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BACONA P'L'P'NAS

ll

BIDS AND AWARDS COMMITTEE - GOODS & SERVICES
Second Floor, Civic Center Building F, Quezon City Hail Complex, Elliptical Road, Quezon city

8988-4247 local 87 12 I ai 10 / ai 09
bacgoods.Drocure ment@ouezoncitv,eov,oh

PIIIPINAS

REQUEST FOR QUOTATION
SMALL VALUE PROCUREMENT

DATE
Project
No,

NOVEMSER 1A 2025

cLtMATE-2s-EM-1399 '

Name of Company

Address

Contact No.

EVEI{T MANAGEMENT FOR GLIMATE AGTION EXGHANGE'Project Title

Approved Budget of
the Contract

End-User /
lmplementing Office

P2 000 000.00

CLIMATE CHANGE AND ENVIRONMENTAL SUSTAINABILITY 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

NOVEMBER 21, 2025, 10;OO A.M. Philippine Standard Time, together with the following documents of
your company:

PhiIGEPS certificate (not expired on the time of opening of quotations);
Business Registration (DTI/SEC)
Mayor's/Business Permit (2025);
Tax Clearance; and
Omnibus Sworn Statement prescribed by the QC BAC- Goods and Services
Income/Business Tax Return (fot FY 2034) (For ABCS above P500,000.00)
If applicable, the IVA 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 JVA 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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,o. rr"ro*rl'il$.ro*, rt o
Officer-In-Charge/Head, BAC Secretariat
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TERMS NND CONDITIONS

l. Bidders shall providc corrcct and accuratc information requircd in this form.
2. Price quotation/s must be valid for a period of thiny (30) calendar days from thc datc of submission.

3. Price quotation/s, to be denominated in Philippine Peso shall include all taxes, dutics and/or levies payable.

4. Quotation cxcecding the Approved Budget for the Contract (ABC) shall be rejectcd.
5. Award ofcontract shall be made to the lowest quotation (for goods) orthe highcst rated offer (for consulting scryices)

which complies with the minimum technical specifications and other terms and conditions statcd hcrein.

6. Any interlineations, crasures or overwriting shall bc valid only if thcy arc signcd or initialcd by you or any of
your duly authorized rcprcscntative/s.
7. -fhe City Gcncral Scrviccs Dcpamncnt (CGSD) shall havetherightto inspect the goods.

E. Non-submission of clisibilitv documents shall mcan disoualification of Ouotation
9. Liquidatcd damagcs cquiyalent to one tenth (l/10) ofone percent (19lo) ofthe value of the goods not dclivered

within the prescribed dclivcry period shall be imposed per day ofdelay. CGSD shall rescind the contract once the

cumulative amount ofliquidated damages reaches ten percent (10%) ofthc amount ofthe contract, without prejudice to
othcr courses ofaction and remedies open to it.

10. l'ailure to follow thcsc instructions will disqualify your entire quotation.

Aftcr havin carefull read and acce the Terms and Condition I/We submit our uotation/s as fol lov'/s

ITEM TOTAL
UNTT OT

ISSUE
Qfi UNIT PRICE

ITEM
NO.

ITXM & DESCIiJPTION

lol II Climole Action Exchonge: Shoring Knowledge for Sustoinoble
Solutions will include:

- orgonizing knowledge shoring sessions lo promote colloborotion
ond exchonge ol best proctices.
- Developmenl of knowledge shoring products thol highlighl
Quezon Cily's climole oclion progroms ond
ochievements.
- Focililolion of sile visils lo showcose successful iniliolives ond
provide honds-on leorning experiences.

I. PROJECT SCOPE OF WORK
The Scope of Work tor lhis Project is designed to ochieve lhe project
obieclives. The following outlines lhe minimum octivilies thot the
Service Provider musl undertoke to lulfill this oim:
L Developmeni of lhe Projecl Concept contoining on Evenl Plon
odhering lo lhe proiect components in colloborotion with the C40
Cities, thoi include bu1 nol limited to the following:
o. Theme concepl ond execulions
b. Venue plon,loyout, copocity, designs
c. Creole designs of oll proposed colloterois to be used in the evenl
d. Event Progrom Flow
2. Pre-evenl preporotions thqt include but not limited lo the tollowing:
o. Preporolion ond flnolizolion of schedule for octivities
b. Drofling of scripls for the evenl
c. Provision of merchondise (environment-kiendly lokensl
d. Provhion of physicol slruclures including bul noi limiled lo ponels,
signoges, stoge ond bockdrop, ond others for lhe event
e. Provision of lechnicol equipment including bul nol limited to lights,
sounds, screen equipment ond video for lhe events ond ociivilies
including video ond pholo documenlolion
f . Focilitotion ot logislics, monpower ond monoge ingress ond set up,
egress ond dismonlling of merchondising collolerols, physicol
slructures, technicol equipmeni ond eleclricol fixlures

9. Formotion of o dedicoled leom 1o provide lhe creolive ond
technicol monpower for lhe evenl
h. Sourcing ond hiring ot locol tolents
3. Event Monogement - successful execuiion of the 2.s-doy event
bosed on lhe ogreed progrom
,1. Developmenl ond execulion of o communicolion ond promotion
plon tor lhe evenl lo in colloborotion with C,lO Cilies thol include bul
not limited lo the following;
o. Digitolposlers ond olher publicity moteriols
b. Publicity moleriols
c. Content for sociol medio postings

All prepqrolions must odhere lo the environmenlol slondords sel forth
in Ordinonce No. SP 3107, 5-2022 "Quezon City Public Procuremenl
ordinonce" ond ils lmplemenling Rules ond Regulotions.

MANPOWER
Sutficient quolified personnel must be provided lo ensure the proper
implementolion of lhe scope of work. The Service Provider sholl submil
the complete lisl of personnelof the Project
Monogemenl Teom with Cuniculum Vitoe (CV) highlighling relevont
work experience os port of the Technicol Requiremenls.
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PENSO NET

TEOUIRED

r{o. oF
lEisoNt{Et

PER!iONNEL MINIMUM QUATIFICATIONS

Project
Managet

1

Must be a Filipino with extensive knowledSe
and experience in the overallmanaSement
of forums/summfu, eveht exhibits and
similar activities. Should have stronS
coordination, stakeholder management, and
leadership skills.

PrcE arnl
Content

Coordlnator
1

Must be a Filipino with a strong background
in designinB learninB events, workshops, and
conferCnces and has familiarity with climate
poliay and localgovernment context. Should
have ercellent writinS and organizational
skills.

1

Must be a Filipino and haserperience in

developing a communications plan, that
include developing content for variout
communication channels.

Technical
rtell I

Coord inators
2

Must be a Filipino and has experience wrth
coordinating with varioui stakeholders,
organizing materials, handling attendance,
and supporting events

Lotinics
2 Must be a Filipino

fttith attached 'terms of Reference which will form an lntegral Part
of this Request for Quotation document.)

Total Quoted Amount:

Amount in Words

OTHER REQUIREMENT/S:

Affidavit of Undertaking with project numbcr and prorect title Stating Compliancc to section IV Project

Standards and Requirements, Minimum Qualification Requirements -Track Record

Organizational Chart with project number and proiect titJe that clearly identifies the line of authority and

responsibility as well as the specific divisions/sections dedicatcd to the needcd serviccs to show its caPability

to undertake the t.

Delivery Period

Warranty

Upon Request by the End-user until
December 31, 2025

Signature ovcr printed name

Offi cc'l'elephone No./F'ax./Mobile No

Datc

Iimail Addrcss
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COST DERIVATION

PARTICULAR
UNIT OF

ISSUE
QUANTITY uNlT cosT TOTAI.

Creative and Promotions

1 Creative, Production lot "l

2 Copywriting and Editing lot 1

3
0igital Posts and Communication Materials (Art

Cards & Videos) ,
lot 1

Production Team and Talents

4

5

Production and Events Management Team and

Staff
lot 1

Local Hosvs lot 1

6 Talents/ Entertainment - lot 1

Technical Requirements

7
Set-Up: Production design, Backdrop,
Fabrication - lot 1

8 Video and Photo Coverage and Editing - lot 't

9 Multimedia video and camera system lot 7

Event Logistics

10
Collaterals, Printing, Token and other
re q u ire me nts lot 1

11 Tronsportotion (site visit) lot "l

L2 Event day meals lot 1

13
Communication and event supplies and

materials lot 1

t4 Meeting venue setup lot 1

ftoith attached 1'erms of Reference uthich u'ill
lorm an lntcgral Part of lhis Request for
Ouotation documenl.) .

.I'OTAL

EVENT MAI{AGE E T FOR CLIMATE AGTION EXCHAI{GE
PROJECT NO. CLTMATE-25-EM-1399

Duly authorized to sign the Bid for and behalf of:

Name:

Signature:
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