REPUEBLIC OF TIIE PIHLIPPINES

DEPARTMENT O F BUDGET AND MANAGIEMENT
GENERAL SOLANG 5T, SAN MIGUEL, MANILA

SECTION 1. REQUEST FOR EXPRESSION OF INTEREST

CHANGE MANAGEMENT CONSULTING SERVICES

1. The Department of Budget and Management (DBM), through the wmathorized
apprapriafions under Y 2017 General Approprictions Aot inlends lo apply the sum
ol Sixteen Million Three Hundred Thousand Pesos (P16,300,000.00) being the
Approved Budget lor the Contract (ABC) to payments wnder the contract for the
Project, “Change Management Consulting Services.” Bids received in excess of the
ABC shall be aulomatically rejected at the opening of the financial proposals.

2. The DBM now calls for the submission of eligibilily documents for Consulting
Services of the above-mentioned project. The consultant shall act as the
Ambassador-at-large for the Budget and Treasury Management System (BTMS) in
order to cnsure its successful implementation, roll-out, sustainability and
irreversibility, in the perspective of promoting, enabling aud embracing change in
the Governmeni, with speecial atfention 1o the necessary organizational
arrangements, and intpact on human resources and on legal, policy and regulatery
frameworks. Detailed service requirements arc indicated in the Terms of Reference
{TOR) of the Project (see Annex A).

3. The DBM will hold a meeting on the eligibility documents with the intcrested
consultants {i.e.,, Consulting Fiem/Group) on July 4, 2017, 9:00 a.m., at the Bids and
Awards Committes (BAC) Conference Room, Ground Floor, DBM Building IH,
General Solano 5t., San Miguel, Manilz, which shall be open o all interested parties.

4. Llipibility documents of intercsted consultants must be duly received by the BAC
Secretariat on or before July 4, 2017, %:00 am., at the BAC Conference Room,
Ground Floor, DIBM Building I, General Solano St, San Miguel, Manila.
Applications for eligibility wil be cvaluated based on s non-discretionary
“passffail” criterion.

3. Inferested bidders may obtain further information from the DBM-BAC Secretariat
and inspect the Bidding Documents at the address given below during office hours
from %:00 a.m. to 4:00¢ p.m.

6. A complete set of Bidding Documents may be acquired by interested Bidders on July
11, 2017 from the address below and upon payment of the applicable fee for the
Ridding Documents, pursuant to the latest Guidelines issued by the GPPB, in the
amount of Twenty Five Thousand Pesos (P25,000.00). @&_
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It may alsc be downloaded free of charge from the website of the Philippine
Government Electronic Procurement Sysiem (PhilGEFS) and the website of the
Procuring Entity, provided that Bidders shall pay the applicable fee for the Bidding
Documents not later than the submission of their bids.

The BAC shall draw up the short list of consultants from those who have submitled
Expressions of Interest and have besn determined as eligible in accordance with the
provisions of Republic Act (R.A,) No, 9184, otherwise known as the “Government
Procurement Reform Act,” and its Implementing Rules and Regulaiions {[RR). The
short list shall consist of five {5) prospective bidders who will be entitled to submit
hids, In accordance with Seclion 24 of R.A. No. 9184 and its 1RR, the criteria and
rating systern for short Jisting are:

1.  Applicable experience and capability of the consultant and members, in
case of joint venlures, considening both the overall experience of the
firms or, in the case of new firms, the individual experiences of the
prncipal and key staff, including the limes when employed by other
consultants (45 points);

i,  Qmualification of personnel who may be assigned to the Project vis-a vis
extenl and complexity of undertaking (40 points); and

iii.  Current Workload Relative to Capacity (15 points).

Bidding will be conducted through open conpetitive bidding procedures using non-
discrelionary “pass/fail” cniterion as specified inthe IRR of RA 9184,

Bidding is resiricted to Filipino citizensfsole proprictorships, cooperatives, and
partnerships or organizations with at least sixty percent (60%) inferest or outstanding
capifal stock belonging to citizens of the Philippines.

The DBM shall evaluate bids vsing the Quality-Cost Based Evaluation {QCBE). The
criteria and rating system for the evaluation of bids shall be provided in the
Instructions to Consulfants.

The contract shall be completed within onc (1) year [rom receipt of Notice to
Proceed.

. The DBM reserves the right fo reject any and all bids, deelare a failure of bidding,

or not award the confract at any time prior to conlracl award in agcordance with
Section 41 of RA 9184 and its IRR, without thereby inciuring any liability to the
affected bidder or bidders. Efj



12. For further information, please refer to:

DBM-BAC Secretariat
Department of Budget and Manapgement

Ground Floor, DBM Building 111, General Solano St., San Miguel, Manila
Telefax No. 791-2000 local 3121

Email address: : procurement(@dbm. gov.ph

fopse i 1047

ATTY. AGNESYTOYCE G. BAILEN
Chairperson, DBM-BAC




SECTION II, ELIGIBILITY DOCUMENTS
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CHECKLIST OF ELIGIBILITY REQUIREMENTS

I. Class “*A™ Documents —
Legal Documents

{:i 1. PhilGEPS Certificate of Registration (Platinum Membership with Annex A)

Technical Documents

2. Eligibility Documents Submission Form accompanied by the company’s
Secretary’s Certificate or Special Power of Auorney (Use Annex B)

3. Statement of all Government and Private Contracts Completed which are
Similar in Nature {(Use Annex C)

Certiﬂ:catc of Good Standing and Satisfactory Completion or equivalent
document (for Completed Contracts}

000U

5. Listofall Ongoing Gavernment and Privale Contracts Including Contracts
Awarded but not yet Started (Use Annex 1Y)

D 6. Statemcent of the Consultant's Nationality (Use Annex E)

7. Curriculum Vilae for the Proposed Professional Staff (Use Amnex F)

Finangial Document

D 8. Financial Document

I1. Class “B” Document —

Leral Documents

9, Valid Joint Venture Agreement (JVA) if TV is 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 IV A in the event that the bid s successful.
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Eligibility Docaments

Eligibility Criteria

1.1.

1.2

1.3.

1.4,

The following personsfentities shall be allowed to participate in the
bidding for Consulting Services:

{a) . Duly licensed Filipino citizens/sele proprietorships;

{b)  Paritnerships duly crganized under the laws of the Philippines and
of which at zast sixty percent (60%) of the interest belongs to
cifizens of the Philippines;

{e) Corporations duly organized under the laws of the Philippines
and of which at least sixty percent (60%) of the oufstanding
capital stock helongs to citizens of the Philippines;

{d) Cooperatives duly organized under the Iaws of the Philippines; or

(e)  Persons/entitics forming themselves into a joint venture, ie., a
oroup of two (2) or mnore persens/entities that intend to be jointly
and sevcrally responsible or liable for a particular contract:
Provided, however, That Filipino ownership or interest thereof
ghall be at least sixty percent (60%). lior this purpose, Filipino
ownership or interest shall be based on the contributions of each
of the members of the joint veniire as specified in their JVA.

When the types and fields of Consulting Scrvices involve the practice of
professions regulated by law, those who will actually perform the
services shall be Filipino citizens and registered professionals authorized
by (he appropriate regulatory body to practice those professions and
allied professions specified in the EDS.

If the Reguest for Expression of Interest allows participation of fereign
consultants, prospective forcign bidders may be eligible subject to the
conditions stated in the EDS.

Government owned or —controlled corporations (GOCCs) may be
eligiblc to participaie only if they can establish that they (a} are legally
and financially autonomous, (b} operate under comnercial law, and {¢)
are not attached agencics of the Procuring Entity.

Eligibility Requirements

2.1,

The following eligibility requirements, togsther with the Eligibility
Documents Submission Form, shatl be submitted on or before the date of
the eligibility check specified in the Request for Expression of Intercst
and Clause 5 for purposes of determining eligihility of prospective
bidders:



(a)

(b) -

Class “A” Documents —

Legal Documents

(i)

PlGEPS Certificate of Registration and Membership in
accaordance with Section 85.2 of the IRR, except for
foreign bidders parlicipaling in the procurement by a
Philippine Foreign Service Office or Post, which shall
submit their eligibility docaments under Section 24,1 of
the IRR, provided, that the winning Consultant shall
register with PhilGEPS in accordance with Section 37.1.4
of the [RR;

Technical Documents

(i)

(iii)

Statement of the prospective bidder of all its ongoing and
completed government and private confracts, including
conlracls awarded but not yel started, if any, whether
similar or not sirnilar in nature and complexily to the
comtract to be bid, within the relevant period provided n
the EDS. The statement shall include, for each contract,
the following:

{(ii.1} the name and location of the contract;
{ii.2} datc of award of the contract;
(ii.3) type and briel description of consulting services;

{ii.4} consultant’s role (whether main  consultant,
subconsuliant, or partner in a JV)

(ii.3) amount of contract;
(ii.6}) contract durafion; and

(ii.7y certificate of satisfactory completion or equivatent
document specified in the EDS issued by the
client, in the case of a completed contract,

Staterment ol the consultant speeifying its nationality and
confirming that those who will actually perform the
service are registered professionals authorized by the
appropriate regulatory body to practice those professions
and allied professions in accordance with Clause 1.2,
inchuding their respective curriculum vitae,

Class *B™ Document -

If applicable, the Joint Venture Agreement (JVA) in casc the
joint venture is already in existence, or duly notarized statements
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2.2.

2.5

from all the potential joint venture partners in accordance with
Section 24.1(b) of the IRR. of RA 9184,

The eligibility requirements or statements, the bids, and all ather
documents to be submitted to the BAC must be in English. ¥ the
eligibility requirements or statemnents, the bids, and afl other documents
submitted to the BAC are in foreign langnage other than English, it must
be accompanied by a translation of the documents in English, The
documents shall be franslated by the relevant foreign govemment
agency, the foreign pgovernment agency authorized to  translate
documents, or a registered franslator in the foreign bidder’s counlry; and
shall be authenticated by the appropriate Philippine forsign service
establishment/post or the equivalent office having jurisdiction over the
foreign bidder’s affairs in the Philippines. The English translation shall
govern, for purposes of interpretation of the bid,

Prospective bidders may obtain a full range of expertise by associating
with individual consultant(s) and/or other consultants or entities through
g I¥ or subcontracting amangemenis, as appropriste.  However,
subconsultants may only participate in the bid of one short listed
consultant. Forgign Consultants shall seek the participation of Filipine
Consultants by entering intc & JV with, ar subcontracting part of the
project to, Filipino Consultants.

Format and Signing of Eligibility Documents

3.1.

3.2,

3.3

34

Prospective bidders shall submit their eligibilily documents through their
duly authorized representative on or before the deadline speeificd in
Clause 5.

Prospective bidders shall prepare an original and copies of the eligibility
documents. In the event of any discrepancy between the original and the
copies, the original shall prevail.

The Eligibility Documents Submission Form shall be signed by the duly
authorized represcntative/s of the Bidder. Failure to do so shall be a
ground for the rejection of the eligibility documents.

Anyinterlineations, erasures, or overwriting shall be valid only it they
are signed or initialed by the duly authorized representative/s of the
prospective bidder,

Sealing and Marking of Eligibility Documents

4.1.

Prospective hidders shall cnclose their original eligibilily documents
described in Clause 2.1, in a sealed envelope marked "ORIGINAL —
ELIGIBILITY DOCUMENTS”. Each copy thereef shall be simitarly
sealed duly marking the envelopes as “COPY NO, - ELIGIBILITY
DOCUMENTS”, These envelopes containing the original and the copies
shall then be enclosed in one single envelope.

10
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4.2.  The onginal and the number of copies of the eligibility documents as
indicated in the EDS shall be typed or written in ink and shall be signed
by the prospective bidder or its duly authorized representative/s.

4.3.  All envelopes shall:
(«) ¢ontain the name of the contract to be bid in capital leiters;

(d) bear the name and address of the prospective bidder in capital
letters;

() be addressed to the Procuring Entity’s BAC specified in the
EDS;

() bear the specific identification of this Project indicated in the
EDS; and

{g)  bear a warning “DO NOT OPEN BEFCORE...” the datc and time
for the opening of cligibility documents, in accordance with
Clause 3.

44  Eligibility documents that are not properly sealed and marked, as
required in the bidding documents, shall not be rejected, but the bidder
or its duly authorized representative shall acknowledge such condition of
the documecnts as submitted. The BAC shall assume no responsibility for
the misplacement of the contents of the impropeily sealed or marked
cligibility documents, or for its premature opening,

Deadline for Submission of Eligibility Documents

Elipibility documents must be received by the Procuring Entity’s BAC at the
address and on or before the date and time indicated in the Request for
Expression of Interest and the EDS.

Late Submission of Eligibility Documents

Any cligibility documents submyitled after the deadline for submission and
receipt preseribed in Clause 0 shall be declared “Late™ and shall not be accepted
by the Procuring Entity. The BAC shall record in the minutes of submission
and opening of eligibility documents, the Bidder’s name, its representative and
the time the:eligibility documents were submitted late.

Modification and Withdrawal of Eligibility Documents

7.1, The ﬁ::rc-spcctive bidder may modify its eligibility documents after it has
been subimitted; provided that the modification is received by the
Procuring Entity prior to the deadline specified in Clause 5. The
prospective bidder shall not be allowed to retrieve its original eligibility
documents, but shall be allowed to submit another set equally sealed,
properly identified, linked to its original bid marked as “ELIGIBILITY
MODIFICATION” and siamped “received™ by the BAC. Modifications

i1



7.2.

7.3,

received after the applicable deadline shall not be considered and shall
be returned to the prospective bidder unopened.

A prospective bidder may, through a letter of withdrawal, withdraw its
eligibility documents after it has been submitted, for valid and justifiable
reason; provided that the letter of withdrawal is reccived by the
Procuring Entity prior to the deadline prescribed for subimission and
receipt of eligibility documents.

Eligibility documents requested to be withdrawn in accordance with this
Clause shall be returned unopened to the prospective bidder concerned.
A prospective bidder that withdraws its cligibility documents shall not be
permifled to submit another sct, directly or indircetly, for the same
project, A prospective bidder that acquired the eligibility documents may
also express its intention not to participate in the bidding through a letter
which should reach and be stamped by the BAC before the deadline for
submission and receipt of eligibility documents.

Opening and Preliminary Examination of Eligibility Documents

8.1.

8.2,

8.3

3.4,

The BAC will open the envelopes containing the eligibility documents in
the presence of the prospective bidders® representatives who choose to
attend, at the time, on the date, and at the place specified in the EDS.
The prospective bidders™ representatives who are present shall sign a
register evidencing their attendance. '

In case the submitted eligibility envelopes cannot be opened as
scheduled due to justifiable reasons, the BAC shall take custody of the
sajd envelopes and reschedule the opening on the next working day or at
the soonest possible time through the issuance of a Notice of
Postponement to be posted in the PhilGEPS website and the website of
the Procuring Entity concerned.

Letters of withdrawal shall be read out and recorded during the opening
of clipibility documents and the envelope containing the corresponding
withdrawn eligibility documents shall be returned unopened to the
withdrawing prospective bidder.

The cligibility documents envelopes and modifications, if any, shall be
opened one at a time, and the following read out and recorded:

(h}  the nume of the prospective bidder;

(1) whether there is a modification or substitution; and

{i) the presence or absence of guch document comprising the
glipibility documents vis-d-vis a cheeklist of the required
documents.

The eligibility of cach prospective bidder shall be determined by
examining sach bidder’s eligibility requirements or statements against a

12



10.

checklist of requirements, using non-discretionary “passffail” criterion,
as stated in the Request for Expression of Interest, and shall be
determined as either “eligible” or “ineligible.” If a prospeetive bidder
submits the specific eligibility document required, he shall be rated
“passed™ for that particular requirement. In this regard, failure to subumit
a rcquircment, or an incomplete or patently insufficient submission, shall
be considered “failed” for the particular cligibility requircient
concerned. If a prospeetive bidder is rated “passed” for all the clipibility
requircments, he shall be considered eligible to participate in the
hidding, and the BAC shall mark the set of eligibility documents of the
prospective bidder concemed as “eligible.” If a prospective bidder is
rated “failed” in any of the eligibility requirements, he shall be
considered ineligible to parficipate in the bidding, and the BAC shall
mark the set of eligihility documents of the prospective bidder concemed
as “ineligible.” In either case, the BAC chairperson or his duly
designated authority shall countersign the markings.

Short Listing of Consultanis

9.1.  Only prospective bidders whose submitted contracts are similar in nature
and complexity to the contract to be bid as provided in the EDS shall be
considered for short listing,.

9.2,  The BAC shall draw up the short list of prospeciive bidders from those
declared eligible using the detailed sef of criteria and rating system to be
used specified in the EDS.

9.3.  Short listed consultants shall be invited to participate in the bidding for
this project through a Wotice of Eligibility and Short Listing issued by
the BAC.

Protest Mechanism

Decision of the Procuring Entity at any stage of the procurement progess may be
guesiioned in accordance with Section 55 of the IRR of RA 9134.

13



Section IIL. Eligibility Data Sheet

Eligibility

Documenis

1.2 Mo further instructions.

1.3 Mo firther instruciions.

2.1{a)(ii) The List of all Ongoing Government and Private Contracts Inchuding

Contracts Awarded but not yet Started shall include all such contracts
prior to August 1, 2017 {see Annex [ for format}.

Likewise, the Statement of al! Government and Private Contracts
Completed which are Similar in Nafure shall be subimitted (see Annex C
for formati).

2 1(a)(ii.7}

; Proponent must show certification or any eguivalent document from each

of their client, as stated in the Statement of Completed Contracts form,
that they are in good standing and have implemented similar projects
{clause 2.1} to their client’s expectations. This particular requirement of
submiitting certification or equivalent document shall only apply fo
contracts thai are similar in nature to the project at hand.

4.1 Each prospective bidder shall submit one (1) original and two {2} copies of
its cligthility documenis.

4.3{e} DBM-BAC Sccrctariat
BAC Confcrence Room
Department of Budget and Management
Ground Floor, DBM Bailding 111, General Sclanc St., San Miguel, Manila
Telefax No. 791-2000 local 3121

Email address: procurement@gdbm.gov.ph

4.3(1) The name of the Projcet is “Change Management Consulting Scrvices.”

5 The address for suhmission of eligibility documents is BAC Conference
Room, Ground Floor, DB Building 111, General Solano 8t., San Miguel,
Manila.

8.1 The place of opening of eligibility documents is the same with the shove-
mentioned address.
The date and time of opening of eligibility documents is July 4, 2017, 9:00
am,

a.1 Similar contracts shall refer to Change Management Consulting Services,

9.2 The BAC shall rank the consultants in descending order based on their

total scores considering the criteria presented below, and identify the top
five (5) eligible consultants as short listed consultants. Should less than
the required number apply for eligibility and short listing, pass the

14



eligibility check, and/or pass the minimum scote Tequired in the short
listing, the BAC shall consider the same.

Scoring shall be based on eligihilily documents submitted considering the
following evaluation criteria:

(i) Apphcable experience and capability of fthe Consultant and
members, in casc of joint ventures, considering both the overall
_experience of the firms or, in the case of new firms, the individual

. expetiences of the principel and key staff, including the times
“when employed by other consultants (45 points);

fil)’ Qualification of personnel who may be assigned to the Project
vis-a-vis exlent and complexity of undertaking (40 points); and

(iii} Current workload relative to capacity (15 points).

The minimum score required for each criterion is as follows:

(i} Applicable experience of the firm or firms in a joint venture (23
points};

{(i1) Qualilication of personnel {20 peints); and

{ii1) Currcnt workload relative to capacity (7 points).
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Annex A
TERMS OF REFERENCE

Consulting Scerviees for Change Management for the Tmplementation of the
Budget and Treasury Management System

INTRODUCTION

Implementation of a major integrated financial management system has been central to
Fublic Financial Management (PFM} rcforms since their genesis. The Government
Inteprated Financial Management Information System (GIFMIS) was defined as the
technology centerpiece of the reforms in the establishment of the PEM Commitice
under Execuative Order 55. The projeet aimed at phasing out the many disjointed
financial management systens and processes through implementation of a common
system that would simplify reporting.

In 2012-2013, a comprehensive conceptual design, together with functional and
technical specifications, was developed for an integrated financial management
information system covering fiscal planning, budget preparation, budget execution,
and financial repotting. The govermment-wide project was tendered in 2013, but
failed; a successful re-tendering in 2014 did not result in contract award. This was dus
to concorns of scalability, feasibility, costs, and benefits to the povernment
considering its wide application. The project was reealibrated, and the BTMS was
proposed. This scaled-down system will cover the DBM and the Bureau of Treasury
{BTr) systems and functions for budget cxecntion and accountability.

The implementation of the PFM Reforms for 2011-2015 has yielded many results thal
shifted the Government’s PFM reform propram trajectory fo a higher level in terns of
fiscal discipline and allocative and technical efficiency as well as transparency and
¢ikizen empowerment. However, there are examples of reform implementation delays
that have adversely affected the operations of the national government agencies such
as delay of the Unified Accounts Code Structurc (UACS) rollout by one year with
regard to accounting and reporting, and & UACS-compliant Electronic New
Accounting System (e-NGAS) not being prepared on time. Also, no change
management strategy has been developed as part of the PFM reform process, which
would have been beneficial to ensure that the reform message was effectively
communicated, understood, and implemented throughout the Government, especially
regarding capacity building in national govermmenl agencics.

I. BACKGROUND

A, BUDGET AND TREASURY MANAGEMENT SYSTEM (BTMS) and
CHANGE MANAGEMENT

The Government of the Philippines (GOP) has been actively pursuing various

initigtives towards cstablishing a strong Public Financial Management (PFM)
system in the country. Tn order to address the complexities and challenges in the
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IPFM environment in the counfry, GOP launched a comprehensive PFM reform
program in February 2011,

Feengingering and modemization of businesses processes across PFM lifecycle is
at the core of GOP PEM reform agenda. The Government is aiming fowards
phasing out disintcgrated processes and systcms through implementation of a
common and sn Integrated Financial Management Information Systemn (ie.
GIFMIS), The government realizes that implementation of a nationwide linaneial
managentent system is a long term program and is expected to take few years for
systern implemeniation and stabilization. Considering this, GOP is adopting a
phased and incremental approach towards the GIFMIS implementation.

The BTMS is the first step m this process. BTMS is g common and infegrated
budget and treasiry management information system that will replace the existing
disintcgratcd budget management, freasury and cash management, accounting and
reparting systems used by DBM and BTr for budget execution and accountability,
It provides a sustamable government resource planning solution that is extensible
and flexible, thereby supporting a range of public financial requirements, and
adaptable to reform and modernization.

The BTMS will ' be pilated by the DBM and BTr as spending agencies, with the
vision to provide DBM snd BTr with a Core Treasury Sysiem to support the
Budget Execution and Budpet Accountability phases of the Budget Cycle. The
project will then be rolled-out to high-value (ransaclion agencies, specifically the
Department of Public Works and Highways (DPWH), the Depariment of
Education {DcpEd), and the Depariinent of Social Welfare and Development
(BSWE), after the successful implementation with pilot agencies. Additional
enhancements and cxtended features will be adapted in phases to support
additional functional processes and interfaces with external systems, as originally
planned for GIFMIS.

Considering the scope and complexity of the impact of the implementation of
BTMS and the inherent risks and challenges involved in such an undertaking, there
is 4 need for a comprehensive change muanagement program to promote
understanding and acceptance of BTMS by all stakeholders.

This change management program will consist of: (i) {raining programs to assist
new BTMS users and DBM’s systems support staff, {ii) @ communications
initiative o keep staff apprised of BTMS developments and plans; (iii) a
centralized service desk to collect BTMS-related questions, disseminate responscs
to frequenily asked questions (FAQs), and provide other assistance fo DBM staff.

B. DBM TRAINING RESOURCES
At the DBM Central Office, training support is provided through the Human
Resource Development Division {HRIXD). The HRDD conducts DBM's internal

training scssions; they also coordinate training provided by the DBM's suppliers.
The assistance provided by the DBM through IIRDD to its supplict-provided
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training sessions are largely limited to identification of participants, scheduling,
and other logistical concerns such as sceretariat support,

As of writing, neither the Central Office nor any of the Regicnal Cffices have
dedicated training facilities. Training Sessions in the Central Office are hold cithor
at the DBM Executive Lounge, DBM Library, or the DBM Multi-Purpose Hall
Since there are no rooms as big as the above-mentioned in the regional offices,
participants from the Repional Offices would typically travel to the Central Office
to attend training. When appropriate, the fraining sessions are brought to the
regions, using conference rogms lemporarily used as ¢lassrooms, Another option is
for DBM to undergo the process of procurement a rental venue. There is also
limited computer equipment lor fraining,

For BTMS training, trainings will be conducted at the trainee-Agency’s training
venues, or in other venues as dictated by the traines-Agency, or as suggested by
the BTMS Project Management Office or the Consultant.

11. BTMS OBJECTIVES

The purpose of this procurement is to engage the services of a Changs
Managemenl

Consultant {“Consultant”™} to, in conjunction with DBM, prepare and execute a
Change Management Plan that will gain and maintain the buy-in of all BTMS
stakcholders, lcafding to the siooth and successful implementation of BTMS.

The Change Management Team shall act as the Ambassador-at-large for BTMS in
order to ensure its succcssful implementation, roll-out, sustainability and
irreversibility, in the perspective of promoting, enabling and embracing change in
the Govemment, with special altention to the neccessary organizational
arrangements, impact on human resources, and impact on legal, policy and
regulatory frameworks, The Change Management Consultant shall be the face of
BTMS and will act in muliiple roles sccording to the stage of the BTMS project
and respective demands, playing the mwles of ambassador, evangclist, sponsor,
facilitator, lobbyist, and rainmaker.

The Consultant will work with BTMS-Project Management Office (PMO) and
other concerned units in helping DBM achicve the following objectives:

i Address the concerns of BTMS stakeholders (i.e. users) with
regards to their resistanecs and anxicties on the use of the new BTMS
system.

2. Facilitate the smaoth organizational transition of the DBM to new
technologies, IT systems, work methods, and the use of workflow-driven
mformation systems.

3. Provide fraiming related services such as Lraining design and
development as well as training coordination, monitoring and evaluation.
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4. Provide soft skills training such as Effective Presentation Skills,
Customer Service, cte. to the stakeholders based on their iraining needs.

5. Monitor progress of end user training for BTME.

II1. ROLE OF BTMS CONTRACTOR

The BTMS Contractor plays 2 critical role in providing first level fraining on
BTMS. Specilically, the BTMS Contractor is tasked to provide fraining to the
following:

a. Master Trainers from each agency
b, Application Administrators from each agency
¢. Service Desk Staff from cach agency

The BTMS Contractor shall provide the Change Management Consultant with a
conecise but comprehensive brefer to familiarize them with the BTMS.

The BTMS Contractor shall alse provide the following:
A, Instructor Guides

b. Presentation Slides

¢. End User Guides

d. System Administrator Guides

IV, DURATION

The services of the Consultant shall be engaged for a peried of twelve {12}
months.

V., APPROVED BUDGET FOR THE CONTRACT

The maximum possible contract price for the services for the first twelve-month
period is PESCS: SIXTEEN MILLION AND THREE HUNDRED THOUSAND
ONLY (F 16,300,000.00). A bid in excess of this amounl shall automatically be
rejected at the opening of the financial proposal.

This amount shall be inclusive of twelve percent (12%) Value Added Tax (VAT)
and other {axes imposed by the government. This amount shall be billed by the

Consultant upon the submission of each deliverable according to the schedule
specified by in Section VII, DELTVERABLES AND PAYMENT SCHEDULE.

Expenses and tools of the trade and other similar items necessary (o cnable the
Consultant to carmy out its commitments in accordance to this Terms of Reference
shall be for the account of the Consultant.
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¥1, SCOPE OF SERVICES AND DELIVERABLES

The Consnltant is expected to design and provide professional scrvices to develop
and implement the BTMS Change Management Plan taking into account:

1. Agency’s Organizational Culture

This should include the orpanization wvalucs, visions, nerms, working
language, and writen and unwritien rules that have been developed over
time. This also includes the defined priorities and sirategies of an agency,
Work ethics of employees must also be taken into account. Examples of
these are willingness (or unwillingness) to extend work beyond regular
office hours, and employee preferences as regards (ravelling for work,

2. Geographical disiribution of the Agency’s offices and personnel.
3. Intemnal stakeholder roles and necds.

4, Schedules and activitics of an Agency, BTMS-PMO and BTMS Contractor
and other consultants.

The Cansultant’ shall design a vision and strategy for fhe rollout, adoption,
sustainability, and irreversibility of BTMS.

The Consultant  shall prepare and implement a succession plan to ensure key
Government personnel will be ready to take over full responsibility for BTMS

beyond the cnd of this assignment.

The Consullant shall deliver the following services in support of BTMS activities
as part of an overall Change Management activity:

1. Communication
Crafting of internal messages and delivering thesc messages throughaout
the agencies’ organization and to other BTMS stakeholders, as well as
disseminating of mcssages and articles on the BTMS snited to buy-in
support not only from the immediate stakcholders, but from civil society
organizations, especially the media, and the public, as well.

2. Training Planning
Conduct of training nccds analysis, developed learning hierarchies and
curricula; and other tools to provide a detailed training road map for the
following lraincc groups:

a. Agency’s Managemenl (Head of Agency to Director Level)

B Master Trainers
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L. Application Administrators
d. Scrvice Desk Staff
=5 BTMS End Users

3. Training Facilitation and Evaluation

Coordinate, monitor and evaluate the {raining programs conducted by the
BTMS Contractor.

Coordinate, conduet and provide assessment tools for non-I7 based or soft
trainings such as Effective Presentation Skills (for the Master Trainers),
Customer Service (for lhe Service Desk Staff).

4, Training Materials Design and Development

Design and develop the participant guides, memory joggers, FAQs,
Escalation Process Guides and other fraining materials that will be used
for ali the trainings,

5. Trairing Provision

Conduct of non-IT based or soft trainings and other training programs
identified and approved by BTMS-PMO or the Agency as necessary
training programs.

6. Scrvice Desk Suppott

Mentor and coach the Support Desk Staff from the participating agencies
to enable them to provide first level assistance to basic inquiries, e.g.

- Basic functional and technical queries on BTMS

Using FAQs and Process Guides, the Support Desk Staff should be
able to provide answors to basic queries on the use of BTMS such as
logging in and out of the system and other basic system transactions,
and to guide the users fo the right personnel based on the approved
esculation protocols

The compiehensive Change Management Plan will comsist off (i) the
Communications Plan and (ii} the Training and Evaluation Plan. The Consultant
shall implement these plans throughout the duration of the coniract.

The Consultant will preparc and deliver te DBM an Inception Report, which shall
contain the results framework and detailed work plan of activities for the
implementation of the respective elements of the Change Management Plan.
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The Inception Report will include:

1. Key assumptions and potential risks, success indicators and means of
verification.

2. Measurcs to mitigate and address potential risks fo the successful
implementation of the change managetnent initiatives,

3. Identification of stakeholders and a matrix showing the planned activifies for
each group of stakeholders. This will be conducted with the assistance of
BTMS-PMO and the participating agency. The stakeholders to be covered
include, but are not limited, to the following:

. Agency’s Management {llead of Agency to Directer Level);

. The Information Systems Group and the Operations Group of
DIEM;

. Human Resource Management Group and other offices providing
or arranging training in the NGA4;

. BTMS cnd-users.

4. DProposed activitics for data gathering, facilitation and cellaboration {such as
surveys and focus group discussions) in order to evaluate the effectiveness of
the change management activities being conducted.

Deliverable: Inception Report
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The main focus of this task will be preparing and disseminating information
regarding the timing and impact of BTMS activities in order to minimize
resistance to the implementation of BTMS.

The Consultant must conduct an analysis of the stakcholders identified in the
Inception Report. This stakeholder analysis should cover, but is not limited to,
personnel readiriess, expectation, future plans (such as other reform projects, IT
prajeets, technology plans and organizational changes such as the Rationalization
Plan}, perceptions of change, eic. The Consultant shall identify internal issucs and
perceptions affecting the implementation of BTMS through the use of approprate
methods such as by condueting intcenal surveys and focus group discussions. The
Consultant shall gauge emplovee attitudes and knowledge regarding change, in
general, and BTMS, in particular. The Consultant shall use this analysis to inform
the design of the Communications Plan.

The Communications Plan will provide details regarding resources (inciuding
those required from the Agency), milestones, timelines, and other details covering
aclivitics fo:

1. Publicize within fhe pilei and roltout agencies and to other cxternal
stakeholders, B TMS aclivitics, including those led by the BTMS Coniractor
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and other consultanis (e.g., Independent Assurer), PFM, as well as the
Consultanl’s own aclivities.

2. Address issues coming out of the stakeholder analysis and data gathening that
might impact the implementation and acceptance of BTMS.

3. Set appropriate expectations, correct misperceptions, and tacilitate a smoolh
introduction and transition to BTMS. This may be done by utilizing a varicty
of communications tools, such as the Agency’s existing iniemal publications;
posting of FAQs on the Agency's infernal website or lechnical library;
publication of BTMS-specific posters, flyers, newsletters; and other means as
may be appropriate to convey thase messages.

4. Construct the plan for the Service Desk and how to manage its execution. The
Service Desk Plan shall provide details on the handling of incoming service
requests, use of outgoing campaigns to manage upcoming activities or as a
means of broadeasting specific messages, and the Service Level Agreemenis
{SLAg) for the different tvpes of service requests, The Consnitant shall also
provide a service/request/ticketing system to be used by the contractor
throughout the duration of their contract.

5, Elicit and report feedback on the response to, and acceptance of, the different
components of the BTMS sub-aclivily {e.g, training provided by BTMS
Confractor), and other reform activities. This should take into consideration
the stagpered timing of, and localions involved for, cach of the different
activities. The Consultanl must usc the feedback they gather fo adjust their
design of, and approach to, the implementation ef the change management and
trainmg activitics as they become necessary,

6. Include measures for the evaluation of the success of the Change Managenient
activity.

Deliverable: Communications Plan

Tk 3. Tmplémentation ot tie Con :
Tlle Cunsult;mt shall lmplcment the apprﬂved Cﬂmmumcatmns Plan. he
Consultant shall work closely with DBM’s Budget Information and Training
Service (BITS) and the Media Group in the Office of the Secretary (OsEC) to
execute the Communications Plan,

Deliverable: Monthly Progress Reports
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The Consultant shall desi gn and devclﬂp the fraining plan for BTMS. This task
shall include the conduct of a training needs analysis (TNA), development of
curricula, identification and development of training tools, development of
evaluation mechanisms for end-user readiness and the effectivencss of the training
program, as well as training delivery and rclated logistics. Additional details

follow: , ﬂ*@&
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Sub-task 4a. Conduct of Tralning Needs Analysis

The Consultant shall conduct 8 TNA for each of the following groups:
1. Master Trainers

The Apency shall identify officers to undergo Masters Training with the BTMS
Coniractor. Selection of the Master Trainers shall be done based on their
functions (i.e, Registration, Filing, Payment, Audit} and their geographical
location {based on their assigned ROs}.

The Consultant shall conduct a TNA for Master Trainers that will assess their
level of knowledge of their assigned functional area, as well as fheir presentation
and training delivery skills,

2. Exdl Users

Majority ol (ke end uscrs to be trained for BTMS are already users of the
different e-Budget systems, hence a sufficient level of comfort in the usc of
compuiers and transactional inlormation systems is expected for majority of the
trainess. However, the complex nature of BTMS and organizational changes in
an Agency due fo the Rationalization Plan may introduce the expansion of the
end-user base to include government employees who had previously no access to
the different e-Budget systems.

The Consultant shall conduct 8 TNA for end-users that shall assess their capacity
for use of automated transactional systems as opposcd to manual systems.

3. Application Administrators

The Agency shall identify officers and staff who shall undergoe fraining by the
BTMS Contractor to become Application Administrators,  Application
Administrators shall be responsible for dealing with end users who are facing
technical or process problems/querics with BTMS.

The Consuitant shall conduct a TNA for Application Administrators that shall
assess their knowledge of the funclional arca they are assigned to and their
undcerstanding of the system administration features.

The TWNA shall also assess their soft skills that will make them more effective in
dealing with end users, which may include telephone etiquette, requirements
elicitation, customer service, e,

4. Service Desk Staif

The Agency shall identify its service desk staff who shall underge training by the
BTMS Contractor. The TNA for Service Desk staffers shall assess their
knowledge of their functional areas, telephone and written communication skills,
and provide customer service capacity.
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Snb-task 4b. Design of the Training Curriculum

The training program shall include the following;

1. Master Trainers’ Training. As noted above, it is the responsibility of the
BTMS Contractor to provide the training to the Master Trainers,

The Consuttant shall desipn and develop additional training programs for the
Master Trainers which may include:

+ Presentation skills training

= Facilitation Skills

« Principles of adult learning and practical techniques on application.

The Consultant shall also review and evaluate the Instructor Guide and
Presentation Slides being used by the BTMS Contractor and shall make
revision t¢ improve these training materials. The Consultant shal! also design
and develop the Participant Guide (snd other training materials required) and
evaluation tools that shall e used during the End User Training.

2. End User Training. [t bears stressing that end user trainings on BTMS will
be conducted by the Agency Master Traincrs using the improved Instructor
Guide and Presentation Slides and the Participani Guide and evaluation tools
dcveloped by the Consultant.

Based on the TNA, however, the Consultant shatl design and develop
additional trainings or workshops that will help end-users understand and
accept the changes brought about by BTMS.

3. Applir:atiuﬁ Administration Training. It is the responsibility of the BTMS
Contractor to provide the training to the Application Administrators.

The Consultznt shatl design and develop additional training programs for the
Application Administeators which may include:

« Communication Skills

» Regquirements Elicitation

« {Customer service orientation, including: handling of complaints, dealing
with difficult customers, guidelines on how to handle phone inquiries, and
proper email communication,

The Consaltant shall alse provide training on the use of training materials and
guides devcloped for the Applicalion Administrators.

4. Service Desk Training, It is the responsibility of the BTMS Contractor to
provide the fraining to the Service Desk Staff.

The Consultant shall design and develop additional fraining programs for the
Service Desk Staff which may include:

» Communication Skills (such as tclephone etiquette)
» Requirements Elicitation o
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+ Customer service onentation, including: handhing of complaints, dealing
with difticult customers, gnidelines on how to handle phone inquiries, and
proper email cominunication.

The Consultant shall also provide training on how to use the FAQs and
Process and Escalation Guides,

Sub-tuvk 4e. Definition of Traluing Schedule and Other Logistical
Reguirements.

1
The Training' Plan will provide details regarding resources, Inilsstones,
timelines, evaluation methods, measures of success, ele, covering:

1. Logistics (schedules, venues/locations, instructors, lists of trainces, cte.) and
other details for the delivery of BTMS training to the agencies.

Specifically, schedule of end-user training should be synchronized with the
BTMS roll out target dates. As of June 2017, the roll out target dates are
provided in the table balow,

Target Dae
Phasc 11 Budget Cxecution June 2017
Phase 11 T | Trea sury Management Septemnber 2017*
Phase 1V Budgel Managernent MNovember 2017*
| Phase V BTMS Lufegrated Solution | January 2018+

* Target dates may change subject to confract implementation.

2, Caordination with the appropriate offices from the different agenciss (such as
HR, regional offices, etc.)

3. Training tcu?:ls {inclhuding distance learning training tools, when appropriate),
and '

4. Training equipment, including laptops, training server, projector, printers, ete.
as needed to support the training component of the rollout of BTMS.

Note: the training equipment (i.e. comnpulers, internet connection, projecter,
printers, etc) and the training venue shall be provided by the agency. In
exceptional cases, if the agency is unable to provide an adequate facilify for a
given session, the Consultant may be required to identify the venue and make
recommendations to the BTMS-PMO andfor the agency on facilities which
may have characteristics suflicienl for the scssion’s requirements, as well as
support logistical arrangements to ensure (he availability of venues. BTMS-
PMO andfor the agency will be responsible for making payment to rent these
facilities, and these amounts should not be included as part of the
Consultant’s Price Proposal.
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Suh-task 4d. Desipn of the Training Evaluation Pluu

The Censultant shall design and develop a Training Evaluation Plan and reguire
that BTMS users evaluate the training they receive. Resulis of the evaluations
shall be used for improvement of the fraining activiies and materials in
succeeding training activitics.

Deliverable: Training and Evaluation Plan

Az previoushy noted, Consultant shall be provided slots in the Master’s Traming to
be conducted by the BTMS Contractor. With this iraining, the Consultant is
expected fo acquire the basic knowledge and skills to design and develop the
Participant Guides (for the end user training) and ali the training lools required to
implement the Training Cuwrriculun and goide materials for the use of the
Application Administrators and Service Desk Staff. The training materials and
euides shall include:

1. Participant Guides for the end user training

2. Memory joggers for the Master Trainers, End-users, Application
Administrators, ang Service Desk staff

3. Training manuals for soft skills training provided to Master Traincrs,
Application  Administraters and Service Desk staff

4, FAQs lor the usc of the Service Desk {and which may be distnbuted Lo

end- USErs)

5. lFunctional cheat sheets tor the use of the Service Desk

6, Scripts and guides for the use of the Service Desk

The Consultant shall also review the Instructor Guides and other materials
developed by the BTMS Contractor and improve on these matcrials to maximize
the application of adult learning principles, and improve the usability of the
training.

Considering the task to be accomplished, it is thus recommended that Consultant’s
personnel who will be assigned to attend the Master’s Training shall have the
following minimum qualifications:

. Collepc degree

. At leasl five (5} years” work experience as an instructional designer

. Has underiaken at least three (3) similar projects as trainer or
facilitator

Deliverahle: Training Materials and Service Desk Guides
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The Consultant shall coordinate with the agency through the BTMS-PMO for the
gxecution of the Change Management activities (including communication,
training, ete.) af each location to avoid conflicts with ofher activities,

The Consultant shall:

1. Coordinate with the agency for the use of any of the agency’s facilities,
including venues and equipment;

If the training venue and eguipment cannot be provided by the agency, assist
the agency and BTMS-PMO in meking logistical arrangements such as renting
the external facilities and equipment (e.g. rental of meeting rooms, audio-
visnal equipment) and processing the necessary paperwork that complies with
the relmbursement policies of the agency;

2. Coordinaie with BTMS Contractor on provision of frainings to Application
Admimstrators and Service Desk Staff;

3. Coordinate with Master Trainers on provision of end-user trainings;

4. Coordinale with participants reparding activities and schedules, including
sending of reminders via e-imail or SMS on training dates.

Deliverahte: Mfﬂnthly Progress Reports

. 5 & Trathtng Plan
The Cﬂ]‘!bu]tﬁnt ‘shall 1rnplcmcnt the Trammg Plan as approved under Task 4,

The Consultant shall provide training based on the approved TNA conducted for
the following groups:

1. Master Trainers

The Consultant shall provide the soft skills fraining to the Master Trainers as
identified and approved in the Training Plan.

The Consultant shall evaluate the trainings conducted by the BTMS Contractor
tor the Master Trainers.

2, End Users

‘The Consultant shali coordinate the provision of trainings by Master Trainers to
end-uscrs, and ensure that all BTMS end-users undergo the appropriate training
and evaluation of readiness to use BTMS.
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The Consultant shall evaluate the trainings conducted by the Master Trainers to
the cnd users.

3. Application Administrators

‘The Consultant shall provide fhe soft skills training to the Application
Admimnistrators as identified and approved in the Training Plan. ‘The Consultant
shall also provide training on the use of training maierials and guides developed
for the Application Administrators.

The Consuliant shall coordinate the provision of trainings by the BTMS
Contractor to the Application Administrator.

4. Service Desk staffers

The Consultant shall provide the soft skills training to the Service Desk Staff as
identitied andjapproved in the Training Plan. The Consullant shall also provide
training on the use of training materials and gnides, and SLA monitoring guides
and tools developed for the Scrvice Desk Staff.

The Consultant shall coordinate the provision of trainings by thc BTMS
Contractor to the Service Desk Staff.

Based on cvaluaticn results, the Consultant shall make modifications to the
training tools, design, and delivery for improvement and fo address any issues
surfaced by the cvaluation.

The training scheduls shall coincide and needs to be completed belore {or about
the same time) as the BTMS modules are tolled out, The Consultant shall refer to
the BTMS Workplan and the BTMS Training Plan to assist in crafling the fraining
schedules.

Deliverable: Moenthly Progress Reports; Final Training Reports for Phase II,
Phase ITI, Phase IV, and Phasc V; and a Succession Paper on how to ¢ensure
BTMS Sustainability

GRSt
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The Consultant shall coach and mentor the Service Desk Staff to enable the
Service Desk Staff to provide the following functions:

1. Implement the approved Service Desk Plan;
2. Provide first-level assistance to basic inquiries regarding BTMS, including:

a.Basic technical queries, such as logging in and out ol the sysiem and other
similar troubleshooting with regard to BTMS access and use;

b.Basic syétﬁm (ransactions, to he defined with the BTMS Supplier;
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c. Inquiries on implementation schedules as they affect the end-users;

3. Act as a consolidator fer B IMS-related inquiries, providing the reguired
responses when availzble (see previous item on first-level assistance) or
escalating the inguiries to BTMS Supplicr, other offices (e.g. ICTSS, PMO), as

may he necessary.

Conduct outgoing campaigns to manage upcoming activities or as a means of
broadcasting specific messages;

The Consultant shalt provide tools to monitor compliance to agreed SLAs.

Deliverable: Monthly Progress Reports

VIL DELIVERABLES AN PAYMENT SCHEDUILE

No. Dreliverable Description DNue date Approximate
%o of
Contrzct
_Price
i Inception Report | As described in lfem 111 30 days after 5%
Scope of Services and Commencement Date
Deliverablos
2 Communications | As described in Item I11 15 days after 5%
Flan Beope of Services and acceptanes of
Deliverables Inception Report
3 Training and As deseribed in Tiern 1T 15 days after 5%
Evaluation Scope of Services and acceptance of
Flan Deliverables Inception Report
4 Monthly Progress | Progress reporis on the End of every manth 60%
Reports: implementation of the
: Communications Plan, the (5% per
Training Flan, Training month)
Coordination, and
operation of the Service
Desk
5 Training Final Training Feporl on 10 days atter Conduct 3%
Repert for Phase II of Training.
Phase It
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& Trainingi BEeport Final Training Report an 10 days after Conduct 3%
for Phasc 111 Fhase IIi of Training.
¥ ‘I'raining Report Final Training Report on 10 days atter Conduct 5%
for Phase IV Phase [V of Training.
3 Training Report Final Training Report on 10 days atter Conduct 5%
for Phase V Phase V of Training,
g Final Report Summury Report of all End of the Contract 5%
artivities should include a
compendium of all final & months before end
deliverables of the assignment
e Paper Paper on how to ensure
B1MS Sustainability

VIIL. CHANGE MANAGEMENT QUALIFICATIONS (FIRM)

The Consultant shall be a firm with experience of at least three (3) iull-cycle
information systems implementations and has & minimum of ten (10) ycars of
experience in orpanizational change management.

Managed by one main Change Management Expert/ Team Leader, there shall be
two working teams: one handling the pilot group, and the other handling the roll-
out group. Additional pesitions (including suppurt staff, subject matter experts,
ete.} deemed necessary may be proposed. Curriculum Vitae (CVs) shall be
submitted for all key positions whether identified herein or proposed as additional
position. Subinission of CVs is optional but preferred for non-key positions.

The Cnnsu]tunf shali be a firm which shall fill the following key positions with
full-time personnel meeting the minimum gualifications set for each position as
stated:

Key positions Qualifications
Team Leader * Filipino / a Cilizen
-1 position . *  Holds a Master's Degree in s relevant subject; ideally in

Economics, Finance, Accounting, or Public Administration

*  DMinirnum of 15 years practical experience, and with relevant
experience of Public Financial Management reforms in one or
more of the folowing felds: budgel ciecution, accounting and
fiscal reporting; treasury systems, cash management, and debt
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management; legal framework for budgeting, ircasury, and
fiscal managenient; internal control and internal andit; external
control and external audit; and financial management
information systems. An experience in the govermment or an
advisory pesition within an advisory agency in the Governmenl
of the Philippines is a plus.

* Deep understanding of the current challenges of the
Governmment of the Philippines

* Significant experience with change management, including
organizalions, people, policy, processes, and legal framework

+  Blrong communication skills and interpersonal skills

*  Ability to work as part of a team and mairtain effective and
cooperative relations wilh government officials and other
stakeholders

*  Fiuent in the English and Filipino language

Change Management * Filipino f a Citizen
EKPEHSI _ ; * Holds a Bachelor's Degree in a relevant subject; ideally in
— 4 positions Economics, Finance, Accounting, or Public Administration

*  Minimum of 7 vears practical experience of Public Financial
Management reforms in one or more of the following fields:
budget execution, accounting and fizcal reporling; treasury
systems, cash management, and debt management; legal
framework for budgeting, treasury, and fiscal management;
internal control and internal avdit; cxtemal conirol and extemal
audif; and financial management systems. An experience in the
government or an advizory position within an oversight agency
in the Government of the Philippines is a plus.

*  Deep understanding of the current challenges of the
Government of the Philippines

*  Experience with change managerent, including organizations,
people, policy, processes, and legal framework

*  Strong communication skills and interpersonal skills

*  Ability to work as part of a teatn and maintain effective and
cooperative relations with government officials and ofher
stakeholders

*  Fluent in the English and Filipino language

EX. RETPORTING AND WORKING ARRANGEMENTS

1. The Consultant shall report to the BMTS Steering Committes Chair and PFM
Committee Chair, DIBM Undersecretary Laura B, Pascua, to the DBM Chief
Information Olficer, Undersecretary Lilia C. Guillermo, and to the Concurrent
Head of the Budget Information and Training Service, DBM Assistant
Secretary Amelita D. Castillo, Budget Policy and Sirategy Group.

¥
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2. The Consultant shall coordinate and work closely with the BTMS Steering
Comunitiee members, PFM Committee, Senior Officials at oversight agencies
{DBM, Bir, and COA), Senior Officials at National Government Agencies
being rolled out to, third party consultants {e.g. PFMP, FPI), Government
paciners {Procurement Service, DICT, DOST-ASTL, BIR, BOC, BSF, PCHC,
Landbank, etc.) and other relevant sfakeholders.

3. The Consultant shall coordinate and work closely with the BTMS Project
Manager and Assistant Project Manager, the BTMS Project Management
Office, and the Budget Information and Training Service who shall ensure that
information, management and staff assistance are available to the Consultant.

4. The Consultant shall coordinate and work closcly with the BTMS Contraclors
to ensure that all the training matenals are updated and synchronized with the
latest BTMS version.

5. The DBM Si]ﬂll provide the Consultant with a work area with infernet access
during office hours for the duration of the project,

£, Otfher resources such as office equipment, supplies and other logistical
requirements to complcte/deliver the scope of services shall be provided by the
Consultant.

OTHER ITEMS

A, Disclaimer

There will be no employer-employee relationship between the DBM and the
Consultant, nor between the former and the apents of the latter.

B. Property of DBM

Any and all works (including gource codes) resulting from the engagement as
originating from this TOR shall he the sole property of the DBM which shall
be larned over whenever required by the DBM.

C. Warranty ;

The Consultant warrants that its personnel arc properly supervised, and legally
and technically competent to provide and conduct the required scope of work
as originating from this TOR. The DBM may demand for replacement of the
Consultant’s personnel if the porformance and/or knowledge level is found
below the expectation for the required services,
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ANNEX T

ELIGIETLITY DOCUMENTS SUBMISSION FOoRM

fatef

Depariment of Budget a;nd Management
Bids and Awards Committee
Building III, Gen. Solano S1.

San Migue!, Manila

Ladies/Gentlemen:

In connection with vour Request for Expression of Interest dated fimsert dutef for
Change Management Consultancy Scrvice, fNume of Consultantf herehy expresses interest in
parlicipating in the eligihility and short lisling for said Project and submits the attached
eligibility documents in compliance with the Eligibility Documents therelor.

1n line with this sibmission, we certify that;

a)  fName of Consuftant] is not blacklisted or barved from bidding by the GOP or
any of its agencies, offices, corpurations, or LGUs, including foreign
government/forcign or interational financing institution whose blacklisting rules
have been recognized by the Government Procurement Policy Board, and that
cach of the documents submit; and

b}  Each of the documents submitied herewith is an authentic copy of the original,
complete, and all statements and information provided therein are trug and
correct,

We acknowledge and accept the Procuring Entity’s right to inspect and audit ali
records relating to our submission frrespective of whether we are declared eligibic and short
listed ot oM.

Yours sincerely,

Signature

Name and Tile of Authorized Signalory
Name of Consultant

Address

Blr
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Business Mame:

Statement of all Government and Private Confracts
Completed whichk are Stmilar in Nature

Business Address:

ANNEX C

Mame of Cllent

Date of the
Contract

Kinds of Consultiog

Services

Amount of Contracy

Date af
Delivery

End [ier’s Acceplance
ar Official Heceipt{s)
Tesucd firr the Canlbraet

{Trovernment

\Private

Submited by

Designation

Pate

Tnstruetions:

{Prmted Name and Signature)

a) Projects should be completed within the two (2) years immediately preceding August 1, 2017,

If there ane wors than oventy (20) similar completed contracts in & year, state at
least 20 completed contracts lor said year.
1T there are 20 or 1ess similar completed contracts in & vear, slate all completed

b} Completed contract:
(1)
(i)
coniracts for satd year.
(i)

If thete is no similar completed confract in a yoar, state none or equivalent term.
"I'his shall not be a hasis for disqualification.
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ANNEX D

List of all Ongeing Governmient and Private Contracts Including
Contracts Awarded but not yet Started

Business Name:
Business Address:

Maine of Cllewt Date of the Kitnds of Yulue of Date of Delivery
Contract Conzvlfing Outstanding
Services Canltracls
Ciovermment
Urivale
Submitied by
{Printed Mams: and Signature}
Designation
Bate
Instructions:

i.  State all ongoing contracts including those awarded bul nol yet staried {government
and private contracts which may be similar or not similar te the project being hidded)
prior o August 1, 2017,

ii.  Ifthere is no ongeing contract including awarded but not yet started as of the
aforementioned period, skiate none or couivalent term.
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ANNEX E

STATEMENT OF THE CONSULTANT’S NATIONALITY

Department of Budget and Management
Bids and Awards Commities

Building HI, Gen, Solano St.

San Migued, Manila

Ladies/Gentlemen:

In compliance with the requirements of the Department of Budget and Management —
Bids and Awards Committee (DBM-BAC) for the bidding of the Change Management
Consultancy Service, fAve hereby declare the following:

[. [Select one and delete the rest].

[ domestic entity consulfant] That (Neme of the comsultant) iz a domestic sofe
proprietorshipiparinership/corporation/fioint veniure organized or formed under the
laws of the Philippines;

LI foreign enfity consulianf] That (Name of the conswltant) is a foreign sole
proprietorship/parinership/corporationsjoint venture organized or formed under the
laws of the (Name of the country);

FIf forefzn entity canswltant] That (Name of the consuftani) is registered wilh the
Securities and Exchanpge Commission and/or eny agency authorized by the laws of the
Philippines;

2. That the following arc/is the proposed Personnel:

MName of ;'.r{ipuseﬂ Proposed Position Nationality Froof of
Personnel Identifigption
1. Team Leader

2, Change Management Expart 1

3 Change Management Bxpert 2

4, Change Management Expert 3

3 Change Management Export £

3. That attached herewith are the Curriculum Vitae of the above-mentioned personnel
fAnnexies J; and
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4, That the undersigned isfare the authorized representative/s for this public bidding as
evidenced by herewith attached notarized authority.

Very truly yours,

Signature: o
Name and Title of Authorized Signatory:
MName ol Consultant/Company:
Address: . Contact No/s.

{Note: Please attach the notavized authority of the censulfant’s representative for
the public bidding for this profect) ‘3‘!‘
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FORMAT OF CURRICULUM VITAE {CV)} FOR PROPOSED PROFESSIONAL STAFF

FIRM'S PROFILE

Warae of Firm

Form of Organization Year Establishcd

Business Address

Principal Contact Person

Telephone Number Fax MNumber - Email

(General Deseriplion and Techoaical Capabilitics
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Field of Specializaiion and Type of Services

Field Scrvice Provided

Expericnee {No. of Years)

Counpany Officers and Key Personoel

Name Positian Edueation

txperlise Years with

Firm

Ape

Cureetl Mumber of  Personnel

wumber

Tasition Full time

Part time Tatal
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Aovards, Cetlifcalions, Eeleval Distiactions

Mame

Given By

Date

Signature:

Natne and Title of Authorized Signatory:
Name of Consultant/Company.
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CURRICETLUM VITAE (CV) FOR FROT'OSED KEY PROFESSIONAL: STAFF

Proposed Teann:

Plegse cfieck:

(]

Key Personne!

[]

Staff

MName of Positien:

Personal Intormaion

Compuny Name

Work Experience gsoars fom

Inclusive Datos

From Ta

Fli Care oo el .’r_i_l e

Tokal

{Years, Manifiz)

Position Tits

Wame of Staff
Address Conlagt Wo, Email Address
Drale of Birth Citizenship Civil Statis

Actual Puties and

Responsibilitics
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Corrent Wockload tiucbede vwerkfnod ar profeces fivur atfer Comgoangs

Inclusive Dates Tokal
Actual Dutigs and

Company Name Posinon Title

Hesponsibililics
From To {Tears, Momifis)

Relevant Vemining isears fiemr e s reecits

Inclusive Dates

Mo, ol

Conducted f

Hours
Course Title Fram To Location Sponsored by
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Edocslion (st frowr ffur mross vocent)

Inclpsive Drates

Schanl Frgm Ta

Degres Conrss

Scholarships ! Academic Honors

Received

Ceatificates, Other  Credentials

Tiile

Date Hecetved

Coertification:

I, the undersigned, certify that to the best of my knowledge and belief, these data coirectly
deseribe e, my qualifications, and experience.

Signatore
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