
TERMS OF REFERENCE

POSTAGEAND COT]RIER SERVICES FORTHE DELTVERY OF DOCUMENT
UNDER THE ALTTOMATED DOCUMENT DELTVERY SYSTEM (ADDS)
OFTHE BUSINESS PERMITSAND LICENSTNG DEPARTMENT (BPI,D)

I. BACKGROUND/ANTECEDENT
The Rusiness Permis and Licensing Departrnent (BPLD) plays a ctitical role in ensuring the efficient
processing and delivery of various permits and licenses to businesses within the city. As part of its
modemization and.lig'tzl tmnsformation efforts, BPLD has implemented the Automated Dcrcument
Delivery Systern (ADDS) to streamline the ddivery of official documents such as business permits,
dearance, and other tegulatory paperwork. The ADDS is designed to enhance operatioflal efEoency,
reduce delavs, 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
serice that seamlessly integrates with the ADDS. This ptoject aims to secure a qualified provider for
posage and coudet services to ensure time\ and secure delivery of these documents to businesses
aod other stakeholders.

rr.oBIEsrrvE
The ptoiect involves the procurement of postage and couriet senices fot the Business Permits and
Licensing Departrnent (BPLD). These services will be linked to the Automated Document Delivery
Sysrcm (ADDS), which manages the ptocessing and dispatch of business permits, licenses, and other
official dcumens. The selected provider will be responsible for:

1) Ensuring the efEcient and secure delivery of documents to recipients within specified time
ftames.

2) Coordinating u/ith BPLD to align coudet sewices with the ADDS fot seamless processing
and trackiog of document delivedes.

3) Providing regulat repons on delivery statuses, ensuring ttansparenry and accounability.
4) Adhering to all televant legal and tegulatory requirements fot handLng sensitive ofEcial

dtruments.

This project is essential for maintaining the efEcienry and relability of BPLD's document delivery
svstern, reducing administrative backlogs, and enhancing customer satisfaction.

IIL PROJECTSCOPEOFWORK
1) Pick-up of documents and other mattem from the BPLD and deliver to the addressee, within

one (1) to two (2) calenclrr days from the date ofpick-up in a sealed envelope pouch or packet.
The provider must guarantee an unintem:pted service, except for fortuitous eyents and acts
of nature.

2) In instances where the ad&essee/s cannot be located or delivery is not effected at rhe first
attempt for reasons not due to the fault of the provider, the latter shall pursue the dclivery up
to two (2) more attempts provided that it is reported to the ADDS Supervisor at the day of
failed delivery. The BPLD may then modifr delivery detai.ls tc.r assist in the succeeding
delivcries subiect to protocols and existing policies of the BPLD. Should the two (2) deliverl
attempts remain unsuccessfrJ, the docurnents and other matters shall be immediately declared
as "undelivered". As such, the providet shall return the undelivered documents and other
Irxrmers to the BPLD u'ithin three (3) working days, along with a written report detailing the
reagons fot non-delivery and any supporting ptoof of attempted delivery.

3) The documents and other printed matenals shall be teleased exclusively to the business
owner or their duly authorized representative, and only upon presentation and
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verification of valid identiEcation. The Service Ptovider shdl be responsible for verifring the
authenticity of the identification card (s) ptesented by the recipient befote the tumover of
any documents.

Delivery petsonnel including tidets or messeogerc, are stricdy prohibited from transacting
with individuals other than the verified addressee or authorized representative to ensure the
timely and eecure delivery of all matedals-

As part of the delivery vedfication ptocess, the Service Provider shall upload the following
proof of delivery in the Automated Document Delivery System (AIIDS):
1. A dear photo of the business owner ot authorized representative receiving the

d<rumenq and
2. A photo of the business eetablishment where the delivery occured.

4) The Service Providet shall submit a certilied weekly summary report of all delivered
drrumens wrthin three (3) calendat days after the end of each week. The report must
include complete supporting documents such as:
. Well-de6ned photos of proof of delivery and receipt; and/ot
o Ary other verifiable fotms of documentation confirming successful delivery and

accePtance.

These records shall serve as the ofEcial basis for validating service performance and
prcrcessing telated transactions.

5) The Service Ptovidet shall submit a paper-based billing statemeflt to the Business Perrnits and
Licensing l)epartrnent @PLD) within five (5) calendar days from the end of each month,
based on the actual number of veriEed deliveties made.

6) Provider shall ensure the protection of all documents and other matters received ftom [oss,
damage, or destruction ftom the time of pick-up from the BPLD until the same ate deliveted
to the intended addressee.

7) In the event that the Business Petmits and Licensing Departrnent (BPLD) rcceives and
validates a report of losq damaged, or misdelivered documents. In that case, the Senice
Provider shall submit a notarized AlEdavit or wdtten Explanation within five (Q calendar
days from receipt of the official notification from the BPLD.

Repeated ot umeasonable instances ofsuch rncidents, as determined solely by the BPLD, shall
be deemed a breach of conuact and mav constitute grounds fot tetmination, without
preiudice to any other legal temedies available and applicable under the law.

8) The winning ptovidet's delivery system must be able to link with the Automated Docunent
Delivery System of dre BPLD to enable real-time monitoring of delivery activity.

9) The Service Provider shall equip each rider urith a GPlenabled mobile phone cagable of
accurately capturing and taging delivery locations, particulady in the ateas with low or no
network signal through offline location recording and subsequent data synchronization.

TV. PROIECT STANDARDS & REQUIREMENTS
The Postage and Courier Service Provider should have the required qualifications under the NGPA
ot the Republic Act No. 12009 aod its IRR to be eligible to submit bids and other applicable existing
Auditing Rules and Regulations. In addition, the service provider should have the following rninimum
qualifications:
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1) Proven track record ofat least Five (5) yea-rs in the handling of "door to dool'and "express
delivery" of sensitive and valuable documents, proof of which should be ptesented in the
attached Information Sheeq,

V. PROIECT DURATION, BIIIING STATEMENT, AND TERMS OF SERVICE
1) Postage and Courier Setvices shall cornmence immediately upon teceipt of the Notice to

Proceed (NTP) aod continue for nine (9) months or until the allocated budget has been
consumed.

2) The papet-hased billing statement shall be submitted by the service providet to the Business
Permits arrd Ucensing Departnent (BPLD) within five (5) working days from the end of the
biling petiod. Electtonic billing statements shall not be accepted for payment processing.

3) AII billing statements shall be addressed as follows:

QUEZON CITY @VERNMENT
c/o Business Permits and Licensing Departrnent (BPLD)
Ground Floor, Civic Center Building A
Quezon City Hall Complex, ENptical Road, Quezon City

4) Any delay incurred on the part of the service provider in the submission of the paper-based
billing staternent 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 peoalties to the BPLD.

5) The BPLD resewes the right to terminate the contract due to default, insolvency, or for other
cause(s) undet the law. In case of termination of contact, it shall tesult in the forfeiture of the
bond posted by the ptovider, and without preiudice to other penalties and/or liquidated
&mages under pertinent laws, rules, and regulations.

YI. APPROVED BUDGET FORTHE CONTRACT
1) The total Approved Budget for the Contract (ABC) is Eleven Million Two Hundted Fifty

Thousand Pesos and (m/lfi) only (PhP11, 250,ffi0.00), incluuve of incidental expenses and
other applicable govemment fees and charges.

2) The price schedule per delivery is oudined below as follows:

KM
BASE
FARE
(PHP)

SUCCEEDING
EEEPERKM

GHP)

BUDGET ALLOCATION
GrrP)

DELIVERIES

5 100.00 15.00 PHP. 11,250,000.00
(EI-EVEN trflr.r.IoN TWO
HUNDRED FIFTY
THOUSAND PESOS
ONLY

ESTII\IAIED ONE
HUNDRE,D
TWENTY
THOUSAND (120)
DELN'ERIES OR
UNTII,
AILOCATED
BUDGET SFL{LL
HA\TEBEEN
E,XILAUSTED

3) No Price Adiustment

The Project Cost shall be fixed and there shall be no price adjustments applicable fot the
duration ofthe coriffact except when the operations costs are incteased by mote than 10/o as

a result o[ any extraordinary circumstance as detetmined by the National Economic
Developmant Authority OJEDA). Pursuant to the provisions of RA 12009 and its IRR on
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coritract pdce escalation, all contract price escalation shall be apptoved by the Govemment
Ptocutement Policy Board (GPPB).

VII. PAYMENTSCHEDULE
Palrnent shall be based on acnral deliveries made within fotty-five (45) days ftom the receipt of the
Billing/Staternent of Accounts with complete supporting docurnents i.e., weeHy summa-ry report,
proof of deliveties or other fotm of vedfication.

In case of the total actual amount of postage and coudet services within the contact year is less than
tle amount agreed in the contracg the BPLD shall not be bound to pay the total contract amourit.

YI[. CONFIDENTIALITYAGREEMENT
The provider shall, at all times, observe strict confidentiality and shall not disclose information or
matedals which comes into its possession and shall not use the same in any maflfler or purpose. Fot
t}is purpose, the winning biddet shall execute and sign a Confidentiality and Non-Disclosure
Underaking upon teceipt of the Notice to Ptoceed QrITP).

DL CONTRACTUAL REI.ATIONS
1) It is hereby acknowledged that the provrdet, its personnel staff, and tqrtesentatives do not

have any aut}ority to incur, and agree not to incur, any obligation or liabiliry, whether express
or implied, on behalf of the Quezon City Govemment, its ofEcials, pemonnel, stzff, ard/or
representatives, including those belonging in ot connected urith the BPLD.

2) The provrder is being engaged as an independent contractor, and employer-employee
telationship only exists between the ptovidet and its personnel, staff, and reptesentatiye. The
providet shall propedy inform its personnel staf( and representatives that it tetains its Jrowet
of contol and supervision ovet its concemed personnel, staff, and tqrtesentatives and wotk
to be performed. It shall be the exclirsive responsibility of the provider to comply with all
pertinent labot laws, rules and reguJations conceming the employment of its personnel, staff,
and representatives, including the paymeflt of their salaries, wages, and other wage-telated
benefits.

3) The provider hereby agtees that Quezon City Govemmeng its offroals, personnel, staff,
and/ot reptesenatives, including those belonging in or connected with the BPLD, shall be
ftee ftorn any claims, liability ot cause of actions which may be filed by any of the ptovidefs
personnel, staff, and representatives by reason of his/her employrnent with the provider under
this conuact, except as to its liabilities exptessly mandated by applicable laws. Accordingly, the
ptovider's petsonnel staff, and representatives shall remain its employee and not of the

Quezon City (iovemment or that of BPLD.

4) The provider agrees to defend and indemnifr the Quezon Gty Govemmeng is officials,
pers<rnnel, stfiE, aruJ/ ot tepresentatives, including those belonging in ot connected with the
BPLD, fot any obligations, claim, suit ot demand fot tax, tetirement contribution, social
securiq., salary or wages, overtime pa).rnent, or worket's compensation payment which the
BPLD may be tequired to make on behalf of the ptovider ot any employee of the provider,
for work done under this contract. This is a continuing obligation that survives fot a period
of five (5) yeats ftom the completion of the sewices ot ftom the effective date of termination
of this contract.

5) To the fullest extent perrnitted by law, the provider shall also indemnify, defend, and hold
harmless the Quezon City Governmeflt, its officials, perconnel, staff, and/ot teptesentatives,
induding those belonging in ot connected with the BPLD, from arrd aga.inst any and all liabiliry
(nduding without limitation of all daims, damages, penalties, fines, and iudgments, associated
investigation and adminisuative expenses, and defense costs, including but not limited to
reasonable attomey's fees, court costs, and costs of altemative dispute resolution) tesulting
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ftom anv claim of discrimination or harassment, including but not limited to sexual
har:assmeng arising from the conduct of eithet the provider, its personnel, staff, and/or its
rq)resent4tives- In the event of a complaint fot discrimination or harassment against the
provider, any of its personnel, staff, rnd/ or teptesentatives, the providet shall take immediate
and appropriate action or temedy in response to such complaint. The provisions of this
paragraph survive for a period of five (5) years ftom the completion of the services cn ftom
the effective date of termination of this contracl

X. PROHIBITION AGAINST SUBCONTRACTING OR ASSIGNMENT
1) The provider shall not contract with any othet entity to petfotm in whole or in part the services

required under this contract, without the express wtitterr approval of the Quezon Ciw
Govemment thtough the BPLD.

2) This contact or any intetest hetein rvry not be tansfefted, assigned, conveyed, or
encumbered voluntadly or by operation of law, whether for the benefit o[ the creditors or
otherwise, without the pdor wdtten approval of the Quezon City Govemment through the
BPLD.

XI. APPLICABILITY
This Terms of Refbrence (IOR) shatl form part of the bidding documens and contract pertaining to
the Postage and Couder Services fot the Delivery of Documents linked to t}te Autornated Documerrt
Delivery System (ADDS) of the Business Permits and Licensing Departrnent @PLD).

XII.GOYERNING LAV AND DISPUTE RESOLUTION

1. This Agreernent shall be govemed and consmrcted in accotdance P-{ 12009 and its IR\ and

appticable existing Auditing Rules and Regulations in the Philippines. In the event of any

detefieflce ot dispute adsing between the parties rclating to the validity, intetpreatiorl
construction, or dispute by consultation, negotiation, and mediation within thirty (30) &ys from
notice.

2. Should any dispute arise ftom this contract, the parties shall try to setde thern amicably.
Howwer, if the parties fail to setde their disputes amicabln the ve'nue [or litigation shall before
the competent courts ofQuezon City, to the exclusion of all other courts.

3. Failure of eithet patty to enforce its tights undet this contract at any time for any petiod shall

not be consm:cted as a waiver of such rights. If any part, tetm, or ptovision of this contract is
held to be illegal ot unenfotceable, neither the validity not enfotceability of the temainder of
this contracr shall be affected. Neither party shall assign or transfer all or any ofpart of its rights
undet this contract without the consent of the othet party.

XIII. AMENDMENT
This contract may not be altere4 amended, or subsututed by anothet through any act of toletance or
verbal agrerment of any pany thereto or its representative. Any alteration, amendment ot substinrtion
may only be valid if made in wtiting and duly signed by eithet contracting parties ot theit duly
authorized represcntatives. This contract constitutes the entire understanding between the parties

dating to the subfect matter hereof ur ess any reptesentation ot u,aranty made about this contract
was made ftaudulently and, save as may be expressly referred to or tefemed herein, supersedes all prior
representations, wtitinp, negotitaions, or undetstandinp with respect heteto.
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XTV. SEVERABILITY

If aoy provision of this contract is held to be illegal, invalid, or unenfotceable, in whole or in parg the
legality, validity, and enforceable of the remaindet of this document shall not be affected. In such a

case, then unenforceable term had never been included or written.

XV. PENALTIES FOR BREACH OF CONTRACT

Failure to delivet the services according to the safldards and requirements set by the Quezon City
(]ovemment shall constitute an offense and shall subiect the service ptovidet to penalties and/ot
liqui&ted damages pursrunt to the provisions of B*{ 12009 and its IRR.

XVI. CANCELI^ATION ORTERMINATION OF CONTRACT

The guidclines conained in RA 12009 and its IRR shall be followed in the termination of any service

cofltract. In the event that the Quezon City Government teminates the contract due to defaulg
insolvency, or for cause, it may enter into a negotiated procurement pu$uant to RA 12009 and its
IRR.

The Terms of Refetence (fOR) endotsed, twiewed, and certiEed by

Prepared by:

M. BANAI-, RMT, MLS (ASCPT)
Officer-In-Chaqe
Administtative Division

Noted bp

MEIIAsDPA
Departrnent Head III

Business Permits and Licensing Deparunent @PLD)lt
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