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Second Floor, Civic Center Building F, Quezon City HallComplex, Elliptical Road, quezon CitY
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REQUEST FOR QUOTATION
SMALL VALUE PROCUREMENT

DATE
Proiect
No.

MAY 20 2025

Name of Company

Address

Contact No.

REPAIR AND MAINTENANCE OF OFFICE EQUIPMENT (PARTS AND LABOR)Project Title

Approved Budget of
the Contract

End-User /
lmplementing Office

P66 000.00

CITY PLANNING AND OEVELOPMENT DEPARTMENT

please quote your best offer for the item/s described below, subject to the Terms and Conditions provided.

Submit your quotation duly signed by you or your duly authorized representative not later than

MAY 23, 2025, 10:OO A.M. Philippine Standard Time, together with the following documents of your

company:

1 PhiIGEPS certificate (not expired on the time of opening of quotations);
2 Business Registration (DTI/SEC)
3 Mayor's/BusinessPermit(2025);'
4 Tax Clea ra nce; and
5 Omnibus Sworn Statement prescribed by the QC BAC- Goods and Services
6 Income/Business Tax Return (for FY 2024) (For ABCS above P500,000.00)
7 If applicable, the JVA in case the joint venture is already in existence, or duly notarized

statements from all the potential joint venture partners stating that they will enter
into and abide by the provisions of the IVA in the Instance that the bid is successful.

in a SEALED LONG BROWN ENVELOPE issued bv OC BAC- Goods and Services,

NOTE: Submission of a Document Request List (DRL) is required prior to the issuance of the
Long Brown Envelope.
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TI.:RiIIS AND COND I7'IONS

L Bidders shall providc correct and accurate information required in this form.
2. Pricc quotation/s must bc valid for a period of thirty (30) calendar days from thc datc of submission.

3. Price quotation/s, to bc dcnominated in Philippinc Pcso shall include all taxcs, dulies and/or lcvics payable.

4. Quotation excceding the Approved Budgct for thc Contact (ABC) shall bc rejccted.
5. Award ofcontract shall be made to the lowest quotation (for goods) or thc highest rated offcr (lor consulting serviccs)

which complies with thc minimum technical spccifications and other tcrms and conditions slatcd hcrcin.
6. Any intcrlincations, crasurcs or overwriting shall be valid only if they are signed or initialcd by you or any of
your duly authorizcd rcprcsentative/s.

'fhc City Gcncral Scrviccs Department (CGSD) shall have the right to inspcct the goods

Non-submission of clieibilitv documcnts shall mcan disoualification of Ouotation
Liquidated damagcs cquivalent to one tenth ( l/ l0) ofone percent (l%) ofthc value ofthe goods not delivcred
within thc prcscribcd dclivcry period shall bc irnposed per day ofdclay. CGSD shall rescind thc contract oncc the

cumulative amount ofliquidated damages reachcs tcn percent (10%) ofthc amount ofthe contract, without prejudice to
other courses ofaction and remedies open to it.

l'ailure to follow these instructions will disqualify your entire quotation.
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Allcr having carefully rcad and accepted the 'ferms and Conditions, I/We subrnit our quotation/s as lollows

IIIIM & DESCRIPT]ON
UNIT OF

ISSUI QTY UNIT PITICI]

Shorp Copyinq Mochine AR 6026N

Fusing UnitI picco ?

2

3

Drum p ece 2

Developer p cce

n Cleoner Blode piece 2

5

Shorp Copying Mochine AR 6031N

Seporoie Roller FT piece l6

6 l'oper Feed Roller FT prece 16

Total Quoted Amount

Amount in Words

OTHER REQUIREMENT/S:
. Certificotion of outhenticity/genuity of ihe consumobles being offered (with project number ond

project title)
. Aulhority to sell from monufocturer / exclusive / or outhorized distribulor of lhe consumobles being

offered (with projecl number ond project tille)
. Stotement of Worronty with prolecl number ond project lille - minimum of six (6) months

Delivery Period
Warranty

Thirtv (30) Calcndar Day5

Signatura ovcr printcd name

Offi ce'Ielephonc No./Fax/Mobile No

I)atc

Email Addrcss

P a7,t 212

A
CPDD-25-OEPA,O255

QCG.PD.TSD,F.O,f

IT[M ']'OTAI-ITFM I

*o. I

I2l

I I

I

I

I I

E:}hE
g='An!
Ea*5


