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- CONTRACT FOR THE PROVISION OF SECURITY MANPOWER
SERVICES

" THIS CONTRACT made and entere}d into by and between the following:

| :
DEPARTMENT OF BUDGET AND MANAGEMENT, a government
agency created by virtue of the laws of the Philippines, with principal

office located at Mabini Hall, Malacanang, Manila, represented herein
by SEC. FLORENCIO B. ABAD (hereinafter called the “DBM");

. -and -

COMMANDER SECURITY SERVICES, INC., a corporation duly
organized and existing under the laws of the Phlllppmes with principal
office located at No. 133 Commander Bldg., 15" Avenue, Cubao,
Quezon City, represented herein by MR. CARMELO T. AYSON
{(hereinafter called thé “Contractor );

WITNESSETH:

WHEREAS, the DBM conducted public bidding for the provision for security
manpower services for FYs 2013 and 2014 (hereinafter called “Services”) and the
bid of the Contractor in the total amount of Eight Million Eight Hundred Seventy
Eight Thousand Seven Hundred Eighty Two Pesos and Seventy Seven Centavos
Centavos (P8,878,782.77) per annum for a period of one (1) year, (hereinafter

called the “Contract Pnce) was determined to be the srngfe calculated and

responsive brd

WHEREAS, the Notice of Award was issued fo the Contractor last February

.22, 2013, and Supplier posted its performanc:e security last February 27 2013,

NOW, THEREFORE, for and in consideration of the foregoing premises, the
parties hereby mutually stipulate and agree as follows:

1. In this Contract, words and expressions shall have the same meanings-as are

respectively assigned to them in the General and Special Conditions of
Contract referred to in Annexes D and E, respectively.

2. The following documents shalf form and be read and construed as part of this
Contract:
Annex A - Bip Form / Offer and Price Schedule;
B - Schedule of Requirements:
C - Technical Specifications;
D - General Conditions of Contract;
E - Special Conditions of Contract;
F - Notlce of Award; and
G - Performance Security

y
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Other documents referred to‘ in Section 37.2.3 of the lmplementmg Rules of

Republic Act No. 9184 shall IIKEWISG form part of this Contract.

3. In consideration of the payments to be ™ade by the DBM to the Contractor,
the Contractor hereby covenants with the DBM to provide the Goods and
Services and to remedy defects therein in conformity with the provisions of the
Contract ‘

The following are the addltlonal offers of the Contractor and therefore bound

to fulfill and deliver: ; '

!

a) Four (4) units of CC“l'V Surveillance Camera and its preventive
maintenance, free of charge, subject to Administrative Service (AS)
instructions and guidelines;

|

b) Conduct of Trainings/Sefninars for the guards and DBM-AS personnel,
free of charge. For this purpose, the AS wnl determine the schedule of
trainings.

¢) K9 dog with handler for  bi- month[y rotations and during special
events/occasions.

4, The DBM hereby covenants to pay the Contractor, in consideration of the
provision of the Goods and Servnces and the remedying of defects therein, the
Contract Price or such other sum as may become payable under the
provisions of the contract at the time and in the manner prescribed by the
Contract.

IN Wi ﬁs ‘VHEﬁﬁgF the parties hereto have signed this Contract on this

day of , 2013 at Manila, Philippines.

DEPARTMENT OF BUDGET COMMANDER SECURITY

AND MANAGEMENT | SERVICES, INC.

By: By:

g, —= = ——= N ey T//
FLORENCIO B. ABAD ‘ CARM .AYSON
Secretary : Preside

SIGNED IN THE PRESENCE OF
\
|
SOFI%. YANTO :
Directdr, Administrative Service
|
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- ACKNOWLEDGMENT

REPUBLIC OF THE PHILIPPINES |)
CITY OF QUEZON |) SS

| : . ‘
BEFORE ME, a Notary Public for and in the City of QJUEZON GITY . Philippines,
personally appeared the following:

Name CommufnityTax ' " Date and Place Issued
_ Certifjcate!
Government ID No.
FLORENCIO B. ABAD CTC No! 30043118 Jan. 23, 2013 ; Basco, Batanes
DBM ID%No. 3706 Manila
CARMELO T. AYSON CTC Noj. 13792051 Jan. 11, 2013; Quezon City

SSS #03-3074138-5 Quezon City

known to me fo be the same persons who executed the foregoing Contract and who
acknowledged to me that the same is their free and voluntary act and deed and of
the entities they respectively represént.

This Contract for the Provision of $ecurity Manpower Services was signed by the
parties, and signed/initialed by their material witnesses on each and every page
thereof. ‘

WITNESS MY HAND AND SEAL this MR;J 12013 2013,

Doc. No.

Page No.
Book No. d
Series of 2013
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Ahnex D

Financial Proposal Submission Sheet

Date: January 23, 2813

- The Chairperson
Bids and Awards Committee
Department of Budget and Mandgement
Malacafiang, Manila

Sir/Madam: |
After having carefully read and acceﬁ:ted the térms and conditions in your Invitation for

Negotiations, hereunder is our bid for the Provision of Security Manpower Services for FY's
2013 to 2014:

" a. Monthly charge for thirty five (35) security guards including the Chief
Security/Detachment Commander (detailed computation attached).... B 734 894 L
Amount in words

Cotn Hdned m llmg Tﬁpw:w(‘ Fiah} funtiert &!meh fwﬂn‘ fuce £ o tnly

b. . Total Annual Contract Cost (Incluswe of VAT) .................................... B ﬁ B !" :}9
: Amount in words;

Fgltt Willuen Baght ffvwﬁmd Coventy Bight Thowaanh Seven tpibied Sty T"W0 feees
ok Py bn

c. Overtime rate per hour, pursuant to Presidential Decree 442 dated May 1, 1974, as
a:mended and the latest Wage Orders.

Regular day/s R MI AL Amount in words “G’dy {ix Was ord ‘“’/mv ﬁﬂc‘?
Regular holiday/s @ Amount in words (}i¢ ﬂg%ﬁ_? jﬁrr@ frqH ﬁe@s&%

Special holiday/s B gﬂ ﬂ Amount in words E ” % F [ " /
Very truly yours, ; MJ?

Gemmender ,Security services, Inc.

=%

~ | -

ame of Company

@ar{ « Aysen/President/CEQ

Name/Signature ‘

JAanuary .23.‘ 2813 MV\“’/
Date Lo . Y“{\/fo/ \
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COMPUTATION OF RATE FOR SECURITY GUARDS
Based aon PADPAQ Cost Distribution Per Month-Wage Order No. NCR-17 Effective Novamber 1, 2012
- 8 HOURS 12 HOURS
) Particulars 7 days (NS) 7 days (DS) 7 days 6 days 5 days Tutal
. 393.5 3835 3935 3 261
i Amount Diractly to Guard _ 16.747,18 f . 1628154 2601232  __10.539.96 _16.356.38 -
s Daily Wage {DW) P426 per day ‘
' DW x no. of days per |
- Average Pay yoi12 93,969.25 : 13,869.25 13,069.25 11,111.50 9,265,50
[ 426°383.5/12 | 428'303.5M2 426%393.5/12 426*313412 428"261112
:} Ava, Payimo. X 10% X 1
i Night Differential i3 465.64
— 13th Month Pay Dwe3B5/12/M12 1,079.79 i 1,078.79 1,078.78 881.58 12775
. 426*365/12/12 425°365/1212 4Z6*386M2/12 4267288/12/42 426°248/1212
} & Days Incentiva i . )
! Leave OW+cola*5/12 120.00 ! 190.00 190.00 190,00 ‘ 180.00
Uniform Allowance P1,200 per year 100.00 100.00 100.00 100.00 100.00
- COLA " P30 perday : 94250 ! 942,50 942,50 745.00 615.00
‘ '
] 3037712 3 _3rarinz 30°37712 30°288/12 3024612
1
- Overtime P426/2*1 25%*393.5ca / R Y 561188 5.458.13
3 ysi 12mos. ‘ ‘ . ((426/81'1.2574°303.512
£ (426/8*1.25%4 208112
: (426/8*1.2574*248)12
| | Amountto Govt in Favor of Guard 216375 ‘ 218128 2,151.25 2,126.25 210125 -
' Relirement Benafit 8875 j 7875 79875 79875 798.75
— Social Security Premium ’ 1,060.00 1,060.00 1,060.00 1,080.00 1,060.00
{ {otat remuneration less 13th month 15,667.38 1520175  23,032.53 18,758.38 15,628.83
; Bhithealth 175.00 162.50° 162.50 13750 112.50
basic compensatlon + night diffarential 14,434.89 ! 13,060.25  13,969.25 11,111.50 8,265.50
State Insurance | PG par month 30.00 ‘ 30.00 30.00 30.00 30.00
l Pag-1BIG 100 per month : 100.00 100.00 100.00 100.00 100.00
— | A, TOTAL AMOUNT TO GUARD AND GOV'T. 18,510.93 : 18,432.78 27,163.57 21,786.21 18,457.83
B. AGENCY FEE INCLUSIVE OF VAT 211802 ' 206447 3.042.32 2,437.82 2067.25
B Agency Fee = Total Amount to Guard & Gov' X .
- 10% . ‘ 1,881.08 ‘ 1,843.28 2,716.36 2,178.52 1,845.76
VAT on Agancy Fea 12% 226.53 i 223,19 325.98 261.18 221.45
{ MONTHLY BILLING RATES/GUARD 21,028.96 ! 20,497.28 30,205.89 24,204.02 20.524.88 R
- Number of Guards 10 20 1 2 2 35
' Manthly Charges 210,289.58 \ 408,545.29 30,206,898 48,408.05 41,049,76 739,898.56
: |
— R ' |
Total Cantract Cost 2,523,474.94 . 4,9%9,343,44 362,470.72 580,896.57 492,597,10 8,878,782,77
T | ~
!
i
| I hereby certify and confirm the above computation.
‘r i
. Gemmwasnder fecurity Services, Inc, Bar T. Aycen/President/CE
- . . | .- T =n ) ol N
l Name of Company/Bidder Signature Over ted Name of Date Y=De 23, 2013
! Representative

: ? A N
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COMMANDER SECURITY SERVICES, INC.

MNo. 133, 15th Avenue, Cubao, Quezeon City
Tel. Nos.: 912-2487°912-1558 + 421-2741 » 437-9102 * §12-2512
Company Mobile #: 0917-5728677 E-mail add: cssi7@yehoo.com
Website: comrrilandcl‘-scty.co'm

ADD-ONS TO THE CONTRACT RATE IF AWARDED

1. Over and above the Schedule of%Requirements!’[‘ erms of Reference (TOR)
Commander Security Services/shall provide additional four (4) Units of
CCTV Surveillance Camera (FREE OF CHARGE)
\
2. FREE Preventive Maihtenance of CCTY Cameras
3. Quarterly Trainings/Seminafs for the guards. (FREE OF CHARGE)
|

4. K9 Dog with Handlef for Special Events/Occassions.

APPROVED BY: | %{\/ 3

fal
CARMEZO T. AYSON
, President/CEQ

Commander Training Center, Inc.:  No. 133, 15" Avenle, Cubao, Quezon City ,! ‘!

Telephone Numbers: T09-42611 + 709-3388

Phifiopine Econamic Zone Authority Accreditation: No. 05-38-5, Ecozone Service Enterprise
N - |
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Annefx A

| ;
Item Descriptioh/Model Quantity Total
The Contractor shall provide the following
tools and equipment, subject to random
inspection of  authorized DBM |
official/representative: |
1 |Portable Walk-through Metal Detector 1 unit 1 unit
2 |Service Firearms 18 units
a) Thirteen (13) units of hcensed cal. 38 with |13 umits
twelve (12) live ammunitions each )
b) Five (5) units of licensed 12 GA shotgun P W%
with nine (9) live ammunitions each
3 [VHE portable handheld radio, 200-3 00 MHz with 18 units 18 units
extra battery pack and battery charger
4 | Traffic vest and gloves 4 units 4 units
5 |Handheld Metal Detector 4 units 4 units
6 | Under vehicle search rmrrorw 2 units D units
7  |Megaphone ' 2 units 2 units
g |Camera 3 units 3 units
9  |Flashlights with batteries 18 units 18 units
10 jTear Gas 13 units 18 units
11 |Night Stick 18 units 18 units
12, |Riot Shieid/Truncheon and helmct 18 units 18 units
13 [Handeuffs 18 units 18 units
14 |Medical kit | 18 sets 18 gets
15 |Raincoat 18 sets 18 sets
16 |Rain boots |18 pairs 18 pairs
17 [Umbrella 18 units 18 units
18 [ Whistle 18 pcs 18 pes
19 |Padlocks 3 pes

!
Attached is the Deployment of DBM Security Guards for FY 2013.

3 pcs

[ hereby certify to comply and deliver Items 1 to 19 requirements upon commencement of the

contract, |
¥
\
Cemmander Security Gervices, Inc¢,  Garm
Name of Company/Bidder Signature

' Representative

Te Aysen/President

er Printed Name of

Jan. 25 2013

Date

\
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DEPLOYMENT OF DBM SECU

JRITY GUARDS FOR CY 2013

Ganferme;

No. of i ‘ No. of
Location/Station 'Tour of Duty Guards
Hours | for 2013
8 hrs/shift/daily (6am-2pm; 2pm-1 Opm;
AREA 1 Area.A Area | 24 hrs. | 1 Opm-6am) _ 3
1.B Area | .C 12 hrs | 12 hours/duty (6am to 6pm) Mon. to Fri,| 1°
24 hrs. i 8 hrs/shift/daily (6am-2pm; 2pm-1 Opm; 3
;I;EA 2 Area 2.4 Area 24 hrs. |8 hrs/shiﬁ/dailv (6am-2pm; 2pm-]10pm; 6
12 hrs 112 hours duty (6am to 6pm) Mon. to 1
AREA 3 Area3.A Atea | 24 hrs. |8 hrs/shift/daily (6am-2pm; 2Dm-10pm;' 3
3.8 Area3.C 12brs | 12 hours duty (6am to 6pm) Mon. to Fri,| 1
24 hrs. | 8 hrs/shift/daily (6ami-2pm; 2pm-10pm; | 3
AREA 4 Awca A Ac 24 hrs. | 8 hrs/shift/daily (fam-Zpmy 2pm-10pm; 3
B e oAy %8 24 hrs. | 8 hirs/shift/daily (6am-2pm; 2pm-10pm; | 3
24 hrs. | 8 hrs/shift/daily (6am-2pm; 2pm-10pm; 3
12 hrs | 12 hours (6am to 6pm) daily 1
. ‘ -
?_EEA SAtead AN T rs. |8 hrs/ shift/daily (6am-2pm; 2pm-10pm; 3
- 12 hrs. . |12 hours duty (6am to 6pm) Mon. to 1
Total S 35

.

(#1:3:7}

Coroyedfa’ To Aysan/President/CEQ

Fnder Security Services, Ince
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Technical Specifications

Annex B

o i . ) .
Bidders must state either “Comply” or “Not Comply” or any equivalent term i the column
“Statement of Compliance” against each of the individual parameters of each “Specification”.

B |

I
Item Specifications

1
. IR
BIDDE ¥
STATEME ~. .
COMPLIANCE

i PERFORMANCE CRITERIA

Cemply

The Contractor shall maintain a satisfactory level of performance
throughout the term of the contract based on the following set of
performance criteria: |

a) Quality of service delivered;
b) Time management; |

¢) Management and suitability of personnel;
- d) Contract administration and management;

) Provision of regular progress report;

f)  Attentiveness and presence of mind of guards on duty; and

g) Compliance with DBM instructions and policies.

The criteria above shall be?used to assess quarterly the level of
performance of the Security Agency and its Security Personne] as
basis of continuity of the Contract.

Cemply

I TECHNICAL EVALUATION PARAMETERS

1) Stability -

a) Years of experience L At least 6 years in the business

b) Liquidity of the Contractor ~ At least 5 Million (Current
Assets minus stocks minus current liabilities based on
Balance Sheet as of December 31, 2011)

and office tools and equipment

¢) Organizational Set-up — with good office set-up, personnel ‘

Gemply

2) Resources _ ‘

a) Number and Kind J)f Equipment and Supplies — with the
minimum number a:nd' kind of equipment and supplies as
specified in Section VL. Schedule of Requirements

b)  Number of Guards - with at least 50 Security Guards

Comply

|

c¢)  Number of Supervisors — with at least 5 Supervisors
e

o

N
*
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T3) Security Plan - Tailored fit for DBM in accordance with the

" minimum requirements below. Statements/enumerate the
specific methodology to execute the Plan.

Comply

4) Other Factors o
-

a) Recruitment and Selcc{lon Criteria — Training conducted for
the Security Guards before deployment, educational and age
requirements and others

b) Completeness of Uniforms and other Paraphemaha - as
prescribed under R.A. No. 5487 and its IRR.

Cemply

I

BRIEF SCOPE OF WORK

The Contractor shall provide security services by deploying
adequately trained and well disciplined security persomnel to
safeguard the DBM building and other properties from theft,
pilferage or damage and ‘ensure safety and security of the
ernployees visitors, guests or any persons within the DBM
premises. !

Gomply

v

SECURITY PLAN 1

Cemply

"GENERAL SECURITY PROTOCOLS

Gomwply.

A

Provide complete continuous security measures on round the clock
basis on all days throughout the year, including Saturdays,
Sundays and holidays, in accordance with the deployment
schedule.  Security personne! shall not be allowed to leave the
place of duty under any cﬁcumstance until and unless properly

relieved. The security posts shall not be left unmanned at any
time,

Comply

A2

Maintain records of security-related activities and relevant inward
and outward movements of personnel, visitors and property.
These records shall be made available for inspection of the DBM
authorized representatives. o

Canply

A3

The security personnel shall, at all times, be polite, courteous,
respectful and responsive to officers, employees, guests and VIPs.
He/she shall follow the order/directives of DBM officials and
DBM authorized representatives for day-to-day performance of
job and ensure implementation of adequate security measures.

Cemply

A4

Perform inspection, detection and investigation of all security-
related incidents and report ‘the same to appropriate authorities and
designated DBM Ofﬁmals/répresentatlve

Gamply

A5

Refrain from doing, causmg or permitting any nuisance at the
DBM premises or anything which will cause unnecessary
disturbances or inconvenience to the occupants/visitors of the
DBM. ‘

Genply

g
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A6

Prevent entry /access to restricted areas unless duly authorized by
the DBM Management. Mamtam loghook of entry and exit
movements of authorized personnel in the restricted areas.

Cemply

A8

Strictly implement the “No ID No Entry” pohey among all DBM

employees. |

Cemply

A9

Prevent entry after office hours and non-working days, including
Saturdays, Sundays and hohdays unless duly authorized by DBM
Management.

Cemply

A0

Prevent employees from staylng overmght within the DBM office
and premises, unless duly authonzed by the Management.

Cenply

A.ll

Issuance of visitor’s pass (fcil individuals) and gate pass (for non
DBM vehicles) after approprlate verification of purpose of visit
and to collect passes when visitors leave the prermses to ensure

that only authorized persons/vehlcles enter the premises.
|

Gomply

A2

Monitor and frisk employees and visitors for firearms, deadly

weapons, explosives, ' toxic chemicals, prohibited drugs,

contraband items and other similar items. Firearms and other
deadly weapons must be deposited to the security guard at the
entrance lobby in exchange for a firearm report/receipt.

Cemply

A.13

Deployment of security personnel with appropriate training on the

operation of CCTV surveillance cameras.

Comply

A.14

Ensure that CCTV cameras are not obstructed.

A.15

Assist in the analysis of recorded CCTV footage involving
securtty-related issues. ‘

ﬁ.ﬂﬂ w ; ¥

Cemply

Al

Switch off the hghts computers, air conditioners, etc. and ensure
that windows and doors are closed after office hours. Politely call
the attention of ernployees who have left their offices without
ensuring that the lights and other electronic items are switched off,
to instill shared responsibility among all DBM employees in an
effort to conserve energy/resources.

Cemply

VEHICLE CONTROL \

. Gemply

A7

Plain view inspection of all vehicles entering the DBM premises.

Cowply. ..

A.l8

Maintain logbook of 1 mcommg and outgoing vehicles in the DBM
premises. :

Cemply

A19

Ensure ordetly marshalling and parking of staff/ visitors’ vehicle
.at the parking area in the DBM premises and keeping watch over
them. Overmght parkmg of non-DBM vehicles shall be
prohibited, unless duly authorized by the DBM Management.

Cemply

e%w’“/‘



A20

Ensure that outgoing DBM motor vehicles have duly

signed/approved trip tickets. G;«E mply
A2l Contro! the flow of traffic ang direct drivers to park their vehicles
in properly designated areas, to ensure the driveways are clear and |
unimpeded, at all times. j Cemply
I .
BOMB THREATS ] ‘ - _ Cemply
A22 Immediately report the incident to appropriate authorities (PNP
Bomb Squad) and the DBM Management or designee. i}
: Comply
A23 In conjunction with the appropriate authorities ‘and DBM
'Management or designee, conduct a search of the area and
recommend evaluation 'mi accordance with the guidelines
formulated by the Safety Committee, if warranted. If no suspicious Cemply
item is found, the decision to evacuate will rest with the DBM :
Management. ‘
HOSTAGE TAKING INCIDENTS Comply
A24 Immediately notify PNP and DBM management or designee and
alert all security guards. |
: Comply
A.25 Cordon the area and prevent agitation and prohibit any
unauthorized personnel from negotia\ting with the hostage taker. -
STRIKES AND PICKETING PROTOCOL Gemply
A26 Inform the DBM Management of the impending or ongoing | -
demonstration activity and closely coordinate with the appropriate
law enforcement authorities (PNP and PSG). Comply
A7 Obstructive demonstrations shall be terminated in coordination
with the authorized DBM 'representative, PNP and PSG. Non
obstructive demonstrations should not be interrupted. However, it Cemply
must be ensured that it will not adversely affect the regular
discharge of functions of DBM employees.
|
A.28 Ensure that designated open gates remain unimpeded.
' | Camply
A29 Provide close-in security to any DBM official and employees
authorized to speak /megotiate with the demonstrators.
| Comply
A.30 Secure all DBM employees, officials and guests from any assaults | -
whatsoever. |
Comply
O

 \
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ANTI THEFT PROTOCOL

[#2]

A3l

|7 ]

Secure all entry and exit point

Comply

‘Cemply

A.32

Introduce and implement ant1~theft measutes to prevent pilferage.

In case of theft, loss or pllferage the Contractor shall investigate |

and submit a report to the DBM authorized representative and
Haise with the police author:ttps
|

Gemply

A33

| without valid gate pass.

Safeguard properties of DBM, its employees, officials and visitors
against theft, damage, misuse: Tools, properties and equ1pments of
the DBM shall not ve pemntted to be taken out of the premises

Gemply

A.34

Immediately report to appropriate po-licc authorities incidents of
theft to facilitate the immedia{e apprehension of the culprit.
Conduct investigation and submlt written repox’c within twenty
four (24) hours to the Management.

I

Gemply

EMERGENCY PROTOCOLS

GCemply

A35

Closely collaborate with the DBM Safety Commiitee and/or the
AS-General Service Division to effectively implement disaster
management arrangements, plans and guidelines to be observed
during emergencies and calamities.

Comply

A.36

Serve as marshals during actual emergencies and conduct of
periodic emergency drills within the DBM premises, along with
the designated DBM personnel from the Safety Committee and/or
the AS-General Service Division .

Ceomply

A3T

Respond promptly and appropriately to all emergencies and report
to appropriate authorities and DBM official concerned. In case of
fire, the security guard shall forthwith inform the nearest fire
station and alert all DBM staff to facilitate evacuation. in
accordance with the disaster management plan.

Cemply

A.38

Keep close watch over the DBM property and premises, against
attempts of arson or accidental fire, and take suitable action in case
of emergency. The security personnel should know how to
appropriately use the fire ﬁg‘hting equipment.

Goiply

REPORTS ]

A39

Report to the DBM Management or its authorized representatlve
if any abnormal  or suspimous act1V1t1es are noticed in the
premises.

Copply |

A.40

|
Monitor and report breach/breakage in fencing, encroachment,
trespassing, incidents of crime, defacement of wall, efc.




A4l

Prepare other reports and make approptiate recommendations on
all security related issues.

Y

OTHER TERMS AND CONDITIONS:

RECRUITMENT AND SELECTION CRITERIA

Al

The Contractor shall ensure that the character and conduct of the
security guards to be deployed have been appropriately verified.
The security guards provided by the Contractor shall possess the
following qualification: |

Comply

All

Must be not less than 18 ycarsj, of age and not more than 50 years;

. Genply

Al2

Must be able to read and writf;:;

. Genrply

Al3

Must have at least two years of experience as a guard or an ex-
serviceman; 3

Cemply

A.14

‘perform the duties of a guard;

Must be polite but firm, diéciplined, physically fit and alert to

Cenply

A2

Must have first-aid training, first safety training and adequate

security duty training and firing of arms training, prior to

deployment for work. The Contractor shall likewise ensure that

regular periodic refresher fraining course. is provided to its

personnel. Documents and records of the same may be asked for

by the DBM Management periodically, to verify and ensure
|

compliance.
|

Cemply

A3

The Contractor shall submit the list of its personnel to. be
deployed, along with their personal details (like name, age, date of
birth, permanent address, photograph, etc.) for approval.
Deployment of a new security personnel as replacement is subject
to the approval of the DBM Management and/or its authorized
representative. © The DBM has the right to order/direct the
Contractor to replace any of the personnel engaged by him who
are found unsuitable; the Contractor shall immediately replace
such personnel. b
\

Cemply

A4

The number of security guards indicated in the deployment
schedule may be increased or decreased, at the sole discretion of
the DBM Management. o

Gamply

3
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COMPLETENESS OF | UNIFORMS AND
PARAPHERNALIA: ‘

Gomply

B.1

The security personnel deployed should be in proper uniforms
with name badges. The incidentals such as belt, shoes, socks, caps
shall be-borne by-the Contractor at its cost. His/her polo must be
tucked in neatly and buttoned %(except the collar button).

Gemply

B.2

times, an identification card, which shall have to be issued to him
for said purpose. - ‘

The sccurity guard deployed by the Contractor must wear at all

Cemply

B.3

The Contractor shall provide 1each security personne! on duty with
whistle, umbrella, raincoat, rainboots, torch, medical kits,
handeuffs, tear gas, nightsticks, riot shield/truncheon and helmets.

' 1

Comply

B4

The Contractor shall provide one (1) unit of portable walk-through
metal detector to be placed at the entrance of the DBM Boncodin
Hall during the duration of the contract. The ownership of the
equipment shall remain with the Contractor. The maintenance cost
shall be for the account of the Contactor.

Comply

OTHER DUTIES OF CONTRACTOR:

Gemply

The Contractor shall be at all times use all reasonable efforts to
maintain discipline and good order among its personnel. The
Contractor shall be responsible for all acts done by the personnel
engaged by it. Any act of indiscipline, misconduct, theft, pilferage
on the part of any personnel engaged by the Contractor resulting in

right to take appropriate action, including the termination of the
coniract. ! -

any loss to the DBM, will be viewed seriously. The DBM has the |

Cemply

C.2

The Contractor shall comply with the provisions of the Labor
Code and shall be solely responsible for liabilities arising out of
non-compliance. Insurancé and accident risks for the security
personnel shall be the responsibility of the Contractor.

&

]

wply
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C3

The Contractor shall make the payment to personnel engaged by it
in accordance with the approved PADPAO rates. The Contractor
shall satisfy DBM showiﬂg adequate recorded proof that the
minimum wages and SSS, Philhealth and Pag-ibig contributions
are being paid to its personnel.

|

Gemply




CJ3.1

The Contractor shall submit‘the monthly bills not later than the
second week of the followmg month along with proof of all
monthly statutory rem1ﬁan$cs viz SSS, Philhealth, Pag-ibig,
withholding tax and a copy of its payroll register for the previous
month or a certificate statmg that the Contractor has paid to their
employees’ the wages for the previous month in accordance with
the latest government laws /regulations and remitted the
contributions accordingly, in lieu of.

Gewply

I hereby certify to comply with all the above T

nical Specifications.

Jarm. &
Gemmander Security Services, Ince | Garm¢ld . Aysen/FPresident v a2,
Signature Ovér Printed Name of Date

Name of Company/Bidder

Representative

o ‘%M

r
-
-
[

]
Z
A

'z

o

P

&

ral



|

— ‘ ‘ i
|
|

SECURITY OPERATIONAL PLAN
(Execution} of Technical Specifications)
DEPARTMENT OF BUDGET AND MANAGEMENT-DEM
By: COMMANDER SECURITY SERVICES, INC. ‘

1 i
We undertake, if our security service proposal is accepted, to provide the ab?ve
project with the following security service facilities, procedures, planning, tram_npg,
and requirement, including its maintenance, the required number ‘of gualified

regular security personnel and other related miscellaneous services;
X : —X

I PRE-POSTING PREPARATION!

Phase 1 - Coordination, Orientationiand Training

{Fifteen days prior to the renewal of the contract)
\

Coordination and discussion }egarding pertinent matters with the client’s
management, local and government agencies which has rightful jurisdiction of the
designated area of responsibility.

Survey of the installation, asjinitial step in formulatirig Comprehensive Security
Management Pian for the Client, particularly the area prescribe under the Contract
provision ' :

Pre-Deployment Re-Orientatﬁon for security guards and officers intended for the
client security project. All or some of the following:
Mission and Fiinction of Security guard Operations
Purpose and duties of Security Guards
Post Orders
Thorough understanding of General and Special Orders and other
provision of the Service Contract
Safeguarding Classified Material
The Protection and transmittal of classified material
Secutity Guard Authority
Power to Apprehend, detain and Search
- Fire Protection '
Use of Fire alarm system, fire extinguishers, fire hoses, and fire
barriers and sprinkle system :
k. Standard First Aid and CPR
Revolver Qualification (Safe handling, condition of use and record
firing with small arms. 80% passing score
m. Report Writing (Writing clear and concise reports, military time)

o T@E TN a0 TP

Additional Trainings shali be completed in the following areas within the first 3
months of the contract. This training is only the min@®&yand shall be certified in

writing by the AGENCY, CE
Radlo Procedure | ‘ RT,HE\?RUE COPY
Standard security. clear speech system AAHA MK,
Traffic Control FATIMA G| LA
Methods of Pilferage, Sabotage, Espionag&kadngipingi! ﬁgﬂ%ﬁgAN O
Bomb Threats :

Search methods, iptans and evacuation of huildings
Disaster Preparedness
Standards of Conduct
Performance Stapdards which promote high duty performance
Fire and Earthquake Drili
Contingency Plans _ Y
Hostage negotiation technigues and tactical response to terrorist activity

. Discipline ‘ : Ym.@r
Public Relations.|

Sy FToOS@Te A0TSR
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Training for the use of Force Cr;.mtinuum and Use of less than lethal wgapt:)ns. The -
use of Personal “Bridge” defense will be integrated In this training such as the use
of baton. |

| : _ -
Audit and procurement of the !ogistic requirements of the project, if there is a
needed to substantiate the exi‘sting requirement.

- oo I
On-the-Job Training (24 hrs before posting}

Phase 1l - Mobilization and Organizaﬁon
(immediately upon effectivity of the ¢ontract—1 month)

| .
-AGENGY Shall submit to the Client the individual 201-Files (including current/valid
National agency clearance, LGU clearance and Court Clearances) of all personnel
who shall pass the standard Quality assurance test of this Agency.
Mobilization of personne, eqdipment and other logistics requirement. (2 days priar
posting) | ‘
Organization (immediately upon take-over)
Familiarization, for New Secujrity Personnel
Integration of the security force with existing system{CCTV monitoring, alarm
system report if there is any)’

POSTING

Phase |Il - Operation and Administrétion
( Through out the duration of the sefvice contract)

WEEKLY

« Security Inspection of thé prescribed uniform of the guard to ensure compliance’
of wearing prescribed uniform of Security guard as mandated by RA 5487

¢ Inspection of Service Firebrm to ensure serviceability.

s Monitoring inspection of the Security lnspector of COMMANDER SECURITY
SERVICES, INC. per post of security guards (to be done in every time Intervali) to
ensure visibility of security.

« Roving Patrol of Security Inspector of AGENCY in all facility of each AOR giving
emphasis to highly vulnerable areas or facilities. (weekly)

o Log book inspection of each area every shift to ensure proper turn over of duty

» Review of Security Recotds, incidents and reports of guards by the admin

« Schedule of Day-off of each security personnel

e Shifting of schedules and post of each guard to ensure that all of is familiar in
their area of responsibility. CSSI |

| CERT#F@TRUE COPY

MONTHL ‘
Y | ! Mf—MMM/

s The Monthly Rank !nsﬁeétion _ F R Aeidbthd A8 & Afidihy of standard

regarding guard’s personality and Bedring; tha M ortityt rank inspection shall be
conducted by the admin officer or operations officer of COMMANDER SECURITY
SERVICES INC.. \ ‘ ,
| .
Troop Information and Education (Tl and E) Program - The Tl and E shall be
pregrammed on a monthiy basis with the end purpose of up-dating the guards
knowledge regatrding cu:rrent policies, procedures and events. This  will
encompasses dialogue among the guards, Agency and the Client authorized
representative to address operationat and/or administrative problems. This will also
include a “bull session” wherein- individual or personal opinions, comments and/or
" recommendations shall be discussed to further maximize camaraderie, sprit o’
corps towards effective cooperation and working relationships among the pgrson nel
of the Client. ! ' m\@u
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QUARTERLY ACTIVITIES

» The Semi annual Firearms Re:qualifying Course

To maintain proficiency in handling of firearms, the semi annual firearms re-
qualification course shall be conducted by CSSI Training Department in
coordination with PNP National Firing Range, Camp Crame Quezon City
(while CSSI Firing Range is stifl under construction). This will includes
lectures about firearm safety and handling and to be consummated by
actual firing exercises wherein each participant shall fire at least 10 rounds
of ammunition for different types of firearms being utilized by the Security
Guard Force. Those who fail to pass a standard rating shall be automaticaily
terminated from their duties.

» Refresher Course for Emergéncy Evacuation case such as Hold-up, Hostage crisis,
Bomb threat, Fire and Disaster Evacuation Plan.

‘ !
¢ Meeting with the Clients Representative to keep them abreast with the updates of
the Security Situation in the Country

‘Phase IV - Critique and Evaluafion[i’erformance Evaluation of Guards
(Semi-Annual)
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IPROVISION FOR QUALIFIED SECURITY PERSONNEL].

2.1 COMMANDER SECURITY SERVICES, INC. (CSSl) shall ensure that all security
personnel will undergo the necessary screening and their assignment/deployment
shall first be approved by the Client before implementation. The AGENCY shall
provide at its own expense, thé uniforms and identification cards of all its personnel
to be assigned at the CLIENT. | '

2.9 The Client shall have the right to select, refuse or change any security personnel
prior to his assignment or duriing his tour of duty.

2 3 The Client shall have the right to inspect the safety and security personnel that
may be assigned to the Project anytime in order for the CLIENT to determine the
quality and acceptability of the services heing performed by them in the proper
safeguarding and protection of the CLIENT. :

2.4 The CLIENT shall have tf\e right to effect the immediate replacement of any
security personnel that may be assigned to the project to whom in their judgment
may be found wanting in gualification, competence, honesty or integrity, or whose
continued presence of services may prejudice the interest of the CLIENT. '

2.5 The discipline and administration of the AGENCY personnel shall conform on the
rules and regulations of the CLIENT, as well as pertinent laws, rules and reguiations.
The Agency shall not pull-out any personnel that may be assigned to the above
Project without written notification and approval of the CLIENT.

2.6 And finally, the AGENC? shall ensure that all security personnel who will be
assighed to the above projebt are all REGULAR EMPLOYEE-GUARDS of the Agency
and possess the requisitel qualifications, training and experiences set forth
hereunder. ]

2.7 SECURITY GUARDS MIN!MUM REQUIREMENTS
(General Personnel Core Competencies)

2.7.1. Citizenship: Filipino ‘

27.2 Age: Not less than 25 years old but not more than 45 years old.

273 Education: At least high Client graduate supported by verifiable
transcript of ?records and/or diploma. (DEPENDEING ON CLIENTS
REQUIREMENT)

2.7.4 Height and Weight: Height: Minimum of 5’6 (male) and 5'3 (female)
with weight proportional to build (at least 120 ibs.) (DEPENDEING ON
CLIENTS REQUIREMENT) .

2.7.5 Experience: Minimum of Two (2) years security experience in a
detachment with no less than thirty (30) personnel.

2.7.6 Health: physjcally and mentally fit to perform the work and must
pass standard pre-employment test for general health and standard
neuro-psychological screening test from a Government accredited
testing center, And capable of standing or walking for at least 12
hours. 1

2.7.7 Vision in bo#h eyes must be correctable to 20/20 and able to
distinguish colors and have good depth perception.

2.7.8 Hearing: i Able to hear normal corﬂe‘gﬁion within 15 feet
without hearing aid

2.7.9 Language Proficiency: Able = to 'reédCEaﬁJ[th RBECOPY

Handwriting must be eligible

2.7.10 Criminal Record: No - criminal CM‘WR’]‘;&E’ s g A &(

pending couﬁt. cases as confirmed by the sug ission of e
clearances: NBI, PNP, Barangay and RTC Clealgﬁ?:gg. AsBistant
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2.7.11.Drug Testing: Havb undergone the required drug screening clearance
test conducted by nationally recognized drug testing agency..

2 7.12 Firearms Qualification Program: A holder of a curfent/vaiid
firearms safety course certificate issued by the Agency Accredited
Markmanship Cliniant. Must pass the semi-annual firearms proficiency
test for .38 caliber revolver and 12 gauge shotgun.

2.7.13 Special Skills:Have undergone tratning in fire-fighting, rescue
operations and evacuation, crowd dispersal (CDC) and basic training -
in first aid, must be proficient in radio/telephone communication
procedures using the 10-codes signal operating instruction.

2.7.14 Licenses: Holder of current/valid PNP-SAGSD private security

guard license.

v PROVISION FORV SECURITY EQﬂlPMENT AND FACILlTl‘ES

41  CsSlwill provide the above Project, at its own expense, and undertake that
the following equipmjent, if and when awarded the contract, will be
presented and positioned in the CLIENT on the date of official assumption of

duties.

472 Likewise, the Agency will provide regular and preventive maintenancé to aft
assignhed equipment to ensure that the same are in safe operating condition

at all times.

43 CSSl will ensure that% all equipment deployed in the above Project shail
remain at the CLIENT during the entire duration of the Contract.
|

4.4 €SSl will provide réplacement immediately for any of the following
equipment not being available due to unscheduied or scheduled preventive
maintenance, accident or damage, viz

Vi PROVISION FOR RELIEF OF PERSONNEL

COMMANDER SECURITY SEBVICES, INC. will provide the above project with 10
gualified security relief personnel who will take over the post of its regular personnel in
case of unscheduled absences and/or tardiness.

|

. * |
Vil PROVISION FOR TRAINING AND OTHER ADMININISTRATIVE PLAN
|
CSSI. holds the view that training is of paramount importance to any security force
engagement. Hence, in coordination with its training Client - COMMANDER TRAINING
CENTER INC. (Sister Company of GSSI), located at 133 15%" Avenue, Cubao, Quezon City,
we designed training modules tailored to the specific requirements of each particular
undertaking purposely to activate professionalism and instill job orientation to its
personnel FREE OF CHARGE. ¥

a.) To upgrade the diséipline, competence and efficiency of Seéu“rity Guards,
Supervisors and Security Officers;
b.) To educate the Security Personnel on the importance of the Clients security

needs, requirements and the preventions of losses; and
c.) To enhance a highlylprofessionalized semvice to its clients.

i . C

7.1 Pre Deploym%nt Training - All persge?:%hau undergo the Pre-
Deployment Training to be conducted an Vet By 2 !
Department and this will be equivalent to 24 hrs: Those %

shall be disqualified. | AT
| | LAUREANO
|
i




| |
7.2 0n~The—Job—Traininé - Personnel who passed the Pre Deployment
Training shali be requir?‘d to undergo a.24-hr ON JOB TRAINING within the

prospective AOR of the (}LlENT. i

7.3 Troop Information alnd Education (Tt and E) Program - The Tl and E shall

be programmed on a monthly basis with the end purpose of updating
the guard's know‘ledge regarding current policies, procedures and
events. o
This will encompajsses'"dialogue' among the guards, CSsl and Client
officers, Secutity Otficers, Operations Officer and representative from the
Client to address operational and/or administrative probtems.
This will also include “bull sessicn” wherein individual or personal
opinions, comments and/or recommendations shall be discussed to
further maximize: camataderie, sprit d' corps towards effective
cooperation and w]orking relationships among the employees.

7.4 The Monthly Rank Inspection - To maintain the highest quality of
standard regarding guard's personality and bearing, the Monthly rank

inspection shall be conducted.
| .

7.5 The Semi-Annual Firearms Requalifying Course - To maintain
proficiency in héndling of firearms, the semi-annual firearms re-
gualifying course 'shall he conducted by CSSI Training Department in
coordination with PNP National Firing Range, Camp Crame, Quezon City.
This includes lectures about firearm safety and handling and to be
consummated by actual firing exercises wherein each participant shall
fire at least 50 founds ‘of ammunition for different types of firearms
being utilized by the client Security Guard Force. Those who fail to pass
a standard rating shall be automatically terminated from their duties.

|

| CSSl

| CERTIFI%E OPY
| : , e

| .. FATIMA G] LAUREAN
Adain soafistant Q
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PAYROLL PROGRAM

COMMANDER SECURITY SER\}c’ICES, INC. adheres to the principle thaij: effective
payroli system is vital in labor-intensive organization. This is the reason behind the
arduous effort by the management in }the development of an effective payroll system.

i
1. Pay schedules of the sani-monthiy wages shall be established as follows:

a. Payday for 1-15pay period shall be on the 25t of the month. In the
event that the 25% falls on Saturday, payday shall be Friday. When
the 25t falls on? a Sunday, payday shall be on the next day which is
Monday. |

b. Payday for 16™ to 30/31 pay period shall be on the 10t of the
preceding month. In the event that the 10t falls on a Saturday,
payday shail be }Friday. When the 10t fails on a Sunday, payday shall
be the next day which is Monday. ‘

c. Daily Time Records shall be consolidated by the officer incharge at
the end of every pay petiod and shall reach C5S1 headguarters not
later than two (2) days thereafter. '

d. Payment of salaries shall be catered by the CSSI payroll Master of the
CsSl Headquarters. Salaries of those assigned to provinces shalt he
catered througl] the ATM.

e. individual and. computerized pay—SIips shall be dispatched to all
individuals on the same pay date. '
f. The accounting/Finance Department shall maintain individuat records

of every personnel.

E. $5S, PAGIBIG Fund, Withholding Tax, Philheaith and other pertinent
obligations shall be remitted quarterly and shail be included in the
standard opening procedures of the CSS| payroll system. ‘

REPORTS |

Daily Time Record — This will the basis for actual deployment of guards on a daily
pasis. Consolidated Daily Time Record shall be submitted to Headquarters not later than
1700 hrs of the 17t and/or 2nd day of the month as basis for the computation of the
individual salaries of guards/persorjnel (See Annex, Templates and Formats).

Inspection Reports - This ufriil reflect the summary of random on-site /on the job
inspection of the Officer-in-Charge and/or the inspectorate staff. A consolidated copy of
these reports shall be submitted to CSS| Security Operations Officet evety end of the
month for reference purposes. :

Spot/Incidents Report - this shall be accomplished by the guards in' the event of
any unusual incident and shall reach the CSSI Headquarters immediately and the same
must reach Security Operations Officer within 24 Hours thereafter.

investigation Report - com‘plaints and/or unusual incidents shall be immediately
and properly investigated by the ICSSI investigation and inspectorate Department upon
request or instruction of CLI ENT.
|
Leave of Absence - shall be programmed by the OIC, CLIE}EQFcurity Guard force
and shall be reparted to CSS! headquarters every close PaYrO”-CE%‘*FﬁIJO“ or leave of
absence must bhe filed at least twcT (2) days before its effectivity. ’ L

—-—.q-_.

Inventory of Firearms and: Equipment - shall be done Mﬁf}mw
submitted to CSSI administrative;department not later than St%ﬂﬁw;;y Kl
furnished to Client Management. |

Monthly Roster of Troops ~ The Officer-In-Charge shall render this report to the CSSI

 Headquarters at least two (2) days before the end of the month copy to be furnished to

- Client Management.
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The Agency will assume full responsibility for any and all loss or dam:age due to
theft, robbery, pilferage and trespass which the CLIENT, its official and personnel, or third
person, may suffer, during duty of hpurs of detalled security guards provided that it has
been established after due investigation that said loss or damage was due to negligence,
fault or misbehavior of the guards. |

X B
The Agency shall, within fifteén (15) days of the receipt of Notice of Award (NOA),
post a Performance Securityin a forn;'l and amount Prescribed by the Client

L L vy e s A Y e —— ——=

DEPLOYMENT SYSTEM & PROCEDURES

|
For the purposes of this contract, CSSl. proposes to establish a Detachment Office. This
Detachment Office shall process stand by reliever and/or make up personnel to ensure the
right number of roster guards are available for each shift of duty posting required by the'
Contract. A factor of 20% excess number of personnel for each shift posting assignment
shall be maintained, to be re-assigned only after the complete guard change has been
affected. This factor ensures the 24-hour continuous rest provision per week of Client
Securlty Detachment. ;

‘ .
One hour before shift, personnel for ihe next shift shall be assembied in & suitable location,
mustered and inspected for the following:

a.) Grooming :

b.) Equipment !

c)  Physical and mental condition

d.} Fitness for specific assignment/posting
|

Thus: ;
a.) Succeeding shift dutyl personnel arrival (one hour before shift)
b.) in Incomplete, or replacements needed, inform the CLIENT about
replacements and secure approval.
c.) Ih the Meantime, call HQ for proper replacement..

d)  First Head count and Inspections.

e.) Complete roll call, inform the client of changes affected.

f.) Muster of Inspection and duty assignments before change of shift

£) Movement to specific post, turn-over, acceptances and relief of previous shift
in the presence of supervisors

h.) Muster outgoing shift for inspection and confirmation relief (name of reliever.

~ Time of change)

i) Change to civilian clothes

i) Muster of head coun;t, inspection/search

k.) March out of CLIENT premises, record and inform the CLIENT shift change
indicating details of faersonne!, time and posting assignment.

In case of emergencies where s‘ecurity personnel has to be moved out of post, the
Detachment office shall immediately provide a replacement as approved by the CLIENT
(medical, family, police matters, etc.)

' ‘ - C8sj
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COORDINATION

|
|
CSSl relies on the following for efficier#t coordination:
‘ H
Information Transmission - Various reans of passing on relevant information to the right

persons/officers are employed. These are:

a.) An extensive radio network linking all posts to Main operations Headgquarters
b.) A choice of radio for the officers of Client and Security Officer of COMMANDER

SECURITY SERVICES, INC.
Information Flow and Processing - In over eighteen (18) years of operation serving a large

geographical area and various client§ with various needs, CSSI has evolved a system for’

determining the relevant information that needs to be passed on to the tight person/s
officers for decision and action. In matters requiring control as in the expenditure of funds
and materials, the number of decision points are necessary. On Operational and Incident
related matters, the information is. passed on immediately to a predetermined officer who
can take unilateral action on his decision level. Inthe meantime,,central communications,
desk manned on 24-hour basis lr{eeps tract of all requirements to reach the right
departments, group, contact persons, offices, organization which may be needed for
immediate action on incidents. C§S| President will talk directly to the Security Guard,
officer or Supervisor, Inspector directly related to the incident or vice versa;

List of Agencies where contacts are maintained:

a. PNP

b. PNP-FEOQ

c. PNP-SAGSD ;
d. CiDG T
e. T™G :

National Agencies:
a. NBI
h. ISAFP .

cssi _

CERTIFIEQ/TRUL oPY
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" SECURITY MEASURES

THE FOLLOWING GUARD DUTIES AND RESPONSIBILITES SHALL BE STRICTLY ENFORCED IN
ORDER TO PREVENT UNAUTHORIZED ACCESS AND T0 PROTECT CLIENT AGAINST
LOSS/DAMAGE TO LIFE AND PROPERTIES.

1.

ENTRY CONTROL - Guard: on duty shall defer and/or report all unauthorized
actual or attempted personnei of vehicular entries into guarded areas (control
areas) i,e. Client Compound, parking, installations or facilities covered herein,
The guard on duty shall furnish the Client a physical description and/or license
numbet of persons or vehic}:le invoived. '

CONTROL VEHICULAR ENTRY AND ACCESS. The guard on duty shall examine all
vehicles of the governmeﬁt and all commercial and visitor's vehicle entering a
secured office building premises or installations. Guards must check vehicle
passengers for proper identification and the vehicle for suspected bombs and
suspected packages, in accordance with instructions and procedures laid down
by the CLIENT. Guards shall admit only those authorized vehicle. Logs shall be
kept on vehicles permitted access to secure premises. To generate income for
the Client, the Agency may issue a parking fee. However, adaptable procedure to
secure this vehicle must undergo thorough study to measure liability of the
guard and CLIENT. ‘ :

ENTRY CONTROL AT BUIL}.D!NGS, OFFICES AND INSTALLATIONS. The guard on
duty shall intercept and iidentify visitors outside the secure premises. Guard
shall screen visitor's identification. At some building/installations, guards shall
request specified identification cards and shall permit only persons holding
them to enter the premises. At the directions of the Security Officer and/or
Clients/representative, guards shall physically examine visitors and their effects
or possessions to detect the presence of firearms, other weapons and
contrabands. If anyone|refuses to identify himself and attempt to enter the
office, the guard shall use necessary force to detain the individual and shatl
notify the Security Officer% and/or Client/representative.

ENTRY CONTROL AT OFFICIAL OFFICES/CONTROLLED AREAS. The guard on
duty shall intercept and Identify visitors outside the office/control areas. Guards
shall screen visitor's iderjtification and maintain log visitors. Guards shall retain
visitors whose arrival is not expected of the entrance/holding areas until cleared
by authorized personnel.‘ Guards shall ensure that such visitor stay outside the
office/controiled areas until properly identified, to anyone refuses to identify
himself, and attempts to enter the office/controlled areas, the guard.shall use
necessary force to detain the individual and shall notify the police and the
supervisor on duty. '

PATROL PERIMETER - Guards assigned to positions requiring foot-patrol duties
shall make rounds of their assigned areas regularly (or at least twice each hour).
Guards shall change their course and place while patroiling the premises to
avoid establishing a set time and pattern of perimeter rounds.

‘ .
PROVIDE ESCORT - Guards on duty shall render escort duties to personnel when
carrying/transpotting large amount of money/valuables from oné office to
another or when makin}g deposits or withdrawals from banks, likewise, guards
shall provide escort detail to high government Gf-ﬁ(ﬁdls, visitors or dignitaries

upon clients instruction or if their duly orders stal@EﬂTlF,E
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INSPECTION AND SURVEIL}LANCE - The guard on duty shall physically examine
all deliveries made by delivery vehicles and packages and mails carried by a
person who seeks access to the CLIENT premises or who seeks to leave or
deliver such to installations and perimeters. Guards shall endeavor to detect
and present the occurrence of fire to any CLIENT officers shall summon the fire
supetvisors on duty shall Treport any suspicious vehicles or persons within the

guarded premises.

- . CsS |
| | CERTIFIEQJRUE COPY
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Commander Security Servic:es, Inc.
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DEPARTMENT OF BUDGET AND MANAGEMENT
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. INTRODUCTION

|
This Department of Budget and Management Emergency Response Manual is designed for use by
the staff and employees of DBM who should become familiar with its contents. [n the event of an

emergency, it will serve as a quick rngerence It should be kept in an easily accessible location at
all times, preferably beside your telephone.

Questions or comments concernmg this manual should be directed to the appointed DBM
Emergency Coordinater,

o

A. This action plan is designed to provide basic emergency response guidelines for all DBM
personnel in the event that an emergency occurs on or near DBM facilities until appropriate
response personnel arrive. This action plan does not detail the response procedures to be
followed by trained personnel after the initial response to an emergency nor the removal of
the DBM personnel and property from immediate danger. Designated DBM emergency
response personnel are tramed to follow up with secondary emergency disaster response
procedures once the first response has stabilized the emergency.

ACTION PLAN

B. The scope -of the emergency response “action plan applies to all DBM employees, staff,
visitors, and buildings and grbunds owned and operated or supervised by DEM.

C. The Emergency Cc-ordmamr is authorized by the Security Office Chief of DEM to oversee
the emergency response actlon plan. Any of these DBM authorities or their designees may
declare the scope of the emergency and direct its response.

. |
D. The types of emergencies are as follows:

|
1. MINOR EMERGENCY: Any incident, potential or actual, which will not seriously
affect the overall operation of the DBM. Report immediately to General Services
Department. Some exampies of 2 minor emergency are: brownoui, water leak,
faise fire alarm, or maintenance problem, efc.
|
2. MAJOR EMERGENCY: Any incident, potential or actual, which affects an entire
building or bundmgs or which disrupts the overall operation of the DBM. Outside
emergency services will probably be required, as well as a major response from
outside support services. Major policy considerations may be required from the
DBM administration. during these conditions. Report to the DBEM Emergency
Coordinator. \

Some examples of ‘a major emergency are; power oulage, fire, major vehicle
accident, personal emergency, homb threat, HAZMAT spll, efc.

3. DISASTER: Any event or occutrence thé@%ﬁ&usi impaits or halls the.aperations
of the DBM. In some cases, mass pldoiElphaihibatarg
damage may occur A coordinated effort gl DB PR
effectively control the situation. Quiside emergeﬂeyma e 55? L i all
cases of disaster, an Emergency Commiahd Cériter yill be e%tabkﬁh and the
appropriate support\ and operational plans vy}II be exesuted-Sdme examples of a

Taw A

disaster are: hurncane/tomado, flood, serious fire, total blackout etc.

Contingency Manuai ‘ ‘ Page 2 of 35 (/‘n&_ﬁ(,.
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4. In addition, any incident, which has a potential for advarse publicity concerning the
DBM, should be pronﬁptly reported to the designated Emergency Coordinator (24
hours per day, 7 days per week). Some examples of such incidents are: sexual
assaults, crimes on faciliﬁes, false rumors, efc.

. CONTINGENCY PLAN
Em%r%eency Nature | Event Occurrence Call Report to/fat P%m ;T;::::;‘;:d
Any event or occurrence " Black out (Tofal) '
that sericusly impairs or i Earthquake Emergency Command
halts the operations of the : Fiood Center
Disaster DBM. In some cases, : Major Fire All Heads of Cffices
mass personnel casualties | ' Nuclear Disaster Qutside Emergency
and severe property ¢ Storm (Signal #4) Services
damage may occur. f Tomado
Bomb Threat
‘ Fire
“ | Hazardous Material
| Spilis
Any incident, potential or f i .Ga.s Leak
; i ivil Disturbance
Major actual, which affects an | | (Violent) .
Emergencles entire buiiding or facility, or | . Coup Emergency Coordirator
which distupts the cverall | Vehi .
N : Vehicular Accldents
operation of DEM Hostage Stuation

! Hiness

I Serieus [njuries
Sabotage

Storm (Signal #3)

| Sexual Assault
. Workplace Violence

Incidents Occurrences which have 3 Stalking

which have - Harassment ; :
sotential for pote_ntlal for adverse tntimidation Demgnat_ed DBEM Official
pubficity coneerning the Security Personnel
adverse DEM Theft
pubiicity : Pilferage
} Burglary
! False Rumars
Brownout
Minar A?c&?f?éic?ﬁ?ﬂtm -, Falsa Fire Alarm Designated DBM Official
& . . ' i Maintenance Problemt .
mergencies | seriously affect the overall |, Trespassing Security Personnef
operation of the DBM | WatesrpLeakage !

I1

A. The authority to declare a state .of emergency rests with the Administrator of the DBM or, in
his/her absance, the Emergency Coardinator.

DECLARING A STATE OF EMERGENCY

1. During a state of emergency, the Emergency Coordinator, with the Manager's
authorization, shall place into immediate effect the appropriate procedures
necessary to meet the emergency and to safeguard persons and propery. The
Emergency Coordinator or his/her designee shall immediately: consu}t__\a{lth the
Commissioner regarding the emergency and the possible need fora qgclaratnon ofa
state of emergency.| The appointed Emergency Coordinator is the official person for
all releasa of informfxtion outside the DBM. :

2. When this declaration is made, only registered employees and staff are autlh_oriz'ed
to be presert on DBM facilities. Those who cannot present proper 1Qieni|f!qat|on
(registration or employee identification card, or other (D) shoy\fgpg their legitimate
business on DBM} faciliies will be asked 5Bdve the facilities. Unauthorized
persons remaining on facilities may be, subjget foT#FERBERLOIT GEOWN the {
Revised Penal Code. : o : :
AN D

| - FATIMA
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|

In addition, only thosei employess and staff mémbers who have been assigned

emergency response team duties by the Emergency Coordinator will be allowed to

enter the designated _err‘aergency areas.

in the event of earthqua}kes, aftershocks, fires, storms, or a major disaster occu rring
on or‘about the fac:ili'gies, or one that involves DBM property; the Emergency
Coordinator will be dispatiched to determine the extent of any damage to the DBM
property. |

The Emergency Coordinator, or hisiher designee, will appoint an Emergency Disaster

Response Team and will coordinate the DBM's response with internal departments and
cutside agencies, !
|

| .
The Emergency Disaster Response Personnel and Nofification Procedures are contained
herein. The Emergency Coordinator will initiate the notification process and the response
procedures for the primary response to DBM emergencies. The Emergency Coordinator will
be notified of any condition requiring non-DBM intervention or assistance. Also listed are
the step-by-step emergency response procedures for the emergencies listed in the index.

These procedures are to be followed by all DBM personnel as indicated in the individual
instructions. ' ‘ .

|
An EMERGENCY COMMAND CENTER will be established at the DBM facility where the
coordination of all communications will occur through the Emergency Coordinator
dispatcher at a designated telephone hot line. The Emergency Coordinator will designate
an unlisted telephone number or numbers for communications between key emergency
response personnel. The Emergency Coordinator has celiular telephones for emergency
use in the event of a communic¢ations problem.

|
The Emergency Coordinator' dispatcher (command center) will notify all primary and
secondary DBM emergency response personnel to activate the Emergency Disaster
Response Plan. The emergency response personnel will then direct all DBM employees
and staff about the correct response procedures to the particular emergency, which may
include the designation of a meeting location for emergency personnel. Unless designed

_otherwise, the DBM Emergency Response Team will meet at the lobby of a designated

place to receive their instructions.

The appointed Emergency Cdordinator or histher designee will respond to media inquiries,
issue press releases, and designate one central location for the meeting of media
personnel with DBM representatives for the dissemination of information.

Page 4 of 35 h([bﬁ“
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Declaring a St

Administrator of DBM
! _
|
Y
!
Designated | Emergency
DBM Official Coordinator

Official persen for alf refease of

info outside DBM.

Respond to media inguiries.

Issues press releases.

Designates one central localion
for meeting media personne!

with DBM representatives for |
dissemination of information.
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ate of Emergency Flow Chart

Emerjgency Disaster Response
: Team

| DBM Administrator

Emergency Coordinator

and

|
| Department Heads
| .

L

Emérgency Command Center

émergency Coordinator
Dispaicher

|
Emergency Response Team

) Authon’tf to declare a State

of Emergency

Authorized to-declare a Stafe of
Emergency in the absence of the
DBM administrator.

With the DBM administrator's
authonzation, shall place into
immediate effect appropriate
pracedurss to meet the emergency
and fo safeguard persons and
properfies. :

Appoints an Emergency Disaster
Response Team.

Initiates and coordinates DBM’s

response with internal departments
anr nirteida Ananniss

1. Will notify all-primary and
secondary DBM emergency
response personnel to,
activate the Emergency
Disaster response Plan.

Activate the Emergency
Disaster Response Plan.
Direct ail DBM employees
ahout corréct response
procedures to the particular
amarnancy
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NOT[F!CATION PROCEDURES

A. DBM personnel (employees, staff, visitors) should follow the step-by-step Emergency

herein to initially notify the Emergency. Command Center of the
nature of the emergency. You may do this by dialing a designated teiephone hotline. In the
event of a condition, which requires immediate police, fire company, or ambulance
response, DBM personnel should dial 117 (Emergency Hot Line Center) to advise the
authorities of a situation requiring immediate response and then contact the Emergency
Coordinator advising the Emergency Coordinator dispatcher of the same.

B. The emergency number 117 is to report emergencies only and to receive instructions from

the Emergency Coordinator dispatcher. Do not remain on this iine for any longer than
required to describe the emergency and to receive instructions.

C. All non-emergency communications should be directed to a designated te!ephone number.

This number will also serve‘as the information/rumor hot line through which DBM personnel
may acquire up-to-date information on the emergency and response without utilizing
emergency telephone lines.

D. Refer to the Emergency Résponse Personnel and/or the emergency number listed ‘herein

for specific personnel and n:umbers if contact is required.

E. The Emergency Coordinatar dispatchers (Command Center) will notify aill DBM Emergency

Response Personnel to begin the Emergency Disaster Response Plan.
; =y

F. In the event of a major emergency or disaster, the Emergency Coordinator will coordinate a

timely notification procedure for all members of the DBM and surrounding communities with
the members of .the Emergency Response Team through the local radio station or TV

station, and local media commumcahons networks or through the Emergency Coordinator
dispatch. ‘

G. Do not discuss any detaus‘concermng a DBM emergency with any news media personnel.

All questions, commumcaﬂons or requests for information by news media for DBM
personnel should be dlrected to the designated Emergency Coordinator who will coordinate
all dissemination of !nformatlon at the DBM. DBM will designate a central information arsa
for media inquiries (with a sign posted indicating such) or at the scene of the emergency.

CS8]
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|
Notification Procedure Flow Chart i

; Call 117 Emergency
; Hotline Center to

| advise authorties of
o the situation
DBM Personnel i Fire, Palice,
(Employees & Staff) > Hospital, Ambulance:
. | What {as appropriate)
| Who
| Where
: When
. 3 Request
Er?alg:gig;; Recommendation
Coardinator ‘

about the nature ' i
of the emergency ‘

V

EMERGENCY RjESPONSE PERSONNEL TO BE USED
ONLY IN THE EVENT OF AN EMERGENCY

In the event of an emergency, the Emergency Coordinator will immediately contact the emergency
disaster response team personne! to meet at the Command Center, or a designated site, to effect
the Action Plan. The team should Consist of, but not be limited to the Manager of the DBM, the
Emergency Coordinator, and the Department Heads or their appointed representatives. :

C8sl
CERT!E!E}@RUE COPY

|
|
|
|
\
|
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|
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: EMERGENCY RESPONSE PROCEDURES

NOTE: DEPEI'\HJ’I.P\H.’.-?i UPON YOUR AREA OF RESPONSIBILITIES,
REPLACE ALL EMERGENCY NUMBERS WITH THE CURRENT
EMERGENCY NUMBERS IN YOUR AREA. THE PRESENTED

EMERGENCY NUMBERS ARE CURRENT ONLY FOR THE METRO
MANILA AREA. |

ACCIDENT / PHYSICAL DISASTER, ETC.

A, in the event that anj accident occurs on or near DBM faciiities; notify the duly
designated Emergenc‘y Coardinator immediately,

B. Give your name, !ocatlon and telephone number, if possible, and describe the

nature of the accldent for the officer. Remain at this location until the Emergency
Coardinatar arrives,

C. Advise the dispatcheﬁ if the nature of the accident requires an ambulance, fire truck
or paolice, (Referto Section Wi, for further instructions on specific emergencies).

D. If there are possmle‘ln]unes associated with the accident, follow the procedures
described in Section VI Number 3 for responding to serious injury / illness.

E. - The Emergency Coord-snator will initiate the proper notification procedure for
contacting appropriate personnel when an accident occurs on or near DBM facilities.

F. The Emergency Coor}dina‘ter will respond with the appropriate authorities to evaluate
the situation. | :

DBM Emergency Hotline - (7o be announced)

Police, Fire Company, Ambulance - 117

EMERGENCY POLICE ASSISTANCE 166

MMDA RESCUE ~ 882-0925

BOMB THREATS

Anycne can make a telephone call to disrupt the operations of business, government,

schools or any other facility. The use of explosives or the threat to Luse explosives is
becoming more prevalent.

Bomb threats are detivered‘in a variety of forms, but the most common threat is defivered
by telephone in a direct call; ar left on voice mail or a fax machine. Basically, there are two
types of calls, each with a different purpose:

SPECIFIC THREAT | i
This occurs when the caller}has definite knowledge or states that an explbsive or incendiary
device has been placed at the target area and wants to minimize personal injury; the caller
may be the person who made the device; placed the device or became aware of specific
details. In addition, the caller inay be providing this mformgtlon as a result of a device that
has failed to function as intended.

| CERTIFIEDT RUE cOPY
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|
“There is a bomb in locker #2 ‘at the maintenance room; it is set to go off at 2:30 p.m.
Get everybody out! | am sencqsf Call the police and have them shut down the traffic ors
Apolinario St. in front of the buitding. There's a suitcase full of dynamite in the focker
and | don’f want anybody fo get hurt”

|
| .
The caller wants to create an atmosphere of anxiety and panic, which will pessibly result in

the disruption of normal activities at the location to which the threat is directed, Generally,
the caller provides no specific mformatton other than the threat itself,

NON-SPECIFIC THREAT

Example: “There's a bomb in the building!”
In either case, there is a respoﬁsibility to react effectively to thesé threats.

There are threa factors that must be addressed in order to respond safely and efficiently to
any ciitical incident, namely: pohcy procedures and physical security. Palice are tasked
with investigating the bomb threat and responding to any suspicious packages or explosive
devices, as these results directly from criminal activity.

Searching a building as a result of a bomb threat is a "victim® responsibility; only trained
personnel should carry out searchmg

in every corporation, educatnonal fac:l:ty, health care center, government office or business
facility, there should be someone tasied with the responsibility of preparing plans for every
emergency condifion mcludmg bomb threats. The following elements should be considered

for responding to bomb threats:

Developa polic} with clear levels of authority and responsibility.

Develop procedures in responding to these incidents.

° Select and train personnel to perform specific tasks such as searching and
evacuating people.
Establish evacuation centers.

. Provide annuallexercises to test the policy and procedures.

. Set guidelines in handling media attention.

* #

) |
RESPONDING TO EOMB THREATS

in the event a bomb threat is recewed there are basically three aiternatives:

. ignore the threat
. Search the prem!ses or
. Evacuaie the prem:ses only after the evacuation route has been searched

and secured.
WHAT TO DO IN CASE OF BOMB THREATS

When an anonymous caller reports that a bomb has been placed in any establishment, the
procedure outlined below sho‘uld be followed:

1. The person receiving the call shouid: ™~
a. As much as prac’tncable have the conversation recorded atthe very start on
audio tapes onany other means.
b. Attempt to keep the caller on the line and record the conversation, noting
down or remembenng the exact words of the person making the threat.
cC. Try fo know when the bomb is set to explode, where it is, what it looks like,
who piaced the bomb and the reason for the bomb.
d. . Note the time and duration of the call
€. Note the background noises and voice ghEfidteristics, ‘male or female,
young, m:ddle—aged or old, tone and accenty Ti F sF‘ TRUE CQPY
2. The switchboard cperator should there be one, sh E¥ ., > th
tape recorder (if available, to record the caller's VOICE®
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Upen recelpt of the bomb threat, the person receiving the call will |mmed|ate1y rotify
the chief.. admlmstrator of the establishment, who in tumn will direct al
occupants/public stay outsnde in & safe holding area at least 300 fest away from the
building. The DBM secunty personnel shall assist in the evacuation of all DBM staff,
employees and unit owners to a designated area, The DBM security personne! shall
also likewise secure the DBM facilities and bulldmgs from entry to unauthorized
persons,
4, The administrator must also notlfy the PNP (in case in Metro Manila, 'NCRPO should
be contacted through 117 while in the provinces, contact the Office of the Police
Regional Director or the Chief of Police Station or the Bureau of Fire Protection)-

5. In the meantime that the PNP elements are being awaited; security officer/guards
should secure ali entrances of the building to prevent any person from entering the
buitding.

8. If more than one threat is made in a month, the administrator should make

arrangement with the telephone company to momtor and trace the: telephone calls
for a period of time.

7. The administratar shdu!d be made available, if requested by the PNP elements,
personnet to assist in the search for the bomb.
8. Never allow anybody or any person to get inside of the building unless declared safe

by the bomb disposal team

SEARCHING PR_OCEDURES

i N
The most efficient method of :searching is to have people famifiar with the area undertake a
search of that area for any suspicious or unusual items. Areas of public access such as

reception areas, washrooms, entrances, exits, etc. should be searched first. Remember,

these are usually the evacuation routes also; never evacuate without searching first.

The team search is the safe‘ast and most thorough technique for bomb searches. Team
members must be familiar with search techniques, descriptions of explosives and
improvised explosive devices. A well-trained search team should be able to search any
premise in less than one hour; any longer search usually becomes ineffective. The critical

issue to an effective search centers around good "housekeeping” practices and a secure
premise |

ifa caller provides specific d?tails as to the location of the explosive device, then the initial
search should entaill a cursory examination of the target area, with an evacuation plan
initiated as soon as a package is located. Police should be notified immediately utilizing the
117 emergency number or the PNP Explosive and Ordnance Detection Unit {(EODU) at
721-8544. If the threat is not specific, police should be nofified, but the search procedures
should be enacted immediately using the team approach. In most jurisdictions the police
response will be in the mvestlgatlve mode,

PREVENTIVE MEASURES 1

Protective security measures‘ should be designed o preveni bombing incidents. Experience
has shown that not only will, such measures mitigate the effects of bombing incidents, but
will also reduce the f-eque.ncy of bomb threats. tn conciusion, three | issues ‘must always be
considered in your contingency plan:

. Building Secun'ty
. Personnel Security ‘ ™
. Preventive Education
‘ \
DBM Emergency Hotline - {To be Announced)
Police, Fire Compaﬁy, Ambulance - 117
EMERGENCY POLICE ASSISTANCE — 166
PNP EODU CAMP CRAME 721-8544
PNP PUBLIC INFORMATION GENTER ~ 724-87851
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BUILDING EVACUATION i
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In the event that the e\‘facuatlon of a building or area on DBM famlltles is required,
the duly designated Emergency Coordinator wilt initiate the proper notification

procedure for contact[ng appropriate personnel fo advise them of the nature of the
avacuation. i

The Emergency Coordmator will initiate and supervise the evacuation with the
cooperation of the mdu\ndual building managers, resident directors or resident
assistants for the pamcular building or area on DBM facilities.

I

C. ~ When an evacuation lalarm sounds, do not use the elevator, It may become
inoperative. |

|
D. Assist disabled persons in exiting the building. |f these persons are unable to use
the stairs, assist them to a stairwell or elevator where they will remain. Notify
Emergency Coordinatars on the scene where these persons are. They will assist in
the evacuation of disbbled persons. Quickly evacuate the building calmly and
quietly. Walk; do not run to the nearest exit or stairwell,
|

A.

E. Evacuate fo a distance of at least 500 feet from the building and out of the way of

emergency personnel. ‘Do not return fo the bundmg until instructed:to do so by the
Emergency Coordlnators

F. The Emergency Coord‘mator has a written pror_:edﬁré for DBM facilities evacuations.

i

DBEM Emergency Hotline — (To be announced)
Police, Fire Company, Ambulance — 117
MMDA Rescue — 832-0925

CIVIL DISTURBANCE |

|
Most DBM facilities demonstrations such as marches, meetings, picketing and rallies are
peaceful and non-obstructwe‘ Maximum tolerance ‘must be observed and maintained at all
times. A demonstration should not be disfupted uniess one or more of the following
conditions emsts as a result of the demonstration;

» interference with the normal operations of the DBM.

» Prevention of access to an office, building or other DBM facility.

« Threat of physical harm to persons or damage to DEM facilities.

« Disorderly conduct which disturbs the DBM facilities or community.
if any of these conditions exist, the DBM security personnel or duly designated Emergency
Coordinator should be notified and hefshe will be responsible for contacting and informing
the appropriate PNP authorities and DBM autherities, who shall include the Administrator of
the DBM and the Emergency Coordinator.

\

The DBM security personnei shail ensure that desngnaied open gates are not blocked or
obstructed by the demonstrators. Non-obstructive demenstrations : should not be
interrupted. Efforis should be made to conduct DBM businesses as normally as pessible.
Maximum folerance must be obsewed and mamtamed at all fimes. N
Depending on the nature of the demonstration, the appropriate procedures hsted below
should be followed: |

w Y =
A. PEACEFUL, NON-OBSTRUCTIVE DEMONSTR@E{:{%W UE COPY
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i .
Generally, demonstrations of this kind should not be interrupted.

Demons‘trahons should not be obstructed and efforts should be made to
conduct DBM busmess as normally as possible.

2, if demonstratmrs are asked to leave but refuse to leave by regular facility
closing time: |
|

\
a, Arrangements will be made by the Emergency Coordinator to monitor
the sﬂuatlon during non-business hours, or

b. Determination will be made to treat the violation of regular closing
hours as a disruptive demonstration. (See Section C.).

|
NON-VICLENT, DISRUPTIVE DEMONSTRATIONS

B.
\

[ the event that a demonstratlon blocks access to DBM facilities jor interferes with

the operation of the DBM

a. Demonstrator§ will be asked to terminate the disruptive activity by the

~ Emergency Cpordinaior or his designee.
|
_b. Key DBM personne! will be asked by the Emergency Coordinator to go to
the area and enoourage the demanstrators to desist.

e. The appomted Emergency Coordinatar or his designee will go to the area
and ask the demonstrators fo leave or to discontinue the disruptive activities.

|

d. If the demonstrators persist in the disruptive activity, they will be apprised
that failure to discontinue the specified action within & determined length of
time may result in disciplinary action including suspensicn or expulsion from
the DBM or possible intervention by outside authoiities. Except in axtrema
emergencies, the Administrator will be consulted before. such disciplinary
actions are taken.

e Efforts should be mads to secure positive identification of demonstrators
violating a spemﬂc DBM, local or national regulation, .to facilitate later
testimony, mcludlng photographs if deemed advisable.

f. After consultatlon with the Administrator or his designees, the Emergency
Coordinator will determine the need for an injunction and the intervention of
outside authontles

\

[} If determlnat;on is made to seek the intervention of outside authorities, the
demonstrators should be so informed. Upon arrival of the police department,
the remaining demonstrators will be wamed of the intention to arrest.

| o
C. VIOLENT, DISRUPTIVE DEMONSTRATIONS
In the event that a violent demonstration, in which injury to persons or property
. occurs or appears imminent, the Admmlstrator and the Emergency Coordinator will

be notified. 1\ T

a. In coordmahon with the Emergency Coordinator, the duly desugnated
Emergency Coordmator will contact the appropriate DBM personnel.

b. The Admmlstrator in consultation with the Emergency Coordinator, will
determine a strategy for respondmg to the incident, which may range from
methods used for non-violent demonsirations to the requestmg of outside
authorities. | CSSI |
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The contracted} security agency will provide an officer wnth a radio for

communication petween the DBM response personnel on the scene and the
administration, ‘

C.

DBM Emergency Hotlme - (To be announced)
Police, Fire Company, Ambulance - 117
EMERGENCY POLICE‘ ASSISTANCE - 756

coup §
i
PLANS IN CASE OF COUP
1 .
A, Secure the are.ia by locking the entrance and exit with strict screening of

_personnel entry into the premises. Identify possible unknown exit for trapped
persons and the back |door exit be propery guarded and secured (the key to be
entrusted to a person who would be readily available) so thal escape would be
undertaken smoothly wﬂhtn the confines of the laws.

B. Contact !mmedsately the Emergency Coordinator.
\
C. Any group involved in the coup should never use facilities and buildings.
D. All guards are 1c:o‘nstantly reminded fo be alert and the security personnel

should always be rovmg to ensure alertness of all.

E. Entrance and Exit Gate Guards should be temporarily dlsarmed in order ta
avoid provocatlon that may ignite the unruly crowds or mob. Instead they should be
issued truncheons only. Entrances/exit/parking guards should not make themselves
visible to avoid stray bullets in case of shoofing or shelling.

F. There should bé ample supply of first aid medicines, food and water for the
guards and any trapped employees or visitors. Ample supply of batteries for
fiashtights and radio sh‘ouid also be made available.

G. Observe ma}qmum tolerance

H. if the 3|tuation worsens secure/call the assistance of the nearest PNP
station, law enforcement agency and Commanders Security Services  Inc.
emergency number.

DBM Emergency Hotline — (Te be announced)
Potice, Fire Company, Ambulance - 177
EMERGENCY POLICE ASSISTANCE - 168

PNP PUBLIC INFORMATION CENTER - 724-8766

CRIME ON THEFT, PILFE;RAGE AND BURGLARY.
| .
A In the event that you observe a crime in progress, believe a crime may be in
progress, or the victim of a crime; contact the detailed security personnel
immediately. Report suspicious persons or activifg$ Bl calis are kept confidential.

Security personnel ate trained to handle all satua&qgﬁapﬂ;@g{ L?Fd gf.@pﬂ?
and sensitive manner. When in doubt, report it. “m
‘ ' . s
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EARTHQUAKE
During an earthquake

if you are inside:

halb
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|
Security personnei are to secure all enfry and exit access pomts and fimit the entry
to premises o as few as possible. ;
i
Do not atternpt to apprehend or interfere with the criminal except in cases of szelt-

protection, The secunty personnel shall assist in controlling and apprehending the
criminal.

If safe {0 do so, take time to record a mental description of the suspect Note height,
weight, sex, color, approximate age, clothing, method and direction of travel, and
the person's name, if known. All this takes only a few seconds, and is of sngnmcant
help to investigating officers. If the suspect is entering a vehic!e, note the license
number, make and m¢dei, color, and outstanding characteristics.

Conduct a search and: apprehend culprit if within the premises.

1
Call the police at 920-1378 or 921-6146. Give your name, locaticn, and department,
Advise them of the sﬁuatlon and remain where you are urntil contacted by an officer.

Protect the crime scene; items, which may have been handled by the perpetrator,
may bear fingerprints and should not be touched. Do not clean or disturb the area.
In case of a serious ‘crime. the room or area where the crime occurred should be
sealed off immediately. Do not allow anyone to enter the area untit Public Safety or
the police have secured and examined the area.

In the event of civil di‘sturbanoe, continue with your normal routine, if possible. If the
disturbance is outside, stay away from doors and windows.

Do not interfere with those persons creating the disturbance, or with law
enforcement or secun‘ty authorities on the scene.

The security personnei wiil initiate the proper nofffication procedure for contachng ‘
appropriate personnel when a crime occurs on or near DBM facilities. The Officer in

Charge shall conduct an initial investigation and submit a written report to the DEM

Security Manager within 48 hours.

A security officer wﬁ!l respond with the, appropriate authorities to evaluate the

situation. |
DBM Emergency Hotline - (To be announced)
Police, Fire Company, Ambulance — 117

Stay inside, remain calm and prevent panic.

Watch for falling obj

Craw! under a table or desk or stand i II'I a doorway.

Stay away from windows, mirrors, overhead fixiures, bookcases and electrical
equipment. |

Prevent the use of elevator and direct escape from other means of exit.

if you are outside:

Move to an open area away from buildings, trees and power lines.

1.
2. If forced to stand near a building, watch forfailing@ )
| CERTIFIED/JRUE COPY
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After an earthquake

Commander Security Services, Inc. |

1. ‘Stay calm. o
2. Be prepared for aftershocks.

3. Move to designated evacuation area

4,

Do not move seriously persons, unless they are in obvious, immediate danger {of
fire, building collapse, atc.)

Open doors carefully. Watch for falling objects. '

{a) Earthquakes. gwe littie or no warning before they strike. If located indoors do
not atternpt to go outside. Find refuge under a desk or table or under a
strong beam or a strong masonry comer of the building.

{b) Remain in this IoCation until the tremors have stopped.

{c) Evacuate the building as quickly as possible following the first tremor.

{d) All staff me“‘lbers must keep together in the designated area of the yard
away from faﬁmg debris or collapsing masonry, and a head count faken.

POST DISASTER ACTIV[TIE?

For all disaster evenis the Emergency Coordinator is required to asceriain the well being of
the staff. Consequently he!she wilk;

(a)
{b)
()
(d)

(e}

Account for all staff members present in the office when the d:saster occurs,

Know the location of staff not located in the office and ascertain their well-being. .

Staff members must report to the office as soon as possible after the passage of an
earthquake.

The Emergency Coordmator will provide the Head/Coordinator/Director/
Managerfetc. with a report on the well-being of the staff.

Where a staff member becomes il or injured during an emergency the
Head/Coordlnator/Dlrector!Managerletc will arrange for such staff members to
receive attention.

| | ‘
DBM Emergency Hotline — (To be announced)

Pelice, Fire Company, Ambulance — 117
CIVIL. DEFENSE OPERATION CENTER ~ 811-5061

HAZARDOCUS MATERIALS ! GAS LEAK (flammable, toxic, corrosive, oxygen,

cryogenic)

. | :

If any type of potentially hazardous gas or liquid appears to be leaking or posing a danger
to persons, in the judgment jof the person or persons responsible for such materials, the
following steps should be 1aken

A,

B.

Contingency Manual

Corfine the fumes or fire by shutting the room door.

If possible, extmgu:sh all flames and ignition sources. Refer to the proposed DEBM
Chiemical Hygiene Plan Manual for appropnate emergency response.

Sound the buiiding ﬂre alarm so evacuation can begin. Evacuate immediately

following the established evacuation pian in the proposed DBM Chemical Hygiene
Plan Manual. |

Call the Fire Department at 924-1857 or 924-1922, giving your name department,
location, and nature of the emergency. If possible, try to identify the type of material
for the dispatcher. | :

\ .
Evacuate to a safe area at least 500 feet away from the building. Do not returmn to

the building until lnstructed that it is safe to do so by duly desu;nated Emergency
Coordinator or the appropnate authority.
|
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Commander Security Servi‘ces, Inc. i

L. I i
The Emergency Cooqdmator will initiate the proper nofification procedure for

contgciing appropriatg personnel in coordination with direction from  the
Administrator or his/her designee. :

NOTE: The DBM Emergency Coordinator will assume responsibility
for notifying the appropriate local and national authorities of

alt hazardousi materials emergencies that require such
notification. |

DBM Emergency Hotline — (To be announced)
Police, Fire Company, Ambulance -~ 117
NATIONAL POISON CpNTROL - 524-1078

9.  HOSTAGE SITUATION ‘

Government employees get, abducted for a variety of reasons, grievances over the
-organizational program, politics, terrorism, ransom, and sometimes for a combination of
these reasons. i - '

| .
Sometimes the motives will change. For example, hostage situations may start out as
politically mofivated, but during the course of the situation, it may turn into a ransom
kidnapping. Regardiess of the abduction cause, most hostages stand a goed chance of
surviving the ordeal. ‘

| ‘
A. - Inthe event an DBM siaﬁ member is abducted:

1. Immediately nfwtify the local pdlice authoriies and the Emergency
Coordinator or his/her designee. :
Establish a 24-hour communication watch at the office.

Choose one employee to act as a negotiator in the event the hostage
taker(s) call the office. Choose someone known as a good conversationalist
and fluent in the local dialect. In some instances this may require having
mare than one person available because of multiple languages in the area. f
this person is contacted by the Hostage taker(s):

SRE

. 'Advise the caller that you are manning the phones and that

‘you have no authority to make any offers.
. 'Also advise the caller that you are trying to contact the parson

lwho has authority, but have not yet been able to do so. Or,
Itell the caller you are in contact with the person of authority
"and can relay messages. '

. |In other words, STALL for time.

s ‘ Be sympathetic with the hostage taker(s), but do not make
them feel they did the right thing.

o | Listen carefully to everything the hostage taker(s) has to say.

if possible, record the conversation.

* ‘ Determine:

Who is being held hostage.

Why they are being held.

What the hostage taker(s) are demanding.

The health and safety of the hostage(s). Ask to speak

with them. -t

; If you are allowed ~@s%k,_p1{i}rl,e,_te!l_ them they

| will do everything ISR FLEIE) »‘3' STFEY
o, \F ,
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Commander Security Services, inc.

anything you do not want the hostage: takers to know
because they will be listening in on the iconversation.

» Suggest the release of all hostages as a humanitarian
' ‘ offer.

» } Ask for the release of any women and children.

» ‘ STALL FOR TIME!

Make arrangements for meals and breaks as necessary for the negotrator(s)
Choose one person to deal with the media.

B. The Emergency Coord;nator or hisfher desngnee will:

1.

Contact the M‘anager of DBM to notify him of the situation and make

arrangements for the immediate dispatch of the Security Specialists, i

desired. \

Contact the appropnate PNP to determine if a tralned experenced

negotiator is Iocally available or if one can be digpatched from the nearest

point.

Contact the family of the hostage(s), if the family(s) lives: localiy Contact

must be made in person. !f the Emergency Coordinator or his’her designee

is not avallable contact may be done by a person designated to do so.

During contact:

. Adwse them a member of their family has been taken
hostage

. Advise them their family member is safe and unharmed, ¥
known. :

. .Adwse them that DBM ig doing everything possnble to secure
their loved one’s release.

. DO NOT REVEAL ANY STRATEGIES THAT ARE BEING
DEVELOPED OR DEPLOYED.

- Arrangg-for sofmeone to make daily contact with family to provide them with

updates and support.

C. The DBM Security Team will:

—

Contingency Manual

Immediately proceed o the site of negotiations.
Upon arrival, the team will:

° ‘ Act as the primary negotiators for DEM

. Act as the DBM Representatives in situations where other
‘negotiators are already engaged with the hostage taker(s).

- Act as advisors and ligison with DBM Executive

'Management Team.

. ‘Gather information pertinent to the situation, which may assist

lin the release of hostage(s).

: |
Policy and Strategy
‘ .
The policy of Philippine government is not fo give in to the demands of
hostage takers. In other words, DBM WILL NOT pay ransom for the release
of staff members. k

' Neither the DBM, government authorities, nor the hostage-negotiatdrs will

reveal the exact strategies that will be empioyed during the negotiation
process. i

DBM will notj give up on any hostages. DBM will expend every effort to
achieve your isafe release.

Post :ncndent procedures wil include an @%Eatmnal debrieﬂng Post
Traumatic Stress Debriefing by a professmng T’]E@ _wp‘\f
into the somety The former hostage will aiso ha{e the

| TﬁTlMﬁ\ | LAUREANQ
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|
DBM Emergency Hotlme - (To be announced)
Police, Fire Company, Ambulance - 117

10. FIRE

A.  Upon discovering a fire, close the door to the room where the fire is located and
immediately sound the building fire alarm by pulling the red atarm pull box.

‘ .
B. if possible, call the Fire Deparment at 9241857 or 924-1922. Give your name,
department, and the location and nature of the fire,
i
C. Know the conditions, iocatlons and status of fire extinguishers, fire hydrants, water
supplies, hoses, fire ex&ts electrical control switches and alarm systems. Be farniliar
with the operation of fir re extinguishers and water hoses.

D. Report any fire hazard to the Emergency Coordinator and report inadequate water
supply, fire flghtmg equipment and defective fire exits to the Emergency
Coordinator.  ~ ‘

E. If the: fire is small, youg may wish to extinguish it with a fire extinguisher. Be sure you

are using the proper extinguisher for the type of fire. If you are not sure, read the
instructions on the extinguisher. When in doubt, evacuate,
| .

F. if the fire is 1arge, L very smoky, or rapid-spreading, evacuafe the building .
immediately, using the nearest fire exit door or stairwell. If possible sound the
building fire aiarm by puning the red alarm pull box. Inform others in the building who
may not have responded to the alarm to evacuate immediately. The alarm may not
sound continuously. !f the alarm stops, continue the evacuation. Warn others who
may enter the buﬂdmg after the alarm stops. ’

G. Take purses, and close office doors upon leaving. Walk; do not run to the nearest
stairway exit. If you are disabled, proceed to the nearest stairwell and remain there
until help arrives. Notify evacuating personnel of your situation.

H. When a fire alarm sdunds, do not use the elevator. it may become inoperative due
to the fire. '

i Assist all employees and disabled persons in exiting the building. if these persons
_are unable to use the stairs, assist them 1o a stairwell where they will remain. Notify

the duly des:gnated Emergency Coordinators on the scene where these persons are
located. ‘

J. Assist in cleanng the dnveways of blockecf vehicles and equlpment and assist in the
evacuation of records documents and equment

K. Evacuate to a dlstance of &t least 500 feet from the building and out of the way of
emergency personnel Do noft return to the building until instructed to do so by the
duly designated Emergency Coordinators or authorized persennel.

L. Notify either police personne1 or firefighters on the scene if you suspect someone
may be trapped inside. Identify yourself as the person who reported the fire.
|

M. in residential hall fagliities, the resident assnstants or@e@@ﬂnt directors should assist
© the duly designated Emergency Coordinators in ev wlﬁ igeaEa N "C oy
checking rooms, lounges, bathrooms, etc. They wm mieet SiEm =

predetermined locatlon outside the building to take rcll assess | :

o T .
! S £ RN *%) ! RO YR }
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1. ILLNESS OR SERIOUS INJURY
A

B.

Contingency Manual

- Coordinator of your actions.

Commander Security Ser;wces Ine. i
|

\
Sp;lséoval from the duly designated Public Safety or the fire company to reenter the
uilding
\

Whenever a fire alarm sounds, unless directed otherwise by the duly designated
Emergency Coordlnators or the fire company, alf staff and employees must
evacuate the burldmg until the cause of the alarm has been determined. The

Emergency Coordmator will respond with the appropriate authont:es to evaluate the
situation.

i
The duly des:gnated‘ Emergency Coordinator will [nltlate the proper notification

procedure for contactlng appropriate personnel when a fire occurs on or near DBM
facilities.

DBM Emergency Hotlma {To be announced)
Police, Fire Company, Ambulance - 117
MANILA FIRE DEPARTMENT 924.1857/924-1922

Do not move a serioué[y injured person unless it is a Iife-threatening situation,

Call the MMDA Rescue at 882-0925, giving your name, location, building and
telephone number. lee as much information as posmble regarding the nature of the
injury or iliness, whether or not the victim is conscious, efc, Advisethe dispaicher of
the injury, if possible, and if the person requires an ambulance. You have the option
of calling an ambulance directly by dialing 777 f you believe the injury is life
threatening. You should notify the duly designated Emergency Coordinator
immediately afterwards.

Return to the victim' and attempt to keep him/her as calm and comfortable as
possible. Do not mave the victim uniess necessary to prevent. further injury. A
trained person should only give first aid to the victim.

Remain with the v:c’nm until the Emergency Coordinator or an ambuiance arrives,
Advise the officials on the scene of the nature of the illness or injury.

Persens with ser|ou§ iilnesses or serous injuries are transported to the nearest
General Hsspstal by MMDA or an ambulance, depending on the sericusness of the

ilness or injury. The Emergency Coordinator at the scene will make this
determination.

|
Persons with minor ‘lllnesses or minor injuries are transported to the Barangay
Health Center for treatment during its hours of operation. When the Barangay
Health Centeris not open these persons are advised to make prsvate arrangerments
to see a physician orto visit the hospital,

The duly desagnateé Emergency Coordinator will initiate the proper notification

procedure for contacting appropriate™personnel when an employee or visitor is
injured on or near DBM facilities.

|

In the event of a serious injury in which the victim requires an ambulance call the
ambulance directly by dialing 717. Advise the dispatcher of your name, the nature of
the call, the location of the victim, and any other information pertinent to the
sﬁuahon Immediately after callmg 117, notify @g@‘ly designated Emergency

CE |
ERTIFIED ARUE cOPY
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Commander Security Servic;es, ine.

DBM Emergency Hotlme - (To be announced)
Police, Fire Company, Ambulance 117
EMERGENCY POLICE ASS!STANCE 166

\

\
POWER FAILURE }
\

In the event of a minor or major power failure occurring during regular:working hours
(8:00 am. through 500 p.m., Monday through Friday), immediately notify
MERALCO at 162710; 16211 16212 and the NAPOCOR at 921-3379; 924-5405.
After business hours, notify the duly designated Emergency Coordinator. They will
instruct you as to what ybu are to do during the power failure,

If there is potential danger to building occupants, or if the power failure occurs after
hours, weekends or hohdays notify MERALCO at 162710; 16211; 16212 and the
NAPOCOR at 921-3379 924-5405.

\
If a blackout cccurs without warning'

\
1. Turn off all tight swﬂches The voltage may fluctuate and damage any

lights that are on
2, Set all equnpment and appliance switches to the OFF posifion. This is

to protect agalnst kicking out the circuit breakers, blowing fuses, or

damaging eqmpment when the full surge or current hits as the power
comes back on.

3. Take measures to protect your equipment or experiments.
Remember that air operated controls and water pressure may be
affected. |

4. Extinguish all ﬂames in kitchens. ‘

5. Increase ventilation by opening windows. If the failure lasts more

than a few minutes, it will be necessary fo evacuate persons from
darkened areas (restroom, stairwells, or other areas with no windows
or natural fighting).

8. To prevent the Power Company service desk from being
overwhelmed thh calls, only building administrators should report
power outages. 'The power company may be able to estimate the
duration of the power failure. If the failure is to be lengthy,
administrators wnll decide on continued operations in their building.

7. Report . all persons trapped in elevators to the duly designated
Emergency Coqrdlnator
8. If it becomes necessary to evacuate the premises during a blackout,

be sure to protect all valuables and make sure that ail equipment is
safe when the power comes hack on.
I
During periods of very heavy power usage, the ulility Company may have to reduce
voltage. This is commonly called a "BROWNOUT" and may oceur during periods of
high air conditioner usage In the event of a brownout, the following steps shouid be
taken. ‘

1. Turn off all Iighté and equipment not necessary for safe operation.

2. - ~Turn off all window air conditioners, Central air conditioning miay
have to be shut down. However, general ventiation will be
maintained in centrally air-conditioned buildings at diminished levels.

3 ldentify equipment, which may be sensitive to low voltage, and take
positive steps to prevent its damage.
4, Futl cooperahon during a brownout is extremely tmportant Such

cooperation may possibly prevent the loss of all electrical power.

L

if an emergency exnsts‘ activate the- building alarmglmlﬂ'}qg nf -l_‘_"‘ \HE ASADED
the emergency by phone to the duly deS|gnated EMWgency Coardip ,
_,A“' 7}

g‘mw*i o
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All building evacuations or localized evacuations will occur when an' alarm sounds
contmuously andfor when an emergency aceurs.

Take purses, and lock office doors upon 1eav1ng Walk; do not run to the nearest
sta:rway exit. if you are dlsabled yell for help to go down stairs.

When there is a power \fallure do not use the elevator. It may become :noperatlve
and a trap. |

1 .
L. Assist disabled persons in ex;tmg ihe building. If these persons are unable to use
the stairs, assist them to a stairwell where they wili remain, Notify the Emergency

Coordinators on the scene where these’ persons are. They will assist them in
evacuating the building..

J. Evacuate to a distancefof at teast 500 feet from the building and out of the way of
emergency personnel. Do not return to the building until instructed to do so by
Emergency Coordinator‘s

K. The Emergency Coordngator will respond with the appropriate authonhes to evaluate
the situation and to superwse an evacuation or appropnate action.

L. The Emergency Coordinator will initiate the proper notiﬂcatlon .procedure  for
contacting appropriate \personnel when a power fallure OCcUrs on. oF near DBM
facilities. |

M. At present, DEM facilities building lighting may net provide sufficient illumination in
corridors and stairs for safe exiting. i is therefore advisable to have a fiashlight and
portable radios avaﬂabie for emergencies.

DBM Emergency Hotlina - (To be announced)
Polica, Fite Companyl'Ambulanca - 117
NAPOCOR - §21-3379; 924-5405

3
13. SABOTAGE |
The following procedures shoJld he taken when sabotage occurs at a facility:

\
For sabotage without casualtles

. Maintain the cordon. Allow only authorized personnel into the
affected area.

* F:ght any fires threatening undamaged buudlngs without
nskmg personnel.

. : Report the sabotage to the security forces, or local fire and
police if they are not on the scene.

. Report the sabotage to the installation operations center even

if a Bomb Squad team is on its way. Provide as much detail
as possible, such as the time of the explosion, the number of
explosions, the color of smoke, and the speed and spread of

fire.
. Ensure that a clear ‘passage for emergency vehicles (fire
~ . trucks, . ambulances, and so forth)~ and corresponding
: bersonnel is maintained.
. Refer media inquires to the desugnated Emergency
Coordinator i o
. Establish a separate information center to handle inquiries

from concemned friends and relatijeg oy
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|

For sahotage with casualties

Selec’t a small number of personnel fo help search for
casuattles

Assrgn additional personnel the respons:bmty for maintaining
the cordon to keep additional volunteers searching for
casualtres Maintain the cordon untit the Bomb Squad team
verifies no further presence of bombs/IEDs at the site and the
fire marshal determines that risk of additional injury to
searchers from falling debris is acceptable.

. Assrst in the evacuation of casualties and ali DBM
employees and staff to safer area.

. Prepare a casualty list for notification of nexd of kin; delay
pubhcatlon of the list until its accuracy is determined.

° Arrange for unaffected personne! to contact’ then" next of kin
:mmedrataly

Security personnei shatl perform the foliowing procedures when reporting sabotage:

* . Pass available information to the opera’tions center or fo
7 \polrce authorities.
] Avoid delaying reports due {o lack of mformatron report what
is known. Do not take risks to obtain information.
. Include the following information in the report:

o Any warming received and if so, how it was received.

- The identity of the person who discovered the device.

o How the device was discoverad {casual discovary or organized sesarch).
The location of the de\nce (give as much detall as possible).

The time of dtscovery

The estimated length of time the device has been in its location.

A description of the device (give as much detail as possible).

Safety measures taken.

Suggested routes to the scene.

Any other pertinent mformatlon

o]

o 00 00 00

Perform the following procedures when providing emergency assistance to authorities:

. 'Ensure that the security officer, security forces, and other
wemergency—response units from local police, fire and rescue,
~and Bomb Squad teams are not impeded from reaching the
affected area. Help maintain crowd control and emergency
I services' access to the site.
 Evacuate through the doors and windows of buildings.

‘Assrst the on-scene commander by obtaining a building

 diagram showing detailed plans of the public-service conduits

'{gas, electricity, central heating, and so forth), if possible, If
- unavailable, a sketch can be drawn by someone with detailed
~knowledge of the building.

. Locate, identify, and make witnesses avallable to investigative
: agency representatives when they arnve on the scene.
' Witnesses include the person who discovered the device,
| witnessed the explosion, or possesses detailed knowledge of

} the building or area.

DBM Emergency Hotlrne (To be annouiiced)
Police, Fire Company, Ambulance =717 .
EMERGENCY POLICE ASSISTANCE -~ 166

PNP PUBLIC INFORMATION CENTER -- 724-8766

1 CSEl
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4. TRESPASSING o

A. Encourage staff to approach unknown visitors. Thieves often gain entry to buildings
by ‘'tailgating' a legitimate staff member. Security and other relevant staff should
question people who |are not wearing identification and establish if they have
authority for being on the premises. :

: \ . - .

B. If you have an individual whom you PQ NOT want on the property call the security

personnel. Security personnel will be dispatched to your location.

C. The security personnel will initiate the proper notification procedure for contacting
appropriate police authority when a crime occurs on or near DEM facilities.

D. When the security per$onne! arrive at the location, an immediate arrest for Criminal
Trespass should be initiated. :

E. The secuirity personne] shall turnover the trespasser to the nearest PNP police sub-
station. The Detachment Commander shall conduct an initial investigation and
submit a written report to the DBM Security Director within 48 hours.

DEM Emergency Hoﬁ!ine — (To be announced)
Police, Fire Company, Ambulance - 117
|

15.  TYPHOON, FLOOD AND SEVERE WEATHER EMERGENCY
-
A. in the event of a flood emergency waring or actual flood emergency on or near
DEM facilities, the diuly designated Emergency Coordinator will receive advance
notification from the Civil Defense Operation Center or PAGASA as to the extent
and nature of the impending flood or weather emergency. The: instructions and
preparations for the DBM and surrounding communities will be relayed from the
PAGASA to the DBM|through the Director of Training and Information Service.

B. The Administrator of ihe DBM or the Emergency Coordinator, or their designee, will
initiate the appropriate announcements concerning the emergency flood warning
and the instructions for preparation andfor evacuation when and if necessary. The
procedures ouilined 'in Sections Il and IV, "Declaring a DBM facilities State of
Emergency” and "Notification Procedures,” will apply, including the establishment of
an Emergency Command Center and the dissemination of information fo the DBM
community.

| ;

C. In the event of a major weather emergency or disaster, the Emergency Coordinator
will coordinate a timely netification procedure for ali members of the DBM ard
surrounding commujities with the members of the Emergency Response. Team
through the radio stations, the TV station, local media communications networks or
through the Emergeﬁcy Coordinator and the DBM telephone switchboard.

D.  Any member of the| DBM community, who- discovers a flood prpbiem or potential
flood problem, resuiting from weather conditions or facilities damage, should follow
these procedures:

| 3 I
1. Stay out of the area. Do not enter until elecgﬂ ower has peen J N\
There is an |exireme danger of electrical sbdc fi el éy‘gﬂéaoéjy

~.

any elec’trica‘i devices. e W g I
: = ' IREANO
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o2, Call the MERALCO at 16210; 16211; 16212 and the I\U{POCOR at 921.
3379; 924-5405 Dascribe the nature of the problem. '

3. Post people at all entrances 1o the flooded area to prevent entry by
unauthorized personnel

4. Building Mamtenance personnel wilt be responsible for pumpmg water out of
the area. !

5. Identify a temporary shelter to house water-soaked materials.

6 Do not return\to the building or work area until instructed to do so by duly
designated Emergency Coordinator.

7. The Emergency Coordinator will initiate the proper nottﬂcauon proceditre for
contacting appropnate persennel when a flood oceurs on or near DBM
faciities. | '

8. The Emergency Coordinator will respond with the approprlate authorities to

evaluaie the suuation

E. The DBM security personnel shall prevent DBM employees and staff from crossing
flooded areas, exit fac;htles or buildings when there are strong winds and flying
debris outside the bu;lding and shall assist in the evacuation of personnel, supplies,

" materials and equiprﬁents to a designated area.

F In the event of exiremely adverse weather conditions (severe weather
emergency, typhoon| efc.), the decision to close the DBM, evacuate the DBM
facilities or to dlssemmate appropriate instructions to the DBM faCili‘tleS it will be the
responsibility of the Emergency Coordinator or hig/her designee, who will
communicate this information fo the duly designated Emergency Coordinator and
the DBM telephone switchboard operators. The Emergency Coordinator will further
authorize the communication of instructions to the local radio and television media
for public announcement in consultation with the Administrator of DBM. In the event
of the declaration of a PRESIDENTIAL STATE OF EMERGENCY, the Emergency
Coordinator will issue the appropriate instructions for closing the DBM.

During normal businbss hours, the above DBM authorities will contact all members

of the DBM on DBM facilities to advise them of the appropriate actions to be taken.

The duly desngnated Emergency Coordinator and the DBM telephone switchboard

will serve as the contact source for all DBM members. After business hours and on

weekends, the sources of information will be the Emergency Coordinator and the
. local radio and televrs:on stations.

G. tn all flood and emergency weather situations, the Emergency Coordinator w:ll serve
as the central coordmatmg center for alt information and instructions within and
outside the DBM. |

H. Other severs weatﬁer conditions - closing the DBM. The following is the DBM's

policy on other seve{e weather or weather-related conditions:

DELAYED OPENING OR EARLY CLOSING — When a severe storm occurs at
night or in the early moring hours, and it becomes necessary to delay or the
opening of offices or services, an anncuncement will be made over the local
radio/ TV stations byi PAGASA or MMDA. - :

Occasionally, when‘ conditions warrant, the DEM may alsc have an early closing.
Early closings are oommumcated through a telephone call to all DBM administrative

offices: |

When the majonty‘ of employees are in residence, delayed opemngs and early
closings occur for pn!y the most severe conditions, and DBM's decisions may be
necessarily different from those made by local schoo! districts or local industries.

|

a | C8Si-
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Commander Security Servicl:es, inc.
| :

|
FLOOD pAY CLOSING — When the majority of employees are in residence, flood
day closings for an entire day (or closing for other severe weather or weather-
related conditions) will only be designated when rain and other conditions make
travel to the DBM fagiliies extremely difficult. When this occurs, an announcement
will be made over the sa;me radio and TV stations noted above. '

When the majority of e}mployees are in residence, & is the policy of the DBM to
remain open, however, and flood day closings (or other weather-related closings)
will not occur on a regular basis irrespective of what is done by local school districts
and local industries. :
| ;

Scheduled Workdays — When rain or other weather-related conditions warrant
delaying the opening ‘of! the DBM, closing the DBM early, or closing the DBM for the
entire day during workd?ys, offices wiil not be held. ' _

| : ;
Essential Services — Several depariments. or services have been designated to
provide essential services during rainstorms or emergencies when a majority of the
employees are in residence. These departments or services are expected to provide
DBM facilities services in the case of delays, early dismissals, or rain day closings.

\ . :
These departments are GSPD, Heatth Service, Communications, and Security
Services. Within each of these depariments, several positions have been.
designated as essentiél. Staff members in such positions are expected to stay on
the job during rain or other emergencies, and the DBM will provide food and
sleeping quarters if necessary. Staffs in essential positions are also expected to get
to the DBM facilities to assume job responsibilities unless doing so: places therm or
their families in an unreasonably dangerous situation. The Finance Office and
Computer and Communications Services staff may also be designated as essential
when support is required for payroll processing, or other ime-critical needs.

R Othisr Related lnfonﬁation. When fhe DBM is open, all staff members whose
positions have not beqen designated as essential are expected to maintain normal
schedules or resume a normal schedule by reporting to work as soon as it is
possible to do so. The DBM will not compensate employees for hours not worked.
However, individuals in non- essential positions are not required to report to work, or

remain at work, if they ‘believe their safety is threatened by weather conditions.

When a rain day clos?ng is declared, those individuals (in both es;sential and norn-
essential positions) who report to work will be entitled to take equivalent time off at
some later date with approval of the supervisor. -

PAGASA PUBLIC STORM WARNING PRECAUTIONARY MEASURES

PUBLIC STORM SIpNAL NO. 1

METEORCLOGICAL GONDITIONS: RS , .
Tropical cyclones will affect the locality and winds of 30 - 80 kph may be expected in at
least 36 hours. ‘

T
| ‘
IMPACT OF THE WINDS: |
« Twigs and branches of smal trees may be broken.
« Some banana plants ma\} tilt or fali fiat on the ground. _ )
«  Some houses of very light maierial (nipa and c:og_on) may be partially unicofed.
s The exposed community} at all may sustain very light (Q’ré1§ 'damage.
« Rice fiowering stage may suffer significant damage.
| CERTIFIED ARUE COPY
oy, .._‘::' v Y ; -
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Commander Security Ser".rices, ng. i
i

|
PRECAUTIONARY MEASURES

+ People are advised to listen to the latest Severe Weather Bulletin Issued by PAGASA
every six hours 5:00 a.m. lﬂ 00'a.m. , 9:00 p.m.;, and 11:00 p.m.

GENERAL NOTE:
Business may be carried oul as usual. When the {ropical cyclone is strong, intensifying
or is moving closer, this signal may be gradually increased. Disaster preparedness is
activated to alert status. |

PUBLIC STORM SIGNAL islo 2

METEOROLOGICAL CONDITIONS

Moderate tropical cyclones wrll affect the locality and winds of greater than 60 kph o 100
kph may be expecied in at Ieast 24 hours.

|

]

Some coconut trees may be tited with the few others broken.
Few big trees may be uprooted.

Many banana plants may be destroyed

Rice and corn may be adversely affected.

Large nipa and cogon houses mayhe partiaily or totally unroofed.
Some old galvanized iron root" ing may roll off.

Light to mioderate damage to palay in flowering stage.

IMPACT OF THE WINDS:

s ¢ 8 a-8 8 &

PRECAUTIONARY MEASURES

» The sea and coastal watefs are dangerous to smalier sea crafts. Fishermen are advised
not to go to the sea. |

+ Avoid necessary risks. Traveling by sea or air is nsky
» Stay indoors. \

+ Secure properties.

\
GENERAL NOTE: |
' |

« Special aftention should be given to the latest posmon direction and speed of

movement and intensity of the tropical cyclone as it may intensify and move towards the
locality.

+ Disaster preparedness agenmes and other orgamzat[on are alerted.
i

PUBLIC STORM SIGNAL\NO 3

METEOROLOGICAL CON DITIONS

Strong tropical cyclones will affect the Iocahty and winds of greater than 100 kph to 185 kph
may be expected in at least 1‘8 hours.

MPACT OF THE WINDS: ‘

» Almost all banana plant may be des’{royed and a large number uf frees may be
uprooted.

s Rice and com crops may‘ suffer heavy damage.

«  Majority nipa and cogon houses may be uproo(tf%% destroyed and there may be
considerable damage to structures of fight to medidgr

+ There may he mdespreqd distuption of electrical p TCoR

= In general, moderate to heavy damage may be W}peqted in
and industrial sectors. | o T

+ Travel by sea and by air is very risky. o FATIRGS
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Commander Security Services, Inc.

«  Sea and coastal waters will be dangerous fo all séa crafts.

PRECAUTIONARY MEASURES:
- Peopie are advised to evacuate and stay in sirong buildings.
» Stay away from coasts and riverbanks. j i
«  Watch out for the passage of the "eye”, do not venture away from he shelter.
* Suspend classes in all lev?l and make sure the children stay in the safety of strong
buildings. | P
GENERAL NOTE: |
|

« Thedisturbance is dangero}us to threatened or affected communities.

« The passage of the "eye” of the typhoon is indicated by a sudden change from bad to
fair weather. Eair weather may last for one or two hours after which the worst weather
will resume with very strong winds generally coming from the opposite direction.

. Disaster preparedness and response agencies/organization are activated to respond
appropriately. ‘

i
PUBLIC STORM SIGNAL l\‘lO. 4

METEOROLOGICAL CONDITIONS: ‘

A very intense typhoon will affect the locality and very strong winds of more than 185 kph
may be expected in at least 12 hours. :

IMPACT OF THE WINDS:

|
« Coconut plantation may sm#ffer extensive damage.
« Many large trees may be uprooted.
» Rice and com plantation may suffer severe damage. ;
* most residential and ins’qtutional buildings of mixed construction may be severely
damaged. ; ‘ :
+ Electric power distribution and communication service may be disrupted.
» Damage to affected communities can be very heavy. .

|
PRECAUTIONARY MEASURES:

!
« Cancel ali travel and other outdoor activities.
» Stay in safety of houses or evacuation centers.

|
GENERAL NOTE: |
1 .
. » The situation is potentialiy very destructive to the community. _
. Disaster coordinating councils concerned and other disaster response organizations
must respond to emergencies. '

TROPICAL CYCLONE WARNING PRECAUTIONARY MEASURES

~. Lo "

Before the storm comes... |

. Reinchrce your home to withstand wind and flooding. '

] Learn about typhoon and other disturbances, their signs and warning,
effect§ and dangers, and how to protect your family, yourself and -
your property. _ -

. Educ§te the members of your fami& gqs}?reparedness and protection
from fropical cyclones. ‘ . '

- Re-check your roof for leaks and oA ATRUE T Epets
and qther needed repairs. Ensure fhat-the mairi {:‘{g,&, Ieme 3

of your roof are secured to the top-treams-of-yourdy e
} FATIMA G LAVRD AmU
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Commander Security Ser\.lricas, Inc. : !
| ‘

Install guy wires or buttresses to the main structural columns of your

house to reinforce its anchorage to the ground. j

Store adequate supply of food and drinking water. |

Prepare flashlights, batteries, matches, kerosene Iamps or candles in
antlclpaPon of power failure.

During the emergency... ; "

Keep your radio on and listen to the latest repon and PAGASA
bulletin and anncuncement,

When a typhoon, tropical depression or tropical storm strikes, stay
indoors|and do not go near windows.

. Check on everything that may be blown away or turned loose. Flying
_ objects become dangerous during typhoons.
e If the "aye" of the storm passes over your place, there may be a lull

lasting for a few minutes to half an hour. Stay in safe place. Make
emergency repairs if necessary, but remember the wind will blow
suddenly from the opposite direction, frequently with even greater

wolence

. Cut off Ioose tree branches and excessive foliage or leaves.

. ‘ Severe‘ﬂoodlng may follow typhoon Stay away from riverbanks and

. streams.

° if your ‘house is not safe, move to a de31gnated evacuation center
and stay there until the storm has completely subsided.

. : Slightlylopen a window or door at the side of the house opposite form
where the wind comes from to avoid pressure build up.

* Be calm. Your ability to mest the emergency will Inspire and help
others. |

\
DBM Emergency Hotlme =~ (To be announced)
- Police, Fire Company, Ambulance - 117
PAGASA Weather Bulletin - 927-1541; 926-4258
I

USE OF DBM FACILITIES BY NON-NLP AGENCIES

In the event of an actual dlsaster emergency declared by the Emergency Coord!nator and
upon request by Emergency Coordmator DBM will determine whether it will be possible or
feasibie to make the DBM complex available as a mass care center. Such a determination
will be dependent on the nature and scope of the disaster emergency, whether DBM
employees are in residence at the time of the emergency, and whether facilities are
available elsewhere sufficient to meet emergency service needs, If an affirmative
determination is made by DBM the DBM will use the following guidelines instituted by the
Emergency Coordinator for mass care center use.

During a declared local or regional disaster emergency, DBM wishes to continue to meet its
voluniary community responsibiliies to the extent possible by helping to support the
activities of the Emergency! Coordinator- and the Philippine Red Cross, However, such
assistance by DBM must be controlled by its primary obligation to maintain and limit DBM's
exposure to potential damage or liability claims. With this in mind, D&M is willing to assist in

providing disaster emergency services o the communsty subject to the ccndmons outlined
below. . ‘

. Emergency fac1i|ty use will not commenoe until the primary responmb:!rtles of

employee welfare and safety have been resolved.
. The DBM Bdlldmg sitz will be limited to 1,000 evacuees. All evacuees
will be bused from an external location.
. The duration of use of the DBM building sitdWAIBE determined ptior 0
comrmitting the facilities. CERTiF]ED RUE COPY
. DBM  will mamtaln control of the facilifiegiz. in  cogrgiiati
appropriate team manager from the Em " [

Red Cross. } EATIVIA, l‘--'”-’. ANO
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. DBM  will prowde auxiliary support services (Pubhc Safety staff,
comdmumcatlon? equipment, food, elc.) to the extent possnble and as
needed

Facilities are to be used for sleeping and/or feeding purposes only,
Facilities will no‘t he used in conjunction with disaster emergency drilts.

if it is determined that DBM ciannot make the DBM Building site available in support of a
declared disaster emergency, !DBM will cansider providing other emergency services to the
community, including Public| Safety and other personnel, communications and other
emergency equipment, and other services that may be required and may be available at
DBM. DBM stands ready to provide voluntary assistance to Emergency Coordinator in any
way it can during a disaster emergency, subject to the condition that it must fi rst provide for
its employees and forthe protectlon of its financial assets.

|

\

WORKPLACE VIOLENCE HARASSMENT, INTIMIDATION AND STALKING
POLICY '

DBM is committed to provid‘ing staff and employees with an environment that is safe,
secure, and free from threats, intimidation, and violence. The DBM recognizes that violence
can manifest itself on DBM, facilities in many ways. To promote an envirenment that
supports the mission of the DBM and encourages productive employment, the DBM
management has developed\ policies and response procedures to address stalking and
harassment. The scope of these policies and procedures is all staff, employees and visitors

to the DBM and applies to; any and all acts of stalking, harassment or inappropriate
aggression, !

The DBM will not tolerate any acts of intimidation, threatening behavior, stalking, or
harassment. The Security Of[ice will respond immediately fo any such activity, remove the
danger or dangerous person(s) from DBM facilities immedistely, and conduct an
investigation, the results of which include, but are not fimited to, banning from DBM
property, termination of a busmess relationship, suspension or fermination of employment,
DBM judicial action and / or qnmmal prosecution.

All DBM staff is encouraged to notify their supenvisor, one of the contact resources listed
herein, or the Security Qffice of any threats which they have witnessed, received, or have
been told that another person has witnessed or received. Even without an actual threat,
staff should report any behavior they have witnessed which they regard as threatening or
violent when that behavior is work-related or is connected to the DBM.
‘ .

The DBM Security Office un&erstands the personal nature associated with some problems
that may occur on DBM faciiities. It will investigate ai! complaints in a sensitive and
confidential manner to protect the rights of the victim and the accused.:All investigations
and sensitive information wnll be treated conﬂdenﬁally All supervisors on DBM facilities are
informed as to the comect \procedure for reporting stalking or harassment problems or
activities. Refer to the contact information below. Copies of DBM's policies and response
procedures for handling such problems are available upon request.

VIIT e

DAMAGE SURVEY {RECOVERY) { EVA&E’EﬁS&FI

il
The Emergency Coordinator will convene a meeting of ihe Em?;rt%?pc”ﬁ?s il ﬁﬁ,q?ﬁ Fﬁ?@@

members who participated In the action plan within 24 hours o
Affected DEM personnet wifl be cohtacted to begin the damage evaiu‘aﬁon ni

resolutm of“the emergency.
TEEOVETY process.

This may require coordination with internal depariments and outside agencies. When and where
possible, the team will use photographs and video cameras tc record and assess damage.

i ‘
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Commander Security Servi‘ces, Ine.

| ‘
The Admumstrator will convene a meeting with the Emergency Response Team members and the
DBM's general counsel to assess damages and business mterruptlons to the DBM and to evaluate

the DBM's insurancei I'aballty and cove ge.

The Emergency Coordinator will. convene a training session of Emergency Response Personnel
once a year {o review emergency dlsaster response procedures and fo institute appropriate

periodic training of key personnel and ‘ail new DBM personne]

VIIT

|
|
POST TRAUMA SYNDROME

The Emergency Coordinator will arrange for appropriate follow-up evaluations and recommend the
appropriate counseling sessions for all DBM members involved in a DBM facilities emergency to

include utilization of the Employee As.‘?.lstance Program where applicable

IX W

\
I
|
EMERGENCY NUMBERS
\

AGENCY ' CONCERN  EMERGENCY
POLICE, FIRE COMPANY, |
AMBULANCE . ALLEMERGENCIES 17
INFORMATION/RUMOR HOT LINE -
CIVIL DEFENSE OPERATION All Extreme )
CENTER | Emergencies 911-5061 to 64
BARANGAY EMERGENCY | .
COMMAND CENTER i All emergencies TBA
| . 911-9008
BUREAU OF FIRE PROTECTION Fire 2251642
ASSN OF PHILIPPINE VOLUNTEER :
FIRE BRIGADES Fire S22-2222
- ASSN OF VOLUNTEER FIRE |
CHIEFS AND FIRE FIGHTERS OF . Fire 160-16
THE PHILS, INC. - '
| T 924-1B57
QC FIRE DEPARTMENT | Fire 0241822
) g 920-1378
QC POLICE DEPARTMENT All Crimes S 6146
~ 641-1939
PASIG FIRE DEPARTMENT ; Fire 841.0815
| L §41-0430
PASIG POLICE DEPARTMENT ‘ Al Crimes 5410436
EMERGENCY POLICE | . 166 °
ASSISTANCE 1 ACiimes  cgg |
: : ! ' ' CER'HF REIE
Fél;%g‘glNE NATIONAL RED | Relief Operatlons S BE _COP,Y
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Road Condition 304-3315
\ 364-3280
DPWH FLOOD MONIT : 527-2737
OR-ING Flooding 527-4111
DPWH P ‘- - 527-7871
UMPING STATIONS 1 FIoodang Local 312/348
| T
I
|
| : !
AGENCY i CONCERN EMERGENCY
| -
‘ | 527-2007
DPWH ACTION GENTER oc/Road 304-3280
i 304-3076
MAYNILAD — LA MESA . Dam Monitoring 939-6553
o onen .
-\ o 921-3541
NAPQCOR D?m Monitoring ' Local 457
ggﬂ?ggﬁ POISON Poisoning 524-1078
| v
o | 882-0876 -
- | 882-0877
PR IOBASE Traffic Information HOTLINE NO.
i , B82-0874
i 882-0889
o TG MANAGEMENT  venicular Accidents 776-1133
. . 879-9112
DOTC OPCEN T}affsc Information 879-9113
1 9113
PHILIPPINE COAST GUARD | .. 527-8481
OPCEN Sea Mishap 527-3880
- 765-6333
PHILIPPINE NAVY N3 S‘ea Mtsh\ap 524-4879
AIR TRANSPORTATION A%r Misha 832-2987
OFFICE | P 832-3308
FNP EXPLOSIVES AND Bomb Threats 721-8544
ORDNANCE DIVISION Explosion 723-0401
|
PACER OPERATIONS Bomb Threats
CENTER Explosion 721-7278
| 721-8544
PNP EOD CAMP CRAME gﬁ"}: Tohgeats 723-0401
 Xplos _ Local4sia
Earthquake 927-1095
PHILVOCS OPCEN information 426-1468
Volcanic 18927-1095
PHILVOCS OPCEN Actvity 42651468 ‘
i .
- | CEPRI-1541
PAGASA WEATHER | 3BT
Weather Update s BaEY
BULLETIN i | C%ﬁﬁﬁ?@ i GOBY
METRO MANILA ; ' : AL
DEVELOPMENT AUTHORITY AV Emergencies FATPMA “';l/ LAUREAND
: Admin As: ,as-t-arsrgt '
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MERALCO
NAPOCOR

MANILA WATER COMPANY,
ING. )

AGENCY

MAYNILAD WATER SERVICES,
INC.

FHILIPPINE GENERAL
HOSPITAL

|
Commander Security Services, Inc.

Search & Rescue

Critical Infrastructures

Critical Infrastructures

-Critical Infrastructures

|
| |
| .

g CONCERN
|

 Critical Infrastructures

‘ Medical Services

CHINESE GENERAL HOSPITAL | Medical Services

MEDICAL CENTER MANILA
SAN LAZARO HOSPITAL

1 Medical Services
‘ Medical Services

882-0925

16210
16211116212

921-3379
924-5405

1627

EMERGENCY

1626

521-8450

711-4141
523-8131 t0 65 .
732-3776 1078

DBM DIRECTORY NAIVIE}S POSITIONS/DESIGNATIONS CONTACT NUMBERS

|
NAME QF DEPARTI\\HENT! NAME OF HEAD CONTACT NUMBERS

BROWNOUT or BLACKOUT | .
EMERGENCY CONTACT OFFICE RESIDENCE
" PERSONNEL ! : .
) i
J
AlLL EMERGENCIES OFFICE RESIDENCE
DBM VEHICLES EMERGEN(}:Y :
CALLOUT OFFICE RESIDENCE
i
\
\
\

In an emergency, contadt _
In an extreme emergency with loss of life, eic.,

Contact

at

at

Contingency Manual

FATIMA r‘// LALIREAND

: -ﬂd”';;&:‘ ERNORN

Page 32 of 35

o



——

Commander Security Ser\;fices, Inc.

: ‘ T
DEM BUILDING SERVICES DIRECTORY
SERVICE CONTACT PERSON TELEPHONE .
Architect - ‘
Insurer
Plumber
Elecirician
Legal Counsel
L ocksmith
Carpenier
Trucking
Security
Exterminator
Equipment Rental
Storage Space
Warahouse }
Freezer |
Other , ]
1
LIST OF EMERGENCY FOOD SUPPLIES
Description Quantity Location
Canned Sardines 1 Doz
Canned Tuna 1 Doz
Luncheon Meat 1 DBoz
Crackers 1 Can
Corned Beef 1 Doz
Condensed Milk . &6 Cans
Evaporated Milk 1 Doz
Tea (in bags) 1 Box
Garbage Bag _
(pack of 100) 10 Packs
Batlery Size "AA” 2Doz
Candles 2 Doz
Box Match 1 Doz
|
These are to found in the cupboard labeled “Emergency Supplies”.
|
|
o
‘ i
|
|
~ ~.
|
\
|
} css| \\
| - CERTIFIER TRUE copY
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| ]
LIST OF EMERGENCY FIRST-AID SUPPLIES
Description / Quantity Location
Triangular Bandages1 Doz |
Assorted Band-Aid1 Box {
Gauze? Rolls !
Gauze Swahs1 Pack
Cotton1 Roll |
Bandages2 Rolls
Adhesive Tape2 Rolls
Rubbing AlcoholZ Bottles
Tweezerst Peo
Scissor1 Pc
Plastic Wash Bowl1 Pc |
Sanitary Cups1 Doz i
\
!
These are to be found iﬁ the cuphoard labeled “Emargency Supplies”.
|
i | ]
LOCATIPN OF CRITICAL DOCUMENTS
Description g \ L.ocation
1 DISASTER MANAGEMENT PLAN
NMEMORANDA OF UNDERSTANDING
INSURANCE POLICIES L
BACK UP FILES FOR COMPUTERS
i
| H
LIS1}' OF EMERGENCY TOOL KiT
Description | Quantity " Location
Claw Hammer | 1 Each
Adjustable Wrench . 1Each
Medium Philips Screwdriver i .1Each
Small Philips Screwdriver | 1Each
Medium Regular Screwdriver | | 1 Each
Small Regular Screwdriver 1 Each
Heavy Duty Jumper Cable | 1Each
Regular Pliers | 1 Each
Halogen Flashlight with \
Batteries | ! Each
Plastic Sheeting 100fx 10t | .. 1 Roll -
\
1QOOW Partable Generator 1 Each
with Fuel
\

These are to be foundlin the cupboard [abgled “Emergency Supplies”.

|
\
|
1
|
Cantingency Manual !
|
|
\
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. . 1 —
COLLECTION PRIDRITIES
Location Collectionfitem ' Person to Remove ltem

1. i

2. |

3.

4.

5,

6.

7.

8.

9,

10. i

11. |

12. |

| ﬁ
A list in order of importance of those collections or items that are to be removed,
sai!vaged and conserved first.

PREPAREDNESS ACTION CHECKLIST

ACTIONS

TINIESIY EAR

COMPLETED

Review and test plan

with staff.

with staff.

Review and test evacuation procedures

Revise Plan as necessary.

Inventory supplies and equipment.

Replace supplies as necessary.

Inspect facilities and equnpment using.

Correct areas as necessary. |

Take photographs of

buildings. |

furnishings.

Review and update inventories ‘of

Annual inspection by

Fire Depanment

Annual review and update of Insurance,

/twmpiled by: /

1 |
~—_  EDGAR G. SARMIENTO o

Contingency Manua}
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Commander Group of Companieé
\

“RECRUITMENT, SELECTION AND PLACEMENT PROCEDURE _
(rev.2011) :

To set written procedure that will serve as “do-able” and “standard"” guidelines in the recruitment,
_ selection and placement of personnel. ‘ ‘

To minimize hiring/deployment/re-deployméﬂt of personnel with questionable character.

" Objective Statement:

' To set direction in the investment of manpoxfwer capital
|

‘ |
" To monitor records of personnel base on performance quality

Monitoring Unit

a)

- Authority in Charge

HR/Admin

Operations (Director,OM and ADM)
Training !

Unit/Detachment Head

Accounting

|

|

Definition of Term !
|

Personnel - Office Staff, technical Tsupport staff, maintenance, security guards and security officers.
In-Office Recruitment, Selection and Placement (I-RSP)-procedure wherein the processing of
employment is done usually inside the corporate office of Commmander Group.

On site Recruitment Selection and Placement (O-RSP). procedure wherein the processing of
employment is done on (client} site or field site by the authority in charge for reason of
aceessibility and urgency. \

Absorb Employment (AE) - procedure wherein guards/officers employment from the incumbent
agency is terminated and assume by €5 Group by reason of “Client mandatory requirement™.
Speciai Request for Placement Form (SRP) is a template to be accomglished by an authorized
officers (with an exemption of the President and VP} who wish te exercise their privilege in
appointing personnel whether newly applied or on floating status to. a particular assignment.
Approval of SRP shall be subject to the Client contract requirement and personnel’s record of
employment. .

Special Request for Transfer Form (SRT) is a template to be accomplished by an authorized
officer/s {with an exemption of |the President and VP} who wish, to exercise their privilege in
transferring active personnel currentl ' g

L
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IV, RECRUITMENT CRITERIA (MINIMUM)

@ Security Guards/Lady Guards |

_CLASSIFICATION

L

B ;

detachment with mo;re than
30 security force, or ip a unit

that = require  extensive
security work ‘ {report
writing,  lobby reception,
etc) 1

*With exposure in  an
assignment  that lrequire

report writing, day |to day
interactions with CUF!DITIEI’S
and employees i

> Mature, responsible and
hardworking

or unit ‘
>Responsible  and
minded

> Hardworking

open

- SALARY RANGE |/"P18,000.00 ABGVE | "F"P'Tﬁ"'bﬁﬁ"t" \ ] P4, 000 betow N
§"A5E - || 5G/LG |l 25-40 11 SG/ILG i 75540 } SG/LG I 20 35
EDUCATIONAL ATTN |[ Eollege Tevel, 72 Umts J{ High School Graduate I High School ‘Graduate
CEXPERIENCE T T SRR Ly | Min of 3 years experience || *PTC O 1y |
i »Experienced inl a |l >Experience it a detachment |! >Experience in a detachment

or unit )
» Hardwarking

. HEIGHTIWEIGHT

B8 above 7 1&Dibs (5G)
¢ 5'4 above / 120Lbs {LG)

576577 1 160ibs (5G)
5'3 above / 120lbs (LG)

TEETag'e /160068 (86T

5'2 to 5 only /120 lbs {LG} |

- Mental
Facility

COMMUNICATION ™

PROFICIENCY

i answer

. »Fluent in Filipino Language,
i both in verbal and writing

{ >Written Report in ENglish is
; comprehensible and| within
. the acceptable standard

¢ 2} Verbal

communication

English or Filipino Is clear

and comprehensible |

3) Can easily grasp ldeas

4) Can easily understand and
open-ended

uestions ‘

>Fiuent in Filipino Langauge,
both in verbal and writing
>Can write report in English

» Can understand English
>Witling to leam

"SFluent in Filipino Language,
i at - least in verbal
communication

> Can understand English

and  Physi

Q) average, verlﬁabie

i *No physical defect (Head to

foot)

* Mo Bulging Stornach

“Neat and Tidy in IPhysical
appearance ™ |

* Smart in wearing Usiform

! IQ average, verifiable

“No physical defect {Head to
foot)

* No Bulging Stomach

"Neat and Tidy in Physical
appearance o

* Smart In wearing Uniform

LGy average, verifiable

+ "No physical defect (Head te
foot}

*Neat and Tidy in Physical
| appearance

* Smart in wearing Uniform b

TRAINING QUALIFICATION”

i sLicense is valid for the next
¢ 8 mos ‘
i »Re-training Course |

>Extensive  Training  in
Customer relations |
Firing proficiency
Emergency response i
Work value enhancement or

i anything retated |

License Ts valid for the next § 1/

mos
>Re-training Course

ERTIFIE,

License is '"vé”l'i‘d for the next
12mos

»Atkended  Training  with

d GKE result.
ST ;

RUE

verifiable records of training {.

OPY

"

e
[ R R Y

1‘--/'(\ { LY .\.L f"'\i\-‘ ‘\_)
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@® Security Officers

i

CLASSIFICATION

I A

§

" SALARY RANGE

~|7P20,060.00 ABOVE

"l 47,000 o P18,000

Tl P16,000 below

HDXTIRRIRIORIKKAK ||

mxxmxmommjmmowxxxxxmwlxmxmmxxmwx

AGE i {M)33-30 i (F)30-40 ]! (M)30-45 | (F25-35 J (M)27-33 _I; (F)27- 35 i
"EDUCATIONAL ATTN Baccalalreatte  Degree || 2yrs to 3yrs academic |; High Schoolto Vocational
: (4yrs) _JLcourse 5 e
EXPERIENCE (Vears v i Syrs ¥
"HEIGHTTWEIGHT {576 above / average | | B&above Javerage | 57 abave / average I
T COMMUNICATION { Fluent both i English and { Fluent bath i English and }i >Fluent In Filipine, both in |:
PROFICIENCY { Fitipino {written and Yerbal) Filipino (written at least in |} writing ard verbal
| writing) ! communication
i : ‘ ! > Can understand English :\
“Mental " and T Physical }| >Average (OLMAT) | Average (OLMAT) {“>Average | SRA) _
. Facility >Passed the comprehensive || >Passed at least the REPORT 1: > Know how to write
“entry exam” | WRITING EXAM Infermation report
>Passed the i Neuro |} >Passed the Neurp |! Passed the Heuro
psychological  exam (ot || psychological exam (not more i psychological | exam {not
more than 6 mos) ! than 6 mos}) more than 6 mos)
>Result  of medical‘ exam || >Result of medical exam || »Resuit of medical exam
shaw no sign of |i show no - sign of |i show no . sign of
! communicabte dlsease communicable disease communicable: disease
P sNo  sign of addiction |} »No sign of addiction (alcohol i >No  sigh  of  addiction
; {alcohol and drugs) . i and drugs) ! i (alcohol and drugs)
i : : .
T CHARACTER ™™™ >No extra marital affair [">No extra marital affair No extra marital affair
i

>No illegal vices
gambling

>With verifiable character
referance
>No record of abuse of
autherity as an officer

> Amiable with commandmg
ersonality |

uch  as

>No illegal vices such as
gambling

SWith verifiable character
reference |

»>No record of abuse of
authority as an officer

» Amiable with commanding
personality

>No illegal "vices such  as
gambling ,

>With verifiable character
reference

»No record of abuse of
authority as an officer

> Amiable with commanding
personality .

. TRAINING QUALIFICATION

= With 50 License
sWith developmental and
leadership training i
> ¥now haw t0 use computer
(Word, excel | and
powerpoint} |

>With S0 License

>With developmental

> Know how %o use computer
(Word, excel)

L86 or 86 License
i > A least know how bo use

typewriter

i
\
|
\
\
\
\
\
|
i
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V. IN-OFFICE RECRUITMENT, SELECTION AND PLACEMENT (- RSPy

“Process Flaw:

1.

Anterview of applrcant‘s shall start from 9:am ta 3pm, MONDAY-FRIDAY. 3pm to 5pm

will be atlotted for th? review and classification of applicants. On Saturdays, applicants
will be entertained until 12 noon only. The rest of the day will be use for paper works
.{Reports and Data BaTe)

The recruitment officer will administer series of examination and interviews to all
applicants, including a‘udlt of submitted documents. Applicants with expired documents
may he accepted for évaluanon but will not beigiven any assignment untit submissian of
updated documents. tist of pre-employment documents is listed in the evaluation form

After the evaluation, recruitment officer wm evaluate the applicant base on the
existing minimum cla%siﬁcation {A,B and C) and the same will be written in the lower
left corner of the application form, then all files will be filed in a box that correspond
to the alphabet ciasSification (Bax A for class A, Box B for class B and Box C for class C
), THIS WILL NOW SERVE - AS POOL OF APPLICANTS READY FOR
TRA[NINGIDRIENTATION

In case of requ1s|t1un of personnel, the operattOns will ask the assistance of the
Placement officer in determining quatified personnel. The candidates will then be
selected and forwar&ed to the Operations for Final Interview, Orientation and/or
Training, if needed. GNLY CANDIDATES for officer will pass through the evaluation of
the ADMIN DIRECTOR Prior deployment.

Candidates who passe:d the Operation’s evaluation and has gone through the Orentation
and Training will then be forwarded to the' Placement Officer for the issuance of
employment documeénts such as D, ATM' Account Application, RLM, insurance
application, Coop Apﬁzlication and DDO. (For officer, the same will be first evaluated by
the Admin prior deployment]

After which, the Placement Officer will forward the 20t File of the guard to the Admin
Staff in charge of chords and Files for Electronic encoding filing and issuance of P
Number. The officer| in charge of this procedure must ensure the reliability of data
being encoded including the DDO number. ‘

i
it is therefore the responstbthty of the people in the RSP to monitor comphance to this
procedure and of the‘Operanons to COMPLY.

Everyday, at 4pm the ADMIN DIRECTOR will certify all newly hired personnel by signing
the page of each apphcat\on form. If in case, the admin found that such application
didn't pass throughithe normat proceaﬁre as indicated herein, a memorandum of
violation shall be ISSUEd to the person whe authorized the deptoyment.

On SUNDAYS/HOUDAYS the Operaticns w:ll have an authority to pick up applicants
from the boxes. The|Operations will then submit the file and the DEPLOYMENT REPORT
(DR} to the DEPLOYMENT OFFICER immediately on the hext w?rkmg day.

i : G888
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PROCESS FLOW FOR I-RSP

Interview,

o~ w ‘Examination, Bl
RECRUITMENT
] _
s } ¥ ~ ‘Evaluation and
.classification
SELECTION
. VA
p Y [ 1dentification of
w | Client NEEDS
L “NEED”
— Focal point for
} Request of
| personne! ready for
FLACEMENT . deployment
. \
E\f;ﬁ .S_:_JARD FAILED THE é A Final Evaluation,
ION AT THIS STAGE, THE ; ;
EMPLOYMENT DOCUMENT WILL BE o OPERATIONS DrIE.nt'atEOT‘I and
RETURN TO THE BOX FOR FUTURE Training
REQUIREMENT \ - ",
a | w Preparation of
i employment papers
FLACEMENT such as DDO, 1D, ATM:
. S
3
\ | ENCODING AND
FILING
| ENCODING
~ \. o~
P ¥
OPERATIONS
‘ MATTTER
L DEPLOYMENT :
NS
THTIF

A
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VL. ON-SITE RECRUITMENT SELECTION AND PLACEMENT

\ : :

The need for On-site Recruitment,| selection and placement (O-RSP) shall be a censolidated
decision by the Admin Director and Operations Head with the Approval of the President. O- RSP is an
option if the contract is a provincial deployment.

|
Process flow: ‘
‘ ! s =y o=qr
1. Operations or staff in chafrge of deployment shall ensure applicants credibility by
evaluating the applicant"s submitted .documents (authenticity of license, NBI
clearanem, Drug and Neuro psychological examination)
| ‘

2. Operations or staff in charée shall require the applicant to fill up the necessary form
such as application form, ATM application, ID application etc. All forms must be duly
signed including the employment contract issuance.

3. Operations or staff in charg‘e must ensure the apphcant s submission of his most recent
2x2 picture, wearing umform

4. Issuance of CSSI copy of standard guidelines and Brief orientation of company and
client policy. i

5. All files will then be- consohdated and submitted to the Placement officer. The officer
it charge of G-RSP must secure a receive copy for future reference.

‘ .

6. For lacking or expired documents, the Placement officer must, write a corrective memo
to the concern guard, giving him 30 days moratorium to comply. File the copy of the
corrective memo. at the personnel’s file. Monitor compliance and report the same to
the admin for reference. ‘ ' '

7. Placement officer will then write at the bottom left corner the classification and the
word O-RSP for reference.

8. Forward the same set of documents to the Officer in 'charge of electronic encoding and
filing. ‘
. ™~ _
|
C8S}
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PROCESS FLOW OF O-RSP

[ FIELD OFFICE

!

|

PLACEMENT

-,

v

ENCODER

-

A"

4
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i
|
|
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Vil. ABSQRB EMPLOYMENT (AE)

ABSORB EMPLOYMENT is a term use for HIRING SECURITY PERSONNEL from the incumbent/out
going agency to be assign on the same CLIENT This is the OPTION under the fotlowing condltmns

a)

b}

Process F-low

a)

b)

f)

g)

Request of the CLIENT prowded that the PERSONNEL voluntarily agreed subject to the
PRE-EMPLOYMENT reqmrements of CS5GROUP,

\
Voluntary Application of the Guard to the Agency with a request to be ass1gn again an
the same Client. This will be subject to the approval/ clearance of the client;

The SECURITY REQUIREMENT necessitates extenswe famlhar:ty of the CONTRACT and
yet the PREPARATION time for PLANNING and ITRAINING is insufficient to ensure
efficient operations. |

Authorize personnel shall Reqmre all guards to show proot of separatlon from their
agency prior application.

Upon submission of proof of separation, Authonze ipersonnel shall require the applicant
to fill up €S Group Appllcatmn form and to submit the pre-employment requirements.
{2x2 1D picture, License, ett) enclosad in a tong folder.

|
Forward the pre- emp{oyment documents to the PLACEMENT officer for RECORD and
REPORT purposes, |
The PLACEMENT officer w1[l then submit report (LIST OF ABSORBED GUARDS FROM ___
CLIENT) to the Director for \Admm and Director for Operations.

The ADMIN DIRECTOR will then schedule medical evaluations to the absorb guard All
results will then be forwarded to the ENCODER for record of compliance. At the end of
the prescribed date of compliance, the ENCODER will audit the list to identify who
have complied and who have not yet. REPORTS of NON COMPLIANCE will be forwarded
to the ADMIN for the issuance of MEMORANDUM,

The DIRECTOR for ADMIN and the DIRECTOR for OPERATIONS will schedule
ADMINISTRATIVE ORIENTATION either prior to or after the date of contract take over.

| | .
After which, the same set of document should be forwarded to the Encoder for
issuance of 1D number, aud’jt of compliance and filing,

For thase who submit mcumplete documents, the AGENY will issue memorandum order
of compliance with moratonum of P30 days. Failure of the guard to comply shall be a
ground for dismissal. {see attached format) ‘ C88]
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PROCESS FLOW OF AE

1. Authorize
Personnel/Recruitment ‘
Office |

2. Placement
‘ .
3. DIR ADM & OPNS

4. ENCODER
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i VIl DOCUMENTARY REQUIREMENTS

— . e T EE A LR R L i £

B)

A)

The appticant should Subm!t the following documerpts enclosed in a folder (whlte folder

for SG and Green expanded | fotder for officers).
|

1. Application form with 2>1<2 ID {(wearing uniform f
2. Xerox Copy of Security I}_icense ‘
3. Xerox copy of training cLertificate

4, Xerox copy of GKE Result

5. Training Certificate of Speoal courses (if any)
6. Xerox copy of Markman"smp Training

7 Xerox copy of NBI, Pohce and Barangay. Clearan
8. Original copy of Drug test result ‘
9 Criginal Copy of neuro psychologlcal test result

10. Original copy of medical test result ‘
11. Copy of Birth certificate and Marriage Contract

|
12. Xerox copy of 555, Philhealth and TIN Card

for guard and Barong for S0}

Ces

13. Certificate of Employmlent from previous employer

The Interviewer should attach to the applicants 20t file all the necessary forms and
temptates to be use in the interview and evaluation process

| CQST




iii.

iv.

! Ty
Reportorial Requirement: NOTHING in the reportorial requirement is, NEGOTIABLE .
Reports should be accomplished and submitted as prescribed.
‘ ! ‘

Penal Provision: Any en"nployer wheo refuses or faits to comply with an

y of the above
procedure and order shalil be subject to the ff; penalties :

| i .
a)First Offense - WR!TT?N REPRIMAND with order to RELIEVE the guarid/ofﬂcer who
didn’t p({ssed any of the above PROCESS FLOW f

b) 2" Offense - WRITTEA‘I WARNING with order ?:o RELIEVE the guardloffiter who didn "¢
passed dny of the above PROCESS FLOW + 50% of the!subject guard

satary wf[l be charge to the erring officer.

) | : : .
c) 3™ offense - SUSPENSION of 5days with ORDER to RELIEVE the gudrd who didn’t
passed any of the above PROCESS FLOW + 100% OF ;THE SUBJECT’
guard’s jsalary will be charge to the erring officer.

Repealing Clause. All} orders, issuances, rltes and regulations or? parts thereof
inconsistent with the p‘rovisions of this Procedure are repealed, amended or modified
| . -

accordingty. i

aps | . i :
Separability: If any patTt of this procedure is declared in conflict with the existing law,
the other provisions or parts shall remain valid. ;
| |

. | .
Effectivity: This policy|shall take effect On June 21, 2011.

-

- CBBl |
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Definitions

1.1.

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

()

(b},

)

(d)

()

®
(8)

(h}
(i)

g

(k)

0
(m)

! |
“The Contract” means the agreement entered into between the
Procuring En{ity and the Supplier, as recorded in the Contract
Form signed' by the parties, including all attachments and
appendices thereto and all documents incorporated by reference
therein. :

“The Contract Price” means the: price payable to the Suppller
under the Cantract for the full and proper performance of its
contractual obligations.

*The Goods”'means all of the supphes equipment, machinery,
spare parts, oﬁher materials and/or general support setvices which
the Supplier i is required to prowdg to the Procuring Entity under
the Contract. ! :

“The Services” means those servaces ancﬂ[ary to the supply of
the Goods, such as transportation and insurance, and any other
incidental serv1ces such as ' installation, commissioning,
provision of technical assistance, training, and other such
obligations of‘the Supplier covered under the Contract.

“Geer mean}s the General Cond1t10ns of Contract contained in
this Section. | |

\ i .
\ :
“8CC” means‘ the Special ConditiOns of Contract.

“The Procurn"xg Entity” means the organization purchasmg the
Goods, as named in the SCC.

|
“The Procuring Entity’s country™ is the Philippines.

\
“The Suppher means the md1v1dual contractor, manufacturer

distributor, or firm supplying/manufacturing the Goods and

Services under this Contract and named in the SCC.

\ !
The “Fundmg Source” means the organization named in the
SCC. i

“The Project Site,” where appllcable means the p!ace Or places
named in the SCC

“Day” means !calendar day.
!

The “Effective Date” of the contract will be the date of receipt by
the Supplier c;f the Notice to Proceed or the date provided in the
Notice to Proceed. Performance of zali obligations ishall be
reckoned fron:q the Effective Date of the Contract.

e
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2. Corrupt, Fraudulent, Collusive, and Coercwe Practices

2.1.

(n) “Verified Riport” refers to the report submitted | by the
Implementmg Unit to the Head of the Procuring En‘uty setting
forth its findings as to the existence of grounds or causes for
termination dnd expheltly statmg its recommendation; for the

issuance of a Not1oe to Termmate

Unless otherwise prowded in the SCC, the Procuring Entity as wel as
the bidders, oontraotors or suppliers shall observe the highest standard
of ethics during the procurement and execution of this Contract In
pursuance of this pohoy, the Procuring Ent1ty

(a)  defines, for the purposes of this. prowsmn the terms set forth
below as follows

®

(i)

(iii)

(iv)

™

‘ ! 1
“corrupt practice” means behavmr on the part of officials
in the public or private sectors by which they 1mproperly
and unlawfully enrich themselves others, or induce
others\ to do so, by misusing the posmon in which they
are placed, and it includes the offering, giving, receiving,
or soliciting of anythmg of value to influence the action
of any such official in the procurement process or in
contract execution; entering, on behalf ‘of the
Goverlnment, into any contract or transaction manifestly
and gtLossly disadvantageous to the same, whether or not
the public officer profited or will profit thereby, and
simila‘r acts as provided in Republic Act 3019,

"fraudulent practice" means a misrepresentation of facts
in order to influence al procurement process or the
execution of a contract to}the detriment of the Procuring
Entity, and includes collusive practices among: Bidders
(prior to or after bid submlssmn) designed to establish bid
prices at artificial, non-competitive levels and to deprive
the Procuring Entity of the benefits of free and open
oompetltlon

oollu‘swe practices” means a scheme or arrangement
between two - or more Bidders, with or without the
knowledge of the Procurt mg Entity, designed to estabhsh

bid prices at artificial, non- competltlve levels.
\

“coercive practices” means harming or threatening 1o
harm, directly or indirectly, persons, or their property to
influence their participation in a procurement process, or
affect ‘the execution of a contract;

“ ‘ 7 4 LA

obstructive practice” is

\
39
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2.2,

(aa) |deliberately destrojying, falsifying, alte!ring or
concealing of evidence material |to an
administrative proceedmgs or investigation or
making .false statements to investigators in order
proceedings or mvest1gat10n of the P{'ocurmg
Entity or any forclgn govemment/forelgn or
international ﬁnancmg institution into allegations
of a corrupt, fraudulent coercive oOr colluswe
practice; and/or ' threatening, harassing or
intimidating any ' party to prevent it from
disclosing its knowledge of matters relevant to the
administrative proceedings or investigation or
from pursuing such proceedings or investigation;
or :

(bb) | acts intended to materlally impede the exercise of
-the inspection and audit rights of the Procuring
Entity or any fqre1gn government/foreign or
international financing institution herein. -

(b) will reject a proposal for award if it determines that the Bidder
recommended for award has cngaged in any of the practices
mentioned in this Clause for purposes of competmg for the
contract. ;

Further the Fundirllg Source, ‘Borrower or Procuring Entity, as
appropriate, will seek to impose the maximum civil, administrative
and/or criminal penalties available under the applicable -law on
individuals and orga‘nizations deemed to be involved with any of the
practices mentioned i in GCC Clause 2. l(a)

Inspection and Audit by the Fundmg Source

The Supplier shall permit thc Funding Source to! mspect the Supplier’s accounts
and records relating to the performance of the Supplier and to have them
audited by auditors appomted by the Funding Source, if so requued by the
Funding Source.

Governing Law and Lx‘mguage

4.1.

4.2.

This Contract shall \be interpreted in accordance with the Iaws of the
Republic of the Philippines.

This Conftract has be‘en executed in the Enghsh language, whrch shall be
the binding and coptrollmg 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. | | .
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Notices

5.1.

5.2,

Any notice, request, \or consent requ1red or permitted to be gwen 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 commumeatlon is
addressed, or when sent by registered mail, telex, telegram, or facsimile
to such Party at the address specified in the SCC, which ‘shall be
effective when delwered and duly received or on the notice’s effective
date, whichever is later.

A Party may change 1ts address for notlce hereunder by giving the other
Party notice of such change pursuant to the provisions listed in the SCC

for GCC Clause 5.1. i

Scope of Contract !

6.1.

6.2.

Subcontracting

7.1.

7.2,

The GOODS and Related Services to be prov1ded shall be as speelﬁed in
Section V1. Schedule of Requirements.

This Contract shall linclude 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 of an y portion of the Goods if allowed in the BDS does
not relieve the Supplier of any liability or obligation under this Contract.

The Supplier will be

responsible for the acts, defaults, and negligence of

any subcontractor, its agents, servants or workmen as fully as if these

were the Supplier’s
agents, servants or w

own acts, defauits,’ or negligence, or those of its
orkmen.

Subcontractors disclosed and identified during the bidding -may be
changed during the implementation of this Contract, subject to
compliance with the required quahﬁcatmns and the apploval of the

Procuring Entity.

Procuring Entity’s Responmblhtles

8.1

8.2.

Whenever the performance of the obhgauons in this Contract requires
that the Supplier obtain permits, apprOVals import, and other licenses
from local public authontles the Procuring Entity shall, if so needed by
the Supplier, make its best effort to assist the Supplier in complying with
such requirements in'a timely and expedltlous manner,

The Procuring Ent1t)‘f shall pay all costs involved in the performance of
its responsibilities in|accordance with GCC Clause 6.

e
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10.

11.

Prices

5.1.

9.2,

Payment

10.1.

10.2.

10.3.

10.4.

Advance Payment

1.1,

11.2.

|

For the given scope of work in this Contract as awarded, all bid prices
are considered fixed prices, and therefore not subject to price escalation
during  contract 1mplementat10n except  under extraprdinary
circumstances and up‘on prior approval of the GPPB in accordance with
Section 61 of R.A. 9184 and its IRR or except as provided in this
Clause. : i

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, with the exception of any change :in price
resulting from a Change Order issued in'accordance with GCC Clause
29.

Payments shall be made only upon a cernﬁcat:on by the Head of the
Procuring Entity to the effect that the Goods have been rendered or
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 matenals not yet delivered under this Contract. Ten
percent {10%) of the amount of each payment shall be retained by the
Procuring Entity to cover the Supplier’s warranty obligations under this
Contract as descnbed in GCC Clause 17.

The Supplier’s request(s) for payment shall be made to the Procuring
Entity in writing, accompamed by an invoice describing, as appropriate,
the Goods dellvered and/or Services performed and by documents
submitted pursuant to the SCC provision for GCC Clause 6.2, and upon
fulfillment of other obllgatlons stipulated, in this Contract

Pursuant to GCC Cl‘ause 10.2, payments shall be made promptly by the

Procuring Enttty, But in no case later than sixty (60) days after
submission of an invoice or claim by the Supplier.

| ; ) )
Unless otherwise pro‘vided in the SCC, tHe currency in which payment is
made to the Supplier'under this Contract shall be in Philippine Pesos.

Advance payment shall be made only after prior approval of the
President, and shall| not exceed fifteen percent (15%) of the Contract
amount, unless otherwise directed by the President or in cases allowed
under Annex “D” of RA 9184. ‘

For Goods supplied from abroad, the terms of payment shall be as

~ follows: \
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12.

13.

1.1.2. (a) On Contract Slgnature Ten percent (10%) 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 prowded
in Section VIII B}lddmg Forms. ? i

(b) On Delivery: Seventy percent (70%) of the Contract Price! shall be

paid to the Suppher 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) On 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 dehvery issued by the Procuring Entity’s authorized
representative, In the event that mo inspection or acceptance
certificate is 1ssued by the Procuring Entity’s authorized
representative w1th1n 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%) SU.b_]ECt to the Procuring Entity’s
own verification ‘of the 1eason(s) for the failure to issue documents
(vii) and (viii) as described in the SCC provision on Delivery and
Documents. :

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

Taxes and Duties

The Supplier, whether locall or fofeign shall be entirely responsible for all the

necessary taxes, stamp duties, license fees, and other such levies 1mposed for
the completion of this Contract. !

Performance Security

13.1.  Within ten (10) calendar days from recelpt 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 Clause 33.2.

13.2. The performance seeunty posted in favor of the Procuring Entlty shall
be forfeited in the event it is established that the winning bidder is in
default in any of its obligations under the contract.

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

13.4. The performance se¢urity may be released by the Procuring Entity and
returned to the Suppher after the issuance of the Certificate of Fmal
Acceptance subject to the following COI‘IdlUOI‘lS
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16.

1.1.2.1.  (a) There jare no pending clalms against the Suppller or the
surety company filed by the Procurmg Entity;

1.1.22.  (b) The Supplier has no pendmg claims for labor and
materials filed against it; and T i

1.1.2.3.(c) Other terms spemﬁed in the SCC

13.5. Incaseof a reductlo‘n of the contract value the Procuring Entlty shall
allow a propomonal reduction in the original performance security,
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 performa‘nce security.

Use of Contract Documents and Information

14.1. The Supplier shall no‘t, except for purposes of performing the obligations
in this Contract, without the Procurmg Entity’s prior written consent,
disclose this Contract or any provision thereof, or any specification,
plan, drawing, pattern, sample, or information furnished by or on behalf
of the Procuring Entity. Any such disclosure shall be made in
confidence and shall extend only as far as may be necessary for: purposes
of such performance. ;

14.2.  Any document, other than this Contract itself, enumerated in GCC

Clause 14.1 shall rer‘nam the property of the Procuring Entity and shall
be returned (all coples) to the Procuring Entity on completion of the
Supplier’s performance under this Contract if so required by the
Procuring Entity, | |

Standards

|
The Goods provided unde‘:r this Contract shal | conform to the standards
mentioned in the Section VIL. Technical Spemﬁcatlons and, when no applicable
standard is mentioned, to the authoritative standards approptiate to the Goods
country of origin. Such sta,ndards shall be the' latest issued by the institution
concerned. ‘

Inspection and Tests

16.1. The Procuring Entlty or its represcntatwe 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. The SCC and
Section VIIL Techmcal Specifications shall specify what inspections
and/or tests the Pro‘curmg Entity requ1res and where they are to be
conducted. The Procurmg Entity shall notlfy the Supplier in writing, in
a timely manner, of the identity of any representatives retained for these
purposes. \ ‘

16.2. If applicable, the '}nspections and tests may be conducted on the
premises of the Supplier or its subcontractor(s), at point of delivery,
. \ ‘
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17.

16.3.

16.4,

16.5.

Warranty |
17.1.

17.2.

17.3.

|

and/or at the goods’ final destination. If conducted on the pre!mises 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 charge! to the Procuring Enti:ty. The
Supplier shall provide the Procuring 'Entity with results of such
inspections and tests. 1 '

The Procuring Entity or its designated representative shall be entitled 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.

\ .
The Procuring Entity may reject any Goods or any part thereof that fail

to pass 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, and shall repeat the test
and/or inspection, at no cost to the Procurmg Entity, upon giving a

notice pursuant to GCC Clause 5.

The Supplier agrees ‘hat 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 rcprcsentatlve shall release the Supplier from any

warranties or other obhganons under this Contract.
\

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

provides otherwise. |
|

The Supplier furthér 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 Suppher that may
develop under normal use of the supplied Goods in the conditions
prevailing in-the country of final destination.

In order to assure that manufacturing defects shall be corrected by the
Supplier, a warranty shall be required from the Supplier for a minimum
period specified in the SCC. The obligation for the warranty shall be
covered by, at the \Supphcl s option, either retention money in an
amount equivalent to at least ten percent (10%) of every ‘progress
payment, or a spemal bank guarantee equivalent to at least ten percent
(10%) of the Contract Price or other such amount if so specified in the
SCC. The said amounts shall only be released after the lapse of the
warranty period specified in the SCCj provided, however, that the
Supplies delivered are free from patent and latent defects and all the
conditions imposed u‘nder this Contract have been fully met.
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18.

19,

17.4.

17.5.

The Procuring Entity shall promptly notiij the Supplier in writin!g of any
claims arising under| this warranty. Upon receipt of such notice, the
Supplier shall, within the period SpeC!ﬁCd in the SCC and with all
reasonable speed, repair or replace. the defectwe Goods or parts thereof,
without cost to the Procuring Entity. : 5

If the Supplier, having been notified, fails to remedy the defect(s) within
the period specified|in GCC Clause 17.4, the Procuring Entity may
proceed to take such remedial action as may be necessary, at the
Supplier’s risk and ‘xpense and without prejudice to any other rights
which the Procuring Entity may have against the Supplier under the
Contract and under the applicable law.

Delays in the Supplier’s Performance

18.1.

18.2.

18.3.

|
quuldated Damages !

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

If at any time duringthe performance of this Contract, the Supplier or its
Subcontractor(s) should encounter conditions impeding timely delivery
of the Goods and/or performance of Services, the Supplier shall
promptly notify the PI’OCUI ing 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 ncl:atlce and upon causes provided for under GCC
Clause 22, the Procurmg Entity shall evaluate the sitvation and may
extend the Supplier’s time for performarice, in which case the extension
shall be ratified by the parties by amendment of Contract.
|

Except as provided under GCC Clause 22, a delay by the Supplier in the
performance of its 6bllgat10ns shall render the Supplier liable to the
imposition of llquldated damages pursuant to GCC Clause 19, unless an
extension of time is agreed upon pursuant to GCC Clause 29 without the
application of 11qu1d£ted damages. ‘

Subject to GCC Clauses 18 and 21.1, if the Supplier fails to satlsfactonly
deliver any or all of the Goods and/or to perform the Services within the

period(s) specified in this Oontract inclusive of duly granted time extensions if:

any, the Procuring Entity shall without prejudice to its other remedies under
this Contract and under the' applicable law, deduct from the Contract Price, as
fiquidated damages, the applicable rate of one tenth (1/10) of one (1) percent of
the cost of the unperformed portion for every day of delay until actual delivery
or performance. The maxilflum deduction shall be ten percent (10%) of the

amount of contract. Once

the maximum is reached, the Procuring Entity shall

rescind the Contract pursuant to GCC Clause 22.1, without prejudice to other
courses of action and remedies open to it.
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20.

21,

22.

Settlement of Disputes

20.1.

20.2.

20.3.

20.4.

20.5.

the Procuring Entity and the Supplier in connection with or arising out
of this Caontract, the pames shall make every effort to resolve amicably
such dispute or difference by mutual consultation.

|
If any dispute or drfTrence of any kind whatsoever shall arise betwcen

If after thirty (30) days the parties have falled to resotve their d1spute or

~ difference by such mutual consultation, then either the Procuring Entity

or the Supplier mayl give notice to the other party of its intention to
commence arbitration, as hereinafter provided, as to the matter
dispute, and no arbitration in respect of this matter may be commenced

unless such notice is given.
\

Any dispute or d1ffe‘renoe 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.

In the case of a disp‘ute between the Proburing Entity and the Supplier,
the dispute shall be| resolved in accordance with Republic Act 9285
(“R.A. 9285"), otherwise known as the “Alternative Dispute Resolution
Act of 2004.” ‘

Notwithstanding any reference to arb1trat|0n herein, the partles shall
continue fo perform their respective obhgatrons under the Contract
unless they otherwise agree, and the Procuring Entity shall pay the
Supplier any monies due the Supplier.

Liability of the Supplier

21.1.

21.2.

22.1.

222,

The Supplier’s liability under this Contract shall be as prov1ded by the
laws of the Republic of the Philippines, subject to additional provisions,
if any, set forth in th? SCC.

Except in cases of criminal negligence or wiliful 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 [imitation shall not apply to the cost of repairing

or replacing defective

Force Majeure

The Supplier shall n
liquidated damages,

e equipment.
|
\

t be liable for forfeiture of its performance security,
or termination for defaut if and to the extent that

the Supplier’s delay in performance or other failure to perform its
obligations under the Contract is the result of a force majeure.

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 an event which the
I ‘

<




Contractor could nol have foreseen, o# which though forese!en, was
inevitable. It shall not include ordinary unfavorable weather conditions;
and any other cause the ‘effects of which could have been avoided with
the exercise of reason‘ab le diligence by the Contractor. Such evcnts may
include, but not limited to, acts of the Precuring Entity in its sovereign
capacity, wars or gevolutlons, fires, floods, epidemics, quarantine
restrictions, and freight embargoes. : 5

If a force majeure situation arises, the Supphcr shall promptly notlfy the
Procuring Entity in 1wntmg of such condition and the cause thereof.
Unless otherwise directed by the Procuring Entity in writing, the
Supplier shall continue to perform its obligations under the Contract as
far as is reasonably practlcal and shall 'seek all reasonable aiternative
means for performance not prevented by the force majeure.

23. Termination for Default

i
22.3.
— 23.1.
»
T
3
23.2.
23.3,

The Procuring Entity shail terminate thls Contract for default when any
of the following conditions attends its 1mplementat10n

(a)  Outside of force majeure, the Supplier fails to deliver or perform
any or all 01‘.;~ the Goods within the period(s) specifigd in the
contract, or 'within any extension thereof granted by the
Procuring Enlity pursuart to a request made by the Supplier prior
to the delay,| and such failure amounts to at least ten percent
(10%) of the contact price;

(b)  As a result of force majeure, the Supplier is unable to deliver or
perform any or all of the Goods, amountmg to at least ten percent
(10%) of the\ contract price, for a period of not less than sixty
(60} calendar days after receipt of the notice from the Procuring
Entity statmg that the circumstance of force majeure is deemed
to have cease‘d or ‘

(c)  The Supphen fails to perform any other obligation under the
Contract.

In the event the Procuring Entity terminates this Contract in whole or in
part, for any of the reasons provided under GCC Clauses 23 to 26, the
Procuring Entity may procure, upon such terms and in such manner as it
deems appropriate, Goods or Services similar to those undefivered, and
the Supplier shall be liable to the Procuring Entity for any excess costs
for such similar Goods or Services. However, the Supplier shall
continue performance of this Contract to the extent not terminated.

In case the delay in the delivery of the Goods and/or performance of the.

Services exceeds a time duration equivalent to ten percent (10%) of the

specified contract t{me plus any time extension duly granted to the

Supplier; the Procuring Entity may terminate this Contract, forfeit the
Supplier's performa‘nce security and award the same to a:qualified

Supplier. i
| :
| (
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(b)
(c)

(d)

- Drawing up or using forged docungents; ‘

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

Any other act|analogous to the forjegoing.

27. Procedures for Termination of Contracjts

27.1. The following provisions shall govern thé procedures for termination of

this Contract:

(@

®

(c)

(d)

(e

Upon receipt| of a written report of acts or causes which may
constitute ground(s) for termination as aforementioned, or upon
its own m1t1at1ve the Implementing Unit shall, within a perlod of
seven (7) calendar days, verify the existence of such ground(s)
and cause the execution of a Verified Report, with. all' relevant
evidence atta?hed ‘ :

"Upon recomr?nendatlon by the Idlp]ementiﬂg Unit, the:Head of

the Procuring Entity shall terminate this Contract only by a
written notice to the Supplier conveying the termination of this
Contract. Thq notice shall state:
\ ‘ .
(i) that fhis Contract is being terminated for any of the
ground(s) afore-mentloned and a statement of the acts
that constitute the ground(s) constituting the same

(i)  the cxtent of termination, whether in whole or in part

(ii) an ms‘»tructlon to the Suppher to show cause as to why
this Contract should not be terminated; and

(iv) spemal instructions of the Procurmg Entity, if any

The Notice tc}) Terminate shall be accompanied by a copy of the
Verified Repci)rt'

Within a perlod of seven (7) ca endar days from recclpt of the
Notice of Termmatlon the Suppher shall submit to the Head of
the Procurmg Entity a verified position paper stating why this
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 Head of the Procuring Enuty shall
issue an order terminating this Contract

The Procurmg Entity may, at anytune before - recelpt of the
Supplier’s verified position paper to withdraw the Notice to
Terminate if ‘1t is determined that certain items or works subject
of the notice had been completed; delivered, or performed before
the Supplier’s 5 receipt of the notice; :

e
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i 24. Termination for Insolvency |

The Procuring Entify shall terminate this Contfact. if the Supplier is declared

| bankrupt or insolyent as determined with finality by a court of competent

jurisdiction. In this event,| termination will be without compensation to the

Supplier, provided that such|termination will not prejudice or affect any right of

action or remedy which has accrued or will accrue thereafter to the Procurmg
Entity and/or the Supplier.

25. Termination for Conveuience

= 25.1.

25.3.

25.2.

26.1.

The Procurmg Entlty may terminate this Contract in whole or in part, at
any time for its convenience. The Head of the Procuring Entity may
terminate a contract| for the convenienc{a of the Government if he has
determined the e,xistence of conditions that make © Project
Implementation economically, financially or technically impractical
and/or unnecessary, such as, but not limited to, fortuitous evem(s) or
changes in law and n‘atmnai government policies.

The Goods that hav\‘e been delivered and/or performed or are ready for
delivery or pcrforrﬁance 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 and/or ready for delivery, the Procuring Entity may elect:

| :
{(a)  to have any portion delivered and/or performed and paid at the
contract termb and prices; and/or !

(b) to cancel th‘e remainder and pay to the Supplier an agreed
amount for pamally completed and/or performed goods and fcn
materials and parts previously procured by the Supplier.

If the Supplier suffers loss in its initial performance of the terminated
contract, such as purchasc of raw {naterlals for goods specially
manufactured for the Procuring Entity which cannot be sold in open
market, it shall be allowed to recover partially from this Contract, on a
quantum meruit basas Before recovery may be made, the fact of loss
must be established under oath by the Supplier to the satisfaction of the
Procuring Entity bef‘ore recovery may be made.

26. Termination for UnlaJvful Acts

The Procuring Eniity may terminate this Contract in case it is
determined prima facze that the Supplici* has engaged, before or during
the 1mplementat:on of this Contract, in unlawful deeds and behaviors
relative to contract acquisition and implementation. Unlawful acts
include, but are not limited to, the followmg

(a)  Corrupt, frauduient and coercive practices as deﬁned in ITB

Clause 3. I(a),
o
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28.

29.

30.

(f) Within a non‘-extendlble period of ten (10) calendar days from
receipt of the| verified position paper the Head of the Procuring
Entity shall dec1de whether or not to terminate this Contract. It
shall serve a‘wr:tten notice to the Supplier of its decision and,
unless otherwise provided, this Contract is deemed terminated
‘from receipt|of the Supplier of the notice of decxslon The
termination shall only be based on the ground(s) stated in the
Notice to Terminate; ; -

(g) The Head of the Procuring Enmy may create a Contract
Termination Rcv1ew Committee (CTRC) to assist him in the
discharge of this function. All decisions recommended by the
CTRC shall ‘bc subject to the approval of the Head of the
Procuring Entlty, and |

(h)  The Supplier must serve a wrltten notice fo the Procurmg Entity
of its intention to terminate the contract at least thirty (30)
calendar days before its intended termination. The Contract is
deemed terminated if it is not resumed in thirty (30): calendar
days after the receipt of such notice by the Procuring Entity.

Assignment of Rights

1 ?
The Supplier shall not assign his rights or obligations under this Contract, in
whole or in part, except with the Procuring Entity’s prior written consent.

Contract Amendment

|
Subject to applicable laws, no variation in or modification of the terms of this
Contract shall be made except by written amendment signed by the parties.

Application

These General Conditions shall apply to the extent that they are not superseded
by provisions of other parts of this Contract.




-

Section V. Special Conditions of Contracit

GCC Clause

Li(g)

The Procuring Entity is Department of Budget and Management
(DBM). : 3

LI

The Contractor is:

COMMANDER SECURITY SERVICES, INC.

Ti0)

The Funding Source (is

The Government of the Philippines (GOP) through the authorized
appropriations under the General Appropriations Act in the amount of
Ten Million Nine Hundred Thousand Pesos (P9,300,000.00).

L.1(k)

Department of Budget and Management |
Mabini Hall, Malacafiang, Manila

5.1

The Procuring Entity’s address for Notices is:

Department of Budget and Management
Mabini Hall, Malacafiang, Manila .~
Tel Nos. (02)735-4902 |
Fax No. (02)735 -4979 -

Contact Persor‘i Dir. Sofia C. Yanto AS

The Contractor 3 address for Notices is:

No. 133, 5t Avenue Cubao, Quezon City
Contact Nos. 912 -2487,912-1558,1421-2741
| |

6.2

The DBM  has the ‘option to  effect changes in the
asmgnments/depioyment of security guards at anytime during the
contract period through a written notice to the Contractor. Likewise,

| the DBM may increase or decrease the number of security guards as

may be necessary prowded that the ABC for the relevant year is not
exceeded. However, the DBM reserves the right to increase, reduce or
limit the scope of services for any reason, and in such event, there
shall be a corresp‘ondmg downward or upward adjustment:in the
consideration in such sum as may be\ agreed upon by the parties
provided that the rdsultmg cost of said increase or decrease shall not
exceed the ABC. |
| | |

The contractor |shall easure that the Security —Guards
assigned/deployed to the DBM shall observe proper uniform at all
times and str1ct compliance with Section VIL Technical

Specifications. ‘
<
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For the given scope of work in this Contraot as awarded, all bid prices
are considered fixed prices, and therefore not subject to price
escalation during contract 1mplementat10n except (1) increase in
minimum daily wagé pursuant to law or new wage order issued after
dated of bid opening; (2) increase in taxes; and (3) increase in
premmm COI’ltI‘lbuthI"lS to §SS, Philhealth and Pag-IBIG.

10.1

Payment shail be made within ten (10) workmg days upon complete
submission by the Contractor of the followmg documents:

(a) DTRs of all security guards duly 31gned by the AS D1rector or his
duly authorized representative,

| (6) Proof of previous months' remittancés to the SSS, Philhealth, and

PAGIBIG, together with a transmittal sheet stamped received by
the said agenm‘es ie. SSS, PhilHealth, Pag-[BIG, and other
documents as may be required; and

(c) Invoice of billing or statement of account for the period covcred
Thereaftef, payment shall be made only upon certification by the AS

Director that the services were rendered by the Contragtor in
accordance with the terms and conditions of the contract.
. i

10.4

No further instructions. ‘

13.1

No further instructions.

13.4(c)

No further instructions.

14,

No further mstructlons

15.

The Contractor shall maintain a sat1sfactory level of performance
throughout the oontract period based on the following set of
performance cnterla ‘
(a) quality of work delivered;
(b) time manageme\nt;
{c) management an& suitability of persohnel;
(d) contract admini;stration and management;
(e) provision of reg,}ular progress 1'eport;§
(f) aﬂontiveness to ldetails; and
|

() compliance with DBM instructions ond policies.

The AS shall conduct a quarterly review using the above-cited criteria

and submit not earher than October 2013 but not later than November |

2013 the evaluation sheet for the purpose which shall be the basis for

the recommendation to the Head of! the Procuring Entity for the

53(
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continuation or termihation of the Contract.

16.1

No further instructions.

17.4

No further instructions.

17.5

No further instructio‘ns._

19.1

The applicable rate is; one tenth (1/10) of pne (1) percent of the cost of
the unperformed portion for every day of delay. :

The maximum deduction shall be ten percent (10%) of the amount of
contract. Once the cumulative amount of liquidated damages reaches
ten percent (10%) of the amount of the contract, DBM shall réscind
the contract, without‘ prejudice to other courses of action and remedies
open to it. It may also Tescind the contract and impose 10% of the
amount of the contract as liquidated damages, upon non-performance
by the Contractor of|any of its obligations under the contract.

The imposition of liquidated damages in .all instances shall be
automatic, except upon prior request for extension and approval
thereof by the DBM before the scheduled delivery date. Any request
for extension not acted upon before delivery date shall be considered
denied. f -

204

In the case of a dispute between the Procuring Entity and the
Contractor, the dispute shall be resolved in accordance with Republic
Act 9285 (“R.A, 92857), otherwise known as the “Alternative Dispute
Resolution Act of 2?04.” ‘ '

21.1

If applicable, all partners to the joint venture shall be jointly and
severally liable to tﬂe DBM. ‘ B

1d

Hopy
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" “RNOW ALL MEN BY THESE PRESENTS:

: That we, COMMANDER SECURITY SERVICES,
' JCPB GENERAL INSURANCE CO.,
“Philippines, as SURETY, are held and firmly bound unt
_OBLIGEE in the sum
:OUR AND 84/100 ONLY (P 2,663,634.84), Philippine Curre
surselves, our heirs, executors, adminisirator and assigns

3 THE CONDITIONS OF THIS OBLIGATION ARE AS FOL

o

WHEREAS, the above bounden Principal, entered
. guarantee Principal's performance in connection with the P

PERFORMANCE BOND

INC., a corporation duly orga
o the DEPA
of PESOS: TWO MILLICN S

Y

e

¢
!
!

%

oy

UGIC BOND No. G(13) 37273

NC. of 133 15th AvLe., Cubao, Quezon City, ‘as PRINCIPAL, and
nized and existing under and by virtue of the laws of the
RTMENT OF BUDGET AND MANAGEMENT (DBM) as the
X HUNDRED SIXTY THREE THOUSAND SiX:HUNDRED THIRTY
noy, for the payment of which well and truly to be made, we bind
jointly and severally by these presents.

LLOWS:

into a contractiagreement with the said OBLIGEE to fully and faithfully
rovision of Security Manpower Services for FY's 2013-2014 as per

Notice of Award dated 2/22/2013, it being expressly understoo

d that the liability of the Surety under this bond shall in no case

__exceed the amount of PESOSTWO MILLION SiX HUNDRED SIXTY

THREE THOUSAND SIX HUNDRED THIRTY FOUR AND
B84/100 ONLY (P 2,663,634.84), Phil. Cy |

WHEREAS, said contract/agreement requires said PRINCIPAL to give good and sufficient bond in the above stated sum to
secure the full and faithful performance on his part of said contract/agreement.
|

———

if the PRINCIPAL shall well and trly perfarm and fulfil all the undertakings covenants, ter

NOW, THEREFORE,
hall ba null and void; otherwise, it shall re,

_and agreements stipulated in said contract/agreement, then this obligation s
force and effect. ‘

The liability of UCPB GENERAL INSURANCE CO., INC., under this bond shall expire on March 1, 2014 and any action
. against he Surety under this bond must be filed within TEN (10) days from said date. Failure to do so shall release the SURETY.
from all liability under this bond and shall be a bar to any action against it.

in WITNESS WHEREOQF, we have set our hands and signed our names at Makati City, this 27th day of February 2013.

UCPB GENERAL INSURANCE CO., INC. COMMANﬁ)ER SECURITY SERVICES, INC,

g

(Surety) TIN 000-432-798 | (Principal)
BY: |
_— |
- | .
. = | ‘
- ERICSON D.RAMOS | CARMELD T. AYSON
- Authorized Sighatory _ ‘ ! CE@rPresident
SIGNED IN THE PRESENCE OF; Qp)
Rmfgﬁmos |
' |
|

g

| | |
At UCPB GEN ey ‘ thig)
\ ‘ s
every day starts witht.y,-
UCPB General insurance Co., Inc. « 5th Floor UCPB Building, 7907 Makati Avenue Makati City 1200 Phili in
i ' ; \ ppines
NCPO Box No. 1003 - Tel No. (02) 811-1788 » Fax No. (92) 811-3333 + Wabsite: www.ucpbgen.com = E-mail: ucpbgen@ucpbgen.com
Customer Service Center: (02} 811 - Ji53



UCPB GEN

L.
REPUBLIC OF THE PHILIPPINES } G(13) 37273
MAKATI CITY _ ) S.8. ‘ _
[_ In the CITY OF MAKATI, Philippines this 27 day of February 2013 A.D., personally appeared before me
Name | Competent E\rldence of Identity
{_ | Type of iD ) .| 1D Number & Expiry
| ' i | Date (if applicable)
? GARMELO T, AYSON | 5588 | 03-3074138-5
L ERICSON D. RAMOS | \ TIN P | 167-286-987
! UCPB GEN. INS. CO. [ sss | 03-7601500-4
L to me known to be the same person who signed the foregoing instrument and acknowledge before me that the

same is of their own voluntary act and deed.

! IN WITNESS WHEREOCF, | have hereunto set my hand and affixed my notarial seal at the place and date first above
— written. . .

X i
i Doc. No. g |
— Page No,__ 9% | TAYY PURL
Book No, __ 25 L untit Deoe'nber 31 2013
! Series of 2013 _ . | Appt. No, M-521, Makati City

_ , 1BP #695793. May 72, 2012-R5M
I PTR #3535455 Jan, 15 2013-Makat|
| 5C Roli No. 58597
MCLE Complianca No. [V-0011330
: Makati City, Philippines S.S. bnit & c’“’m“d Harrara Tower \

\
— ERICSON D. RAMOS, of UCFB GENERAL INSURANCE CO., INC., hawn@een duﬁgeen duyE\'z%rn state and
depose that UCPB GENERAL INSURANCE CO., INC., is actually worth- the amount specified in the foregoing
undertaking , to wit: PESOS : TwWO MILL!ON SIX HUNDRED SIXTY THREE THOUSAND SIX HUNDRED
THIRTY FCUR AND 84/100 ONLY (P 2,663,634. 84) Phil. Cy. over and above all just debts,” obligations and
— property exempt from execution.

UCPB GENERAL INSURANCE co INC.
By:

Authorized Signalory

SUBSCRIBED AND SWORN TO before me this 27" day of February 2013 at Makati City, Phrhpp:nes

|
s
|

A .
X Doc. No. __ ¥+ Y. RIN]LLUZ
; Page No. _ [4 Until Decembe :
_ Book No. ‘IBQP ts‘ 9”7% 3M 621 Makatl Lrt

A ! ay 22, 2012«RSM
| Series of 2013 PTR #3685485. Jan, 16, akatr
2 At UCPB ery day %@%ﬁm& l:}ggo

UCPB General insurance Co., Inc. » 5th Floor, UCPB Building, 7907 Makati Av%
MCPC Box No. 1009 » Tel No. {02) 811-1788 « Fax No. (02) 811-3333 » Wabsite: www.lcg| Rela

bgen com
Customer Saervice Center: (02) &11 - g*gg; :



TIN No:

000-432-798-000

Class: PERFORMANCE BOND

COMMANDER SECURITY SERVICES, INC.

113 15TH AVE,,
CUBAQ,
QUEZON CITY

Agent Code : AN 5129 /101721

Policy No.

Bond No.

Contract Period
Amount Guaranteed

Currency

Gross Premium (VATABLE)
DOCUMENTARY STAMPS
LOCAL GOVERNMENT TAX
OTHER TAXES AND LICENSES
VAT

NOTARIAL FEE

A STAMPS

Payment Should Be Made in Favour Of
UCPB GENERAL INSURANCE CO. INC.

-
O rr— AN
/ Authorizéq)S'lgnature

BREGULTO - 02/27/2013

i

canceliation/endorsement.

. SU-G(13)-MK- 13- 0000043- 00 1
. G(13)37273
. 0310112013 To 03/01/2014

T PHILIPPIN

NOQTE: Should the policy be cancelled or en
pay the full amount of the documenta‘

- 02/27/2013
- MK - 000000011477

Date Issued;:
Debit Note No:

Obligee :

DEPARTMENT OF BUDGET

2,663,634.84 1 AND MANAGEMENT (DBM)

EPESC -

14,650.00 |
1,831.50 |
29.30 |
100.00
1,758.00 |
300.00

Horsed to a lower value, the insured is still fable to -
ry stamps as st:pulated in the poficy prior to

- At UCPB GEN every day starts wn’rh@ )

UCPE General Insurance Co., Inc, -

5th Floor UCPB Building, 7907 Maxkatl Avenua, Makati Gity 1200 Philippines

“MGCPOQ Box No. 1009 + Tel No. (02) 811- 1788 Fax No. (02) 811-3333 » Website: www.ucpbgen com » E-mail: ucpbgen@ucpbgen.com

Cusiomer Service Center: {02) 811 - ,'3“

{
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REPUBLIC OF THE PHILIPPINES

Pepartment of Budget and Management
Malacafiang, Manila

NOTICE OF AWARD |

February 22, 2013

MR, CARMELO T, AYSON . : ; '
Pragident and CEC f /
Commander Security Services, Inc | ' /
Na. 133, 157 Avenue, Cubag o :
Quezon City 1 . I

;
i ; ‘ N

Dear Mr. Ayson: ‘ ‘ o

Based on Departmeant of Buidget and Ma|'iz*ar;1eww_~nt1 Bids and Awards Commities

Resoludion No. 2013-05 , we ara pléased to inform you that the Contract for the
Project “Provision of 5ecurity‘ Manpower Services for FYs 2013-20147 s
hereby awarded to your company in the amount of Eight Milllon Eight Hundred
Seventy Eight Thousand Seven Hundred Eighty Two Pesos and Seventy
seven Centavos (P8,B78,782.77),

i

! "
In this regard, you are hereby required to post a performance security in the amourit

and form stated In Section 39 of the Implamenting Rules snd-Regulations of Republic

Act No. 8184 prior to signing of the contract.

Very truly yours, ‘
" _ .
[ e | ‘
FLORENCIO B, ABAD M : W t
Secretary N | nmb- 674 :

o

Ny
R T AL
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REPUBLIC OF THE PHILIPPINES
Deparimant of Budget and Management
Malacanang, Marila

NOTICE TO PROCEED

March 15, 213

MR. CARMELO T. AYSON
President and CEQ

Commander Secutity Servicss, Inc.
No. 133, 15" Avenue, Cubao
Quezon City

Dear Mr. Ayson:

Please be notifiad that the attached Contracl for the Provision of Security
Manpower Services for F's 2013-2014 has baen auproved.

You may, therefore, commence work upon receipt of this Notice ta Proceec.
Pursuant to its terms, this Contract shall take effect upon receipt of this notice. We,
therefore, request that you formally acknowledge receipt by signing In the space
provided below.

Very truly yours,

1

-

FLORENCIO B. ABAD
Secretary

Received by:

Name & Signature
Cesignation
Date

a1
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