe contract price shall be made in

a. Philippine Pesos.

14. Bid Security

14. I . Ihe Bidder shall submit a Bid Securing Declarationl or any form ofBid Security
in the amount indicated in thc BDS, which shall be not less than the perccntagc
of the ABC in accordance with the schcdule in the BDS.

14.2. 'l'he Bid and bid seourity iz no case shall exceed One Handred Twenty (120)
calendur days from the date of opening of bids, unless duly extended by the
bidder upon the request of the Head of the Procuring Entity (HoPE) of the

QueTon City Local Governmenl. Any []id not accompanied by an acceptablc
bid security shall bc rcjected by thc Procuring Entity as non-responsivc.

15. Sealing and Marking of Bids

'l'he Procuring Entity may requcst additional hard copies and/or electronic copies ofthc
Ilid. I Iowcver, failure of the Biddcrs to comply with the said request shall not bc a
ground for disqualifi cation.

I In the casc of Framework Agreement, the undertaking shall rcfcr to cntcring into contract with the Procuring Entity and
furnishing ofthc pcrformance security or the performance securing declaration within ten (10) calendar days from rcceipt of
Noticc to Dxecute f.'ramework Agreement.

l6

iv. The price ofother (incidental) services, if any, listed in e.

b. For Goods offered from abroad:

Ilach Bidder shall submit one copy olthe first and second components of its Bid.



If the Procuring tsntity allows the submission ofbids through online submission or any
other electronic means, thc Bidder shall submit an electronic copy of its Bid, which
must be digitally signed. An electronic copy that cannol be opened or is oorrupted shall
be considcred non-responsive and, thus, automatically disqualified.

16. Deadline for Submission of Bids

16.1. The Bidders shall submit on the specified date and time through manual
submission as indicated in paragraph 8 ofthe IB.

17. Opening and Preliminary Examination of Bids

17 .1 . 'I'he BAC shall open the Bids in public at thc time, on the date, and at the place
specified in paragraph 10 of the IB. The Bidders' representativcs who arc
present shall sign a register evidencing thsir attcndancc. In case
videoconferenoing, webcasting or other similar tcchnologics will bc used,
attendance of participants shall likewisc be rccordcd by thc BAC Sccrctariat.

11.2. The preliminary examination of bids shall be governed by Section 30 of the
2016 revised IRR ofRA No. 9184.

18. Domestic Preference

18.1. 1'hc Procuring Entity will grant a margin of prcfcrencc for thc purposc of
comparison of Bids in accordance with Section 43. 1.2 ofthe 2016 revised IRR
of RANo.9184.

1 9. 1 . l he Procuring BAC shall immediately conduot a detailcd cvaluation ol all Bids
rated "pqssed," using non-discretionary pass/fail criteria. The BAC shall
consider the conditions in the evaluation of Bids under Section 32.2 ofthc 2016
rcvised IRR of RA No. 9184.

19.2. I1'thc Project allows partial bids, bidders may submit a proposal on any of the
lots or items, and evaluation will be undcrlaken on a per lot or item basis, as thc
case maybe. In this case, the Bid Security as required by ITB Clause 15 shall be
submitted for cach lot or item separately.

19.3. 'lhe descriptions ofthe lots or items shall be indicaled in Section VII (Tcchnical
Specifications), although the ABCs of these lots or items arc indicated in the
BDS for purposes of the NFCC computation pursuant to Section 23.4.2.6 of the
2016 rcvised IRR of RA No. 9184. ]'hc NF-CC must be sufficient for the total
of the ABCs for all the lots or itcms participaled in by thc prospcctive Bidder.

19.4. 'l'he Projcct shall be awarded as lollows:

19.5. Except for bidders submitling a committed Line of Credit from a Universal or
Commercial Bank in lieu of its NFCC computation, all Bids must include the
NFCC computation pursuant to Section 23.4.1.4 ofthe 2016 revised IRR ofRA
No. 9184, which must be sufficient for the tolal of thc ABCs for all the lots or

t7

In casc the Bids cannot be opened as scheduled due to justifiable reasons, the
rcscheduling requirements under Section 29 ofthe 2016 revised IRR ofRA No.
91 84 shall prevail.

19. Detailed Evaluation and Comparison of Bids



items participatcd in by the prospcctive Bidder. For bidders submitting thc
oommitted Linc of Crcdit, it must bo at lcast equal to tcn pcrcent (10%) of thc
ABCs for all the lots or items parlicipated in by the prospeclive Bidder.

20. Post-Qualification

20.1. Within a non-extcndible period of five (5) calendar days lrom receipt by the
l]iddcr of the notice from the BAC that it submitted thc Lowcst Calculated []id,
thc Bidder shall submit its latest incomc and business tax rcturns filed and paid
through the BIR Illectronic Filing and Payment System (eFPS) and olhcr
appropriatc liccnscs and permits required by law and statcd in the BDS.

21. Signing of the Contract

21.1. 'fhe documents rcquired in Section 37.2 of the 2016 rcvised IRR of RA No.
9184 shall form part of the Conlract. Additional Contract documents are
indicated in the Bl)S.

llt



Section III. Bid Data Sheet

Notes on the Bid Data Sheet

'l'hc llid Data Sheet (BDS) consists ol provisions that supplement, amend, or specify in
dctail, information, or requirements included in thc I'l'B found in Scction II, which arc
spccilic to cach procurement.

'l'his Scction is intended to assist the Procuring tntity in providing the specific information
in relation to corresponding clauses in thc I'l'B and has to be prepared for each specific
procurcment.

'fhe Procuring Entity should specify in the BDS information and requirements specific to
thc circumstances of the Procuring Entity, the processing of the procurement, and the bid
evaluation criteria that will apply to the Bids. In preparing the BDS, the following aspects
should be checked:

Information that specifies and complcments provisions of the I'fB must bc
incorporated.

II
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b. Amendments and,ior supplements, il any, to provisions ofthe ITB as necessitatcd by
thc circumstances ofthe specific procuremcnt, must also be incorporated.



Bid Data Sheet
I'I'B

Clause
5.3 l,'or this purpose, contracts similar to thc Project shall bc:

a. / ,single contracl similar to lhe items to he bid and musl be at laost Jifty
percent (50%) o/ the AB(:.

b. Complctcd within the last thrcc (3) years prior to thc dcadlinc lor thc
submission and rcccipt of bids substantially in a I'OllM prcscribed by thc

QC-BAC-GOODS AND SERVICES, must bc accompanicd by a copy
of Certificate of Acceptancc by the end-uscr or Official llcccipt (O.R)
or Salcs Invoicc (S.I.) issucd for thc Contract.

7.1

t2 'l'he pricc of the Goods shall be quoted DDP wltftln Quezon City or the applicable
Inlernational Commercial l'crms (INCO'I'I1RMS) for this Projcct.

l'1 1
'l'he bid sccurity shall bc in the lbrm ofa tlid Sccuring I)cclaration, or any ofthc
lbllowing lorms and amounts:

LINE I: POSTAGE AND COURIER SERVICES FOR THE DELIVERY OF DOCUMENTS
UNDER THE AUTOMATED DOCUMENTS DELIVERY SYSTEM (ADDS) OF THE
BUSINESS PERMIl'S AND LICENSINC DEPARTMENT (BPLD) OF QUEZON CIl'Y T'OR

HE YEAR 2025 (EARLY PROCURT]MENT ACTIVITY)

'l'he amount of not less than Php 300,000.00 lor aquil,alenl lo two percenl
(2%) o.f ABCI, if bid sccurity is in cash, cashier's/managcr's chcck, bank
dralVguarantee or irrevocable lcttcr of crcdit; or

b. 'l'he amount of not lcss than Php 750,,000.00 [or equfiale nt lofive percent
(5%) of ABCI iibid sccurity is in Surety llond

I,INE 2: ENGACEMENT OF COURIER SERVICES FOR THE DELIVERY OF VARIOUS
ASSESSMENT DOCUMENTS TO REAL PROPERTY OWNER LINKED TO THE
ALITOMATED DOCUMENT DELIVERY SYSTEM OF THD OFFICE OF TT]E CITY
ASSESSOR OF QUEZON CITY FOR THE YEAR 2025 (EARLY PROCUREMENT
ACTIVITY)

'l'he amount olnot lcss than Php 99,999.96 [or equivalenl to tr)o percenl
(2%) o.f lBCl, il'bid security is in cash, cashicr's/managcr's chcck, bank
draft/guaranlec or ircvooable lcttcr olorcdil; or

b. 'l'hc amount of not less than Php249,999.90 [or equivalent tofive percent
(5%) of tlBCl if bid security is in Surcly llond

LINE 3: ENGAGEMENT OF COURIER SERVICES FOR THE DELIVERY OF
DOCUMENTS LINKED TO THE AUTOMAI'I]D DOCTJMENTS I)I-]I,IVIiRY SYSI'I]M (QC

ADDS) OIr THE CITY CIVIL RtjctSTY DUPARTMIIN] (CCRr)) OF' Qr lllZON Cll Y FOR ll ll:l YEAR
20]5 (F,AItt-Y PRO('I]REMI.-N-I- ACTIVIl'Y)

'l'hc amount ofnot less than Php 36,000.00 [or equivalenl lo two percenl
(2%) of lBCl, if bid sccurity is in cash, cashicr's/managcr's chock. bank
drafuguarantee or irevocable lctlcr ofcrcdit; or

b. 'l he amount of not less than Php 90,000.00 f or equivalent to .five percent
(5%) oJ IBC/ if bid security is in Surcly Ilond

a

a

a
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Subcontracting is not allowcd.



19.3

I)IISCIIIPTION
LINE l: POS'I'AGE ANt) COURIIIR SURVICIIS l'OR 1 l III
DITI,IVERY OF I)OCUMIINTS UNI)liR'fl lE AIJTOMAI ItD
I)OCI.JMI]N1'S DELIVIIRY SYSl'EM (ADDS) OI] TIIE I]I.JSINIJSS
PERMITS AND I,ICTJNSING DEPARl'MENT (t]PLD) OII

QUITZON CIl'Y F-OR Tr rE YUAR 2025 (EARLY PROCURIIMIINI'
n c1'lvrTY)

AI}C
P r 5.000,000.00

P 4,999,998.00l,lNE 2: ENGACEMENI OF COURIIIR SERVICT S FOI{ 1'llll
DI]I,IVEI{Y OII VARIOUS ASSESSMI'N't' DOCI.JMI]N'fS 1'o
RI]AI, PROPI]R'fY OWNI]R LINKI]I) 'IO 1'I IIi AT-]TOMA'IEI)
DOCUMIINl' t)t][-IVI]RY SYSTEM OF THIJ OI;IIICII OI;1'IIE
Cl lY n SSESSOR OF QUhZON CII'Y FOR 1 l lll YEAR 2025
(T'ARI,Y PROCUREMENI' ACTIVI'I-Y)
LINE, 3: ENCAGEMENI'OF COURIIIR SERVICES FOR'IIIE
DI'I,IVI]RY OI' DOCUMI]NTS LINKI]D TO 1'I IIi AUTOMA1'Et)
DOCUMEN'TS DELIVERY SYSl'EM (QC At)t)S) OF 'II II] CITY
CIVII, RI:GISl'Y DEPAR'IMENT (CCRD) OI: QUI'ZON CIl'Y
FOR ',ft tE yEAR 2025 (UARLY pROCUREMtiNT ACl'tVl fY)

P 1,800,000.00

't'o-t'At,: P2l,799,998.00

20.2 IList here any licenses and permits relevant to the Project and the corresponding
lov, requiring il.J

Y No Addilional Requirement.t

21.2 Additional rcquired documents rclcvant to the Projcct that arc rcquired by
cxisling laws and/or thc Procuring Entity.'

t[!!l: POSTAGE AND COURIER SERVICES FoR THE DELIVERY oF
DOCUMENTS UNDER THE AUTOMATED DOCUMENTS DELIVERY SYSTEM
(ADDS) OF THE BUSINESS PERMITS AND LICENSING DEPARTMENT (BPLD)
OF QUEZON CITY FOR THE YEAR 2025 (EARLY PROCUREMENT ACTIVITY)

A. NOTARTZED AFFIDAVIT OF UNDERTAKING STATING THE
FOLLOWING:
i. That the bidder's dclivery systcm must bc ablc to link with thc

Automated Document Delivery System of the BI'LD to enable rcal-time
monitoring of delivcry activity.

ii. Track record of at least five (5) ycars in the handling of "door to door"
and "express delivery" of sensitive and valuable documents, proof of
which should bc presentcd in thc attached Information Sheet;

iii. With wide range delivery network;
iv. With onlinc document delivery tracking system that can be linkcd to QC

BPLD ADDS.
B. LIST OF MANPOWER REQUIREMENT WITTI PROJECT NO. AND

PRO.IECT TITI,N
C. ORGANIZATIONAL CIIART WITII PROJT]CT NO. AND PROJECT

TITLE

LINE 2: ENCAGEMENT OF COURIER SERVICES FOR THE DELIVERY OF
VARIOUS ASSESSMENT DOCUMENTS TO REAL PROPERTY OWNER LINKED
TO THE AUTOMATED DOCUMENT DELIVERY SYSTEM OF THE OFFICE OF
THT] CITY ASSESSOR OF QUEZON CITY FOR THE YEAR 2025 (EARLY
PROCUREMENT ACTIVITY)

NOTARIZED AFI.'IDAVIT OI' UND!]RTAKING STATING THE
FOLLOWING:

That the bidder's dooment delivery tracking system must be shared with
Officc of the City Assessor to enablc real-timc monitoring of dclivcry activity.
Track record of at least tcn (10) ycars in thc handling of "door to door" and
"cxprcss delivery" of sensitive and valuablc documents, proof of which should
bc presented in the attached lnformation Shcct;

ll
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IV

With wide range of dclivery nctwork capable of delivcring serviccs across

vast gcographic area. Nctwork includcs multiplc distribution centers,

transportation methods to reach numcrous locations whcther domcstically or
internationally;
With onlinc document delivcry tracking system to facilitate verification status

of dclivery by the OCAs and the taxpaycr/requcsting party;
'l'I.rat has been officially recognized, certified, or authorized by thc Suprcmc
Court, a governinB body, regulatory authority, or organization to provide courier
services.
LIST OF MANPOWER REQUIREMENT WITII I'ROJECT NO. AND
PROJECT TITLE
ORGANIZATIONAL CHART WITH PROJECT NO. AND PRO.IECT
TITLT:

ll.

C.

LINE 3: ENGAGEMENT OF COURIIiR SERVICES FOR THE DELIVERY OF
DOCUMENTS LINKED TO THE AUTOMATED DOCUMENTS DELIVERY
SYSTEM (QC ADDS) OF THT] CITY CIVIL RECISTY DEPARTMENT (CCRD) OF
QUEZON CITY FOR THE YEAR 2025 (EARLY PROCUREMENT ACTIVITY)

A. NOTARIZT]D AFFIDAVIT O!- UNDERTAKING STATING THT]
FOLLOWING:
i. That the bidder's dclivcry systcm must be ablc to link with the

Automatcd I)ocumcnt l)clivery System (AI)DS) of thc CCI{l) to enable

rcal-timc monitoring of dclivery activity.
ii. Track record of at lcast fivc (5) ycars in thc handling of "door to door"

and "exprcss dclivcry" of scnsitivc and valuablc documcnts, proof of
which should be presented in the attached Information ShecU

iii. With widc range delivery network;
iv. With online document dclivery tracking system to facilitatc verification

status of dclivery by the CCITD and the taxPaycr/rcquesting party.
B. I,IST O}- MANPOWER RE,QTJIREMI]NT WITII PRO.'I]CT NO. ANI)

PRO.'ECT TIl'LE
C. ORGANIZATIONAL CHART WITH PROJECT NO. AND PROJECT

TITLE

22
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Section IV. Genersl Conditions of Contrsct

Notes on the General Conditions of Contract

'l hc Gcncral Conditions of Contract (GCC) in this Section, rcad in conjunction with the
Spccial Conditions ofContract in Scction V and other documents lislcd thcrcin, should be a
complctc document expressing all the rights and obligations ofthc partics.

Matters goveming performance ol thc Supplier, payments undcr thc contract, or matters
alfccting the risks, rights, and obligations of the parties under thc contract are included in
thc GCC and Special Conditions of Contract.

Any complementary information, which may be needed, shall bc introduced only through
the Special Conditions of Contract.

2i



1. Scope of Contract

'l'his Contract shall include all such items, although not specifically mentioncd, that can

bc reasonably inferred as being required for its complction as if such itcms wcrc
cxpressly mcntioned herein. AII the provisions ofRA No. 9184 and its 2016 revised
IRR, including the Gencric Procurement Manual, and associated issuanccs, constitutc
thc primary source for thc tcrms and conditions of the Contract, and thus, applicable in
contract implcmentation. Flerein clauses shall serve as thc secondary source for thc
terms and conditions ofthe Conlract.

'fhis is without prejudice to Scctions 74.1 and 74.2 of the 2016 revised IRII of RA No.
9l 84 allowing the GPPB to amend the IRR, which shall bc applied to all procurement
activities, the advertisement, posting, or invitation of which were issucd after thc
effectivity of the said amendment.

Additional rcquirements for the completion of this Contract shall bc provided in thc
Spccial Conditions of Contract (SCC).

2. Advance Payment and Terms ofPayment

2.1. Advancc payment of the contract amount is providcd under Annex "D" ol thc
revised 2016lRR olRA No. 9184.

2.2. 'l'hc Procuring Entity is allowcd to dctermine thc tcrms of paymcnl on the partial
or staggered delivery of the Goods procured, provided such partial paymcnt
shall correspond to the value ofthc goods delivered and accepted in accordance
with prcvailing accounting and auditing rules and rcgulations. l'hc tcrms of
payment are indicated in the SCC.

3. PerformanceSecurity

Within ten (10) calendar days from receipt of the Notice of Award by the Bidder from
the Procuring Entity but in no case later than prior to thc signing ofthe Contract by
both parties, the successful Ilidder shall fumish the perlormance security in any of the
forms prescribed in Section 39 ofthe 2016 rcviscd IRR of ItA No. 9l 84.

4. Inspection and Tests

'l-he Procuring lJntity or its representative shall havc thc right to inspect and/or to test
thc Goods to confirm their conformity to thc Projecl spccifications at no exlra cost to
thc Procuring llntity in accordance with thc Generic Procurement Manual. ln addition
to tests in thc SCC, Section IV (Technical Specifications) shall speciiy what
inspections and/or tests thc Procuring Entity requires, and where thcy are to bc
conducted. 'I'he Procuring lJntity shall notify the Supplicr in writing, in a timely
manner, of thc idcntity of any representativcs retained for these purposcs.

All reasonable facilities and assistance lor the inspection and testing of Goods,
including access to drawings and production data, shall bc provided by the Supplier to
the authorized inspectors at no charge to the Procuring lintity.

5. Warranty

In order to assure that manufacturing def'ects shall be corrected by the Supplier,
a warranty shall be required from thc Supplier as provided under Section 62.1
ofthe 2016 revised IRR of RA No. 9184.

6.1
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6.2. The Procuring Entity shall promptly notily the Supplier in writing ofany claims
arising under this warranty. Upon receipt of such notice, the Supplier shall,
repair or replace the defective Goods or parls thcrcof without cost to the
Procuring Entity, pursuant to the Generic Procurement Manual.

6. Liability of the Supplier

The Supplier's liability under this Contract shall be as provided by the laws of the
Republic o1' the Philippines.

If the Supplier is a joint venture, all partners to the joint venture shall be jointly and
severally liable to the Procuring Entity.

25



Section V. Special Conditions of Contruct

Notes on the Special Conditions of Contract

Similar to the BDS, the clauses in this Section are intended to assist the Procuring Entity in
providing contract-specific information in relation to corresponding clauses in the GCC
found in Seclion IV.

Thc Spccial Conditions of Contract (SCC) complement thc GCC, specifuing contractual
requirements linked to the special circumstanccs ol the Procuring Entity, thc Procuring
Ilntily's country, thc sector, and the Goods purchased. In preparing this Section, thc
following aspects should be checked:

a. Information that complcments provisions of the GCC must be incorporated.

b. Amendments and-/or supplements to provisions of the GCC as necessitated by the
circumstances ofthe specific purchase, must also be incorporated.

IIowcvcr, no spccial condition which defeats or negates the gcneral intent and purpose ol
thc provisions olthc GCC should be incorporatcd herein.
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S ecial Conditions of Contract
GCC

Clause

1 IList here any additional requirements for the completion of this Contract. The

.following requiremenls and the corresponding provisions may be deleted,
amended, or retained depending on its applicability to lhis Contract:l

Dclivery and Documents -

l'-or purposes of the Contract, "EXW," 'FOB," "FCA," "CIF," "CP," "DDP"
and other trade terms used to describe the obligations ofthc parties shall have
thc meanings assigned to them by thc current edition of INCOTIIRMS
published by the International Chamber ol Commercc, Paris. The Delivcry
terms of this Contract shall be as follows:

IFor Goods supplied.from abroad, stale:] "The delivery tcrms applicable 1o the
Contract are DDP delivered findicale place ofdestinationl. In accordance with
INCOTERMS.''

ll,-or Goods supplied from within the Philippines, state:l "The delivery terms
applicable to this Contract are delivered [indicate place of destination]. I?.isk
and title will pass lrom the Supplicr to the Procuring fintity upon receipt and
linal acccptance of the Goods at their final destination."

Delivery of the Goods shall be made by the Supplier in accordance with the
terms specified in Section VI (Schedule of Requirements).

Iror purposes ofthis Clause the Procuring Entity's Represcntative at the Project
SiLe is [indicate name(s)].

Incidcntal Serviccs -

The Supplier is required to provide all of the lollowing services, including
additional services, ifany, specified in Section VI. Schcdule of Requiremcnts:
Select appropriate requirements and delele the rest.

a. performance or supervision of on-site asscmbly and/or start-up ol
the supplied Goods;

b. furnishing oltools required for assembly and/or maintenance oflhe
supplied Goods;

c. fumishing of a detailed operations and maintcnance manual ibr cach
appropriate unit of the supplied Goods;

d. performance or supervision or maintenance and/or repair of thc
supplied Goods, for a period of time agreed by the parties, provided
that this service shall not relieve the Supplier of any warranty
obligations under this Contract; and

training of the Procuring Iintity's personnel, at thc Supplier's plant
and/or on-sitc, in assembly, start-up, operation, maintenance, and/or
repair of the supplied Goods.

[Specify additional incidental service requirements, as needed.]

'l'hc Conlract pricc for the Goods shall include thc prices charged by thc
Supplier for incidcntal services and shall not cxceed the prcvailing rates chargcd
to other partics by the Supplier for similar services.

c

1.

Spare Parts -
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fhe Supplier is required to provide all ofthc following materials, notifications,
and information pertaining to spare parts manufactured or distributed by the

Supplier:

a. such sparc parts as the Procuring Entity may clect to purchase from the

Supplier, provided that this election shall not relieve the Supplier of any

warranty obligations under this Contracq and

b. in the event of termination ofproduction ofthe sparc parts:

advance notification to the Procuring lintity of the pcnding
termination, in sufficient timc to permit the Procuring Entity to
procure needcd requircments; and

ll. following such termination, furnishing at no cost to the Procuring
Entity, the blueprints, drawings, and specifications of the spare

parts, if requested.

The spare parls and othcr componcnts required arc listed in Scction VI
(Schedule of Rcquirements) and the cost thereof arc included in the contract
price.

The Supplier shall carry sufficient inventories to assure ex-stock supply of
consumable spare parts or componcnts for thc Goods lor a period of linclicate
here lhe time period specified. If not used indicate a lime period of lhree times
the warranty periodl.

Spare parts or components shall be supplied as promptly as possible, but in any
case, within linsert appropriote time periodl months ofplacing thc order.

Packaging -

Thc Supplier shall providc such packaging olthe Goods as is required to prevent
their damage or detcrioration during transit to thcir final dcslination, as

indicatcd in this Contract. 'I'he packaging shall bc sufficient to withsland,
without limitation, rough handling during transit and cxposure to cxtreme
tempcratures, salt and precipitation during transit, and open storagc. Packaging
case sizc and weights shall take into considcration, where appropriatc, the
remotcness of thc Goods' final destination and the abscnce of hcavy handling
facilitics at all points in transit.

The packaging, marking, and documentation within and outsidc the packagcs
shall comply strictly with such special requiremenls as shall be expressly
providcd for in the Contract, including additional requircments, ilany, specified
below, and in any subsequent instructions ordcred by thc Procuring Entity.

The outer packaging must bc clearly marked on at lcast lour (4) sidcs as follows:

Name olthe Procuring Entity
Namc of the Supplier
Contract Description
Final I)estination
Gross weight
Any special liiling instructions

I Select appropriate requirements and delete lhe rest.

l.
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Any special handling instruclions
Any relevant HAZCHEM classifi cations

Transportation -

Where thc Supplier is required under Contract to deliver thc Goods CIF, CIP,
or DDP, transport of the Goods to the port of dcstination or such other namcd
place of destination in the I'hilippines, as shall be specificd in this Contract,
shall be arrangcd and paid for by the Supplier, and the cost thereof shall be

included in thc Contract Pricc.

Where the Supplier is required under this Contract to transport the Goods to a
specified place ofdestination within the Philippines, defincd as the Project Site,
transport to such place ofdestination in the Philippines, including insurance and
storage, as shall be specified in this Contract, shall be arrangcd by the Supplicr,
and related costs shall be included in thc contract nce.

Where the Supplier is requircd under Contract to deliver the Goods CIF', CIP or
DDP, Goods are to be transported on carriers olPhilippinc rcgistry. In thc cvcnt
that no canier of Philippine rcgistry is available, Goods may be shipped by a
carrier which is not ofPhilippine registry provided that the Supplier obtains and
presents to the Procuring Entity certification to this eflect from the ncarest
Philippine consulate to the port of dispatch. In the evcnt that carriers of
Philippine registry are availablc but their schcdule delays the Supplier in its
performance of this Contract the period from when the Goods were first ready
for shipment and the actual date of shipment the period of delay will be

considered force majeure.

The Procuring Entity accepls no liability lor the damage olGoods during transit
other than those prescribed by INCOTERMS for DDP dclivcries. In thc case

of Goods supplied from within the Philippines or supplied by domestic
Suppliers risk and title will not be deemed to have passed to the Procuring lJntity
until their receipt and final acceptance at the final destinalion.

Intellcctua I l'ropcrty Rights -
'fhe Supplicr shall indemni[y the Procuring Ilntity against all third-par1y claims
of infringemcnt ofpatent, tradcmark, or induslrial design rights arising from use

ofthe Goods or any part thcrcof.

2.2 fif partial payment is allowed, statel "The Lcrms of paymenl shall be as follows

"Payment shall be made on a monthly basis based on actual deliveries made
within forty five (45) days from receipt of the Billing/Statement of
Accounts".

4 The inspcctions and tcsts that will bc conduclcd are: Product
Prese nt al ion/ De monstrat ion/Site Inspeclion, if applicable.
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A packaging list identifuing the contents and quantities ofthc package is to be

placed on an accessible point ofthe outcr packaging ifpractical. Ifnot practical

the packaging list is to bc placed inside thc outer packaging but outsidc the

secondary packaging.



Section VI. Schedule of Requirements
PROJI.]CT NAME: LINE I: POSTAGE ANI) COURIER SERVICI]S FOR'I.IIE DEI,IVERY O}
DOCUMT]NTS UNDER TIIE AUTOMATED DOCUMENT DELIVERY SYSTT]M (ADDS) oF TII[.
BUSINESS PERMITS AND LICtr;NSING DE,PARTMEN'T' (BPLD) OF QUI]ZoN CITY I''OR THE

YEAR 2025 (T]ARI,Y PROCURI]M ENT AC'I'IVITY)

I'RoJI]C]' NO. COA'SO-25-S E R VIC E S-O O 73

'l'he dclivcry schcdulc cxprcssed as wccks/months stipulatcs hercafler a dclivcry date which is

the datc ol'dclivcry to thc project sitc.

Itcm
Numbcr

Dcscription

EN(;ACEMENT OF COURIER SI]RVICES I'OR
THI] I)I]LIVERY OF DOCUMENTS LINKT]I) TO
1'III] AUTOMATED I)OCUMI]N'I DELIVERY
SYSTEM OI- ]'IIE BUSINESS P!]IIMITS AND
LICI]NSING DT]PARTMI,]N'T OI' QUEZON CITY

PROIECT SCOPE OF WORK

Quantitl'

lot

Pick-up of documents and other mattcrs
from thc BPLI) and dclivery kr the

addrcssce, within one (1) to thrcc (3)

calcndar days from the datc of pick-up in a

sealed cnvelope pouch or packet. The
provider must guarantec an uninterrupted
servicc, except for fortuitous events and
acts of nature.
ln instances whcrc the addrcssee/s cannot

be located, or delivcry is not effcctcd at the
first attempt for a reasons not due to the

fault of the providcr, the lattcr shall pursue
thc dclivery up to three (3) more attcmpts
provided that it shall immcdiately inform in
writing the BPLD for further instructions.
The 13l'LD may thcn modify delivcry details
to assist in the succceding deliverics subject
to protocols and cxisting policies of the
BPLI). Should thc threc (3) succccding
dclivcry attcmpts remain unsuccessful, the
documents and other matters shall be

immediatcly declared as "undelivcrcd". As
such, the provider shall return the
undelivered documents and other matters
to the lll'LD within three (3) working days
stating the rcasons and proof of non-
delivcry thereof.
Rclease of documents and other printed
mattcr shall be made only to thc business

owncr or to its authorizcd rcpresentativc,
and only upon prescntation and
verification by the provider of the
authcnticity of thc idcntification card/s
prescntcd by thc addressce or its
authorizcd reprcscntativc. The provider's
delivcry ridcrs or mcsscngers shall bc

Unit
of

Issue
1,

Dclivcrcd,
Wccks /
Months

Upon
RcqucsL by

the Ilnd-User
until

December 31,
2025 or Until
the Allocated
lludgct I las

Bccn
Consumed
whichcver

Comes Iiirst

i0
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strictly prohibited from transacting with
persons other than the addressee or its
authorized representative for the timely
and sccure delivery of documents and other
matters.
Submit certified weekly summary report
supported by proof of deliveries or other
form of verification not later than three (3)

working days after thc end of cvcry week.
Submit to the BPLD the Billing/ Statement
of Accounts every end of the month based

on the actual number of deliveries made per

month.
Providcr shall ensure the protcction of all
documents and other matters reccived from
loss, damage or destruction from the time of
pick-up from the tsPLD until the same are

delivered to the intended addressee.

In case the sealed envelope pouch or packet
was lost, damagcd or misdelivcred, thc
provider shall immediately report the same

to the BPLD within twenty-four (24) hours
from the occurrencc of loss, damage or mis

delivery. A notarizcd Affidavit of Loss shall
be submitted by the provider within fivc (5)

working days from the date of incident and
that the cost of redclivery of the mail shall
be waived. The habitual and unrcasonablc
loss, damage or mis delivery of mail
matters, as determined by the BPLD, shall

be a ground for termination of the contract.

The winning provider's delivery system

must bc able to link with the Automated
Document Delivery System of the BPLD to

enable real-time monitoring of delivery
activity.

(With attached Terms of Reference uhich will form an

inte{ral pfft of this biddirg document)

Upon
Request by
the End-User
until
I)eccmber 31,
2025 or Until
the Allocated
Budget Ilas
IJecn

Consumed
whichever
Comes First

I hereby certify to comply and deliver all the above requirements.

Legal Capacity:

Signature:

Duly authorized to sign the Bid for and behalf of:

Schedule of Requirements Page 2 of2
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Section VI. Schedule of Requirements
PII.OJECT NAME: LINE 2: ENCAGEMEN'T oF COURIER SERVICI]S T.OR TIIE DE,LIVERY OF

VARIOUS ASSESSMT]NT DOCUMENTS To REAL PRoPERTY oWNER I,INKT]D'TO'I'IIE
AUI'OMATEI) I)OCUMENT DELIVERY SYSTEM OF TIIE OI-FICE o!'1'IIE CITY ASSESSOR OF

QUI:ZON CrTY FOR TrrE YEAR 202s (EARLY PROCUREM!lN't AC'l'TVITY)

PROJECT NO. CONSO.2s-SE RVICES-0073

l'he delivery schedule cxpressed as weeks/months stipulatcs hereaftcr a delivery date which is
thc date of dclivc 1() thc ro ect sitc

Itcm
Nu mbcr I)cscription

Unit
of

Issuc
Quantit'r'

Dclivcrcd,
Wceks /
Months

1 ENGAGEMENT OF COURIER SERVICES FOR 'I'I]E

DELIVERY OF VARIOUS ASSESSMENT DOCUMENTS TO
REAL PROPERTY OWNER LINKED TO TIII AUTOMATED
DOCUMEN'T DELIVERY SYSTEM OF THE OFFICE OF THE
CTTY ASSESSOR OF QUEZON CITY FOR THE YEAR 2025

(EARLY PROCURIMENT ACl'IVTTY)

I'ick-up of documents and other matters from the OCA and
deliver the same to the addressee, within the period specified
or within two (2) calendar days from pick-up if within Metro
Manila, threc to six (3-6) days lor outside Metro Manila and
onc (1) to two (2) weeks for international.
In instances where the addressee/s cannot be located, or
delivery is not affected at the first attempt for reasons not due
to the fault of the Provider, thc latter shalJ pursue the delivery
up to maximum of 3 attempts for housc/office (cbsed only)
without additional charge, provided that it shall immediately
inform the OCA for further instructions. 'Ihe OCA may then
modify delivcry details to assist in the succeeding deliveries.
Should succeeding delivcrics remain unsuccessful, the
Provider shall retum the document(s) to the OCA, stating the
reasons and proof of non-delivery thereof.
Relcase of documents and othei printed matter shall bc madc
only to the real property owner or to its authorized
rcprescntative, and only upon prescntation and veri(ication
by the Providcr of the authenticity of the identification card/s
presented by the addressee or its authorized representative.
Any undelivered documents should be retumed to thc OCA
aftcr three unsuccessful delivery attempts. No chargc will
apply for local deliveries; however, intcrnational deliveries
may incur chargcs depending on the destination country.
Submit certificd weekly summary report supported by proof
o{ deliveries or other form of verification not later than three
(3) working days after the end of every week.
Submit to the OCA the Billing/Statement of Accounts every
cnd of the month based on the actual number of delivcries
made per month.

Proiect Scope of Works:

NCR

lo1 I

Upon Request
bv thc l,nd-User
until I)ecembcr
31, 2025 or Until

thc Allocated
Iludget I Ias

Ilecn Consumed
whichcvcr

Conlcs Ijirst

Schedule of llequiremerts I'age 1 of3
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/r)

Dctrils of Deliverics

2t.000

I

I

RI.](;I]I,AR
Sizc: 6 5xllxl.75'

LA RC I]
Sizc:9.25xl4xI.75"

I kilo

I

Size

lkilo

4.550



l,uzoN
Rf,GULAR
Size:6.5x11x1.75"
Weight t.imit: lkilo

r0.000

LARGE
Size: 9.25x l,lx I .75"
Weight t.imit: lkilo

1.000

EX'I'RA I,ARGE
Size: l2x lSrl 75"
weight Limit: lkilos

500

vtzltltIN
REGUI,AR
SiTe: 6 5xllxl 75"
Weighr l.imir: lkilo

4,000

I,ARCT]
Sizel 9 25xl4xl 75"
Weight t.imit: lkilo

2.000

EXTRA LARGE
Sizc: l2xl8xl.75"
Weight Limit; 3kilos

r,000

ISLANDER
REGUI,AR
Size: 6.5x I lx 1.75"

Weighr l.imir: lkilo

2.500

LARGT]
Sizc: 9.25x14x1.75"
Weight Limit: lkilo

r.000

EXTRA I,ARGE
Size: l2xl8xl.75"
weight l,inlit: 3kilos

1,000

IN'TERNAI'IONAL

RI]GT]I,AR
Sizc: 6.5\ I lx 1.75 '

Wcight Lirnit: lkilo

l6

Zonc B

RI'GUI,AR
Size: 6.5xllxl.75"
Wcighl Limit: lkilo

l5

Zone C

REGUI,AR
Size:6.5x11x1.75"
Weight I-iInil: lkilo

l5

Zonc l)
REGUT,AR
Size: 6.5xllxl.75''
Weight Limit: lkilo

l5

Tonc Il
RECULAR
Size: 6.5x 1 lx l .75"
weight Limit: lkilo

l5

7.tttc F
REGUI,AR
Sizci 6 5\l lxl.75'
Weighr Limil: lkilo

12

Tonc G

REGULAR
Size: 6.5xllxl.75"
weight l,imili lkilo

l2

(With altached Tetnls of Reference @hich uill form an integral part of
this bidding doc nent)

Schedule of Req ircrne tsPage2of3
CONSO-2s-SERWCES-0073 - Lifle 2
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EXl'IIA I,,\R(;E
I SiTe: l2r l8x 1.75" I

I w.irt, Liri,, :t ilo. I

t.350

I

I

I

I

I

I

I



I hereby certify to comply and deliver all the above requirements.

Name:

Legal Capacity:

Signature:

Duly authorized to sign the Bid for and behalf of:

Schedule of Requireneflts Page 3 of 3
CONSO-25-SERWCES-0073 - Lire 234
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Section VI. Schedule of Reqairements
PROJECT NAMII: LINLI: ENGAGEMENT OF COUR|lltl SERVIClls FOII TIIE l)El,lVr)RY OF

DoCUMT]N'I'S I,INKI]D To TIIE AUTOMATi]D DOCUMENTS DEI,IVERY SYS'TEM (QC AI)DS)
OF'TIIE CITY CIVIL RECISTY DEPARTMENT (CCRD) OF QUEZON CI'I'Y FOR TIIE YEAR 2025

(EARI,Y PROCUREM I]NT AC'TIVITY)

PI{O.IEC]' NO. COAISO-25-S E R V I C E S-O O 7 3

'Ihc dclivcry schcdule exprcssed as weeks/months stipulatcs hcrcaftcr a dclivcry datc which is
thc date ofdclivcry 10 the project site.

Item
Numbcr

1,

Quantitv
I)clivcrcd,
Wceks /
Months

ENGAGEMENT OF COURIER SERVICES FOR TIIE
DELIVERY OF DOCUMENTS LINKED TO TIIE

AUTOMATED DOCUMENT DELIVERY SYSTEM (QC

ADDS) OF THE CITY CIVIL REGISTRY
DEPARTMENT (CCRD) OF QUEZON CITY FOR THE

YEAR 2025 (EARLY PROCUREMENT ACTIVITY)

Pick-up of documcnts and other matters from the
CCIiD and delivcr to thc requcsting partyl
recipicnt, within thc pcriod specificd or thrcc (3)

calcndar days from pick-up.
In instances where the recipicnt cannot be locatcd,
or delivery is not effected at the first attempt for
reasons not due to thc fault of the service provider,
thc latter shall pursuc the dclivcry up to thrcc (3)

more attcmpts provided that it shall immcdiatcly
inform thc CCIID for furthcr instructions. The
CClit) may then modify delivery details to assist in
the succeeding dcliveries. Should succecding
dclivcries remain unsucccssful, the provider shall
return the document(s) to thc CCRD, stating the
reasons and proof of non-dclivcry thcrcof.
lssuance of documcnts and other printed matters
shall be madc only to the recipicnt or to its
authorized representative, and only upon
prescntation and verification by the provider of the
authcnticity of the identification card/s prcscnted
by thc recipicnt or its authorized reprcsentativc.
Return to thc CCRD any undelivercd documcnt or
othcr mattcrs within threc (3) calcndar days from
dispatch.
Submit to CCRD thc certificd weekly summary
report supported by proof of delivcries or other
form of verification not later than threc (3) working
days after thc cnd o[ cvcry wcck.
Submit to CCRD the Billing/Statement of Accounts
evcrv cnd of the month based on the actual number
of dcliveries made pcr month

(With attachecl Terms of Reference tuhich will lorm at

l)escription

SCOPE OF WORKS

itrt documuttlthis biddint rto

Unit
of

I ssuc
lot l

Upon Requcst by
thc llnd-Uscr until
I)cccnrber 31, 2025

or Until thc
Allocated [tudget

I las Ilccn
Consumcd

Whichcver Comcs
First

Schedtle of Requirements Pagc 1 of2
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I hereby certify to comply and deliver all the above requirements.

Name:

Signature:

Schedule of Req tements Page 2 of2
CONSO-25-SERWCES-0073 - Line 336

et7

Legal Capacitv:

Duly authorized to sign the Bid for and behalf of:



Section VII. Technical Specfficutions

Notes for Preparing thc Technical Spccifications

A set ofprecise and clear specifications is a prerequisite for Bidders to respond realisticalIy
and competitively to the requirements ofthe Procuring Ilntity without qualifying thcir Bids.
In the contcxt of Compelitive Bidding, the specifications (e.g productiorVdelivery schedule,

manpower rcquirements, and after-salcs service/parts, descriptions ofthc lots or items) must
be prcparcd to permit the widest possible competition and, at the same time, present a clear
statement of the required standards ol workmanship, materials, and performance of the
goods and services to be procured. Only if this is done will the objcctives of transparency,
equily, cfficiency, fairness, and economy in procuremenl be realized, rcsponsiveness ofbids
beensurcd.andthesubsequenttaskofbidevaluationandpost-qualificationfacilitated.'l'he
specifications should require that all items, materials and accessorics to be includcd or
incorporaled in the goods be new, unused, and ofthe most recent or current models, and that
they include or incorporate all recent improvements in dcsign and materials unless otherwise
providcd in the Contract.

Samplcs of specifications from previous similar procurcments are uscful in this respect. 'l'hc

use of metric units is encouraged. Depending on the complexity of the goods and the
repetitiveness ofthe type ofprocuremcnt, it may be advantageous to standardize the Gcncral
Technical Specifications and incorporate them in a separate subsection. The Gcncral
Technical Specifications should cover all classes of workmanship, materials, and equipment
commonly involvcd in manufacturing similar goods. Deletions or addenda should then
adapt the General Technical Specifications to the particular procuremcnt.

Care must be taken in drafting specilications to ensure that they are not restrictive. ln the
specification ofstandards for equipmcnt, materials, and workmanship, recognized Philippine
and intemational standards should be used as much as possible. Whcrc olher particular
standards are used, whether national standards or other standards, thc spccifications should
statc that equipment, materials, and workmanship that meet other authoritative standards,
and which ensure at least a substantially equal quality than the standards mentioned, will
also bc acceptable. The following clause may be inserted in the Spccial Conditions of
Contract or the Technical Specifications.

Whercvcr rcferencc is made in the Technical Specifications to specific standards and codcs
to bc mct by the goods and materials to be fumishcd or lested, the provisions of the latcst
edition or revision of the relevant standards and codes shall apply, unless othcrwise
expressly stated in the Contract. Wherc such standards and codes arc national or relatc to a
particular country or rcgion, other authorilative standards that ensure subslantial equivalcnce
to thc standards and codes specified will be acceptable.

I{efcrcnce 1o brand namc and cataloguc number should bc avoided as lar as possiblc; where
unavoidable they should always bc followed by thc words "or at least equivalent."
Refercnccs to brand names cannot bc uscd when the funding source is thc GOP.

Wherc appropriate, drawings, including site plans as rcquired, may be fumished by the
Procuring lintity with the Bidding Documents. Similarly, the Supplier may be requcstcd to
providc drawings or samples either with its Bid or for prior review by the Procuring lintity
during contract execution.

[]idders are also required, as part of thc technical specifications, to complete thcir statemcnt
of com liance demonstrati how thc itcms com I with the s cification

37

Samplc Clause: Equivalcncy ofStandards and Codcs



Technical Specifi cations
PRO.IECT NAME: LINE I: PoSTAGE AND COURIER SI:RYICES FOR THE DELIVERY OI;

DOCUMIINT'S UNDIiR TIIE AUTOMATED DOCUMENT DI:LIVERY SYSTEM (ADDS) OF TIIE BUSINII'.SS

PI|RMITS IND I,ICENSING DEPARTMENT' (BPI,D) OI; QUET-ON CITY I.'OR TITE YEAR 2025 (EARI,Y
P ROC U REMI:NT /1C7'MTY)

PRO.IECT NO. CONSO-2s-S E R V I C ES-OO 73

Itcm Specification Statcment of Compliance

IBidders musl stqle here eilher "Comply" or "Not
Comply" against each of the indivitluql
pardmeters of each Specifcation slaling lhe
corresponding perfurmance parameler o/ the
equipment o/fered. Statements of "Comply" or
" Not Comply" must be supported hy evidence in a
Ilidders Bid and cross-referenced to that evidence.
Llvidence shall be in the form of manufacturer's
un-amended sales literature. unconditional
statements of spectfication ond conpliance issued
b1, the nanufacturer, samples, independent tesl
dqta etc., as appropriale. A stqtenent that is nol
supported by evidence or is subsequenlly found lo
be conlradicted by the evidence prescnted will
render the llid under erdluation liable /br
rejeclion. /1 stqtement either in the llidder's
slalement of compliance or lhe suppolting
evidence that is found to be.fdlse either during Bid
evqlualion, posl-quqlifrcation or the execution of
the Contracl may be regarded as froudulent aru{
render the Bidder or supplier liable /or
prosecution subject to the applicuble la$ and
issuances. J

A.1 ENCAGI]MT]N'I' OI.' COURIER SERVICES T'OR'I'IIT]
Dt]I,IVI]RY OI.'DOCUMENTS LINKDD 1'O 1'III]

AU'I'OMA'tED DOCUMENT DEI,IVERY SYS-I'EM O}'
.I'IIT] 

I}USINESS PERMITS AND LICI]NSING
l)UPAR'l'1!lEN't' O!' QUEZON- CITY FOR TIItI YEAR

2025 (}:ARI,Y PROCUREMENT ACTIVII'T')

PROIIJC'I' SCOPE OF WORK

Pick-up of documents and other matters from the
BPI-D and delivery to the addressec, within one
(1) to three (3) calendar days from the date of
pick-up in a sealed envelope pouch or packet.'l'he
provider must guarantee an uninterrupted
service, except for forfuitous events and acts of
nature.
In instanccs where the addressee/s cannot bc
located, oi delivery is not effected at the first
attcmpt for a reasons not due to the fault of thc
provider, the Iatter shall pursue the delivcry up
to thrcc (3) more attempts provided that it shall
immediately inform in writing the BIrl-D for
turther instructions. The BPLD may then modify
delivery details to assist in thc succeeding
deliveries subject to protocols and cxisting
policies of thc BPLD. Should thc three (3)
succeeding delivery attempts rcmain
unsuccessful, the documents and othcr mattcrs
shall be immediately declared as "undelivered".
As such, the provider shall return the
urrdelivered documents and other matters to thc
BI']LD within three (3) working days stating the
reasons and proof of non-delivery thereof.

Techrical Specificaliofls lrage 1 of 2
CONSO-25-SE?VICES-0077 - Line 1
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Release of documents and other printed matter
shall be made only to the business owner or to its

authorized representative, and only upon
presentation and verification by the Provider of
the authenticity of thc identification card/s

presented by the addressee or its authorized
representative. The provider's delivery riders or
messengers shall bc strictly prohibited from
transacting with persons other than the addressee

or its authorized representative for the timely and

secure delivery of documents and other matters.

Submit certified weekly summary report
supported by proof of deliveries or other form of
verification not later than three (3) working days

after the end of every week.
Submit to the BPLD the Billing/ Statement of
Accounts every end of the month based on the
actual number of deliveries made per month.
Provider shall ensure the protection of all
documents and other matters received from Ioss,

damage or destruction from the time of pick-up
from the BPLD until the same are delivered to the
intended addressee.

In case the sealed envelope pouch or packet was
lost, damaged or misdelivered, the provider shall
immediately report the same to the BPLD within
twenty four (24) hours from the occurrence of
loss, damage or mis dclivery. A notarized
Affidavit of Loss shall be submitted by the
provider within five (5) working days from the
date of incident and that the cost of redelivery of
the mail shall be waived. The habitual and
unreasonable loss, damage or mis delivery of
mail matters, as determined by the BPLD, shall be

a ground for termination of the contract.
The winning provider's delivery system must be

able to link with the Automated Document
Delivery System of the BPLD to enable real-time
monitoring of delivery activity.

(With at tached l'etms of Refoettce which toill form an integral parl
of this bidrling document)

I] Compliancc to the Schedule of Requirements
(Section VI)

I hereby certify to comply and deliver all the above requirements.

Name:

Signature:

Duly authorized to sign the Bid for and behalf of

Technical Specifications Page 2 of2
CONSO-25-SERYICES-0073 - Line 7i9
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Legal Capacity:



Itcm

PRO.II,CT NAME: ]a!IILZ: ENGAGEMENToF couRluR SURVICES t'oR TllE DELIVURY oF
VARIOUS ASSESSMENT DOCUMI]NTS To REAL PROPERTY OWNT]R LINKI]D TO 'I'IIE,

AU'I'OMATED DOCUMENT DE,LIVERY SYSTI]M OF TlIE OFFICE OF THE CITY ASSESSOR OI'
QUI]ZON CITY FOR THE YEAR 2025 (EARLY PROCUREMENT ACl'IVITY)

PROJECT NO. CO NS O- 2 5 -S E RVI C ES-OO 7 3

Statcmcnt of Compliancc

Technical Specifications

Specification

A.1

IBidders must state here either "Comply" or "Not
Cornply" against each o/ the individual
pqrameters of each Specrficcttbn stating the
corresponding performance parumeter of the
equipment offered. Stutenents d 'Comply" or
"Not Comply" tnust be supported h), evidencc in a
Bidders Bid qnd cross-referenced lo lhat evidence.
Evidence shall be in the form o/ manufacturer's
un-amended sqles lilerature, unconditional
statements of specificotion and compliance issued
by lhe manufacturer, somples, independenl tesl
dqlq etc., as .lppropriate. A stalemenl lhql is not
supported by evidence or is subsequently fnnd to
be contradicted by the evidence presenled will
render the llid under evaluqtbn liable for
rejection. I stalemenl either in the Bidder's
stalenent of compliance or the supporting
evidence thdt is found to he fdlse either during Bid
evaluation, posl-qudlirtcdion or the execution of
the Conlrdct may be regarded as liuudulent and
render the llidder or supplier liable for
prosecution subiect to the applicable laws and
issuances.l

ENGAGLMEN]' OF COURIER SERVICES TOR 'I'HE

DI]I-IVERY O[ VARIOUS ASSESSMENT DOCUMENl'S
TO RI]AI. PROPERTY OWNER LINKED TO THE

AUTOMATED DOCUMENT DELIVERY SYSTEM OF
THE OFFICE OT THE CITY ASSESSOR OF QUEZON

CITY FOR YEAR 2025
(EARLY PROCUREMENT ACTIVITY)

Pick-up of documents and other matters from the OCA
and deliver the same to thc addressce, within the period
specified or within lwo (2) calendar days from pick-up
if within Metro Manila, three to six (3-6) days for outside
Metro Manila and one (1) to two (2) wceks for
international.
In instances where the addrcssee/s cannot be located, or
delivery is not affected at the first attempt for reasons

not due to thc fault of the Provider, the latter shall
pursuc the delivery up to maximum of 3 attempts for
housc/office (closcd only) without additional charge,
provided that it shall immediately in{orm thc OCA for
{urther instructions. 'Ihe OCA may then modify
delivery details to assist in the succeeding deliveries.
Should succeeding deliveries remain unsucccssful, the
Provider shall retum thc documcnt(s) to the OCA,
statinB the reasons and proof of non-delivery thereof.
Rcleasc of documents and other printcd mattcr shall be
made only to the real property owner or to its
authorized representative, and on)y upon presentation
and verification by thc Provider of the authenticity of

'10
Technical Specificatiots Page 1 o/3
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the identification card/s presented by the addressee or

its authorized representative.
Any undelivered documents should be retumed to the

OCA after three unsuccessful delivery attemPts. No
charge will apply for local deliveries; however,
intemational deliveries may incur charges depending
on thc destination country.
Submit certified weekly sumrnary report supPorted by
proof of deliveries or other form of ve fication not later
than three (3) working days after the end of every week.

Submit to the OCA rhe Billin&/Statemcnt of Accounts
every end of the month based on the actual number of
deliveries made per month.

\CR
Size Quantity

RT]GULAR
Sizc: 6 5xllxl 75"
We ight Limit: lkilo

21.000

I,ARGE
Size:9.25x14x1.75"
wcighr Limit: lkilo

4.550

EXTRA LARGE
Sizc: l2xl8xl.75"
weight Limit:3kilos

t.350

LLIZON
REGULAR
Sizc: 6 sxl lxl 75"
Wcight Limit: lkilo

10.000

I,ARCE
Sizc: 9.25x14x1.75"
Wcight Limit: lkilo

t.000

I]XTRA I,ARGT
Sizc: l2xl8\1.75"
WciSht Limit: 3kilos

500

vt7_/l N

RE(;I-It,AR
:ii:/c: 6.5xllxl.75"
Wcighl l-imit: lkilo

4.000

I,,,I.RGE
Sizc:9.25x14x1.75"
Wcighr Limit: lkilo

2.000

T]X]'RA I,ARGE
Sizc: l2\18\1.75'
\\ ciBht Limit: 3kilos

t.000

ISI,A\DER
REGULAR
Sizc: 6.5x1lxl.75"
Wcight Limit: lkilo

2.500

I,ARGE
Sizc: 9.25x14x1.75'
Wcight Limitr lkilo

1.000

EXTRA LARGE
Size:12x18x1.75"
WciBht t-imit: 3kilos

t.000

INTERNATIOT\-AL

Technical Specifications Page 2 of3
CONSO-25-SERYICES-0073 Liae 2
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Details of Delivcrics

RECULAR
Sizc: 6.5x1lxl.75"

I

Tone A

lkilo

RI](;TJI,AR
Si/c: 6.5\l Ix1.75'

l6

Zone B

loie C

lkilo

RT],CUI,AR
Sirc: 6.5x I lx 1.75"

t5

lkilo

l5



(With attached Terms of Reference which will form an integral part
of this bidding docume,lt)

I} Compliance to the Schcdule of Itequirements
(Section VI)

I hereby certify to comply and deliver all the above requirements.

Legal Capacity:

Signature:

Duly authorized to sign the Bid for and behalf of:

Tech cal Specifcatiofls Page 3 of3
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RU(;Ul,A t{
Sizc: 6.5x I lxl.75"

I kilo
Zonc E

REGUI,AR
Size: 6.5xllxl.75"

t2

l.imit: I kilo

REGUI,AII
I SiTe: 6.5\llxl.75"

l.imit: lkilo

NT"-o'

Zonc [)
I5

I5

l.imit: I kilo

RI,GT]I,AR
Sizc: 6.5\ I Ix 1.75 '

Zonc I;

t2

Zonc C



Technical Specifications
PIIOJE,CT NAME: L.lNLl: ENGAGEMENT OF COURIER SERVICES FOR THE DELIVERY OF

I)OCUMENTS LINKED TO THE AUTOMATED DOCUMENTS DELIVERY SYSTEM (QC ADDS)
OT']'TIE CI'TY CIVIL RI]GISTY DEPARTMENT (CCRD) OF QUEZON CITY FOR THE YEAR 2025

(EARLY PROCUREMENT ACTIVITY)

PROJECT NO. CONSO-2s-S ERVIC ES-O O 7 3

Itcm Spccification Statement of Compliance

!Bidders nusl slole here either "Comply" or "Not
Comply" qgqinsl each of the individual
pardmeters of each Specifcation slaling the
corresponding performance parameler of the
equipment olfered. Statements of "Comply" or
"Not Comply" must be supported by evidence in a
Bidders Bid and cross-referenced to that evidence.
L)vidence shall be in the form o/ manufacturer's
un-amended sqles literqture. unconditionql
s I qte ments of spe cifi cat i on an d com pl i ance issue d
by the uanufacturer, somples, independenl test
data etc-, as appropriate. A statement that is not
supported by evidence or is subsequently found to
be contradicted by lhe evidence presented will
render the Bid under erqluqtion liable /or
rejection. /1 slqlemenl either in the llidder's
stdtement of conpliance or lhe supporting
evidence that is found to be fqlse eilher during llid
evaluqtion, postquqltficqtion or lhe execution of
the Contrqct may be regarded as /raudulent and
render the llidder or supplier liable /br
prosecution subiect to the opplicable lqws and
issuances.J

A.1 ENGAGEMENT OF COURIER SERVICES FOR
THE DELIVERY OF DOCUMENTS LINKED TO
THE AUTOMATED DOCUMENT DELIVERY

SYSTEM (QC ADDS) OF THE CITY CIVIL
REGISTRY DEPARTMENT (CCRD) OF QUEZON

CITY FOR THE YEAR 2025 (EARLY

PROCUREMENT ACTIVITY)

SCOPE OF WORKS

I'ick-up of documents and othcr matters from
the CCRD and delivcr to the requesting party/
recipicnt, within the period specified or three
(3) calendar days from pick-up.
In instances where the rccipient cannot bc
locatcd, or delivery is not effcctcd at the first
attempt for reasons not due to the fault of the
service provider, the latter shall pursue thc
delivery up to three (3) more attempts
provided that it shall immediately inform the
CCRD for further instructions. The CCRD
may thcn modify delivcry details to assist in
the succeeding deliveries. Should succceding
dcliveries remain unsuccessful, the provider
shall return the document(s) to the CCRD,
stating the rcasons and proof of non-delivery
thereof.
lssuancc of documcnts and other printed

y to thc rccipient ormatters shall bc made onl

Technical Specifications Page 1 of2
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to its authorized representative, and only
upon presentation and verification by the

provider of the authenticity of the

identification card/s presented by the

recipient or its authorized representativc.
Return to the CCRD any undelivered
document or other matters within three (3)

calendar days from dispatch.
Submit to CCRD the certified weekly
summary report supported by proof of
deliveries or other form of verification not
latcr than three (3) working days after the end
of every wcek.
Submit to CCRD the Billin&/Statement of
Accounts every end of the month based on the
actual number of deliveries made per month

(With attached Terms of Reference uhich zuill form
an integral part of this bidding document)

B Compliance to thc Schedule of Requirements
(Section VI)

I hereby certify to comply and deliver all the above requirements.

Legal Capacity:

Signature:

Duly authorized to sign the Bid for and behalf of:

Technical Specificatiofls Page 2 of2
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NCR
Size Quantity Unit Cost Total

REGUI,AR
Size:6.5x1lxl.75"
Weight Lirnit: Ikilo

21,000

LARCi]
Size:9.25x14r1.75"
Weight l.imitr lkilo

4,550

UxTRA t,AIt(;!l
Sizc: I2\ l8x I ?5 '

\\'cisht I inril: Ikil{)\

1,350

R!]GL I,AR
Sizc: 6.5\ I l\ 1.75 '

Weight l,iDrit: I kilo

10,000

LARGU
Size:9.25x14x1.75"
weighr I-imir: I kilo

1,000

T]XTRA I,AR(;E
Size: l2\18x1.75'
$'eisht Limil: Skilos

500

LUZON

VIZlMIN

ISLANDER

INTERNATIONAL
Z,onc lt
REGULAR
Size:6.5x1l\1.75"
Weighl Limiti lkilo
Zonc Il

16

RI],GUI,AR
Size: 6.5x I lxl.75"
We ight Limit: lkilo

15

7.onc C
RECUI,,\R
Size: 6.5\l l\ l.7i '

Weight l-imilr lkilo

t5

Zonc I)
15

RE(;UI,AR
Size:6.5xllxl.75'
Weighl l-inlir: lkilo

,1,000

LARGi)
Size: 9.25x1,1x1.75"
Weight Limit: lkilo

2,000

EX'I'RA I,AR(;L
Size: l2xl8xl.75"
Weisht Limit: lkilos

1,000

RT,GUI,AR
Sizc: 6.5x I lx 1.75 '

Weighr Limir: lkilo

2,500

I,ARGT]
Sizc: 9.25\l,l\1.75"
Weighl Limit: lkilo

1,000

EXTRA I,AR(;E
Size: l2xl8xl.75"
Weight I-imit: Skilos

1,000

REGUI,AR
Sizcr 6.5\ I lx L75"

Litnil: Ikilo

45

COST DERIVATION

PIIOJI.C'I.NAME: LINE 2: ENGAGEMENT OF COURIER SERVICES FOR THE
DELIVERY OF VARIOUS ASSESSMENT DOCUMENTS TO ITEAL PROPERTY

OWNER LINKED TO THE AUTOMATED DOCUMENT DELIVERY SYSTEM OF
THE OFFICE OF THE CITY ASSESSOR OF QUEZON CITY
FOR THE YEAII 2025 (EARLY PROCUREMENT ACTIVITY)

PRO.IECT NO. CONSO.2s-SERVICES.OOT.]

I

I

I

I

I

I

Cost Derioaliott Page I ol2
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Zone E

REGULAR
Sizc:6.ixll\1.75"
wcight Lirrit: I kilo

t5

Zone F

REGULAR
Size: 6.5xllxl.75"
Weisht Limit: lkilo

12

Zonc C
REGUI,AR
Size: 6.5xIlrL75"
Weight Limit: lkilo

12

GRANDTOTAL P

Name:

Legal Capacity:

Signature:

Cost Deioation Page 2 ofz
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Duly authorized to sign the Bid for and behalf of:



Section VIII. Checklist of Technical und
Finuncial Documents

Notes on the Checklist of Technical and Financial Documents

'l'he prescribed documents in the checklist are mandatory to be submitted in the Bid, but
shall be subjcct to the following:

GPPII Resolution No. 09-2020 on the clficient procurement mcasures during a State
of Calamity or othcr similar issuances that shall allow thc usc ofalternatc documents
in licu of the mandatcd requircments; or

b. Any subsequent GPPB issuances adjusting the documentary rcquirements after the
effectivity of the adoption ofthe PBDs.

'l'he BAC shall be chccking the submitted documcnts of cach Biddcr against this checklist
to ascertain if they are all present, using a non-discretionary "pass/fail" criterion pursuant to
Scction 30 of the 2016 revised IRR of RA No. 9l 84.

a

4'7



Checklist of Technical and Financial Documents
I. TE,CHNICAL COMPONI,NT ENVEI,OPE,

Class "4" Documenls
I.eyal I)ocunrc nl.s

(a) Valid PhiIGEPS Registration Certificate (Platinum Membership) (all pages)

in accordancc with Section 8.5.2 of the IRR;

T.echnical Documents

(b) Statcmcnt of the prospective bidder of all its ongoing govcrnment and private
contracts, including contracts awarded but not yet startcd, if any, whcther
similar or not similar in nature and complexity to the contract to be bid (in a
FORM prescribcd by the QC-BAC-GOODS AND Sf,RVICES); and

(c) Statcment of thc bidder's Single Largest Completed Contract (SLCC) similar
to the contract to be bid, cxcept under conditions providcd for in Scctions
23.4.1.3 and 23.4.2.4 of the 2016 revised IRR of RA No. 9184, within the
rclcvant period as provided in the Bidding Documents (in a FORM prcscribed
by the QC-BAC-GOODS AND SERVICES); and

(d) Original copy of Bid Security. If in the form ofa Surety Bond, submit also a

certification issued by the Insurance Commission;
or
Original copy of Notarizcd []id Securing [)cclaration; and

(e) Conlormity with Section VI. (Schedule of Requiremcnts) and Section VIL
('l'echnical Specifications), which may include production/delivery schedule,
manpower requircments, and/or after-sales/parts, if applicable; and

(0 Original duly signed Omnibus Sworn Statement (OSS);
and if applicable, Original Notarized Sccrctary's Certificate in casc ol a
corporation, partnership, or oooperativc; or Original Special Powcr of
n ttorney of all members of thc joint vcnturc giving full power and authority
to its officer to sign the OSS and do acts to represent the []idder.

l.-i nancial I )ocu me nts
(g) The prospective bidder's computation ofNet Irinancial Contracting Capacity

(NFCC) (in a FORM prescribed by the QC-BAC-GOODS AND
Sf,RVICES);
or
A committed Line of Credit from a Universal or Commcrcial Bank in licu of
its NFCC computation.

Class "8" Documenls
(h) tf applicable, a duly signed joint venture agreement (JVA) in case the joinl

vonturc is already in existence;
or
duly notarized statements from all the potentialjoint venture partners stating
that they will enter into and abide by the provisions ofthc JVA in the instance
that the bid is successful.

Other documenta ry requirements under RA No.9181 (as aoolicable)
(i) fi;or foreign bidders claiming by reason of their country's exten.tion of

reciprocal righls to Filipinosl Certification from thc rclevant government
ol'llce of their country stating that Filipinos are allowcd to participate in
government procuremcnt activities for the same item or product.

0) Certification from the D'l'l if the Bidder claims prcfcrence as a Domcstic
Bidder or Domcstic Entity.
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I (a) Original ol'duly signcd and accomplished Iiinancial Ilid |orm;
tr (b) Original olduly signcd and accomplished Pricc Schcdulo(s); and

(c) COS'T DE,RIVATION

II. ltEQUIRI,l,l) I)OCUMENTS in l]l)S SECTION 20.2 anrJ2l.2

LINE l: POSTACE AN D COURI ER SERVICES FOR TH E DELIVERY OI DOCUM ENTS UN DER TII u A UTO]IIATED
DOCT]}IENT DELIVERY SYSTE]II (ADDS) OI'TtIE BUSINESS PERMITS AND LICENSINC DEPART]!TENT (BPLD,
OF QUEZON CITY F'OR THE YEAR 2025 (OARLY PROCURENIENT ACTIVITY)

A. NOTARIZI]D A}'I'IDAVIT OF UNDERTAKING STATING TIIE FOLLOWING:
i. lhat the bidder's delivery system must be able to link with the Automatcd Document Dclivery System oJ

the BPLD to cnable real-time monitoring of delivery activity.
ii. Track record of at least five (5) years in the handling of "door to door" and "express dclivery" of sensitiv(

and valuable documents, proof of which should be presentcd in thc attached Information Shee|

iii. With wide range delivery network;

iv. With onlinc document delivery tracking system that can be linked to QC BPLD ADDS.

B. r,rs'r'oF MANt>owitR REQUIRT:,MENT wITII PRO.IECT NO. ANI) PRO.TECT TITl,ll
(]. ORGANIT,A'I'IoNAI, CIIART WI'TII PRo.II]C'T NO. AND PRo.I I]C'I' TII'LE

LINE 2: ENGACENTENT OF COURIER SERVICES FOR THE DELIVERY OF VARIOUS ASSESSMEN'I
DOCUMENTS TO REAL PROPERTY OWNER LINKED TO THf, AUTOMATED DOCUNIf,NT DOLIVERY SYSTEN1
OF THE OFFICE OF THE CITY ASSESSOR OF QUEZON CITY FOR THE YEAR 2025 (EARI,Y PROCUREMEN'I
ACTIVITY)

A. NOTARIZED AT'},'IDAVIT OF UNDERl'AKING STATING TIII] FOI,I,OWING:
i. That thc bidder's document delivery tracking system must bc shared with Office of thc City Assessor to

enable real-timc monitoring of delivcry activity.
ii.'lrackrecordofatleastten(10)yearsinthehandlingof"doortodoor"and"cxpressdelivery"o(sensitive

and valuabic documents, proof of which should be presented in thc attached Information Shect;

iii. With wide range of delivery network capable of delivcring services across vast geotraphic area.

Network includes multiple distribution ccnt(]rs, transportation mcthods 10 reach num(:rous locations
whether domestically or internationally;

iv. With onlinc document delivery trackinS systcm to facilitatc vcrification status of dclivcry by the OCAs
and thc taxpayer/requesting party;

v. 'fhat has bccn officially recognizcd, ccrtified, or authorized by the Supremc Couri, a governing body,
regulatory authority, or organization to provide courier serviccs.

B. LIS'T OF MANPOWER REQUIREMENT WITII PROJECT NO. AND PROJECT TITT,T]
C. ORCANIT-A1'IoNAI, CIIART WITII PROJI]CT NO. AND PRO.'ECT TITLE

tlNE-l: ENGACLI\IENT OF COURIER SERVICES FOR THE DELIVERY OF DOCTIMENTS LINKED TO THt
AUTOMATED DOCUNIENTS DELIVERY SYSTEM (QC ADDS) OF TIIE CITY CIVIL REGISTY DEPARTMENT
(CCRD) OF QT]EZ.ON CI'[Y I'OR THE YOAR 2025 (EARLY PROCUREM ENT ACTTVITY)

A. NOTARIZED AI.'I.'ID,AVIT OF UNDERTAKING STATING TIIl], T'OLLOWING:
i. That thc bidder's delivery system must bc able to link with thc Automated [)ocument l)clivcry System

of the CCRD to enable real-timc monitoring of delivery activity.
ii. l rack rccord of at least five (5) years in the handling of "door to door" and "express delivcry" of sensitive

and valuable documents, proof of which should be presentcd in thc attached Information Shcct;
iii. With wide range delivery network;
iv. With online document delivery trackin8 system to facilitate vcrification status of delivery by the CCRD

and the taxpayer/requesting party.

B. l,rs I oF MANt,owER RB,QUrRr,]MUNl wtTIl PRoJECI' NO. AND PROJECT 't't't't,u
(]. ORCAN IZAI'IoNAI, CTIART WITII PROJECT NO. AND PRo.II]C'T TITI,I]
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I. FINANCIAI, COMPONENT I]NVI.]I,OPE,



Notc:

Please refer to

Ihttps://drive.google.com/fileld/luiYurh5WrpBL5B pqpzAb62yucAblRlp/view?usp=
sharingl for the following requirements:

a. Computation of NFCC;
b. List of All Ongoing Contracts/List of Contracts already awarded but not yet

started;
c. Statemenl of Singte Largest Completcd Contract

2. Pleasc refer to GPPB Resolution No. 16-2020 for the following requirements:
a. Ilid Form;
b. Price Schedule (for Goods Offcred from Abroad/ Within the I,hilippincs)
c. Ilid Securing Declaration; and
d. Omnibus Sworn Statemcnt
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