RFQ-SVP-2026-001

REPUBLIC OF THE PHILIPPINES
DEPARTMENT OF BUDGET AND MANAGEMENT
REGIONAL OFFICE VIII
VILLA RUIZ, BARANGAY 77, MARASBARAS, TACLOBAN CITY

REQUEST FOR QUOTATION (RFQ)

Delivery of Clerical Services for the months of February to December 2026

January 21, 2026

The Manager

Dear Sir/Madam:

Please quote your price for the item specified below, taking into consideration the following:

10.

PROCUREMENT TERMS & CONDITIONS

The Total Approved Budget for the Contract (ABC) is Three Hundred Twenty-Two Thousand One
Hundred Ninety-Nine Pesos only (P322,199.00)

Price quotation should be inclusive of tax obligations

Evaluation of bids will be conducted on a “per lot” basis.

Delivery period is from February 1 to December 31, 2026 at the DBM-Regional Office VIII, Marasbaras,
Tacloban City.

If awarded the contract, processing and payment shall be made within three (3) working days upon
receipt of Billing/Statement of Account.

Refusal to accept an award maybe ground for imposition of appropriate sanctions under Sec. 69 of the
IRR of RA 12009.

Failure of the supplier to deliver goods and render services under the contract within the specified
delivery schedule shall be liable for damages for the delay pursuant to Sec. 71.1.4 of the IRR of RA
12009.

The Head of the Agency reserves the right to reject any and all bids, declare a failure of bidding or not
award the contract per Sec. 70 of the same IRR

This RFQ must be duly filled out supported with the following documents, and the same must be
sealed and submitted manually/on-site or through courier not later than January 27, 2026 @ 9:30
AM, DBM Bundy Clock Time:

a. 2026 Mayor’'s/Business Permit, but if not yet available, the recently expired Mayor's/Business
Permit with official receipt of renewal application, subject however submission of 2026
Mayor’'s/Business Permit before issuance of Notice of Award;

Notarized Omnibus Sworn Statement (OSS) using the attached prescribed format;

Bid Form and Price Schedule using the attached prescribed format;

Technical Specifications; and

Schedule of Requirements.

Q20U

The supplier’s PhilGEPS Registration Number must likewise be indicated at the 2" page of this
RFQ.

Address of bid submission:

FLORITA M. LACDO-0O, BAC Chairperson
DBM-Regional Office No. VI
Villa Ruiz, Marasbaras, Tacloban City
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KIERRO CLéIE%T T. VERALLO

Canvasser

RFQ-SVP-2026-001

M. LACDO-O

4\/Cﬂairperson

Q @%&‘/ﬁm

I have read and understood the Procurement Terms & Conditions. By signing t

and bind myself to the Terms & Conditions indicated in this RFQ.

Delivery of Clerical Services for the months of February to December 2026.

V{S quote,ll hereby agree

Lot | Qty

Unit

Particulars

ABC

BID PRICE

u/P 1\ Total

| Amount

1 1

clerk

Delivery of Clerical Services for the months of
February to December 2026

Annexes:

1. Special Conditions of Contract
2. Schedule Requirement

3. Technical Specifications

4. Price Schedule

Delivery Period: February 1 to December 31, 2026.

322,199

322,199

Please fill-out this portion LEGIBLY and COMPLETELY:

Signature over Printed Name of
Authorized Representative: Date:

Position in Firm:

Business Address:

Contact No.:
PhilGEPS Registration No.
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Section I. General Conditions of Contract

Notes on the General Conditions of Contract

The GCC in Section IV, read in conjunction with the SCC in Section V and other documents
listed therein, should be a complete document expressing all the rights and obligations of
the parties.

The GCC herein shall not be altered. Any changes and complementary information which
may be needed shall be introduced only through the SCC in Section V.




1)

2)

3)

4)

5)

General Terms
In this Contract, the following terms shall be interpreted as indicated:

a) “The Procuring Entity” means the organization purchasing the Goods, as hamed in
the SCC.

b) “The Supplier” means the individual contractor, manufacturer distributor, or firm
supplying/manufacturing the Goods and Services under this Contract and named in
the SCC.

c) The “Funding Source” means the organization named in the SCC.
d) “The Project Site” where applicable, means the place or places named in the SCC.
Corrupt, Fraudulent, Collusive, and Coercive Practices

Unless otherwise provided in the SCC, the Procuring Entity as well as the Bidders,
Contractors, or Suppliers shall observe the highest standard of ethics during the
procurement and execution of this Contract. Further the Funding Source, as appropriate,
will seek to impose the maximum civil, administrative, and/or criminal penalties available
under the applicable law on individuals and organizations deemed to be involved with
any of the practices mentioned in ITB Clause 3.1(a).

Inspection and Audit by the Funding Source

The Supplier shall allow the Funding Source to inspect its accounts and records related
to the performance of its obligations. If the Funding Source requires a separate audit, it
shall appoint its auditor and bear the cost thereof.

Governing Law and Language

4.1 This Contract shall be interpreted in accordance with the laws of the Republic of
the Philippines.

4.2 This Contract has been executed in the English language, which shall be the
binding and controlling language for all matters relating to the meaning or
interpretation of this Contract. All correspondence and other documents pertaining
to this Contract exchanged by the parties shall be written in English.

Notices

5.1 Any notice, request, or consent required or permitted to be given or made pursuant
to this Contract shall be in writing. Any such notice, request, or consent shall be
deemed to have been given or made when received by the concerned party, either
in person or through an authorized representative of the Party to whom the
communication is addressed, or when sent by registered mail or electronic mail,
to such Party at the address specified in the SCC, which shall be effective when
delivered and duly received, as may be applicable.

5.2 A Party may change its address upon notice pursuant to the provisions listed in
the SCC.



6)

7)

Scope of Contract

6.1

6.2

The Goods to be provided shall be as specified in Section lll. Schedule of
Requirements.

This Contract shall include all such items, although not specifically mentioned, that
can be reasonably inferred as being required for its completion as if such items
were expressly mentioned herein. Any additional requirements for the completion
of this Contract shall be provided in the SCC.

Subcontracting

7.1

For subcontracting arrangements, the following rules shall apply for both locally-
funded projects and projects financed through Official Development Assistance,
except those covered by treaty, or international, or executive agreements.

a)

The subcontracted portion of the contract shall be subject to the approval of
the HoPE and the following conditions:

i) The subcontracted portion shall not exceed twenty percent (20%) for
Goods, or a different percentage on a per project basis, as approved
by the GPPB. The threshold percentages fixed herein shall be subject
to the periodic review and adjustments as may be deemed appropriate
by the GPPB; and

ii) The subcontracted portion shall be limited to components that are not
deemed "significant or material" to the Project, as determined by the
Procuring Entity.

Subcontracting arrangement, if allowed, including the time of submission of
the eligibility documents of the subcontractor, shall be disclosed in the
Bidding Documents;

Subcontractors must meet the eligibility criteria and submit the same
eligibility documents as the general contractor.

Failure of a subcontractor to meet the eligibility criteria does not affect the
eligibility of the general contractor for the procurement project. In such case,
the portion intended to be subcontracted to the ineligible subcontractor shall
be assumed by the general contractor;

The general contractor shall remain liable for the subcontractor’s actions,
defaults, delays, and negligence;

The general contractor and the subcontractor are obliged to comply with the
provisions of the contract and shall share liability, jointly and severally, in
cases of violation of safety standards or other labor standards insofar as the
subcontracted portion is concerned; and



8)

9)

10)

f) For purposes of post-qualification in accordance with its objective and
process under the IRR, the value of the entire completed and accepted
Project, including the subcontracted portion, shall be credited as experience
of the general contractor. In the case of the subcontractor, the following rules
shall apply:

i) The subcontractor shall get credit for one hundred percent (100%) of
the value of the subcontracted portion of the project performed; and

i) Subcontractors shall be eligible to concessional windows of GFls that
treat receivables from the government as loan security; the receivables
of subcontractors due from their general contractor shall similarly be
accepted as loan security by GFls.

Procuring Entity’s Responsibilities

8.1  Whenever the performance of the obligations in this Contract requires that the
Supplier obtain permits, approvals, import, and other licenses from local public
authorities, the Procuring Entity may assist the Supplier in complying with such
requirements in a timely and expeditious manner.

8.2 The Procuring Entity shall pay all costs involved in the performance of its
responsibilities in accordance with the Scope of Contract.

Prices

9.1 For goods and services covered under this Contract, as awarded, all bid prices
shall be deemed fixed and not subject to price escalation during contract
implementation, except as otherwise provided in the succeeding provisions.

9.2 Prices charged by the Supplier for Goods delivered and/or services performed
under this Contract shall not vary from the prices quoted by the Supplier in its bid,
unless there is a change in price resulting from Amendment to Order issued in
accordance with GCC Clause 28.

Advance Payment

10.1 For Goods sourced from within the Philippines, advance payments may be made
as follows:

a) A single advance payment not to exceed fifty percent (50%) of the contract
amount shall be allowed for contracts entered into by a Procuring Entity for
the following services where the requirement of down payment is a standard
industry practice: 1) hotel and restaurant services; 2) use of
conference/seminar and exhibit areas; and 3) lease of office space;

b) Advance payment not to exceed fifteen percent (15%) of the contract
amount, unless otherwise directed by the President, shall also be allowed
for procurement of goods required to address contingencies arising from
natural or man-made calamities in areas where a “State of Calamity” has
been declared by appropriate authorities; and

c)  Upon submission of an irrevocable Letter of Credit (LoC) or bank guarantee
issued by local bank, advance payment not exceeding fifteen percent (15%)
of the contract amount shall be allowed and paid to the Supplier within



11)

10.2

10.3

sixty (60) calendar days from the signing of the contract. The irrevocable
LoC or bank guarantee, which must be for an equivalent amount, shall
remain valid until the goods are delivered, and accompanied by a claim for
advance payment.

For Goods supplied from abroad, unless otherwise indicated in the SCC, the terms
of payment shall be as follows:

a) Upon Contract Signing: Fifteen Percent (15%) of the Contract Price shall be
paid within sixty (60) days from signing of the Contract and upon submission
of a claim and a bank guarantee for the equivalent amount valid until the
Goods are delivered and in the form provided in Section VIIl. PBD Related
Forms.

b)  Upon Delivery: Sixty-five percent (65%) of the Contract Price shall be paid
to the Supplier within sixty (60) days after the date of receipt of the Goods
and upon submission of the documents (i) through (vi) specified in the SCC
provision on Delivery and Documents.

c)  Upon Acceptance: The remaining twenty percent (20%) of the Contract Price
shall be paid to the Supplier within sixty (60) days after the date of
submission of the acceptance and inspection certificate for the respective
delivery issued by the Procuring Entity’s authorized representative. In the
event that no inspection or acceptance certificate is issued by the Procuring
Entity’s authorized representative within forty-five (45) days of the date
shown on the delivery receipt, the Supplier shall have the right to claim
payment of the remaining twenty percent (20%) subject to the Procuring
Entity’s own verification of the reason(s) for the failure to issue documents
(vii) and (viii) as described in the SCC provision on Delivery and Documents.

All progress payments for Goods shall first be charged against the advance
payment until the latter has been fully exhausted.

Payment

11.1

11.3

Payments shall be made only upon a certification by the HOPE that the Goods
have been delivered in accordance with the terms of this Contract and have been
duly inspected and accepted. Except with the prior approval of the President, no
payment shall be made for services not yet rendered or for supplies and materials
not yet delivered under the Contract.

The Supplier's request(s) for payment shall be made to the Procuring Entity in
writing, accompanied by an invoice describing, as appropriate, the Goods
delivered and/or Services rendered, and by documents submitted pursuant to the
SCC provision for GCC Clause 6.2, and upon fulfilment of other obligations
stipulated in this Contract;

Pursuant to GCC Clause 11.2, payments shall be made promptly by the Procuring
Entity after submission of an invoice or claim by the Supplier. Payments shall be
in accordance with the applicable accounting and auditing laws, rules and
regulations.

Unless otherwise provided in the SCC, all payments to the Supplier under this
Contract shall be in Philippine Peso;



12)

13)

14)

11.5 Unless otherwise provided in the SCC, payments using LoC is allowed. For this

purpose, the amount of provisional sum shall be indicated in the SCC. All charges
for the opening of the LoC and/or incidental expenses thereto shall be for the
account of the Supplier.

Taxes and Duties

The Supplier, whether local or foreign, shall be entirely responsible for all the necessary
taxes, stamp duties, license and permit fees, and other such levies imposed for the
completion of this Contract.

Performance Security

13.1

13.2

13.3

13.4

13.5

Within ten (10) calendar days from receipt of the Notice of Award from the
Procuring Entity, but in no case later than the signing of the contract by both
parties, the successful Bidder shall furnish the performance security in any the
forms prescribed in the ITB Clauses 31.2 and 31.3.

The performance security posted in favor of the Procuring Entity shall be forfeited
in the event it is established that the winning Bidder is in default in any of its
obligations under the contract.

The performance security shall remain valid until issuance by the Procuring Entity
of the Certificate of Final Acceptance.

The performance security may be released by the Procuring Entity and returned
to the Supplier after the issuance of the Certificate of Final Acceptance, subject to
the following conditions:

a) There are no pending claims against the Supplier or the Surety Company
filed by the Procuring Entity;

b)  The Supplier has no pending claims for labor and materials filed against it;
and

c)  Other terms specified in the SCC.

The Procuring Entity shall allow a proportional reduction in the original
performance security in case of a reduction in contract value, provided that any
such reduction is more than ten percent (10%) and that the aggregate of such
reductions is not more than fifty percent (50%) of the original performance security.

Use of Contract Documents and Information

14.1

14.2

The Supplier shall not, without the Procuring Entity’s prior written consent, disclose
this Contract or any specification, plan, drawing, pattern, sample, or information
furnished by or on behalf of the Procuring Entity, except for purposes of performing
the obligations therein. Any such disclosure shall be made in confidence and shall
extend only as far as may be necessary for purposes of such performance.

Other than this Contract, any document enumerated in GCC Clause 14.1 shall
remain the property of the Procuring Entity. All copies shall be returned to the
Procuring Entity upon completion of the Supplier's performance under this
Contract, if so required by the Procuring Entity.



15)

16)

17)

Standards

The Goods provided under this Contract shall conform to the standards mentioned in
the Section IV. Technical Specifications. When no applicable standard is mentioned, the
Goods shall comply with the latest authoritative standards appropriate to its country of
origin.

Inspection and Tests

16.1 The Procuring Entity or its representative shall have the right to inspect and/or to
test the Goods to confirm their conformity to the Contract specifications at no extra
cost to the Procuring Entity, other than that specified under ltem 16.3 below. The
SCC and Section IV. Technical Specifications shall specify what inspections and/or
tests the Procuring Entity requires and where they are to be conducted. The
Procuring Entity shall notify the Supplier in writing, in a timely manner, of the
identity of any representatives retained for these purposes.

16.2 If applicable, the inspections and tests may be conducted on the premises of the
Supplier or its subcontractor(s), at point of delivery, and/or at the goods’ final
destination. If conducted on the premises of the Supplier or its subcontractor(s),
all reasonable facilities and assistance, including access to drawings and
production data, shall be furnished to the inspectors at no cost to the Procuring
Entity. The Supplier shall provide the Procuring Entity with the results of such
inspections and tests.

16.3 The Procuring Entity or its designated representative shall be allowed to attend
the tests and/or inspections referred to in this Clause provided that the Procuring
Entity shall bear all of its own costs and expenses incurred in connection with such
attendance including, but not limited to, all traveling and board and lodging
expenses.

16.4 The Procuring Entity shall reject the Goods or any part thereof that fail any test
and/or inspection or do not conform to the specifications. The Supplier shall either
rectify or replace such rejected Goods or parts thereof or make alterations
necessary to meet the specifications at no cost to the Procuring Entity. Upon giving
due notice to the Supplier pursuant to GCC Clause 5, the test and/or inspection
may be repeated by the Procuring Entity, at no additional cost.

16.5 The Supplier agrees that neither the execution of a test and/or inspection of the
Goods or any part thereof, nor the attendance by the Procuring Entity or its
representative to the said test and/or inspection, shall release the Supplier from
any warranties or other obligations under this Contract.

Warranty

17.1 The Supplier warrants that the Goods supplied under the Contract are new,
unused, of the most recent or current models, and with all recent improvements in
design and materials, except when the technical specifications required by the
Procuring Entity provides otherwise.

17.2 The Supplier further warrants that all Goods supplied under this Contract shall
have no defect, arising from design, materials, or workmanship or from any act or
omission of the Supplier that may develop under normal use of the supplied Goods
in the conditions prevailing in the country of final destination.



18)

19)

17.3

17.4

17.5

17.6

To ensure correction of manufacturing defects, the Supplier shall be required to
provide a warranty for a minimum period specified in the SCC. At the option of the
Procuring Entity, the obligation for the warranty shall be covered by:

a) Retention money in an amount equivalent to at least one percent (1%) but
not to exceed five (5%) of every progress payment; or

b)  Special bank guarantee equivalent to at least one percent (1%) but not to
exceed five (5%) of the total Contract Price; or

c) Other such amount, if so specified in the SCC.

The said amounts shall only be released by the Procuring Entity after the lapse of
the warranty period as specified in the SCC, or in case of Expendable Supplies,
after the consumption thereof; Provided, however, that the Supplies delivered are
free from patent and latent defects and all the conditions imposed under this
Contract have been fully met.

The Procuring Entity shall promptly notify the Supplier in writing of any claims
arising under the warranty. Upon receipt of such notice, the Supplier shall, within
the period specified in the SCC, repair or replace the defective Goods or parts
thereof, at the soonest possible time, without cost to the Procuring Entity.

If the Supplier, after having been notified on the warranty claim, fails to remedy the
defect(s) within the period specified in GCC Clause 17.5, the Procuring Entity may
proceed to take such remedial action as may be necessary, at the Supplier’s risk
and expense, and without prejudice to any other rights which the Procuring Entity
may have against the Supplier under the Contract and other applicable laws.

Delays in the Supplier’s Performance

18.1

18.2

18.3

Delivery of the Goods and/or performance of Services shall be made by the
Supplier in accordance with the time schedule prescribed by the Procuring Entity
in Section lll. Schedule of Requirements.

If at any time during the performance of this Contract, the Supplier encounters
conditions that may impede the timely delivery of the Goods and/or performance
of Services, the Supplier shall promptly notify the Procuring Entity in writing of the
fact of the delay, its likely duration and its cause(s). As soon as practicable after
receipt of the Supplier’s notice, and upon causes provided for under GCC Clause
23, the Procuring Entity shall evaluate the situation and, if warranted, extend the
Supplier’s time for performance, in which case the extension shall be ratified by
the parties by amendment of Contract.

Except as provided under GCC Clause 23, any delay by the Supplier in the
performance of its obligations shall render it liable to the imposition of liquidated
damages pursuant to GCC Clause 19, unless an extension of time is agreed upon
pursuant to GCC Clause 28.

Liquidated Damages

19.1

When the Supplier fails to satisfactorily deliver the Goods under the contract within
the specified delivery schedule, inclusive of duly granted time extensions, if any,
the Supplier, manufacturer, or distributor shall be liable for liquidated damages in
an amount equal to one-tenth (1/10) of one percent (1%) of the cost of the delayed

10



20)

19.2

19.3

goods scheduled for delivery for every day of delay until such goods are finally
delivered and accepted by the Procuring Entity.

The Procuring Entity need not prove that it has incurred actual damages to be
entitled to liquidated damages. Such amount shall be deducted from any money
due, or which may become due the supplier, manufacturer, or distributor, or
collected from any securities or warranties posted by the supplier, manufacturer,
or distributor, whichever is convenient to the Procuring Entity. In case the total sum
of liquidated damages reaches ten percent (10%) of the total contract price, the
Procuring Entity may rescind the contract and impose appropriate sanctions over
and above the liquidated damages to be paid.

If delays are likely to be incurred beyond its control, the supplier, manufacturer, or
distributor shall promptly notify the Procuring Entity in writing, providing details of
the causes and duration of the expected delay. The Procuring Entity may, at its
discretion, grant a time extension based on meritorious grounds, with or without
the imposition of liquidated damages.

Settlement of Disputes

20.1

20.2

20.3

20.4

20.5

20.6

Any dispute arising from the implementation of a contract covered by the Act and
the IRR shall primarily be resolved and settled amicably by mutual consultation or
agreement.

In case of failure to settle dispute amicably, the parties may mutually agree in
writing to resort to other modes of alternative dispute resolution (ADR) to promote
efficiency in the procurement process. Accordingly, they are encouraged to select
the most expeditious mode of ADR available.

If arbitration is chosen as the ADR method, this shall be incorporated as a
provision in the contract and referred to the Arbitrator specified in the SCC.

In case of disagreement or after exhausting the remedies provided in the
preceding Section, the dispute may be submitted to arbitration or other forms of
ADR which includes mediation, conciliation, early neutral evaluation, mini-trial, or
any combination thereof in accordance with the provisions of RA No. 9285,
otherwise known as the “Alternative Dispute Resolution Act of 2004.”

Should the Parties fail to resolve their dispute or difference by such mutual
consultation or agreement after thirty (30) days, either the Procuring Entity or the
Supplier may signify its intention to commence arbitration by giving notice to the
other Party, as hereinafter provided, as to the matter in dispute, and no arbitration
in respect of this matter may be commenced unless such notice is given.

Any dispute or difference in respect of which a notice of intention to commence
arbitration has been given in accordance with this Clause shall be settled by
arbitration. Arbitration may be commenced prior to or after delivery of the Goods
under this Contract.

Notwithstanding any reference to arbitration herein, the Parties shall continue to

perform their respective obligations under the Contract unless otherwise agreed
upon in writing.

11



21)

22)

23)

Liability of the Supplier

21.1 The Supplier’s liability under this Contract shall be as provided by the laws of the
Republic of the Philippines, subject to additional provisions, if any, set forth in the
SCC.

21.2 Except in cases of criminal negligence or willful misconduct, and in the case of
infringement of patent rights, if applicable, the aggregate liability of the Supplier to
the Procuring Entity shall not exceed the total Contract Price, provided that this
limitation shall not apply to the cost of repair or replacement of the defective
Goods.

Termination for Breach of Contract

The Procuring Entity may terminate for breach of contract when the Supplier fails to
deliver or perform any or all of the Goods within the period(s) specified in the contract,
or within any extension thereof granted by the Procuring Entity, pursuant to a request
made by the Supplier prior to the delay, and such failure amounts to at least ten percent
(10%) of the contract price, consistent with the provision of this IRR on liquidated
damages. The Procuring Entity may likewise impose appropriate sanctions therein.

Termination Due to Force Majeure

23.1 For purposes of this Contract, the terms “force majeure” and “fortuitous event” may
be used interchangeably. In this regard, a fortuitous event or force majeure shall
be interpreted to mean as an event which the Supplier could not have been
foreseen, or though foreseen, was inevitable. It shall not include ordinary
unfavorable weather conditions, and any other causes the effect/s of which could
have been avoided with the exercise of reasonable diligence by the Supplier.
Such events may include, but not limited to, acts of the Procuring Entity in its
sovereign capacity, wars or revolutions, fires, floods, epidemics, quarantine
restrictions, and freight embargoes.

23.2 The Procuring Entity may terminate this Contract and impose liquidated damages
when, as a result of force majeure, the Supplier is unable to deliver or perform any
or all of the Goods, amounting to at least ten percent (10%) of the Contract Price,
for a period of not less than sixty (60) calendar days, or earlier, as deemed
necessary by the Procuring Entity, after receipt of the written notice from the
Procuring Entity stating that the circumstance of force majeure is deemed to have
ceased.

23.3 The Supplier shall not be subject to forfeiture of its performance security, payment
of liquidated damages, or contract termination due to force majeure, provided that
the Supplier’s delay in performance or other failure to perform its obligations under
this Contract is the result of a force majeure.

23.4 If a force majeure situation arises, the Supplier shall promptly notify the Procuring
Entity in writing of such condition and the cause thereof. Unless otherwise directed
by the Procuring Entity, the Supplier shall continue to perform its obligations under
the Contract as far as may be practicable, when not prevented by the force
majeure, and shall seek all reasonable alternative means in the performance of its
obligation.

12



24) Termination for Convenience

24.1 The Procuring Entity, through a written notice sent to the Supplier, may terminate
this Contract, in whole or in part, at any time, if it has determined the existence of
any of the following conditions that make contract implementation economically,
financially, or technically impractical or unnecessary:

a)  When physical and economic conditions have significantly changed so as to
render the project no longer economically, financially, or technically feasible,
as determined by the HoPE;

b) When the HOPE has determined the existence of conditions that make
project implementation impractical or unnecessary, such as, but not limited
to, fortuitous event/s, changes in laws, and government policies;

c) When funding for the Project has been withheld or reduced by higher
authorities through no fault of the Procuring Entity; or

d)  Any circumstance analogous to the foregoing.

24.2 The Goods that have been performed or are ready to be delivered or performed
within thirty (30) calendar days after the Supplier’s receipt of Notice to Terminate
shall be accepted by the Procuring Entity at the contract terms and prices thereof.
For Goods not yet delivered, performed and/or ready to be delivered or performed,
the Procuring Entity may elect:

a) To have any portion delivered and/or performed and paid at the contract
terms and prices thereof; or

b) To cancel the remainder and pay to the Supplier an agreed amount for
partially completed and/or performed goods and for materials and parts
previously procured by the Supplier.

25) Termination for Unlawful Acts
25.1 The Procuring Entity may terminate this Contract in case it is determined prima
facie that the Supplier, including any joint venture partner therein, has engaged,
before or during the implementation of this Contract, in unlawful deeds and
behaviors relative to contract acquisition and implementation. Unlawful acts
include, but are not limited to, the following:

a) Corrupt, fraudulent, collusive, and coercive practices as defined in ITB
Clause Error! Reference source not found.;

b) Drawing up or using forged documents;

c) Using adulterated materials, means or methods, or engaging in production
contrary to rules of science or the trade; and

d) Any other act analogous to the foregoing.

13



26) Procedures for Termination of Contracts

26.1 The following provisions shall govern the procedures for termination of this
Contract:

a)

f)

Verification - Upon receipt of a written report of acts or causes which may
constitute grounds for termination as aforementioned, or upon its own
initiative, the End-User or Implementing Unit shall, within a period of seven
(7) calendar days, verify the existence of such grounds and cause the
execution of a Verified Report, with all relevant evidence attached.

Notice to Terminate - Upon recommendation by the End-User or
Implementing Unit, the HOPE shall terminate contracts only by written notice
to the supplier conveying the termination of the contract. The notice shall
state:

i) That the contract is being terminated for any of the grounds
aforementioned, and a statement of the acts that constitute the
grounds constituting the same;

i) The extent of termination, whether in whole or in part;

i)  An instruction to the Supplier, to show cause as to why the contract
should not be terminated; and

iv)  Special instructions of the Procuring Entity, if any.

The Notice to Terminate shall be accompanied by a copy of the Verified
Report.

Show Cause - Within a period of seven (7) calendar days from receipt of
the Notice of Termination, the Supplier shall submit to the HoPE a verified
position paper stating why the contract should not be terminated. If the
Supplier, fails to show cause after the lapse of the seven (7) day period,
either by inaction or by default, the HoPE shall issue an order terminating
the contract.

Rescission of Notice of Termination - The Procuring Entity may, at any
time before receipt of the Supplier's verified position paper, withdraw the
Notice to Terminate if it is determined that certain items or works subject of
the notice had been completed, delivered, or performed before the
Supplier’s receipt of the notice.

Decision - Within a non-extendible period of ten (10) calendar days from
receipt of the verified position paper, the HoPE shall decide whether or not
to terminate the contract. It shall serve a a written notice to the Supplier of
its decision and, unless otherwise provided, the contract is deemed
terminated from receipt of the Supplier of the notice of the decision. The
termination shall only be based on the grounds stated in the Notice to
Terminate.

Contract Termination Review Committee (CTRC) - The HoPE may create
a committee to assist in the discharge of its functions under the IRR. All
decisions recommended by the CTRC shall be subject to the approval of the
HoPE.
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27)

28)

29)

g) Take-over of Contracts - If a Procuring Entity terminates the contract due
to default, insolvency, or for a cause, it may enter into a Negotiated
Procurement (Take-over of Contracts) pursuant to Section 35(c) of RA No.
120009.

h)  Procuring Entity’s Options in Termination for Convenience in
Contracts for Goods - The Goods that have been performed or are ready
for delivery within thirty (30) calendar days after the supplier's receipt of
Notice to Terminate shall be accepted by the Procuring Entity at the contract
terms and prices. For Goods not yet performed or ready for delivery, the
Procuring Entity may elect:

i) To have any portion delivered or performed and paid at the contract
terms and prices; or

i) To cancel the remainder and pay to the supplier an agreed amount for
partially completed or performed goods and for materials and parts
previously procured by the supplier.

Assignment of Rights

The Supplier shall not assign its rights or obligations under this Contract, in whole or in
part, except upon prior written consent of the Procuring Entity.

Amendment to Order

No variation in or modification of the terms of this Contract shall be made except by
written amendment signed by the parties in accordance with the provisions on
Amendment to Order, subject to applicable laws, rules and regulations.

Application

These General Conditions shall apply to the extent that they are not suspended by the
provisions from other parts of this Contract.
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Section Il. Special Conditions of Contract

Notes on the Special Conditions of Contract

Similar to the BDS, the clauses in this Section are intended to assist the Procuring Entity in
providing contract-specific information in relation to corresponding clauses in the GCC.

The provisions of this Section complement the GCC, specifying contractual requirements
linked to the special circumstances of the Procuring Entity, the Procuring Entity’s country,
the sector, and the Goods purchased. In preparing this Section, the following aspects
should be checked:

a) Information that complements provisions of Section IV must be incorporated.

b)  Amendments and/or supplements to provisions of Section IV, as necessitated by
the circumstances of the specific purchase, must also be incorporated.

However, no special condition which defeats or negates the general intent and purpose of
the provisions of Section IV should be incorporated herein.
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Special Conditions of Contract

GCC Clause

1(a)

The Procuring Entity is Department of Budget and Management
Regional Office VIII.

The Supplier is [to be inserted at the time of contract award].

The Funding Source is:

2.1 The GoP through the source of funding for FY 2026 in the amount
of Three Hundred Twenty-Two Thousand One Hundred Ninety-Nine
Pesos (P322,199.00) Only.

The Project Site is Department of Budget and Management Regional
Office VIII, Brgy. 77 Villa Ruiz, Marasbaras, Tacloban City 6500.

No further instructions.

The Procuring Entity’s address for Notices is:

IMELDA C. LACERAS, CESO Il

Regional Director

Department of Budget and Management Regional Office VI
Brgy 77 - Villa Ruiz, Marasbaras, Tacloban City 6500

Tel. Nos. 053-888-0423 / 0563-832-1628

5.2

No further instructions.

6.2

Delivery and Documents —

1. Delivery of clerical services shall be made by the supplier in
accordance with the term specified in the Schedule of
Requirement within five (5) calendar days from receipt of Notice
of Award (NOA) and Purchase Order (PO). The supplier shall
present the following documents of the proposed clerk for the
pre-approval of the Procuring Entity:

a) Curriculum Vitae/Bio-data with pictures taken within the last
three (3) months of the proposed clerk to be detailed in DBM
ROVIII;

b) Health certificate issued by any government hospital or any
government facility authorized to issue the same. Certificate
issued should be taken within pre-approval period or within
five (5) calendar days from receipt of NOA and PO;

c) Valid Philippine National Police Clearance;

d) Valid National bureau of Investigation clearance;

e) Certified True Copy of Diploma/Transcript of Records; and

f) Certificate of Trainings attended, or Certificate issued by the
Human Resource or authorized representative in relation to
work experience.

2. Within one (1) working day after the submission of the above-
mentioned documents, the Procuring Entity (PE) shall conduct
the Basic Computer Proficiency Test (Basic Word, Excel, etc).
Following the conduct of this exam, the PE will inform the
Service Provider in writing the name of the clerk to be assigned




in DBM ROVIII and shall appear with the procuring entity
escorted by the authorized officer of the Service Provider.

In case the previous agency is awarded the contract and
endorses the same clerk, the Basic Computer Proficiency Test
may no longer be conducted.

3. The Pre-Approval shall be recommended by Mr. Emilio M.
Albos lll, Chief Administrative Officer, subject to the approval
of the Head of the Procuring Entity.

4. The SERVICE PROVIDER shall not replace the assigned clerk
without prior clearance/approval of DBM RO VIII which
reserves the right to reject any proposal for replacement if such
is found to impose imminent danger to the service. On matter
of disciplinary action towards the personnel, DBM ROVIII shall
cooperate with the Service Provider by means of mutual
consultation.

In case the previous agency is awarded the contract, the
previously assigned clerk may be retained subject to final
evaluation of his/her performance by the DBM personnel and
upon the request of the Head of the Procuring Entity.

Moreover, during contract implementation, the Service
Provider and the clerk should have a ‘lock-in’ contract to ensure
compliance to the period stipulated in the Schedule of
Requirements.

10.3

Not Applicable.

11

1. Upon delivery of the service to the PE, the Service Provider
shall notify the DBM ROVIII and submit the following
documents to DBM ROVIII within 15 working days every after
the end of the applicable month, as basis for the payment:

a) Original copies of the SERVICE PROVIDER'’s Billing
Statement showing Service description, quantity and
amount.

b) Certified copies of documents reflecting proof of
payment/remittance of Social Security System, PhilHealth
and Pag-IBIG benefits of the clerk assigned to the entity.

c) Certified copy of the payroll of the prior month showing
acknowledgement of receipt by the clerk of his or her salaries
released every after a period of 15 days.

d) Monthly Accomplishment Report of the personnel

Overtime work to be rendered by the clerk in exigency of the
service shall be recommended by the Chief Administrative
Officer or his duly Authorized representative and subject to
the Approval of the HOPE. It is understood that the billing shall
include Overtime Pay requirement, if any, for the given period.




2. The Service Provider shall pay the salary of the clerk within five

(5) calendar days every after a period of 15 days corresponding to
the work rendered for the given period.

11.5 Payment using LoC is not allowed.

13.4(c) No further instructions.

16.1 The PE shall conduct inspections and tests at anytime during the
contract to assess the Supplier's compliance to the Schedule of
Requirements and Technical Specifications. Any adverse findings
may serve as grounds for contract termination at the discretion of the
PE.

17.3 Not Applicable.

17.3(c) Not applicable.

17.4 No further instructions.

17.5 No further instructions.

20.2 Not applicable.

21.1 No further instructions.




Section lll. Schedule of Requirements

The delivery schedule, expressed in weeks or months, indicates the required delivery date
which shall be understood as the date the Goods are to be delivered to the project site.

Item . . .
Number Description Quantity | Total Delivered, Weeks/Months
1 Clerical Services One (1) 1 8 Hours/Day for five (5) days a
Clerk week, Mondays to Fridays

excluding all Holidays (Regular
and Special Non-Working)

However, in the exigency of the
service, the work rendered
outside the regular working

days/time shall be entitled to an

overtime pay.

Starts On: February 1, 2026
Ends on: December 31, 2026.
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Section IV. Technical Specifications

Notes for Preparing the Technical Specifications

A set of precise and clear specifications is a prerequisite for Bidders to respond realistically
and competitively to the requirements of the Procuring Entity without qualifying their bids.
In the context of Competitive Bidding, the specifications (e.g. production/delivery schedule,
manpower requirements, and after-sales service/parts) must be prepared to permit the
widest possible competition and, at the same time, present a clear statement of the required
standards of workmanship, materials, and performance of the goods and services to be
procured. Only if this is done will the objectives of transparency, equity, efficiency, fairness
and economy in procurement be realized, responsiveness of bids be ensured, and the
subsequent task of bid evaluation and post-qualification facilitated. The specifications
should require that all items, materials and accessories to be included or incorporated in
the goods be new, unused, and of the most recent or current models, and that they include
or incorporate all recent improvements in design and materials unless otherwise provided
in this Contract.

Samples of specifications from previous similar procurements are useful in this respect.
The use of metric units is encouraged. Depending on the complexity of the goods and the
repetitiveness of the type of procurement, it may be advantageous to standardize the
General Technical Specifications and incorporate them in a separate subsection. The
General Technical Specifications should cover all classes of workmanship, materials, and
equipment commonly involved in manufacturing similar goods. Deletions or addenda should
then adapt the General Technical Specifications to the particular procurement.

Prudence must be exercised in drafting specifications to ensure that they are not restrictive.
In the specification of standards for equipment, materials, and workmanship, recognized
Philippine and international standards should be used as much as possible. Where other
particular standards are used, whether national standards or other standards, the
specifications should state that equipment, materials, and workmanship that meet other
authoritative standards, and which ensure at least a substantially equal quality than the
standards mentioned, will also be acceptable.

The following clause may be inserted in the Special Conditions of Contract or the Technical
Specifications:

Sample Clause: Equivalency of Standards and Codes

Wherever reference is made in the Technical Specifications to specific standards and codes
to be met by the goods and materials to be furnished or tested, the provisions of the latest
edition or revision of the relevant standards and codes shall apply, unless otherwise
expressly stated in this Contract. Where such standards and codes are national or relate
to a particular country or region, other authoritative standards that ensure substantial
equivalence to the standards and codes specified will be acceptable.

Reference to brand name shall not be allowed except for reasons of technical compatibility,
interoperability, servicing, maintenance, or preservation of supplier warranty in order to
keep the performance, functionality, and useful life of the equipment, in which case, the
Procuring Entity shall indicate the reasons or justifications for availing of the exception as
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part of the Technical Specifications, Scope of Work, or Terms of Reference, as the case
may be.

Where appropriate, drawings, including site plans as required, may be furnished by the
Procuring Entity with the Bidding Documents. Similarly, the Supplier may be requested to
provide drawings or samples either with its Bid or for prior review by the Procuring Entity
during contract execution.

Bidders are also required, as part of the Technical Specifications, to complete their
statement of compliance demonstrating how the items comply with the specification.
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Technical Specifications

Lot

Specification

Statement of Compliance

1. Delivery of Clerical Service

Eleven months’ provision of Clerical Service at DBM
ROVIII, rendering eight (8) hours, five (5) days a week
excluding all holidays (regular and special non-working)

One (1) Clerk required

However, the clerk may be requested to provide
assistance outside the regular working hours or during
weekends, or holiday, upon the approval of the Chief
Administrative Officer or histher duly Authorized
representative.

2. Scope of Work to be Rendered

The outsourced personnel agrees to perform the following
services:
Assist and support the Records Unit in the:
e Receiving and releasing of documents;
e Scanning, archiving and inventory  of
documents/records;
e Filing and reproducing of documents;
e Support Staff of the Officer of the Day/ Public
Assistance and Complaint Desk; and
e Perform other duties and functions (particularly
Administrative assistance on the Human
Resource (HR) as may be required by the office in
the enforcement of regulations and instructions

3. Personnel Requirement/Qualifications

The clerk to be deployed should have the following
minimum qualifications:

a. At least two (2) years completion of studies on the
tertiary level, preferably in office/business,
secretarial administration, computer science or
management and other related courses.

b. Should have at least 6 months relevant work
experience related to administration and clerical
functions.

c. Strong Computer skills and working knowledge of
Microsoft Office (e.g. MS Word, MS. Excel, etc).

d. Of good moral character and without criminal record
as evidenced by valid PNP Clearance and NBI
Clearance.

e. Physically and mentally fit, as evidenced by the
medical certificate issued by any government

Reminder: The bidder
shall only state “comply”
or “not comply” against
each of the individual
parameters of each
Specification stating the
corresponding
performance parameter.
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hospital or any government facility authorized within
pre-approval period or within five (5) calendar days
from receipt of NOA and PO

The SERVICE PROVIDER upon receipt of the NOA and
PO shall be required to submit to DBM ROVIIl a sworn
statement attesting the compliance with the foregoing.

4. Uniform

The SERVICE PROVIDER shall provide the personnel
with appropriate uniforms and ID; and ensure that he/she
shall observe proper personal hygiene and appear neat
and clean at all times.

5. Obligations and Responsibilities of the Service
Provider

The Service Provider shall comply with the following
obligations and responsibilities:

a) Shall assign a roving Supervisor from its own
account to monitor the attendance of the clerk
and handle consolidation of daily timecards
periodically in preparation for the billing to DBM
ROVIII.

b) Service Provider shall ensure that clerk diligently
reports for duty. Habitual tardiness and absences
incurred without valid reasons shall be a ground
for replacement of clerk or termination of contract
with the service Provider.

¢) Have the clerk changed or replaced upon request
of the Procuring Entity for justifiable reasons
(such as but not Ilimited: hospitalization,
contagious & severe health conditions, etc). A
change of clerk to be assigned shall require
clearance from the Head of the Procuring Entity
and shall automatically require submission of
qualification papers as required in the Special
Conditions of Contract at least three (3) working
days before its effectivity.

d) The Service Provider through its clerk assigned
to DBM ROVIII shall at all times maintain
confidentiality of all documents and information
that he/she may have knowledge by virtue of the
service and not disclose all confidential
information received from or entrusted by DBM
ROVIII. The clerk shall be prohibited from using
all confidential information or documents for
purposes other than compliance with its
obligation as Clerk.
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e) Shall maintain at least satisfactory level of
performance throughout the term of the contract,
based on a prescribed set of performance criteria,
to wit:

Quality of service rendered;

Time management and initiative;
Attitude and professional ethics; and
Punctuality and attendance.

PON=

7. The Service Provider shall provide Emergency Go
Bag/Survival Kit to the clerk as part of the mandatory
provisions under this engagement. The cost of such
kit shall be deemed included in the service
provider’s bid price.

Emergency Go Bag/Survival Kit shall have the following
items:
a) One (1) Hard Hat
b) One (1) Unit - Mini Radio with Battery;
c) One (1) Handheld LED Solar Flash Light;
d) One (1) Water Bottle; at least 1 liter capacity;
e) One (1) Medical Kit with Over-the Counter
Medicines, Cotton Pads, Antiseptic/
Disinfectant, Medical Bandage, Adhesive
Bandage, Medical Mask, Thermometer, T-
Bandage, Micropore Tape, Plaste;
f)  Emergency Whistle.
g) Thermal/ Emergency Blanket; and
h) Microfiber Hand Towel, Bar Soap, Toothbrush
and Toothpaste Set.

Reminder: The bidder shall only state “comply” or “not comply” against each of the
individual parameters of each Specification stating the corresponding performance
parameter.
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Section V. Forms

Notes to the Philippine Bidding Document Related Forms

The Bidder shall complete and submit with its Bid the Bid Form and Price Schedules
in accordance with ITB Clause 13 with the requirements of the Bidding Documents and
the format set out in this Section.

When requested in the BDS, the Bidder should provide the Bid Security, either in the
form included hereafter or in another form acceptable to the Procuring Entity, pursuant
to ITB Clause 16.

The Contract Form should incorporate any correction or modification to the accepted
Bid resulting from price corrections when it is finalized at the time of contract award. The
Price Schedule and Schedule of Requirements which form part of the contract should
be modified accordingly.

The Omnibus Sworn Statement must be completed by all Bidders in accordance with
ITB Clause 4.2. Failure to submit it with the Bid shall result in the rejection of the Bid
and the Bidder’s disqualification.

The Performance Securing Declaration, if allowed and Bank Guarantee Form for
Advance Payment shall be completed only by the successful Bidder in accordance
with one of the forms indicated herein by the Procuring Entity, and pursuant to GCC
Clause 13 and its corresponding SCC provision.
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Bid Form for Procurement of Goods
[Note: The duly accomplished form shall be submitted with the Bid]

BID FORM
Project Identification No.: RFQ-SVP-2026-001

To: [Name of Procuring Entity]

Having examined the Philippine Bidding Documents (PBD) including the Supplemental Bid
Bulletin Numbers [insert numbers], the receipt of which is hereby duly acknowledged, we, the
undersigned, declare that:

a)

b)

f)

I/We have no reservation to the PBD, including the Supplemental Bid Bulletins, for the
Procurement Project [Project Title];

Select one, delete the other

e |/We undertake to deliver the Goods in accordance with the delivery schedule in
the Schedule of Requirements;

« |/We offer to execute the Works for this Contract in accordance with the PBD;

The total price of our Bid in words and figures, excluding any discount offered below,
is [insert information]

The discounts offered and the methodology for their application, if any, are: [insert
information]; or indicate N/A if no discount offered]

The total bid price in words and figures, after applying the applicable discount,
includes the cost of all taxes, such as, but not limited to [specify the applicable taxes,
e.g. (i) value added tax (VAT), (ii) income tax, (iij) local taxes, and (iv) other fiscal levies
and duties], which are itemized in the [Select one, delete the other: the Price
Schedules/ Detailed Estimates].

This Bid shall remain valid within a period stated in the PBD, and it shall be binding
upon me/us at any time before the expiration of that period;

If our bid is accepted, I/we commit to enter to a contract and provide a performance
security in the form, amounts, and within the times prescribed in the PBD, and hereby
acknowledge the consequences under the IRR of RA No. 12009 on forfeiture of Bid
Security or enforcement of Bid Securing Declaration and on Blacklisting.

Until a formal Contract is prepared and executed, this Bid, together with your written
acceptance thereof and your Notice of Award, shall be binding upon the Bidder.

I/We understand that you are not bound to accept the Lowest Calculated Bid or any Bid you
may receive.

I/We certify/confirm that we comply with the eligibility requirements pursuant to the PBD.

The undersigned is authorized to submit the bid on behalf of [Name of the Bidder] as
evidenced by the attached [State the Written Authority].
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I/We acknowledge that failure to sign each and every page of this Bid Form, including the
attached Schedule of Prices, shall be a ground for the rejection of our bid.

Duly authorized to sign the Bid for and behalf of:

[Insert Bidder’'s Name]

[Signature over Printed Name]
[Position/Designation]
[Date]
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FORMAT OF THE OMNIBUS SWORN STATEMENT (FOR SOLE PROPRIETORSHIP)

Omnibus Sworn Statement Form
[Note: The duly accomplished form shall be submitted with the Bid]

REPUBLIC OF THE PHILIPPINES ) CITY/MUNICIPALITY OF )S.S.

OMNIBUS SWORN STATEMENT

I, [Name of Affiant] , of legal age, [Civil
Status] , [Nationality] , and with residence at
[Address of Affiant] , after

having been duly sworn in accordance with law, do hereby depose and state that:

| am the sole proprietor or authorized representative of [Name of Bidder]
with office address at [Address of Bidder]

As the owner and sole proprietor or authorized representative of [Name of

Bidder] , | have full power and authority to do,
execute and perform any and all acts necessary to participate, submit the bid, and to sign
and execute the ensuing contract for [Project Title]

of DBM

Regional Office VI, as supported by the attached duly notarized Special Power of
Attorney” (for authorized representative);

[Name of Bidder] is not “blacklisted” or
barred from bidding by the Government of the Philippines or any of its agencies, offices,
corporations, or Local Government Units, foreign government/foreign or international
financing institution whose blacklisting rules have been recognized by the Government
Procurement Policy Board; by itself or by relation, membership, association, affiliation, or
controlling interest with another blacklisted person or entity;

Each of the documents submitted in satisfaction of the bidding requirements is an authentic
copy of the original, complete, and all statements and information provided therein are true
and correct;

[Name of Bidder] is authorizing the Head of the
Procuring Entity or its duly authorized representative(s) to verify all the documents
submitted;

The [Name of Bidder] and its spouse are not
related by consanguinity or affinity up to the third civil degree to the Head of the Procuring
Entity, Procurement Agent (if engaged), or the End-User or Implementing Unit, project
consultants, head of the Project Management Office, or the members of the Bids and
Awards Committee (BAC), the Technical Working Group, and the BAC Secretariat;

It is understood that failure to faithfully disclose its relationship with the Head of the
Procuring Entity, members of the BAC, the TWG, and the BAC Secretariat, the head of the
PMO or the end-user unit or implementing unit, and the project consultants of the Procuring
Entity, or of the procurement agent by consanguinity or affinity up to the third civil degree, as
well as its submission of beneficial ownership information containing false entries shall be
subject to blacklisting under Section 100 of the IRR of RA No. 12009, without prejudice to
criminal and civil liabilities under applicable laws, including their accessory penalties, if any.
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8. [Name of Bidder] complies with existing

10.

11.

labor laws and standards; and

[Name of Bidder] is aware of and has
undertaken the following responsibilities as a Bidder:

a) Carefully examine all of the Bidding Documents;
b) Acknowledge all conditions, local or otherwise, affecting the implementation of the

Contract;
c) Made an estimate of the facilities available and needed for the contract to be bid,
if any; and
d) Inquire or secure Supplemental Bid Bulletin(s) issued for the [Project Title
]
[Name of Bidder] did not give or pay directly or

indirectly, any commission, amount, fee, or any form of consideration, pecuniary or
otherwise, to any person or official, personnel or representative of the government in
relation to any procurement project or activity.

In case advance payment was made or given to [Name of Bidder]
, failure to perform or deliver
any of the obligations and undertakings in the contract shall be sufficient grounds to
constitute criminal liability under existing laws

IN WITNESS WHEREOF, | have hereunto set my hand this day of ,
20 at , Philippines.

Duly authorized to sign the Bid for and behalf of:
[Insert Bidder's Name]

[Affiant’'s  Signature over Printed Name]
[Position/Designation]
[Date

JURAT

SUBSCRIBED AND SWORN to before me this day of , 20 at
, Philippines. Affiant/s is/are personally known to me and was/were
identified by me through competent evidence of identity as defined in the 2004 Rules on Notarial Practice
(A.M. No. 02-8- 13-SC). Affiant/s exhibited to me his/her [insert type of government identification card
used] , with his/her photograph and signature appearing thereon, with
no.

WITNESS MY HAND AND SEAL this day of , 20

NAME OF NOTARY PUBLIC

Notarial Commission No.

Notary Public for until

Roll of Attorneys No.

PTR No. __, [date issued)], [place issued]
IBP No. __, [date issued], [place issued]

Doc. No.
Page No.
Book No.
Series of
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FORMAT OF THE OMNIBUS SWORN STATEMENT (FOR PARTNERSHIP/CORPORATION OR JOINT
VENTURE)

Omnibus Sworn Statement Form
[Note: The duly accomplished form shall be submitted with the Bid]

REPUBLIC OF THE
PHILIPPINES ) CITY/MUNICIPALITY OF __ )S.S.

OMNIBUS SWORN STATEMENT

I, [Name of Affiant] , of legal age, [Civil
Status] , [Nationality] , and with residence at
[Address of Affiant] , after

having been duly sworn in accordance with law, do hereby depose and state that:

1. | am the duly authorized and designated representative of [Name of Bidder]
with office address at [Address of Bidder]

’

2. | am granted full power and authority to do, execute and perform any and all acts
necessary to participate, submit the bid, and to sign and execute the ensuing
contract for [Project Title] of
the DBM Regional Office VIl as supported by the attached duly notarized Special
Power of Attorney, Board/Partnership Resolution, or Secretary’s Certificate,
whichever is applicable;

3. [Name of Bidder] is not
“blacklisted” or barred from bidding by the Government of the Philippines or any of
its agencies, offices, corporations, or Local Government Units, foreign
government/foreign or international financing institution whose blacklisting rules
have been recognized by the Government Procurement Policy Board; by itself or
by relation, membership, association, affiliation, or controlling interest with another
blacklisted person or entity;

4. Each of the documents submitted in satisfaction of the bidding requirements is an
authentic copy of the original, complete, and all statements and information
provided therein are true and correct;

5. [Name of Bidder] is authorizing
the Head of the Procuring Entity or its duly authorized representative(s) to verify all
the documents submitted;

6. If partnership : The partnership itself and the partners of [Name of Bidder]
are not related by consanguinity
or affinity up to the third civil degree to the Head of the Procuring Entity,
Procurement Agent (if engaged), or the End-User or Implementing Unit, project
consultants, head of the Project Management Office, or the members of the Bids
and Awards Committee (BAC), the Technical Working Group, and the BAC
Secretariat;
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If cooperative: The cooperative itself and members of the board of directors,
general manager, or chief executive officer of [Name of Bidder]
are not related by consanguinity
or affinity up to the third civil degree to the Head of the Procuring Entity,
Procurement Agent (if engaged), or the End-User or Implementing Unit, project
consultants, head of the Project Management Office, or the members of the Bids
and Awards Committee (BAC), the Technical Working Group, and the BAC
Secretariat;

If corporation, or joint venture: The corporation or joint venture itself, and officers,
directors, controlling stockholders and beneficial owners of [Name of Bidder]
are not related by consanguinity
or affinity up to the third civil degree to the Head of the Procuring Entity,
Procurement Agent (if engaged), End-User or Implementing Unit, project
consultants, head of the Project Management Office, or the members of the Bids
and Awards Committee (BAC), the Technical Working Group, and the BAC
Secretariat;

7. ltis understood that failure to faithfully disclose its relationship with the Head of the
Procuring Entity, members of the BAC, the TWG, and the BAC Secretariat, the
head of the PMO or the end-user unit or implementing unit, and the project
consultants of the Procuring Entity, or of the procurement agent by consanguinity or
affinity up to the third civil degree, as well as its submission of beneficial ownership
information containing false entries shall be subject to blacklisting under Section
100 of the IRR of RA No. 12009, without prejudice to criminal and civil liabilities
under applicable laws, including their accessory penalties, if any.

Select one, delete the rest:

a) In case of corporations: [Name of Bidder]
declares its beneficial ownership consistent with its updated General
Information Sheet or Beneficial Ownership Declaration Form or any other
document duly submitted to the SEC in accordance with its annual reportorial
requirements.

b) In case of Foreign Bidders: [Name of Bidder]
submitted an appropriate equivalent document in English issued by the country
of the bidder concerned in accordance with Section 20.2.9.2 of the IRR of RA
No. 12009.

8. [Name of Bidder] complies with existing labor
laws and standards; and

9. [Name of Bidder] is aware of and has
undertaken the following responsibilities as a Bidder:

a) Carefully examine all of the Bidding Documents;

b) Acknowledge all conditions, local or otherwise, affecting the implementation of
the Contract;

c) Made an estimate of the facilities available and needed for the contract to be
bid, if any; and

d) Inquire or secure Supplemental Bid Bulletin(s) issued for the [Project Title]
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IN
20

10. [Name of Bidder] did not give or
pay directly or indirectly, any commission, amount, fee, or any form of
consideration, pecuniary or otherwise, to any person or official, personnel or
representative of the government in relation to any procurement project or activity.

11.In case advance payment was made or given to [Name of Bidder]
, failure to perform or deliver any of the
obligations and undertakings in the contract shall be sufficient grounds to
constitute criminal liability under existing laws.

WITNESS WHEREOF, | have hereunto set my hand this day of ,

, Philippines.

Duly authorized to sign the Bid for and behalf of:

[Insert Bidder's Name]

[Affiant’'s ~ Signature over Printed Name]
[Position/Designation]
[Date]

JURAT

SUBSCRIBED AND SWORN to before me this day of , 20 at ,
Philippines. Affiant/s is/are personally known to me and was/were identified by me through competent
evidence of identity as defined in the 2004 Rules on Notarial Practice (A.M. No. 02-8- 13-SC). Affiant/s
exhibited to me his/her [insert type of government identification card used] ,
with his/her photograph and signature appearing thereon, with no.

WITNESS MY HAND AND SEAL this day of . 20

NAME OF NOTARY PUBLIC
Notarial Commission No.

Notary Public for until
Roll of Attorneys No.

PTR No. __, [date issued], [place issued]
IBP No. __, [date issued], [place issued]

Doc. No.
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Book No.
Series of
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PRICE SCHEDULE
(February 1 to December 31, 2026)

Name of Project: Supply and Delivery of Clerical Services

Name of Bidder:

Daily Basic Salary Rate:

Number of days per month:

Annex "B"

Particulars

Amount

REIMBURSABLE COSTS:

A. Payable Directly to Clerk

Basic Salary (Salary Grade 4)

13th Month Pay (1/12 of basic salary)

Service Incentive Leave (SIL) [(P795.73 x 5)/12]

Sub-total

B. Amount to Government - Employer Share

Retirement Benefit (RA 7641) (P795.73 x 22.5 days)/12

SSS Premium

State Insurance Fund (EC)

PHIC Premium

HDMF

Sub-total

C. Provision for OT & Night Differential

Overtime Pay

Night Differential

Sub-total

D. Total Reimbursable Costs (A + B + C)

E. Administrative Cost/Agency Fee (10% of Total Reimbursable Costs)

F. Contract Cost Before Tax (D + E)

G. Tax Obligations (12% VAT of Contract Cost per BIR Ruling No. 213-15 dated June 19, 2015)

H. Total Monthly Contract Rate (F + G)

I. Total Contract Rate for the period (February to December 2026)

J. Provision for GO Bag

K. Total Contract Rate
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1)
2)

3)

4)

5)

6)

8)

9)

Assumptions and Parameters used in the above computation:

Number of months from February to December 31, 2026: 11 months

Per DOLE Labor Advisory No. 17, s. 2016 and Handbook on Workers' Statutory Monetary Benefits, 2024 Edition,
the thirteenth-month pay shall not be less than one-twelfth (1/12) of the total basic salary earned by an employee in
a calendar year.

Formula and Computation of 13th Month Pay

Total basic salary earned during the year =
12 months

proportionate 13th month pay

Per Omnibus Rules Implementing the Labor Code, Rule V and Handbook on Workers' Statutory Monetary Benefits
FY 2023 (Article 95), provides that "Every employee who has rendered at least one (1) year of service is entitled to
Service Incentive Leave (SIL) of five (5) days with pay.”

Retirement Benefit pursuant to RA 7641 approved on Dec. 9, 1992 is equivalent to one-half (1/2) month salary for
every year of service. The term 1/2 month salary shall mean fifteen (15) days plus 1/12 of the 13th month pay and
the cash equivalent of not more than five (5) days of service incentive leaves.

Per Handbook on Workers' Statutory Monetary Benefits FY 2024, for the purpose of computing retirement pay,
"one-half month salary" shall include all of the following:

1. Fifteen (15) days salary based on the latest salary rate;

2. Cash equivalent of five (5) days of service incentive leave;

3. One-twelfth (1/12) of the thirteenth-month pay (1/12 x 365/12 = 0.083 x 30.41 = 2.5)

Thus, "one-half month salary" is equivalent to 22.5 days.

Pursuant to Republic Act No. 11199, otherwise known as Social Security Act of 2018, the provision for SSS premium
contribution for FY 2026 is 15% (10% for employer and 5% for employee). Compensation base refers to Basic Salary
(P17,506.00)+ 13th month pay (P1,458.83) + SIL (P331.55) + OT Pay + Night Differential. Table below shows the
compensation base and amount of Employer SSS contribution:

Compensation Base Employer Contribution

19,296.38 1,950.00

Coordination was made with Ms. Cathy Garin about the possible increase in SSS contributions for FY 2026. She
informed us that, as of this date, SSS has not issued any information regarding a contribution increase for next year.

State Insurance Fund - P30.00 per employee per month in accordance with page 2 of the ECC's Employer's Guide on
Employees' Compensation Program.

Philhealth Premium Contribution is based on Sec. 10. of Republic Act No. 11223 (Universal Health Care Act)
approved on February 20, 2019. For direct contributors, premium rates shall be in accordance with the following
schedule and monthly income floor and ceiling.

Year Premium Rate Income Floor Income Ceiling
2022 4.00%| Php 10,000.00 | Php  80,000.00
2023 4.50%| Php 10,000.00 | Php  90,000.00
2024-2025 5.00%| Php 10,000.00 | Php 100,000.00

The excess of Php 380,801.00 between the FY 2026 NEP of Php703,000.00 and the indicative ABC of Php346,035.00
pertains to the requested overtime allotment of Php1,000.00 per month which shall be paid based on the monthly
billing provided by the Supplier. Likewise, the excess is attributable to the procurement of one (1) maintenance
personnel with a total indicative ABC of Phn346.035.00

The provision of a go bag forjanitorial personnel is a necessary preparedness measure to ensure their safety and

readiness in times of emergencies or calamities, Thiswill enable them to secure themselves and respand
appropriately while awaiting assistance, especially when such incidents cccur within office premises.
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