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TERMS OF REFERENCE

POSTAGE AND COURIER SERVICES FOR THE DELIVERY OF DOCUMENTS UNDER THE AUTOMATED
DOCUMENT DELIVERY SYSTEM {ADDS) OF THE BUSINESS PERMITS AND LICENSING DEPARTMENT

. BACKGROUND/ANTECEDENT

The Business Permits and Licensing Department (BPLD) plays a critical role in ensuring the efficient
processing and delivery of various permits and licenses to businesses within the city. As part of its
maodernization and digital transformation efforts, BPLD has implemented the Automated Deocument
Delivery System {ADDS} to streamiine the delivery of official documents such as business permits,
clearance, and other regulatory paperwork. The ADDS is designed to enhance operational efﬁciency,
reduce delays, and improve the accuracy of document handling through automation.

Given the volume of documents processed daily, it is essential to have a reliable postage and courier
service that seamiessly integrates with the ADDS. This project aims to secure a qualified provider for
postage and courier services to ensure timely and secure delivery of these documents to businesses and
other stakeholders.

ii. OBIECTIVE

The project involves the procurement of postage and courier services for the Business Permits and
Licensing Department (BPLD}. These services will he linked to the Automated Document Delivery System
{ADDS), which manages the processing and dispatch of business permits, licenses, and other official
documents. The selected provider will be responsible for:

1) Ensuring the efficient and secure delivery of documents to recipients within spemﬁed time
frames.

2} Cceordinating with BPLD to align courier services with the ADDS for seamless processmg and
tracking of document deliveries,

3} Providing regular reports on delivery statuses, ensuring transparency and accountablllty

4} Adhering to all relevant legal and regulatory requirements for handling sensitive officiat
documents.

This project is essential for maintaining the efficiency and reliability of BPLD's document delivery system,
reducing administrative backlogs, and enhancing customer satisfaction,

Iff. PROJECT SCOPE OF WORK

1} Pick-up of documents and other matters from the BPLD and deliver 1o the addressee, within one
{1) to three (3) calendar days from the date of picik-up in a sealed envelope pouch or packet. The
provider must guarantee an uninterrupted service, except for fortuitous events and acts of
nature.

2) In instances where the addressee/s cannot be located, or delivery is not effected at:the first
attempt for reasons not due to the fault of the provider, the latier shall pursue the delivery up to
three (3} more attempts provided that it shali immediately inform in writing the 8PLD for further
instructions. The BPLD may then modify delivery details to assist in the succeeding deliveries
subject to protocols and existing policies of the BPLD. Should the three (3) succeeding delivery
attempts remain unsuccessful, the documents and other matters shall be immediately declared
as "undelivered”. As such, the provider shall return the undelivered documents and other
matters to the BPLD within three (3} working days, stating the reasons and proof of non-delivery
thereof,

3} Release of documents and cther printed matters 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 the identification card/s presented by the addressee or its authorized
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4)

5)

8)

representative. The provider's delivery riders or messengers shall be 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 a 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 at the end of every month based on the
actual number of deliveries made per month,

Provider shall ensure the protection of ali documents and other matters received from loss,
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 misdelivery. A notarized Affidavit of Loss shall be submitted by the
provider within five (5) working days from the date of the incident and the cost of redelivery of
the mail shall be waived. The habitual and unreasonable loss, damage, or misdelivery 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 monitering of delivery activity.

iV. PROJECT STANDARDS & REQUIREMENTS

The Postage and Courier Service Provider should have the required qualifications under the Government
Procurement Reform Act or the Repubiic Act No. 9184 (RA 9184) to be eligible to submit bids and other
applicable existing Auditing Rules and Regulations. In addition, the service provider should have the
following minimum qualifications:

1) Proven track record of at least five (5) years in the handling of “door to door” and “express

delivery” of sensitive and valuable documents, proof of which should be presented in the attached
information Sheet;

2) With wide range delivery network;

3} Posting of a bond to insure faithful performance of and compliance with the contract.

V. PROJECT DURATION, BILLING STATEMENT AND TERMS OF SERVICE

1)

The Postage and Courier Services shall commence within thirty {30) days upon receipt of the
Notice to Proceed (NTP). The contract shall be until December 31, 2025 or until the allocated
budget has been consumed.

The paper-based billing statement shall be submitted by the service provider to the Business
Permits and Licensing Department (BPLD) within five {5) working days from the end of the billing
period. Electronic billing statements shall not be accepted for payment processing.

All billing statements shall be addressed as foliows:

QUIEZON CITY GOVERNMENT

c/o Business Permits and Licensing Department (BPLD)
Ground Floor, Civic Center Building A

Quezon City Hall Complex, Efliptical Road, Quezon City

r\‘
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4) Any delay incurred on the part of the service provider in the submission of the paper-based billing
statement due to its own fault which will result to delay in payment shall not be applicable as
cause for discontinuance of the service and imposition of penalties to the 8PLD.

5) The BPLD reserves the right to terminate the contract due to default, insolvency, or fbr ather
cause{s} under the law. In case of termination of contact, it shall result in the forfefture of the

bond posted by the provider, and without prejudice to other penalties and/or liquidated damages
under pertinent laws, rules, and regulations,

Vi. APPROVED BUDGET OF THE CONTRACT

1} The total Approved Budget for the Contract {ABC) is Fifteen Million Pesos Only (PhP15,000,000.00),
inclusive of incidental expenses and other applicable government fees and charges.

2} The price scheduie per delivery is outlined below as follows:

BASEFARE | SUCCEEDING FEE BUDGET
M (PHP) PERKM (PHP) | ALLOCATION (PHP) DELIVERIES
ESTIMATED ONE HUNDRED
PHP 15,000,000.00 | Lo Y THOUSAND
5 (FIFTCEN MILLION | (180000)  DELIVERIES OR
bESOS ONLY) | UNTIL ALLOCATED BUDGET
SHALL ~ HAVE  BEEN
EXHALISTED.

3) No Price Adjustment

The Project Cost shall be fixed and there shall be no price adjustments applicabie for the duration
of the contract except when the operations costs are increased by more than 10% as a result of
any extraordinary circumstance as determined by the National Economic Development Authority
[NEDA). Pursuant to the provisions of RA 9184 and its IRR on contract price escalation, all
contract price escafation shall be approved by the Government Procurement Policy Board {GPPB).

VIi. PAYMENT SCHEDULE

Payment shall be based on actusl deliveries made within forty-five (45) days from the receipt of the
Billing/Staterment of Accaunts with complete supporting documents i.e., weekly summary report, proof of
deliveries or other form of verification.

In case of the total actual amount of postage and courier services within the contract year is less than the
amount agreed in the contract, the BPLD shall not be bound to pay the totai contract amount.

Vill. CONFIDENTIALITY AGREEMENT

The provider shall, at all times, observe strict confidentiality and shall not disclose information or
materials which comes into its possession and shall not use the same in any manner or purpose. For this

purpose, the winning bidder shalt execute and sign a Confidentiality and Non-Disclosure Undertakmg
upon receipt of the Notice to Proceed (NTP).

IX. CONTRACTUAL RELATIONS

1} Itis hereby acknowledged that the provider, its personnel, staff, and representatives do.not have
any authority to incur, and agree not to incur, any abligation or liability, whether express or
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implied, on behalf of the Quezon City Government, its officials, personnel, staff,. and/or
representatives, including those belonging in or connected with the BPLD. :

2} The provider is being engaged as an independent contractor, and employer-employee
relationship only exists between the provider and its personnel, staff, and representative. The
provider shall properly inform its personnei, staff, and representatives that it retains its power of
control and supervision over its concerned personnel, staff, and representatives and work to be
performed. It shall be the exciusive responsibility of the provider to comply with all pertinent
labor laws, rules and regulations conceming the employment of its personnel, staff, and
representatives, including the payment of their salaries, wages, and other wage-related benefits,

3) The provider hereby agrees that Quezon City Government, its officials, personnel, staff, and/or
representatives, including those belonging in or connected with the BPLD, shall be free from any
claims, liability or cause of actions which may be filed by any of the provider's personnel, staff,
and representatives by reason of his/her employment with the provider under this contract,
except as to its ilabilities expressly mandated by applicable Jaws, Accordingly, the provider's
personnel, staff, and representatives shall remain its employee and not of the Quezon City
Government or that of BPLD.

4) The provider agrees to defend and indemnify the Quezon City Government, its officials,
personnel, staff, and/or representatives, including those belonging in or connected with the
BPLD, for any abligations, claim, suit or demand for tax, retirement contribution, soclal security,
salary or wages, overtime payment, or worker's compensation payment which the BPLD may be
required to make on behalf of the provider or any employee of the provider, for work done under
this contract. This is a continuing obligation that survives for a period of five {5) years from the
completion of the services or from the effective date of termination of this contract.

5} To the fullest extent permitted by law, the provider shall also indemnify, defend, and hold
harmless the Quezon City Government, its officials, personnel, staff, and/or representatives,
including those belonging in or connected with the BPLD, from and against any and all liability
(including without limitation of all claims, damages, penalties, fines, and judgments, associated
investigation and administrative expenses, and defense costs, including but not limited to
reasonable attorney’'s fees, court costs, and costs of alternative dispute resolution) resulting from
any claim of discrimination or harassment, including but not limited to sexual harassment, arising
from the conduct of either the provider, its personnel, staff, and/or its representatives. In the
event of a complaint for discrimination or harassment against the provider, any of its personnel,
staff, and/or representatives, the provider shall take immediate and appropriate action or
remedy In respanse to such complaint. The provisions of this paragraph survive for a ﬁeriod of
five (5) years from the completion of the services or from the effective date of termination of this
contract.

X. PROHIBITION AGAINST SUBCONTRACTING OR ASSIGNMENT

1) The provider shall not contract with any other entity to perform in whole or in part the services
required under this contract, without the express written approval of the Quezon City
Government through the BPLD.

2) This contract or any interest herein may not be transferred, assigned, conveyed, or encumbered
voluntarily or by operation of law, whether for the benefit of the creditors or otherwise, without
the prior written approval of the Quezon City Government through the 8PLD.

XI.  APPLICABILITY

This Terms of Reference (TOR) shall form part of the bidding documents and contract pertainin:g to the
Postage and Courier Services for the Delivery of Documents linked to the Automated Document Delivery
System {ADDS) of the Business Permits and Licensing Depariment (BPLD).
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Xil. GOVERNING LAW AND DISPUTE RESOLUTION

1. This Agreement shall be governed and constructed in accordance RA 9184 and applicable ‘existing
Auditing Rutes and Regulations in the Philippines. In the event of any deterrence or dispute arising
between the parties relating to the vaiidity, interpretation, construction, or dispute by
consuttation, negotiation, and mediation within thirty (30) days from notice.

2. Should any dispute arise from this contract, the parties shall try 1o settie them amicably. However,
if the parties fail to settle their disputes amicably, the venue for litigation shall before the
competent courts of Quezon City, to the exclusion of all other courts.

3. Fallure of either party to enforce its rights under this contract at any time for any period shail not
be constructed as a waiver of such rights. If any part, term, or provision of this contract is held to
be illegal or unenforceable, neither the validity nor enforceability of the remainder of this contract
shall be affected. Neither party shall assign or transfer all or any of part of its rights under this
contract without the consent of the other party.

Xt AMENDMENT

This contract may not be altered, amended, or substituted by another through any act of tolerance or
verbal agreement of any party thereto or #s representative. Any alteration, amendment or substitution
may only be valid if made in writing and duly signed by either contracting parties or their duly authorized
representatives. This contract constitutes the entire understanding between the parties relating to the
subject matter hereof unless any representation or warranty made about this contract was made
fraudulently and, save as may be expressly referred to or referred herein, supersedes all prior
representations, writings, negotiizions, or understandings with respect hereto.

XIV. SEVERABILITY

If any provision of this contract is held to be lllegal, invalid, or unenforceable, in whoie or in part, the
legality, validity, and enforceable of the remainder of this document shall not be affected. In such a case,
then unenforcezble term had never been included or written.

XV. PENALTIES FOR BREACH OF CONTRACT

Failure to deliver the services according to the standards and requirements set by the Quezon City
Government shall constitute an offense and shall subject the service provider to penalties and/or
liguidated damages pursuant to the provisions of RA 9184 and is revised tmplementing Rules and
Regulations {IRR}).

XV, CANCELLATION OR TERMINATION OF CONTRACT

The guidelines containad in RA 9184 and its revised [RR shall be followed in the termination of any service
contract. In the event that the Quezon City Government terminates the contract due to defaul,
insolvency, or for cause, it may enter into a negotiated procurement pursuant to RA 9184 and its IRR.

&
The Terins of Reference (TOR} endorsed, reviewed and certified by:

TAMEIIA, DPA
ept Department Head 1
Business Permits and Licensing Department (BPLD)
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TURMS OF REFERIPNCTH

ENCIAGEMIENT OF COURIFR SERVICTES FORTHE DEFLIVERY OF VARIOU S ASSESSMENT
DOCUNMENTS TO REAT PROPERTY OWNER LINKED FO THE AUTOMATED DOCE MENT
DELIVERY SYSTEM OF THE
OFFICE OF THE CITY ASSESSOR OF QUEZONUCITTY

i OBIFECTINVE

F'ev ensure faster. etficient. timely, and secured delivery of vanous assessiment documents and other
printed madter 1o as real property ownersstaxpayers, the O1Hee of the Uity Assesson 100 AS) needs to engitge
the services of gualified and heensed conrner service provider (Providers

H SCOPE OF SERVICES

ooPackup of dovuments and other sratters from the OCAs and deliver the samc to the addressee. within
(he period speailicd or withim o (29 colemdar days from pck-up e swathin Neteo Mamilas three 10 s
t3-00 day s for outside Metro NManila and one (B to two (2) wwecks for international

< Instances where the addressee s cannot be tocated, or deliveny s nat affected s the first aterpt for
reasons not dae o the tanlt of the Provider, the fatter shadl pursue the delivery up o maximuem of 3
attempas lor houseroltive (Closed onlv) withoot addiional charge, provided that ac shall immediately
wifarny the OC A Tor further instenctions: The 0 Ax may then modifv delivery detaids to asast m the
succeeding delneres. Should suceeeding deliveries remam unsuccessful, the Provider shalf retumn the
docimmentisy o the OC Ax statmye the reasons and proof of non-delivery thereof,

tad

Release of documents and other printed matter shali be made only 1o the veal property owner or o its
authorized tepresentative, and onhy upon presentation and verticaton by the Provider of the
authentierty et the wdennticanon card's presenicd by the addressec or as muthartzed representative.

4 Aamy undehivered documents should he retnmied 1o the OC As afier three unsuceesstal dehvens atrempts
Noeccluree will applv for docal deliveries. bowever, infermationi] deliveres may incur charges
dependime on the destnation counin

=l

Subnit certitied weekby sumunaey reporet supported by peoot of deli eries or ather form of verification
wot fater than three (3 working dov s atler the end of every week

O Submint o the OCAs the BidhingSuarement of Accounts every end of the month based oa the acnial
number oF debis eries made per month.

Fhe winmnge Provider's docoment delivens nackmg system minst be sliined with Office of the Oin

Assessor’s o enable real-tone monenng of defrveny actnany,
HEAININIENEOUALTFHOATIONS

P Proven wack record of n least ten (100 vears in the handling of "door @ door” and “express deliven”
of sensitive and valuable documents, prool of which should be presented in 1the attached Inlormation

Sheet:

20 Wil wide vnge ol debivery network capable of dehivenng services across vast geopraplie arca
Setwork mcludes muhtiple distribution centers, transportation methods to reach numcerons leations
whether domesoicalls or imternationaily.

A0 Wath onhine document delivery trackimg svsten to tactlitne venfication status ot deliveny In the OC As
and the tixpaverirequesting pany

4 awaccredited couner service provider that has been officially recognized, centificd, o

authorized By the Supremie Counrt, i goncerming body L regulatony authority . or arganization 1o
provide courier servees

IV DURATION OF THE PROUECT]

he progect shall rom unnl December 310 2025 or unod the allocined budget has been consumed.
whichever comes first, aud shall commence immediately upon issuance ol notice 1o proceed.

The OO As reserves the night to tenmiate this contract due w defaalt insolvency, or for other Ciuse(s)
inder the Tiw
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VOBUDGET ALLOUATION

b The total approved budget for this project 1s hereby appropriated as a designated component of the
Oflice ot the City Assessor’s fund, specifically allocated under the Administrative Support Program,
amd shatl be utthred exclusieely for the purposes outlined theren,

2. The allocated budget tor the project is FOUR MELLION, NINE HUNDRED NINETY-NINE
THOUSAND, NINE HUNDRED NENETY-EFGIHT. {Php 4. 909 998 00y inclosive of madental
expenses and other government tees and charges. The price schedule per deliven is as Tollows:

PO NOCR V70N VIEZ/NIEN INLANDER INTERNATIONAL
REGHT AR C 2000 Parcels PO oo Poareels L.000 Parcels 2500 Pureels ‘ 100 Pareels
bARGEH DA Pareeds otk Parecls 0 2000 Parcels © 1000 Parcels

PNTRATARGE | 1380 Pargets S0 Pagels 1000 Parcels 1,000 Parcels

300 Pavment shadl be made 1o the Provider on o monthiy hasis. within fifteen calendar (153 days afier the
biling stvement s recen ed, based on acinab deliveries nade.
VECONFIDENTIALTTY AGREEMENT

Fhe winniig ndder shall exeeute and sign i Confidentiality and Non-Discloswre Uindettaking upon
receipt ol the Notice of Procecd.

VITLCONTRACTU AL RFELATHONS

[ I is hereby acknowledged that the Provider, its personnel. siab and representatives do ot have any
authority o meur. and agree not meur, any obligatton or habiliy, whether express or imphed, on behalf ol the
tuezon Oty Local Government, 1ts officials, personnel, stat?, and/or representatn es, mehndhing those belonging
moor connected watli the OC A

2 Fhe Provader s bemg engaged as an independemnt contractor. and employer-employee relationship only
enisis between the Prosvider and ns personnel, staf? and representatives. The Provider shall properly imfonm s
personnel statt and representatves that o et s power ol control and supervision over s coneerned
personnel. statll and representatives and the work o be performed. [ shall be the exclusive responsibihiy of
the Provder o comply waith all pertiment labor Jaws, rules and repalations concermng the eiployment of s
peesonnel . <taftl and representatives, mcluding the pavment of their salmies. wages, and other wage-related
henctits
3 The Provider bereby agrees that the Quezon Oy Local Government. #s olTicials, personnel. staf).
and. or representin esoincluding those belonging in or conaected with the O As, shall be free from any claimes,
Babibiy o cause of action which may be filed by any o the Provider's personnel. stall and representatives by
reison ol sd her emplovment with the Prosader under thas contract, except as o s habihties expresshy
mandited by appheable laws, Accordingly, the Providers personnel. stafll and representanves shall remain s
emplovees and nat of the Quezon Cins | o Govermiment or that of OCAs,

4 The Provider agrees 1o defend and madenmify the Quezon ity Loval Government, ats othicials,
personnel, <tafl, and or representatives, includimg those belonging 1 or connected with the (0 A, for am
ehlhgation, clam, suit o demand for tax, retireisent contribution, social seeurity, salary or wages, overtune
paviment. or workers” compensation pavinent wlich the OCAs may be required to make on behalt ol the
Provider or anv emplovee ol the Provider, for work done under this contract. Thas s contimmg obhgation
that survines for a permod of five (35 vears from the completion ot the services o trom the effecinve date of
termination of this contract.
A To the ullest extent pernntied by Taw . the Provader shall also indemmfy, defend. and hold hiwmless the
Ouezon Oy §ocal Government, s ofTteials persannel. staffl andfor representatives. inchiding those helanging
ton conneeted with the OCAs, Trom and auaimst ooy and all habihey (including withont hnnation ot all chaimes,
dimages, penalues, fines, and Judpments. associed investugation and admimistrative expenses. and defense
costs. mcludimp but oot Tiumuted 10 reasonable attorievy’ fees, court costs. and costs of alternative dispale
resolution) resaltmge from any claim ot diserimination or harassment. ancludimg but not limsted o sexaral
harassment. ansiog from the conduct ol cither the Provader, its persomnel. stdf, andqor its cepresentatives, in
the cvent ot'a complant tor discrimination or harassient against the Provider, any of its personned. siafV andsor
representatives. the Provider shall tahe immedmie and appropriste action or remedy m response 10 such
complamt. The provisions of this paragraph survive for o period of five (5) yvears fraom the completion of the
services of lrom the elfective date of termmmnanon of this contract,

MU LIOUIDATED DANMAGES

In case of unpustihied delay 1 the service of doguments andsor other matters 10 the addresseefsy, an
amount a least equal 1o one-tenth of ane percent (01201 of the cost oFthe unpertormed porhon shall be unposed
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upon the Provider as liquidaicd damages for every day of delav . In the cvent that the cumulanve amount of
liguidated dibmages amount 1o ten percen (1023 o the wotal amount ot the contract. the OO s may rescind the
contract, withaut preprdice 1o other anmbable actions or remedies ander the law

INROFIBUTION AGAINST SUBCONTRACTING OR ASSIGNMEN

L The Proveder shall nar contract wath amy other ennity 1o perfirm in whole or i part the services required
under this comtract, without 1he espress wotten approval ol the Quezon Cies | owal Govermment through
the OO Ay '

2. Thas contract or any inlerest berein mav not he imnsforred. assizned. conveved. or encumbered voluntanly
or by operation of T, whether Tor the benefit of the creditors or otherwise, without the prion wrillen
approval ol the Ouezon Oy ocal Gonermment through the OUAs

NOGOVERNING AW AND DISPETH RESCHUTION

Lo Tias Agreement shall be povemed and construed in iecordance winh the laws of the Republic of the
Plulippines, In the event of any difference or dispute ansimg between the partios relating (o e vahdity.
nterpretation. constraction. or performance of this contract. the partics will expend best eftons fo seitle
amicably such ditference or dispute by consultation, negenaton, and medanon within thity (3} davs from
nulice

2. Should any dispuie anse from this contract. the parties shall iy to setde them anicably. However, if the
parties Gl to settle then disputes anvcably, the venue tor hugation shall betore the competent courts of
Oucson Cus e the exchision vl all other courns

3. The failure of either puarty to enforce fts nichis under this contract at any time for any period shall not be
construed as a waiver of such rights Hoany part, tenm. or provision of this contract 15 held 1o be tlegal or
unentforceable. nenher the vahdiy nor enforccabiline of the remainder of this conrract shall be affected.
Neither party shall assien or ranster all or any part ot s reghits under tns contract withonn the consent of
the nther party

NEOANMENDAMEN

Hns contract may not he aliered, amended, or substituted by another throagl any act of toleranee o
verhal agrecient ol any party thereto ar als representative Any alteration, wmendments or substiguton
onby be vahd F made mowriling and doly signed byoesther contracting parties o their duly authenzed
representatives. This conteact constitutes the entite understianding between the parties relating to the subject
water hereod nnltess gy represeniation or warrimy made abont this contract was made Tramduleotly and. save
as may be expresshy referred to or referenced herem, supersedes ] poor representations. wrtings, negolitions.,
or understandmuyes with respect hereto,

NIESEVERABHTEY & OTHER UL ALSES

[Fany provasion of tis contract s held 1o be tHepal invahd, or unentoreeable, i whole orsnopart, the
lepahioy . validiy. and enforcealnhity of the reniunder of this document shall not he atfected. In such a case,
then this contract, includmy ail of the remaimmy terms, will remam m ol force amd effectas f sach mvahd o

unenforceable term had never heen included or writien

[erms of Relerence endorsed. reviewed and cernfied by,

Prepared by

3. MANSESAR

Nenng-Clhaef Adon Offfieer

Oty ASRCSSOF

OfTice ofthe Cigl Assessor
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Terms of Refercnce
Courier Services for QC ADDS- CCRD

TERMS OF REFERENCE

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

L. OBIECTIVE
To ensure efficient, timely, and secured delivery of civil registry documents,
particularly Certified True Copies of Birth, Marriage and Death Certificate, the City
Civil Registry Department (CCRD) aims to avail the services of a qualified and licensed
courier service provider.

II.  PROJETC SCOPE OF WORK

1. Pick-up of documents and other matters from the CCRD and deliver to the
requesting party/ recipient, within the period specified or three (3) calendar
days from pick-up.

2. Ininstances where the recipient cannot be located, or delivery is not effected
at the first attempt for reasons not due to the fault of the service provider, the
latter shall pursue the delivery up to three (3) more attempts provided that it
shall immediately inform the CCRD for further instructions. The CCRD may
then modify delivery details to assist in the succeeding deliveries. Should
succeeding deliveries remain unsuccessful, the provider shall return the
document(s) to the CCRD, stating the reasons and proof of non-delivery
thereof.

3. Issuance of documents and other printed matters shall be made only to the
recipient or 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 representative.

4. Return to the CCRD any undelivered document or other matters within three
(3) calendar days from dispatch.

5. Submit to CCRD the 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.

6. Submit to CCRD the Billing/Statement of Accounts every end of the month
based on the actual number of deliveries made per month

7. The winning bidder’'s delivery system must be able to link with the Automated

‘ Document Delivery System (ADDS) of the CCRD to enable real-time monitoring
of delivery activity.

111 DARD D REQUIREMENTS

1. Proven track record of at least five (5) years in the handling of "door to door”
and “express delivery” of sensitive and valuable documents, proof of which
should be presented in the attached Information Sheet;

2. With wide range delivery network;

3. With online document delivery tracking system to facilitate verification status
of delivery by the CCRD and the requesting party; and

4. Posting of a bond to insure faithful performance of and compliance with the
contract.
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Terms of Reference
Courier Services for QC ADDS- CCRD

PROJECT DURATION

The project shall be effective for twelve (12) months from January 1, 2025
until December 31, 2025, or until the allocated budget has been consumed,
whichever comes first.

The CCRD reserves the right to terminate the contract due to default,
insolvency, or for other cause(s) under the law. In case of termination of contract, it
shall result in the forfeiture of the bond posted by the provider, and without prejudice
to other penalties and/or liquidated damages under pertinent laws and rules and
regulations.

APPROVED BUDGET FOR CONTRACT
The approved budget for the project is ONE MILLION EIGHT HUNDRED THOUSAND

PESOS AND 00/100 CENTAVO (PHP 1,800,000.00) inclusive ofincidental expenses
and other government fees and charges. The price schedule per delivery is as follows:

Base Fare for the | Succeeding Expected Number | Budget Allocation
first 5 km Fee per km of Deliveries (Php)
Php 90.00 Php 10.00 Estimated 12,000 Php 1,800,000.00
deliveries in 12
months
BASIS FOR PAYMENT

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

CONFIDENTIALITY AGREEMENT
The winning bidder shall execute and sign a Confidentiality and Non-Disclosure
Undertaking upon receipt of the Notice of Proceed.

CONTRACTUAL RELATIONS

It is hereby acknowledged that the provider, its personnel, and
representatives do not have any authority to incur, and agree not incur, any obligation
or liability, whether express or implied, on behaif of the Quezon City Local
Government, its officials, personnel, and/or representatives, including those
belonging in or connected with the CCRD.

The provider is being engaged as an independent contractor, and empioyer-
employee relationship only exists between the provider and its personnel, staff, and
representatives. The provider shall properly inform its personnel, staff, and
representatives that it retains its power of control and supervision over its concerned
personnel, staff, and representatives and the work to be performed. It shall be the
exclusive responsibility of the provider to comply with all pertinent labor laws, rules
and regulations concerning the employment of its personnel, staff, and
representatives, including the payment of their salaries, wages, and other wage-
related benefits.

The provider hereby agrees that the Quezon City Local Goverament, its
officials, personnel, and/or representatives, inciuding those belonging in or
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connected with the CCRD, shall be free from any claims, liability or cause of action
which may be filed by any of the provider's personnel, staff, and representatives by
reason of his/ her employment with the provider under this contract, except as to its
liabilities expressly mandated by applicable laws. Accordingly, the provider's
personnel, staff, and representatives shall remain its employees and not of the Quezon
City Local Government or that of CCRD.

The provider agrees to defend and indemnify the Quezon City Local
Government, its officials, personnel, and/or representatives, including those
belonging in or connected with the CCRD for any obligation, claim, suit or demand for
tax, retirement contribution, social security, salary or wages, overtime payment, or
workers' compensation payment which the CCRD may be required to make on behalf
of the provider or any employee of the provider, for work done under this contract.
This is a continuing obligation that survives for a period of five (5) years from the
completion of the services or from the effective date of termination of this contract.

To the fullest extent permitted by law, the provider shall also indemnify,
defend, and hold harmless the Quezon City Local Government, its officials, personnel,
and/or representatives, including those belonging in or connected with the CCRD,
from and against any and all liability (including without limitation of all claims,
damages, penalties, fines, and judgments, associated investigation and administrative
expenses, and defense costs, including but not limited to reasonable attorneys’ fees,
court costs, and costs of alternative dispute resolution) resulting from any claim of
discrimination or harassment, including but not limited to sexual harassment, arising
from the conduct of either the provider, its personnel, staff, and/or its
representatives. In the event of a complaint for discrimination or harassment against
the provider, any of its personnel, staff, and/or representatives, the provider shall
take immediate and appropriate action or remedy in response to such complaint. The
provisions of this paragraph survive for a period of five (5) years from the completion
of the services or from the effective date of termination of this contract,

LIQUIDATED DAMAGES

In case of unjustified delay in the service of documents and/or other matters
to the recipient, an amount at least equal to one-tenth of one percent (1 /10 0of 1 % or
0.1 %) of the cost of the unperformed portion shall be imposed upon the provider as
liquidated damages for every day of delay. In the event that the cumulative amount of
liquidated damages results to ten percent (10%]) of the total amount of the contract,
the CCRD may rescind the contract, without prejudice to other available actions or
remedies under the law. ‘

PROHIBITION AGAINST SUBCONTRACTING OR ASSIGNMENT

The provider shall not contract with any other entity to perform in whole or
in part the services required under this contract, without the express written
approval of the Quezon City Local Government through the CCRD.

This contract or any interest herein may not be transferred, assigned,
conveyed, or encumbered voluntarily or by operation of law, whether for the benefit
of the creditors or otherwise, without the prior written approval of the Quezon City
Local Government through the CCRD.

GOVERNING LAW AND DISPUTE RESOLUTION

“This Agreement shall be governed and construed in accordance with the laws
of the Republic of the Philippines. In the event of any difference or dispute arising
between the parties relating to the validity, interpretation, construction, or
performance of this contract, the parties will expend best efforts to settle amicably
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such difference or dispute by consultation, negotiation, and mediation within thirty
(30) days from notice.

Should any dispute arise from this contract, the parties shall try to settle them
amicably. ltowever, if the partics fail to settle their disputes amicably, the venue for
litigation shall before the competent courts of Quezon City, to the exclusion of all other
courts.

The failure of either party to enforce its rights under this contract at any time
lor any period shall not be construed as a waiver of such rights. If any part, term, or
provision of this contract is held to be illegal or unenforceable, reither the validity
nor enforceability of the remainder of this contract shall be affected. Neither party
shall assign or transter all or any part of its rights under this contract without the
consent of the other party.

AMENDMENT

This contract may not be altered, amended, or substituted by another through
any act of tolerance or verbal agreement of any party thereto or its representative.
Any alteration, amendment, or substitution may only be valid if made in writing and
duly signed by either contracting parties or their duly authorized representatives.

'This contract constitutes the entire understanding between the parties
refating to the subject matter hereof unless any representation or warranty made
aboul this contract was made [raudulently and, save as may be expressiy referred to
or referenced herein, supersedes all prior representations, writings, negotiations, or
understandings with respect herelo.

SEVERABILITY

If any provision of this contract is held to be illegal, invalid, or unenforceabie,
in whole or in part, the legality, validity, and enforccability of the remainder of this
document shall not be alfected. 1n such a case, then this contract, including all of the
remaining terms, will remain in full force and effect as if such invalid or unenforceable
term had never been included or written.
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