
TERMSOF REFERENCE

POSTAGE AND COURIER SERVICES FOR THE DELIVERY OF DOCUMENTS
T NDBR THE AUTOMATED TXrcUMENT DELIVEnY SYSTEM (ADDS) OF THE

BUSINESS PERrttrTS Ar{D LICENSTNG DEPARTMENT (BPrD)
FORTHEYEAR2)26

I. BACKGROT'ND/AIYTECEDENT

'lhe Business Permis and Ucensing Departrnent (BPLD) plays a critical role in ensudng the cfEcicnt
processiry rnd de.livery of various pemits and liccoses to busincsses widio thc city. As pat of its
modernization and digial uansfomation cfforts, BPLD hes implenrented thc Automated Documeot
Delivery Systern (ADD$ to streamline the delivery of officjal documents: business permits,
dcerances, and othct rcguLtory p.pcwurk The ADDS is designed to enluncc operetional ef6ciency,
rcducr dclays, and improve the accuracy of document haodling throtrgh autornati<lo.

Givcn the volume of documents proces566l rlailn it is essential to have e relieble pcmge and couricr
scrvice that scamlessly integrates with thc ADDS. This proicct aims to sccrte a qualiEed pmvider fot
postage rnd couriet senrices to ensue the timely and secure delivery ofthese docrrmcns to businesses
aod other soheholders.

rr,oBIEcTrvE

'l'o prxtre a sctvice ptovider for the Postage and Courier Serrrices for thc Business Pernits and
Uccnring Dcparncot (BPLD). Thcsc scnrices will be linhcd to thc Autometed Documcnt Ddivery
Systun (ADDS), which menages the processing and &patch of business permirs, licenses, and other
ofEcid documents, The scndce provider will be responsible foc

1) Ensuring the cf6cicnt and secure deJivery of documents to reciti€ne within specified timc
fremes.

2) Coodinating with BPI-D to align couriet services with the ADDS for scenrlcss processing
and tracking of documenr deliv€ric.s.

3) Pmviding rcguld Eposts on delivery satuses, eosuring trasparcncy end accounurbility.
4) Adhedog to dl rclcrrant lcgal and regulatory rcquir€ments for handling sensitivc of6cial

doctnnens.

'lhis proicct is csseotid for maintaining the ef6ciency and reliability of BPLD's document delivery
systcrq rcducing administretive backlqs, and enhancjrg anstome satis&ction.

ilL PROIECTSCOPEOFVORX

1) The arca and coverage of deJivery is within Metro Manila.

Q Pick-up of documents and other matters from the BPI-D end deliver to thc addrcsscre, within
one (1) to two (Q calendar days ftom the &te ofpick-up in a sealed envelope pouch or packct.
Thc providct must Suarantec unintcrruptcd service, er<cept for fottuitous evrnts and ecLs of
nature.

3) In insmnces where thc addressec/s crnnot be locatd or ddivery is not effected at the first
attempt for rcasons not due to the fault of the provider, tl're lener shalt pursue the delivcry up
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ro cwo (4 motc attempts providLd that it is repr.tned to the ADDS SuPervisor ()n thc day of
feiled delivery. 'L'hc BPLD may then modi$ delivery details to assist in the succccding

deliveries, subiect to protocols and existing policies of the BPLD. Should the two (2) delivery
attcmpts reflrain unsuccessfrrl, the documents and othcr nnners shall be immediarcly dedarcd

as "undelivetcrl'. As suctr, thc providet shall renrm the undelivered docurnents and othct
matters to the BPI.D within three (3) working days, dong widr a wtitten report detailing the
rcasons for non-delivcry and any supporting ptoof of attemPtcd dclivety.

4) 'lhe documens and other pdnted marctids shall be cleased o<clusively to thc busincss
owrlcr or their duly authotizcd rcPEscatative, and only r4ron ptercntation and
vedfication ofvalid identification. the Sewice Providet shall bc responsible for veriffing the
authenticity of thc identification card (e) p,resentcd by thc rccipient before the tumover of
any documents.

f)divery personne\ induding riders or messenges, atc strictly prohibited ftom transacting
widr individuals other than the ved6ed addressee or authocized tepresentative to €alsure the
tirnely and eecute delivety of all met€dals.

As pat of the ddivery veriEcation ptocess, the liervice Provider shdl uPload the following
ptoof of delivcry in the Automated Doc-ument Dclivcry System (ADDS):
1. A dear photo of the business owncr or authorizcd teprestrrtative receiving the

documenq and
2. A photo of thc busiaes cstabliahmcnt whcre the ddivery occurred.

5) 'I'he Service Provider shdl zubmit a certified qrccHy surnrnary rcpon of all ddiveted
&rcumcnts within thrGc (3) catcndat deys after the eod of each week. The leport must
indude complete supporting docurnenta' such as:

o Welldefined photos of proof of ddivery and receipg and/or
r Any other vedfiable forms of drxumentation confiming successfrrl ddivery and

accePtancc.

'l'hese recotds sha.ll scwe as thc official basis for valideting servicc performance and
processing related transactions.

6) 'Ihe Sewice Ptovider shall submit a paper-based billing sta(xnent to the Business Petmits aod

Licensing Depamnent (BPLD) within fivc (5) calendat days from the end of cach month,

based on the acrual number ofverified deliveties made.

7) Providc shall ensure the ptotection ofdl docunents and othet matters received ftom loss,

damagq ot desmrction ftom the time of pick-up from the BPLD until thc same are delivered

to the intended addressee-

8) I f the Business Permis and Licensing Departrnent (BPLD) receives aod vdidates a rePort o[
lost, damaged, or mis-ddivercd docurnents- ln that case, the Scvice Provider shall submit a

notarizcd Afidevit or written Explanation within fivc (5) calendar days from receipt of
thc official notification from the BPLD.

Itepeated or untcasonable insances of such incidens, as determirrcd solely by the BPLD, shall

bc deenred a bcach of contract and may constinrte gmrmds for tctminatioq withour
preiudice to any odret l?d ternedies available aod applicable under the lew.

9) 't'he winniog plovidet's delivery. system must be able ro link with the Automated Documcnt
Delivery System of the BPLD to enable rcal-time monitodng of ddivery activity.
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w. PROIECT STANDARDS & REQUTREMENTS

'fhe Posuge and Courier Scrvice Provider should havc the rcquircd q,,difi61f6r6 under thc New
Government Procunrnent Act (NGPA) or the Republic Act No. 12009 to be digible to submit bids
and other applicable existing Auditing Itules and Regulations. In additioq the service provider should
have the following minimum q.qlificati6n5'

1) Ptoven track recond of at last five (5) years in the handling of "door to door" and "cxprcss
delivery" of scnsitivc and viluable documents, proof of which should be presented in the
attachcd Information Sheeq

2) With a wide range of delivery networks;

3) With an onlinc document delivery tracking system that can bc linked to QC BPLD ADDS;

4) Postiog ofa bond to ensure hithfrrl performance ofand compliance with the conrrnct.

V. PROIESI DURATION, BIIIING STATEMENT, AND TERITIS OF SERVICE

t) Posage and Courier Senrices shall cofluneflce immediately upon receipt of rhe Nodce ro
Proceed (NTP). Thc contract shall be until December 31, 202i, or util the allocated budget
has bcen consumed, whichcver comcs firsr

2) The papcr-besed billing satement shall be submitted by thc scwice provider to the Business
Permits and Licensing Departnent @PLD) within 6ve (5) working days from the cnd of thc
billing period. Electronic billing statemcris shall not be eccepred for payment processing.

3) All billing staterneots shell be addressed as follows:

QI'EZON CITY GOVERNMENT
c/o Business l'ermits and Licensing Deparunent @PLD)
Ground Floor, Gvic Center Building A
Quezon City Hall Complex, F.Uiptical Road, Quczon City

4) 'lhe sen ice ptovider's dday in the submission of the papcr-based billing steternent, which udll
result in the delay in payment, shall not ceuse dre discontinuance of tlre service and imposition
of penalties on the BPLD.

5) 'Ihe BPLD tescwes the right to terrninete the contnct due to defaulq insolveacy, ot fot other
6use(s) under the law. In case of termination of the contract, it shall result in the forfeiture of
the bond posted by thc provider, and without ptciudice to other penalties and/or liquidatcrl
&mages under pctjnent laws, nrle;, and regulations.

vI. APPROVED BUDGET FOR TIIE CONTRACT

l) 'l'he totd Approved Budget for dre Contract (ABQ is Fifteen Million Pesoo and fi)/lfi)
Only @hP15,00,000.00), indusive of incidental expen:rcs and other applicable governmenr
fees and charges.
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2) 'l he pricc pcr delivery shdl be a 0at tate of One Huadled Fifty Peooo (PhPl50.fl))t ftrr an
eatimated One Hundrcd Thoueand (1001000) deliveriee, or until the allocated budget
haa been fu$ erhausted, whichcver comcr Erst.

3) No Price Adiustment

The Proiect Cost shall be fixed and thete shall be no pdce adfusrrcnts applicable for thc
duration of the conract except when dre operations costs are increased by morc than l07o fls

a result of any exreotdinary &crrnstance as determincd by thc Natiooal Economic
Development Audrodty (NEDA). Pursuant to the pmvisioos of RA 12flI) and is IRR on
contmct price escalatiorl dl contract pricc escalation shall be approved by the Govcrnment
Procurement Policy Board (GPPB).

VIL PAYMENTSCHEDUI.E

Paymrnt shdl bc based on acnul ddivcries made within forty-Eve (+5) &p from the receipt of thc
Billing/Satcrnent of Accounts with complete supponing docunealts i.c., weeHy summarf report,
proof of ddivedes or other fotm ofved6cation.

ln case of the tota.l acnral amount of p<.rstage and courier services within the contmct year is less than
the amount agrecd in the conuacq the BPLD shell not be bormd to pay thc totrl contraca arnounl

UII. CONFIDENTIAIITYAGREEMENT

'flre prwider shalt at all times, obsenre strict co,nfidenti ity and shell not disclose informadon or
matcrials which comcs into is poscssion and shall not use the same in any marncr or pu4rose. For
this purpose, thc wirming bidder shall execute and sign a Confidentiality and N<;n-Disdosurc
Undcrtaking upon recdpt of the Notice to Prceed (NTP).

T,C CONTRACTIJAL REI^ATIONS

l) It is hereby acknowledged that thc providcr, is personoel, saff, and rcpresentatives do not
have eny authodry to incur, aod agret not to incur, any obligatio'n or liability, whethet exprcss

or implid on bchalf of the Quezon Gty Govemmenq its offiddq pcmonne{ staff, and/or
nepr€sentatives, induding tlose belongiry in ot connected with the BPLD.

2) The providet is being engag€d as an iodependent oootractor, and employer-ernployec

relationship only exiss between the provider and its personnd steff, and rePtesertative. 'Ihc

provider shall propctly inform is personnel saff, and reptesentatives that it retaios its powcr
of control and supervision over its concerned personnel, staf( and reprcsentetives aod work
to bc pctformed. It shall be the exdusive rcsponsibility of the provider to comply with all

pertine'nt labot laws, ndes and tegulations conceming the employment of its pcrsonncl, staff,
and rcprcsentatives, including the payment of their salaries, wages, end othcr wage-related

benefs.

3) -lhe providet hereby agrees that Quezon City Govemment, its officials, persoanel, saff,
and/or represeotatives, induding those beJonging in or connected widr the BPLD, shall be

fn:e ftom eny deims, liability ot cause of actions which mry be Sled by any of thc providtr's

t Thc ?fsolx) F Fct g. otc ues &tcrroircll brrd oo dE bol prii,lg ofI-BC,JRs, rodJ&T fo. haric ct|vcloPc-stz€ (10 r 15

imtrr) rhcuuu &Ivcry pidin MGro Mrrih .nd Queon City. 'lti: ntr E coosilcotrlT l,orltr tlrro d: evcagc local ou rct oltr
for rinilr sc{vrc6.
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p€rsonnel, staff, and represcntativcs by rcason of his/her cmploynent with the pruvider undc'r

this conuzcr, except as to its liabilities exprcssly mandated by applicable laws. r\ccotdingly, the

provider's personnd, staf(, rfld reptesentatives shall ternain its eanployce and not clf the

Quezon Ciry Govetnrnent or drat of BPLD.

4) The providc egrees to defeod and ind€mniS, the Quezon Gcy Govetnrncnq is of6cials,
personncl, staff, and/or n:presentatives, induding those belonging in or connected with the
BPLD, for any oblilptions, claim, suit or dernaod for ax, retirement contdbution, s<rial
security, salary or wages, overtime paymenq or worket's compensation Payment which thc
BPI-D mey be required to ma-ke-on behdf of the provider ot any ernployee of the providcr,
for work done undet this cootmcL This is a continuing obliption that sunrives fot a pcri<xl
of 6ve (5) yeats &om the completion ofthe services or &om the effective date of tetmirution
of this contnct.

5) 'lb dre frrllcst extcnt permitted by laur, the prcvider shall also indemni$,, defen4 and hold
harrnless the Quezon Gty Government, its of6cials, petsonncl, staf! and/or rcpresentndves,

including those belonging in or connected widr the BPLD, Eom and against any and all liability

finduding without limitation of all daims, damages, penaltics, 6nes, and iudgmcnts. a^ssociated

investigation and administrative expeoses, and dcfense costs, induding but not limited to
reasonable atlomey's fecs, coun costs, and coss of alternative dispute rcsolution) tesulting
from any daim of discrimination or lrarassmrnt, induding but not lirnited to sexual

harassment, arising &om the conduct of either the providet, its pcrsonnel, staff, and/or its

rcprescntetives. In the event of r complaint for discdmination or haEssment against the
providet, any ofits petsonne[ staff, end/or repres€'ntatives, the provider shall take immcdiatc
and appropriate .ctioo or remedy in lesponse to such comPlainr The provisions of this
paragaph su:vive for a period of 6ve (5) yeats &om the completion o[ the services or frtrm
the effcctive &rc of terminetion of this contract,

IL PROHIBITION AGAINST SI,'BCONTRACTING OR ASSIGNMENT

l) The pnxider shall oot conract widr any other entity to perform in whole or in part the serviccs
requLed under this contracg vithout the exptess writtetr approval of the Quezon City
Government through the BPLD.

2) 'l'his contract or any interest hetein may not be transfcEe4 assigned, conveyed, or
cncumbered voluntarily or by operation of law, whethet for the bcnc6t of the crcditors or
othenrise, without the priot u,ritten approval of dre Quezon Gty Govemment throug*r thc
BPLD.

XL APPLICABILITY

'fhis 'ferms of Referencc (fOR) shall form part of the biddiog documerts and contract pertaining to
the Postage and C.outiec &:!vices for the Delivery of Documents linked to thc Autornated Drrcument
Ddivery Systern (ADD$ of the Business Pcrmits and Licensing Depertrnent (RPLD).

XII.GOVERNING IA\T AND DISPUTE RESOLUTION

1. This Agreanert shall bc govemed and constructed in accordaoce RA 12m!, and applicable
eristing Auditing Rules and Regulations in the Philippincs. In the event of any deterencc or
dispute arising betwcen the parties retating to the validity, iflt€rpretation, constructiorl or
dispute by consultation, negotiation, and mediation within thirty (30) days ftom notice.
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2. Should eny dispute arisc from this contrect, the patics shdl try to serde thcm amicably.
Hourcver, if the parties fail to sede their disputes amicably, rhe vcnue for litigation shall betore
the compercrrt courts of Quezon City, to the exc.lusion of all odter couns.

3. ts-eilure of either Party to enforcc its rights uoder this coocrct at any time for any pcri<xl shall
not be consttucted es a waivet ofsuch tighte. Ifany parg terrq ot ptovision of this co6tract is
held to bc illegal or unenforceablc, neither the validity oor enforccability of the rcmainder of
this contract shall be affected. Ncither party shall assiga or tnrsfer all or any ofpan of its tighrs
under this concact without the conscnt of the other party.

l'hilure to ddiver the scrvices according to the standards and requiremeos s€t by the Quezon city
Govemmcnt shall constitute an offense. and shall subject the scrvice provi&t to penalties and/or
liquidated damag;es pursuent to the ptovisions of llA 12009 and its Implementing Rules and
Itegulations (IRR).

XUI. AMENDMENT

'Ihis cortract may not be altercd, amended, or substituted by another through aoy act of tolerancc or
vetbal agtecment ofany party drceto ot its rcptescntative. Any alteration anrendment ot substitution
mey ooly bc vrlid if made in wtiting and duly signed by eithcr contrecting panies or their duly
authci?.d rePrtseot tives. This conczo constitutcs thc entire r:ndcrsunding betwecn tlre parties
rcleung to thc subiect metter hetcof unless any tcprcseartrtion or urarranty rnadc ,bout this contrrct
vas madc &auduleody and, save as may be expressly teferred to ot referred hercirl supetsedes all prior
representrtions, writings, negotiations, or undersundings with rrspect hercto.

XTV. SEVERABILITY

I f eny pnrvision of rhis crjnuact is hcld to be itlegal invalid, or ,oenforceablg in whole .r in parq t.e
legality, vdidity, and enforceable of the rernindct of this dcusrent shdl not be affecte<I. In such a
casc, then uncnforceablc term hed ncver bcen included or urrincn.

XV.PENALTIES FOR BREACH OF CONTRACT

XVI. CANG,LI.ATION ORTERMINATION OF CONTRACT

'fhe grideJincs contained in RA 1200t) and its IRR shall be follou,ed in the termination ofany servicc
contllcL In thc cvent dut the Quezon City Govemmenr t€f,rninates the conuact due to default,
insolvency, or f<rr cause, it nray cnter into a neggtietcd pmcurernent pu$uant to RA 12fi)9 and its
IRR

'lhe Terms of Referencc (l'OR) endorsed, reviewed and certiEed by:

Prcpared by: Notcd by:

Qr--f'lh-
iIB+MON IEIIJS K. AFRTCA
' Cfie f Adminisrative Of6cer

MrL MBTA"DPA
Dcpatrnent Head Ill

s Permits and Licensing Dcperrnent (llPLD)^"
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