
TERMS OF REFERENCE

POSTAGE AND COURIER SERVICES FOR THE DELWERY OF DOCUMENT
UNDER THE AUTOMATED DOCUMENT DELIVERY SYSTEM (ADDS)
OF THE BUSINESS PERMITS AND LICENSING DEPARTMENT (BPI.D)

I. BACKGROUND/ANTECEDENT
The Business Permits and Licensing Departrnent @I']LD) plays a cdtical role in cnsuring the
efficient processing and delivery ofvarious permits and [censes to businesses within the city. As part
of its modetnization and .ligital transformation effotts, BPLD has .implemented the Automatcd
Document Delivery System (ADDS) to streamline the delivery of offrcial documents such as

business petmits, cleatance, and othet regulatory paperwork. The ADDS is designed to enhance
operational efficiency, reduce delays, and improve the accuracy o[ document handling through
automation.

Given the volume of documents processed daily, it is essential to have a teliable postage and coudcr
service that seamlessly integtates wtth the ADDS. This proiect aims to secure a qualified ptovidcr
for postage and courier services to ensute timely and secute dclivery of these documents t<r

businesses and other stakeholders.

rr.oBJECT[VE
The proiect involves the procurement of postage and couriet services fot the Business Permits and
Licensing Department @PLD). These services will be Iinled to the Automated Document Delivery
System (ADDS), which manages the processing and dispatch of business permits, licenses, and othcr
official documents. Jhe selected ptovider will be responsible for:

1) Ensudng the efficient and secute delivery of documents to recipients within specified time
frames.

2) Cootdinating v/ith BPLD to align courict sewices with the ADDS for seamless ptocessing
and tracking of docurnent deliveries.

3) Ptoviding tegular reports on delivery statuses, ensuring ttansparcncy and accountability.
4) Adhering to all relevant legal and regulatotT requitcments for handling scnsitive official

documents.

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

rrr. PRoJECT SCOPE OF WORK
1) Pick-up of documents and othet matters from the BPLD and deliver to the ad&essee,

within one (1) to two (2) calendar days from the date of pick-up in a sealed envelope pouch
or packct. The providet must guarantee an uninterrupted service, cxccpt for fortuitous
events and acts of nature.

2) In instances where the addtessee/s cannot be located, or delivery is not effected at the first
attempt fot reasons not due to thc fault of the ptovidet, the latter shall pursue the delivery
up to two (2) more attempts provided that it is teponcd to the ADDS Supervisor at thc day
of failed delivery. 'Ihe BPLD may then modi$, delivery details to assist in the succeeding
dcliveries subiect to protocols and exsting policies of the BPLD. Should the trvo (2) delivcry
attempts remain unsuccess6:I, the documents and other matters shall bc irnmediatcly
declated as "undelivered". As such, the provider shall retum the undelivered documents and
other matters to the BPLD within three (3) working days, along with a written report
dstqiling the reasons for non-delivery and any supporting proof of attempted delivery.
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verification of valid identification. 'I'he Service Providcr shall be responsible for verifring thc
authenticity ofthe identiEcation card (s) prcsented by the tecipient befote thc tumovet of
any documents.

Delivcry petsoonel including ddem ot messengers, are strictly prohibited ftom uansacting
with individuals other than the vetified ad&essee or authorized representative to erisure thc
timely and secure delivery of all mateials.

As part of the delivery veriEcation pr(rcess, the Service Ptovidet shall upload the following
proof of delivery in the Automated Document Delivery System (ADDS):
1. A dear photo of the business owner ot authodzed representative rcceiving thc

documenq and
2. A photo of the business establishment where thc delivery occured.

4) The Service Provider shall submit a certified weekly summary report of all deLivercd

drruments within three (3) calendar days after thc end of each weck. 'fhc report must
include complete supporting documents such as:
. Welldedned photos of proof of delivery and receipq and/or
. Any othet verifiable forms of documentation confi.rming successful delivery and

accePtance.

Thcse records shall serve as the ofEcial basis for vatdating service performance and
prcrcessiog related transactions.

5) The Service Ptovider shall submit a paper-based billing statement to the Busincss l'ermits and
Licensing Department (BPLD) within five (5) calendar days from the end of each month,
tvased on the actual number of yerified deliveries madc.

6) Provider shall ensure the protection oE all documents and other mafters rcccived from loss,
damagc, ot destruction from the tirne of pick up from thc BPLD until the sarne arc delivercd
to the intended addressee.

7) In thc event that the Business Permits and Licensing Departrnent @PI-D) rcceivcs and
validatcs a report of lost, damaged, or misdelivered documents. In that case, the Service
Provider shall submit a notarized Allidavit or written ExpLanation within five (5) calendat
days from receipt of the official notiEcation from the BPLD,

Repeatcd or unteasonable instances ofsuch incidents, as determined solely by the BPLD, shall
be deemed a breach of contract and may constitute grounds for termination, without
ptciudice to any other legal ternedics available and applicable under the law.

8) 'Ihe winning providcr's ddivcry system must be able to link with the Automated Document
Dclivery System of the BPLD to enable real-time monitoring of delivery activity.

9) The Service Provider shall equip each rider with r GPlenabled mobile phonc capable of
accutately captudng and taegfing delivcry locations, paticulady in the atcas with [ow or n<r

network signal, through offline location recording and subse<1uent data synchronization-

rv. PRoJECT STANDARDS & REQUTREMENTS
The Postage and Couder Service Provider should have the required qualifications under the NGPA
or thc Republic Act No. 12009 and its IRR to be eligible to submit bids and otlrer applicable existing
Auditing Rules and Regulations. In addition, the servicc provider should havc the following minimum
quali6cations:

1) The service Providet must be duly tegisteted and compliant with thc PIjMEDES Authority
Documentation and Licensing Application eADALA) system of the Departrnent of
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Information and Communications Technology (DICI), and must mainain a valid Authority to

Qperate (ATO) or Provisional Authority to Operate (PATO) throughout the duration of the
contract.

2) Proven track record of at least Five (5) years in the handling of "doot to door" and "exprcss

delivery" of sensitive and valuable documents, ptoof of which should be prescnted in the
attached Information Sheeq

Y. PROJECT DURATION, BIIIING STATEMENT, AND TERMS OF SERVICE
1) Postage and Couriet Services shall commence immediately upon teceipt of the Notice t<r

Proceed $iTP) and continue for six (6) months or until the allocated budget has becn
consumed

2) 'fhe papet based billing statement shall be submitted by the service ptovider to the Business

Permits and Licensing Departrnent (BPLD) within five (5) wotking days from the end of thc
biling pcdod. Electronic billing statemcnts shall not be accepted for paymcflt processing.

3) AII billing staternents shall be ad&essed as follows:

QUEZON CITY G.OYERNMENT
c/o Business Permits and Licensing Departrnent GPID)
Ground F1oor, Gvic Ccntet Building A
Quezon City Hall Complex, Elliptical Road, Quezon City

4) Any delay incurred on the part of the service provider in the submission of the papcr-based
billing satemcnt due to its own fault which will result to delay in payment shall not be
applicable as cause for discontinuance ofthe service and imposition of penalties to BPLD.

5) The BPLD reserves the right to terminate thc conftact due to defaulg insolvency, ot fot othcr
cause(s) undet the law. In case of termination of contacq it shall tesult in the forfeiture of the
bond posted by the provider, and w.ithout preiudicc to other penalties and/or liquidatcd
damages under pertinent laws, des, and regulations.

YI. APPROVED BI]DGET FORTHE CONTRACT
1) 1'lre total Approved Budget for the Contmct (ABC) is Seven Million Five Hundred

Thousand Pesos and fi)/lfi) only @hP7,5fl),000.00), inclusive of incidental expenses and
other applicable govemment fees and charges.

2) The price schedule per ddivery is outlincd below as follows:

KM
BASE
FARE
(PHP)

SUCCEEDTNG
FEEPERKM

(PrrP)

BI]DGET
ALLOCATTON (PHP) DELTVERIES

5 100.00 15.00 PHP 7,500,000.00
(sEvEN MrLr,roN
FI\'E HUNDRED
,I'HOUSAND PRSOS
oNLY)

ESTIMAI'I}D
SEVENTY-I.-IVE
THOUSAND Os,000)
DELIVER]ES OIT
UNTILALLOCATED
BUDGET SHAI,L
IIAVE BEEN
EXHAUS'IED

3) No Price Adiustment

The Proiect Cost shall be 6xed and therc shall be no price adiustrnents applicable for the
dutetion ofthe contract except when the operations costs are increased by more than 10/o as
a tesult of any extraotdinary citcumstance as determined by the Departrnent of Economy,
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Planning, and Development (DEPDev). Pursuant to the provisions of RA 12009 and its IRR
on contract price cscalation, all conttact ptice escelation shall be apptoved by the (iovcrnment
Procurement Policy Board (GPPB).

YIL PAYME,NTSCHEDUII,
Payment shall be based on actual deliveries made witlun forty-fve (a5) &ys from the rcceipt of the
Billing/Saternent of Accounts with complete supponing documents i.e., weekly sunmary relxrrt,
pro<lf of deliveries or other form of verification.

In case of the total actual amount ofpostage and courier services widrin the contract ycar is lcss thrn
the amount agreed in the contracg the RPI-D shall not bc bound to pay the total contfact amount.

VIII. CONFIDENTIALITYAGREEMENT
The provider shall, at all times, observe strict confidentiality and shall not disclose information ot
materials which comes into its possession and shall not use the same in any manner or purposc. F'r.r

this purpose, the winning biddet shall cxecute and sigrr a Confidentiality and Non-Disdosure
Undertaking upon rcceipt of the Notice to Proceed Q'.ITP).

D( CONTRACTUAL REI-ATIONS
1) It is hereby acknowledged drat the ptovider, its pusonnel, staff, and tepresentatives do not

have any authotity to incur, and agtee not to incut, any obligation ot liability, wheths exprcss
or implicd, on behalf of the Quezon City Govemmeng its of6cials, petonnel, staff, and/<r
representatives, including those belonging in or connectcd with the BPLD.

2) The ptovider is bejng engaged as an indcpendent contractor, and employet-crnployee
relatiotrship only exists betwecn the provider and its petsonnel, saff, and teptcsenative- I'hc
providet shall propetly inform its personnet staff, and representatives that it retains its power
of control and supervision ovcr its concemed personnel, staff, and tepresentatives and work
to be performed. It shdl be the cxdusive responsibility of the providet to comply with all
pertinent labot laws, n:les and regulations conceming the employment of its personnel, staff,
and teptesentatives, including the payment of th& salades, wages, and othet wagc-datcd
bencfits.

3) The provider hereby agrees that Quezon City Government, its ofEcials, personnel, staff,
and/ot teptesentatives, including those belonging in or connected with the BPLD, shall be
free from any daims, liability or cause of actions which may be 6led by any of the provider's
pesonnel staff, and reptesentatives by teason ofhis/het cmployment with thc providct under
this contract, cxcept as to its liabilities expressly mandated by applicable laws. Accordinglv. the
provider's personnel, staf( and teptescntatives shall remain its employee and not of thc

Quezon City Govemment or that otBPLD.

4) The provider agrees to defend and indcmnifr thc Quezon City Govemment, its officials,
personnel staff, and/ot representatives, including those belonging in or connected with the
BPLD, for any obligations, daim, suit or demand for tax, retircment contribution, social
security, salary ot wages, ovettime pa).rnent, ot wotket's compensation payment which the
BPLD may bc required to make on behalf of the provider or any cmployee of the provider,
fot work done undcr tlds conttact. This is a coatiouing obligation that survives for a peri<xl
of 6ve (5) years from the completion of t}e services or from the effcctive date of termination
of this contract.

5) To the fullest extent permitted by [aw, the provider shall also indemnify, defcnd, and hold
harmless the Quezon Ciry Govemment, its officials, personnel, staff, and/ot rcpresentativcs,
including those belonging in or connected with the BPLD, ftom and against any and all liability
Qnduding without limitation of all daims, &mages, penalties, fines, and judgrnens, associated
investigation and adrninisttative expenscs, and defensc costs, induding but not limited t<t
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r.easonable attorney's €ee.s, court costs, and costs of alternative dispute resolution) tcsulting
&om any claim of discrimination or harassmcnq induding but not limited to sexual

harassmeng arising ftom the conduct of eithet the provider, its personnel, staff, and/or its
represcntatives. In the event of a complaint fot discdmination ot harassment against the
provideq any o[its personnel, staff, and/ot represcntatiyes, the pr.ovider shall take immediatc
and appropriate ection or temedy in response to such complaint- 'l'he provisions of tlris
paragraph survive fot a period of five (5) years from the completion of the services or from
the effective &te of ternination of this contract.

)( PROHIBITION AGATNST SUBCONTRACTING OR ASSIGNMENT
1) The provider shall not contract widr any other entity to pedorm in wholc or in part the scrviccs

required under this conEact, without the express wdften apptoval of the Quezon City
G<rvemment through the BPLD.

2) f'tris contract or any interest hetein may not be ttansferred, assigncd, conveyed, or
encumbered voluntadly or by opcration of law, whethet for thc beneEt of the creditors or
otheru/ise, without the prior written approval o[ the Quezon City Govemment through the
BPLD.

)U. APPLICABIIITY
'l'his Terms of Refeterce (IOR) fom part of the bidding documents and contmct pcnaining to the
Postage and Courier Services for the Delivery of Documents linked to the Automatcd Document
Delivery System (ADDS) of the Business Permits and Licensing Departrnent @PLD).

X]I.GIOYERNING I.AV AND DISPUTE RESOLUTION

1. This Agre<nent shall be govemed and constructed in accordance RA 12009 and its IRR, and
applicable eisting Auditing Rules and Regulations in the Philippines. In the event of any
detertence or dispute arising bctween thc parties relating to the validity, iaterprctation,
constructiorl ot dispute by consr:ltation, negotiation, and merliation within thtrty (30) days from
notice-

2. Should any dispute arise fr.om this conftact, the parties shall try to setdc them amicably.
Howevet, if the parties fail to setde their disputes amicably, the venue for litipption shall bc
before the competent courts of Quezon Gty, to the exclusion of all othcr courls.

3. Failurc of eithet pafty to enforce its dghts under this cootract at any time for any pedod shall
not be constructed as a l*,aivet of such riglrts. If any part, term, or ptovision of this contmct is
bcld to be illegal or unenfotceable, ncither the validity nor enforceability of the remainder of
this contract shall bc affected. Neithet party shall assign ot ttansfer all or any of part ofits rights
under this contract y'ithout the consent of the other party.

XIII. AMENDMENT
This contmct rnay not be altered amended or substituted by another through any act of tolerance or
verhal agteement of any party thereto or its reptesentative. Any alteration, amcndmcnt or substitution
may only be valid if made in writing and duly signed by either conracting parties or thcit duly
autlotized teptesentatives- This contract constitutcs the entire undetstanding bctween thc parties
telating to the subject mattet hereof unless any representation or warranty made about this contract
lvas made ftaudulendy and, save as may be exptessly referted to or teferred hetein, supemedes aII prior
representadons, writingp, negotitaions, or understandings with respect hcreto.
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XTV. SEVERABILITY

If any provision of this contract is held to be illegal, invalid, or unerrforceable, in whole or in part, thc
legaliry, validiry, and enforceable of the temaindet of this document shall not be affected. In such a

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

XV.PENALTIES FOR BREACH OF CONTRACT

Failure to ddivet the services according to the standards and requitements set by the Quezon City
()ovemmcnt shall constitute an offense and shall subiect the sewicc providcr to penalties and,/or
liquidated damages pursuant to the provisions ofRA 12009 and its IRR.

XvI. CANCELIATION ORTERMINATION OF CONTRACT

The guidclines contained in RA 12009 and its IRR shall be followed in the termination of any servicc
contrict. In the event that the Quezon City Government terminates t}le contact due to dcfault,
insolvency, or for cause, it may enter into a ncgotiated procurement Punuant to RA 12009 and its
IFJ..

The Terms of Refctence (fOR) endotsed, teviewed, and certified bp

Prepated by

ervdnrl{y. oce
O tficer-In-Charge
Administrative Division

Noted by

MEIIAsDPA
oveflment Deparmrent Head III

Buslfless Permits and Iiceosing Depamncnt @PLD)
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