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ACQUISMO S COMMITTEE

Request for Qaotation (RFQ)
R ost

Nlay 18,2O22
All Prospective Proponents

The Department of Education, through its Acquisitions Committee (AC),
requests price quotation for the project Procurement of Service Provider
for the Mailing Services of DepEd Cend'ol Ofrce particularly described and
detailed in the Proiect Reference, hereto attached as Appendix "A".

Said quotation shall tre received on or before 1O:OO A.M. on Vlay 24,2O22
by courier or by hand-delivery at the address given below:

Acquisitions Committee
Rm. M-511,sth Floor, Mabini Bldg.
DepEd Complex, Meralco Avenue, Pasig City, Philippines
depedcentral.bacsecretariat@dep-ed.gov.ph

The successful proponent must be able to meet the following requiremenLs:

3.1. The Terms and Conditions of Contract provided as Item V of the
Project Reference. The terms and conditions provided under the General
Conditions of Contract of Procurement of Goods and Services under the
Philippine Bidding Documents as may be applicable, as well as the
provisions ofthe IRRof R3. 9184 are deemed to be read into this proiect-

3.2. The Schedule of Requirements, as indicated in ltem VI of the Proiect
Reference; and

3.3. The Scope of Seryices which lists the details of the requirements, as
indicated in Item Vll of the Project Reference.

lf proponent is a firm, the same is required to submit the eligibility documents
prescribed under Section 23 of the Revised IRR of RA 9184 within five (5)
calendar days from receipt of notice as stated in the Terms and Conditions in
order to show lts legal capaclty, and technlcal and financlal capabllity to
undertake the contracl Non-submission of any of the documents shall be a

ground for post-disqualifi cation.
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Reference No.:

End-user Unit:

Due date:

If further information is

2O2 2-AdmS6(OO2)-AC-NPSVP-OO1d

ADM!N|STRAT|VE SERVTCE - RECORDS DtVtStON (AS-RD)

Vlay 24,2022

ADMINISTRATIVE SERVICE - RECORDS DIVISION [AS-RD)
Contact Nos. 8633-7278 / 8687-1449uired, contact

TIN:Supplier's Business Name:

e-mail:Fax No.:Telephone No.:

Address:

Date:Authorized Representative's
Signature over Printed Name
and Designation:

Room M 511, 56 Floor, Mabini Building, DepEd complex, Meralco Avenue, Pasig city 1600

Telephone No.: (02) 8633-9343; 86366542
Email Address: depedcentral.bacsecretariat@deped,gov.ph
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S, Proponents are required to submit a Financial Proposal indicating ils price
for the required lot. The Approved Budget for the Contract is PHILIPPINE
PESO FIw HUNDRED THOUSAND and )/7OO (PhP Soo,ooo.O0). For
purposes of the evaluation, comparison and ranking of bids/offers, the
proponent who submitted the single / lowest calculated responsive
quotation shall be awarded the Contract after evaluation by the Acquisitions
Committee (AC).

6. Quotation shall be enclosed in a sealed envelope and addressed to the AC
Secretariat at the address given above. The envelope should have the RFQ
Number boldly and conspicuously identified.

6.1. It is the exclusive responsibility of the bidders to ensure that the sealed
envelope containing the quotation reaches the above address before the
timeand date indicated in ltem no.2. If being delivered by hand, the
quotations must be delivered at the above address during official working
hours. Delivery to any other person or office will be at the risk ofthe bidder
and will not constitute timely delivery. Quotations received after the
aforementionedclosing time or deadline may be reiected.

6.2. Based on the above-stated provisions, the bidder's quotation sent by email
will not be accepted and will be considered as rejected.

7. The quotation should be valid for thirty (30) calendar days from the d ue date
indicated above.

8. The DepEd reserves tie right to request any additional information that it deems
necessary in order to make any decision on any quotation.

9, Any quotation not supported by the information requested in this RFQ or
requested during evaluation, or is patently non-complying with the RFQ
requirements may not be considered.

10. The DepEd reserves the right to accept or reiect any quotation, to annul the
procurement process, or not to award the contract without thereby incurring
any liability to the affected bidder or bidders.

11. Submission of quotation in response to this request shall be construed as
commitment to undertake the services in accordance with the terms and
conditions, specifications, and schedule of implementation set forth in this RFQ.

I
Chai ul ons

Received Copy:

Remarks:
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Appendix "A"
PROJECT REFERENCE

I. PROIECTTITLE:

Procurement of Service Provider for the Mailing Services of DepEd
Central Ofice

II, PROIECTOWNER:

Department of Education - Administrative Service - Records Division (AS-
RD)

III. OBIECTIVE:

To procure the project Procurement of Ser".rice Provider lor the Mailing
Selices of DepEd Centrol Ofrce in the most effective and prompt manner,
primarily considering time and resource constraints.

IV. ELIGIBILITY, TECHNICAL AND FINANCIAL
DOCUMENTS:

REQUIREMENTS/

The supplier with the Single / Lowest Calculated Bid (SCB or LCB) shall sutrmit
the requirements indicated below within five (5) calendar days from receipt of
notice fromthe AC, which documents shall be validated to determine if the
supplier is technically, Iegally and financially capable prior to the award of contract.

(i) Mayor's permit issued by the City or Municipality where the principal
place ofbusiness is located;

(ii) PhiIGEPS Regisrrafion Number;
(iii) Duly Notarized Omnibus Sworn Statement (for ABCS above PhpSOIQ

(See attached Annex "AJ
. If a partnership, corporation, cooperative, or ,oint venture, please

provide proof of authorization (e.g. duly notarized Secretary's
Certificate as stated in Item no. 2 of the attached Omnibus Sworn
Statement);

(iv) Income Tax Returns (for ABCs above PhpSOOK) (Annual Income Tax
Returns ofthe preceding tax year); and

(v) Business Tax Returns (for ABCs above PhpSOOK) [Value Added Tax or
Percentage Tax Returns coveringthe previous six months)

To facilitate post-qualification, the bidder at its optioD may submit in
advance, i.e., together with its quotation, the above requirements and other
documents as may be required. Non-submission of any of the documents
shall be a ground for post-disqualification.

ln the case ofa Joint Venture, or if the parties intend to enter into a joint venture,
the requirements are as indicated in the revised Implementing Rules and
Regulations of Republic Act No. 9184.
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V. TERMS AND CONDITIONS OF CONTRACT:

A. Instructions

l. Proponent shall be responsible for sourcing its Goods/equipment
for mailing services, and shall make the deliveries and provide services in
accordance with the schedule, and scope of services of the award or
contract. Failure ofthe proponent to comply with this provision shall be
ground for cancellation of the award or contract issued to the proponent.

2, Proponent shall pick-up the Contract and Notice to Proceed issued in
its favor within three (3) calendar days from date of receipt of notice to that
effect- AFax transmission or electronic mail shall constitute an official
notice to the Proponent. Thereafter, ifthe contract remains unclaimed, the
contract shall be cancelled.

To avoid delay in the delivery of the requesting agency's
requirements, all defaulting Proponent shall be precluded from
proposing or submitting substitute quotation(s) or item(s).

3. Proponent who accepted a Contract and Notice to Proceed but
failed todeliver the required Services within the time called for in the
contract shall be disqualified from participating in DepEd or any of
DepEd units' future procurement activities, This is without preiudice to
the imposition of other sanctions prescribed under R.A. 9184 and its
Revised IRRagainst the Proponent.

4. Rejected deliveries shall be construed as non-delivery, and shall be
replaced by the Proponent subiect to liquidated damages for delayed
deliveries.

5. AII duties, excise, and other taxes and revenue charges shall be paid
bythe Proponent

6. All transactions are subject to applicable withholding taxes per
relevant revenue regulations of the Bureau of Internal Revenue (BIR)
withholding of credible Value Added Tax and/or Expanded Value Added
Tax per revenue regulation(s) of the BlR.

B. Delivery and Documents

The delivery terms applicable to this Contract are delivered to the Asset
Management Division. AJonzo Bldg-. DepEd Comlllex. Meralco Ave.. Pasig
Cit_v. Risk and title will pass from the Supplierto the Procuring Entity upon receipt
and finalacceptance ofthe Services at their final destination.

The Services supplied to the delivery site shall conform to and comply with the
Standards mentioned in Schedule ofRequirements, as indicated in Annex "B" and
Scope ofServices as indicated in Annex "C".

Upon delivery of the Services to the Delivery Site, the Supplier shall notiff DepEd
thru AS-RD and present the following documents:
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Original and 4 copies of the Supplier's Invoice showing; and
Original (white copy) and scanned copy stored in CD/DVD/Flash
Driveofthe pre-numbered lnspection and Acceptance Report (IARJ
and Delivery Receipt [DRJ detailing description of items
(documentsJ received and duly signed and dated by the Authorized
Receiving Personnel (ARP).

For this purpose, the DepEd's Representative at tIe Proiect Site: DepEd Central
Office - MS. ALMA APANAY for the End-User Unit. and MS. MARITESS L ABLIIY
for the Inspertorate Team as designated by the Assistant Secretary for
Procurement and Administration per D.O.027 s.2020.

Packaging

As may be applicable for documents to be delivered and as may be indicated in the
contract, the Supplier shall provide such packaging as is required to prevent their
damage or deterioration during transit to their final destination. The packaging shall
be suflicient to withstand, rough handling during transit and exposure to extreme
temperatures, salt and precipitation during transit and open storage. Packaging case
size and weights shall take into consideration, where appropriate, the remoteness of
the documents' final destination and the absence of heavy handling facilities at all
points oftransit.

The packaging marking and documentation within and outside the packages shall
comply strictly with such special requirements as shall be expressly provided for in
the Contract, including additional requirements, if any, and in any subsequent
instructions ofDepEd.

A packaging list identifying the contents and quantities ofthe package is to be placed
on a conspicuous part ofthe outer packaging. Ifthis is not practical the packaging list
is to be placed inside the outer packaging but outside the secondary packaging.

Transportation

Transport ofthe documents shall be arranged by the Supplier, and related costs shall
be included in the contract price.

DepEd accepts no liability for the damage of documents during transit. Risk and title
will not pass to DepEd until its receipt and final acceptance at the final destination,
through its authorized receiving personnel.

Data Privacy, Security and Non-Disclosure

Accordingly, Proponent shall comply with the relevant provisions ofthe Data Privacy
Act of 2012, its Implementing Rules and Regulations and other pertinent circulars of
the National Privacy Commission. In the course of carrying out the duties, Proponent
shall not use any confidential information, or make copy, record, duplicate any
document or reduce it into writin& without the prior written consent of DEPED,
acquired during the term ofthis agreement, unless otherwise provided by law.

lt
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C. Schedule ofPayment

1. Courier services shall be on a credit term.
2. Bill payments shall be on a monthly basis and in accordance with the DBM

Circular No.2018-14 "Updated Guidelines in the Implementation of the Modified
Direct Payment Scheme (MPDS) Due Creditors/Payees ofAll National Government
Agencies (NGAs)" and subiect to the usual accounting rules, regulations and
procedures.
3. Complete submission of the following documents for bill processing for

payment shall be on or before the 10t'ofthe following month.
Statement ofaccount duly signed by authorized courier's representative.
Summary of bills to be collected, duly signed by authorized courie/s
representauve with the following information:

) pick-up date
> printed name of recipient
F date of receipt

4. Late submission of the Statement of Account by tie courier after the given
period (on or before the 10d'ofthe following month) may result to late payments
of the services rendered.

vL SCHEDULE OF REQUIREMENTS as indicated in Annex "8".
VII. SCOPE OF SERVICES as indicated in Annex "C".

VIII. GENERAL INSTRUCTIONS TO SUPPLIERS

This Request for Quotation (RFQI Form is DepEd's standard RFQ to be
used when DepEd solicits quotations for the procurement ofgoods and
services.lt is a standard template that Suppliers must follow in
order to prepare and submit their quotations for consideration by
DepEd.

This RFQ is composed ofone (1J lot. Prospective Proponents shall submit their
quote for one (1) lot.

Proponent must fill up the spaces with the required and correct
information including the offered brand, model, make and
specifications, as well as the total price ofthe item or the items in the
lot. They shall likewise indicate the total price ofthe said lot.

4. Prices must be quoted in Philippine Peso and must include the unit
price and total price, inclusive of all taxes, duties and/or levies to be
paid and other incidental costs to the delivery site/s if the contract is
awarded.

Award of contract shall be made to the single/lowest quotation which
complies witfi the scope of services and other terms and conditions
stated herein.

The RFQ Form must be duly signed and accomplished, either
Bpewritten or written in indelible ink. Any correction made to the
prices, rates or to any information shall be rewritten in indelible ink and
initialed by the person signing the RFQ Form.

I

2

3

5
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6. Proponent shall accomplish, provide correct and accurate information
and submit, together with the Request for Quotauon (RFQ), the
followingattached documents: (i) Schedule of Requirements (Annex
"B"); (ii) Scope of Services [Annex 'C"J; and [iii) Financial Proposal
(Annex"D") otherwise, non- submission of which shall result to
automatic disqualification of proposal. The proponent should not need
to fill out the attached Memorandum ofAgreement [MOA) under Annex
"E'.

Proponent requiring any clarifications of the Request for Quotation
Documentmay referto:

The Chairperson
Acquisitions Committee
Department of Education
Room M-511, 5thFloor, Mabini Bldg.,
DepEd Complex, Meralco Avenue, Pasig City
Tel Nos. 8633-9343 / 4636-6542
depedcentral.bacsecretariat@deped.gov.ph
Look for; Jelly Anne Therese A. Dioso (Proiect in Charge)

IX. FINANCIAL PROPOSAL QUOTATTON FORM as indicated in Annex "D".

7
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ANNEX "A"

REPUBLIC OF THE PHILIPPINES)
CITY/MUNICIPALITY OF

I S.S

AFFIDAVIT

l, [Name of Afiant], of legal age, [Civil Status], lNotionolifl,/, and residingat [Atldress of
Alfiantl, after having been duly sworn in accordance with law, doherebydepose and state that:

1. [Select one, delete the other:]

fif a mle propietorchip:] I am the sole proprietor or authorized representative of
[Name of Bidder] with office address at [address of Bidder];

fif a partnerchip, corpomtion, cooperative, or joint venture:] I am the duly authorized
and designated representative of INome of Bidderl;

2. [Selectone, delete the other:]

[lf o mle propietorship:] As t]e owner and sole proprietor, or authorized
representative of [Name of Bidder],I have full power and authority to do, execute and
perform any and all acts necessary to participate, submit the bid, and to sign and
execute tle ensuing contract fot lNome of the Project] of the [Name of the Procuring
Entiyl,as shown in the ottached duly notorized Special Power ofAttorneyl

fif a partnership, corporation, cooperative, or joint venture:l I am granted full power
and authority to do, execute and perform any and all acts necessary to participate,
submit the bid, and to sign and execute the ensuing contractfor [Nome of the Project]
of the fName ofihe Procuring gntrv,l, as shown in the attached lstote title of attoched
document showing pruof of authorization (e,9" duly notarized Secretary's Certificate,
Board/Portnenhip Resolution, or Special Powerof Aaorney, whichever is applicable)lt

3. [Name of Bidder,l is not "blacklisted" orbarred fmm bidding byt]re Government
of the Philippines or any of its agencies, offices, corporations, or Local Government
Units, foreign government/foreign or international financing institution whose
blacklisting rules have been recognized by the Government Procurement Policy Board,
by itself or by its association or relation with another blacklisted person orentity as
defined and provided for in the Uniform Guidelines on Blacklisting;

4. Each ofthe documents submitted in satisfaction ofthe biddingrequirements is
an authenticcopyoftheoriginal,complete, and all statements and information provided
tlerein are true and correct;

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

6, [Selectone, delete the rest:]

lfo sole proprietorsip./ The owner or sole proprietor is not related to the Head of the
Procuring Entity, members of the Acquisitions Committee(ACJ, the Technical Working
Group, and the AC Secretariat, the head ofthe Proiect Management Office or the end-
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at

user unit, and the proiect consultants by consanguinity or affinity up to the third civil
degree;

fifa parherchip or cooperative:l None ofthe officers and members offName ofBidderl
is related to the Head ofthe Procuring Entity, members ofthe Acquisitions Committee
(ACl, the Technical Working Group, and the AC Secretariat, the head of the Project
Management Office or the end-user unit, and the project consultants by consanguinity
or aflinity up to the third civil degree;

If o corporotion or joint venture:l None of t}le officers, directors, and controlling
stockholders of [Nome of Bidder] is related to the Head of the Procuring Entity,
members of theAcquisitions Committee (AC), theTechnical Working Group, and the AC
Secretariat, the head ofthe Proiect Management Office or tle end- user unit, and tle
proiectconsultants by consanguinityor amnity up to the third civil degree;

7. [Name oI BidderJ complies with existing laborlaws andstandards; and

a. [Name of Bidder] is aware of and has undertaken the responsibilities as a
Bidder in compliance with the Philippine BiddingDocuments, which includes:

a. Carefully examine all ofthe Bidding Documents;
b. Acknowledge all conditions, local or otherwise, affecting the

implementation of the Contracb
c. Made an estimate ofthe facilities available and needed for thecontract

to be bid, ifany;and
d. Inquire or secure Supplemental/Bid Bulletin(sJ issued for the [Name

ofthe Projectl.

9. [Name of Bidder] did not give or pay directly or indirectly, anycommission,
amount, fee, or any form of consideration, p€cuniary or otherwise, to any person or
official, personnel or representative ofthegovernment in relation to any procurement
proiect oractivity.

10. In case advance payment was made or given, failure to performor deliver any
of the obligations and undertakings in the contract shall be sufficient grounds to
constitute criminal liability for Swindling @stafa) or the commission of fraud with
unfaithfulness or abuse of confidence through misappropriating or converting any
payment received bya person orentity underan obligation involving theduty to deliver
certain goods or services, to the prejudice of the public and tle government of the
Philippines pursuant to Article 315 ofAct No.3815 s. 1930, as amended, or the Revised
PenalCode.

IN WITNESS WHEREOF, I have hereunto set my hand this _ day of- 20_
Philippines.

Name and Signature of Bidder's
Authorized Representative

[]uratl

[Formot sholl be based on the Rules on Notnrial Practice
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ANNEX"B"
Schedule of Requirements

The delivery schedule expressed as weeks/months stipulates hereafter a
delivery date which is the date of delivery to the proiect site.

Lot
No.

Description Delivery Period

I
Procurement Service
Provider for Mailing

Services ofDepEd
Central Ofnce

Twelve (12) months or until the fund
for this purpose is exhausted/utilized,
whichever comes first, unless sooner
terminated by any ofthe two parties

upon thirty (30) days advance written
notice, subiect to the requirements of
RA No. 9184 otherwise known as the

'Government Procurement Reform
Act" and its Implementing Rules and

Regulations

A. DeliverySchedule

Complete delivery of services shall be 12 months from the receipt of tle Notice to
Proceed [NTP), or from the commencement date indicated therein, or in coordination
with DepEd AS-RD or until the fund for this purpose is exhausted/utilized, whichever
comes first, unless sooner terminated by any of the two parties upon thirty (30) days
advance written notice, subiect to the requirements ofRA. No. 9184 otherwise known
as the "Government Procurement Reform Act" and its Implementing Rules and
RegulaUons.

B. Proiect Site

At least eighty perf,ent (80%) of the seMceable areas must be covered by the courier.
o North and South Luzon
o NCR
. Visayas
o Mindanao

C, Delivery and Receiving Instructions

The Supplier shall observe the following instructions:

1) Services as specified in this Schedule ofRequirements and/or Scope ofServices
shall be delivered only to the address indicated herein.

2) The Courier Staffshall pick up documents at the office ofthe Records Division,
Administrative Service, DepEd Central Ofrice, Pasig City. The Records Division
suff shall place the sealed envelope in a plastic pouch provided by the official
courier. A transmittal list shall be prepared to be received by the Courier staff
upon pick-up. The Courierwill assume the responsibility ofthe received DepEd
Documents.

3) Delivery ofdocuments shall be within 24 hours or the following day from pick-
up time.

4) The official pick-up ofdocuments shall be daily from Monday to Friday excepts
holidays between 2:00 to 3:00 PM.
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D. Evaluation of Quotations

Quotations shall be compared and evaluated on the basis ofthe following
criteria:

1l
2')
3l

Completeness of Submission
Compliance with Scope of Services
Price-Lowest Unit Cost

Statement of Compliance

After having carefully read and accepted your Request for Quotation and its Terms and
Conditions, I/We quote you on the item/s at price noted in the RFQ. The quotation shall
be binding upon us for thirty [30) calendar days reckoned from last day of submission
indicated in the Submission Requirements. The corresponding Award on Contract
shall be accepted by us at any time before expiration of this period.

The DepEd- Acquisitions Committee reserves the right to accept or reiect any bid, to
annul the bidding process, and to reject all bids at any time prior to contract award,
without thereby incurring any liability to the affected bidder or bidders.

Name and Signature of Provider's Authorized Representative
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ANNEX "C"
Scope of Services

General Requirements/Specifi cations:

Logistics company or a courier to handle, transport, deliver, forward, and/or retrieve mails,
parcels and documents, to and from the various parts ofthe Philippines. The service shall
provide DepEd the operational support for sending parcels to domestic via air, water and/or
road network-

Detailed Technical Specifi cations

Item Description Bidde/s
Statement

of
Compliance

Bidde/s
Actual Offer

'l- Logistics company
or a courier

Functional:
handle, transport
deliver, forward,
and/or retrieve
mails, parcels and
documents
Performance:
Deliver mails,
documents and
parcels
Comparative
Description:
fastest means of
delivery at
reasonable cost

Lot No. Description Scope of Services

Bidde/s
Statement of
Compliance

BiddeI,s
Actual offer

1

Procurement
Service

Provider for
Mailing

Services of
DepEd Central

Olfice

A. Obltgattoa of the ofllclal courler
1. The Courier Staff shall pick up documents

at the ofilce of thG Records Dlvlslon,
Administrative Service, DepEd Central
Oflice, Pasig City. The Records Division
staIT shall place the sealed envelope in a
plastic pouch provider b5r the official
courier. A transmittal list shall be prepared
to be received by the Courier staff upon
pick-up. The Courier will assume the
responsibility of the received DepEd
Documents-

2. Delivery of documents shall be wltbin 24
houns or the folloshg day from plct-up
tl-e.
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3. The offlcial pick-up of documents shall be
daily from Monday to Friday excepts
holidays betveett 2:(X) to 3:(X) Pf.

4. A copy of offlclal recclpt containing the
tiacking number, proof of receipt & Billing
Receipts such as addressee, name of
receiving person, weight & amount of
services, shall be aubaltted to thc
Records Dlylslon on or before the 1(F of
the followlng month for monitoring,
records and payment purposes.

5. The courier shall be reaponBlblc for the
lost documcatg while on shipment/in
transit.
In case of the aforementioned incidents, a
report shall be submitted immediately to
the Records Division.

6. Coverage of at leagt 8oo/o serelceable
area (cities and municipalities) of the
entire nation and cubmlsrlon of llstlngs
of thelr serrrlceeble areaa is a must.

z. Report undollvered doctrraGats a/Id
retum lnrredlately to the Records
Division with the reason of failed delivery
after three (3) attempts.

a. Trackhg Log Updetlng
The Courler aust prcvide a hotline
number, name of responsible personnel or
website for immediate tracking of DepEd
mail deliveries.

B. Duratioa of the Contract
This Contract shall immediately take effect upon

its execution and shall remain effective for a
period of 12 months starting from the receipt
of Notice to Proceed (NTP), or untii the fund for
this purpose is exhausted/utilized, whichever
comes first, unless sooner terminated by any
of the two parties upon thirty (30) days
advance written notice, subject to the
requirements of R.A. No. 9184 otherwise
known as the "Government Procurement
Reform Act" and its Implementing Rules and
Regulations.
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STATEMENT OF COMPLIANCE

I hereby commit to provide the above specified requirements in compliance with the Scope of
Services forthe Proiect: Procurement Service Provider forMailing Services ofDepEd Central
Office.

Name and Slgnanrre of Authorlzed representatlve

Supplie/s Business TIN

Telephone No.: Fax No.: e-mail:
Authorized Representative's
Signature over Printed Name
and Designation:

Date:
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ANNEX"D"

L

Procurement of Service
Provider for the Mailing

Services of DepEd Central
Office

12 months or until the
fund for this purpose is
exhausted/utilized,
whichever comes first,
unless sooner terminated
by any ofthe two parties
upon thirty (30) days
advance written notice,
subject to the
requirements of R.A. No.
9184 otherwise known as
the "Government
Procurement Reform Act'
and its lmplementing
Rules and Regulations

500,000,00

Php500,000.00TOTAL ABC Total Price Offer

Total Price Offer (in words)
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Supplier's Offer
(state brand, model,

make and
specifications)

Price
Unit Price Total PriceCeilingNo.

Lot
Description

(Php)



After having carefully read, understood, and accepted the terms and conditions specified in the Request for Quotation, above-cited is our financial
proposal (quotation) for the item/s.

We undertake, if our Quotation is accepted, the complete delivery ofservices 12 months upon receipt ofthe NTP or the date indicated in the NTP or until
the fund for this purpose is exhausted/utilized, whichever comes first, unless sooner terminated by any ofthe two parties upon thirty (30) days advance
written notice, subiect to the requirements of R.A. No. 9184 otherwise known as the "Government Procurement Reform Act" and its Implementing Rules and
Regulations. We agree to abide by this Quotation for a period ofthirty (3O) calendar days-bid validity after the deadline for submission specified in the RFQ.
We understand that payment for the goods/items delivered will be made to the winning supplier after inspection and acceptance of the goods/items
delivered. The above-quoted prices are inclusive ofall costs and applicable taxes.

Name and Signature of Authorized Representative
Name ofthe Company:

Contact Number/s:
Company Address:

Email Address:
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Republic of Philippines

DEPARTMENT OF EDUCAIION
Deped Complcx, Menlco Avenue, Pasig Aty

Tnt * Line (o9) 639-19-61, website http:?//v"vwdeped-gw.ph

ANNEX "8"

De EO

PROJECT: Procurernetrt of Scrvice Provlder for the Matliag
Servlces ofDepBd Central Office

2O22-Adms6{o02l-AC-IYPSVP-OO 1d

F

o
E]
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o

o
d
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o

a
F

dao
IJ

MEMORAIYDUM OF AGREEMEI{T (MOA}

DEPARTUEITIT Or. EDUCATIOII, located at DepEd Complex, Meralco
Avenue, Pasig City, Philippines, represented herein by as per DepEd
Order No. 008, s. 2021, as amended by DO No. O23, s.2O2l, (hereinafter referred
to as the 'DEPED'); and
office address at

, is a courier company, with
Philippines

represented herein by its
to as the '-").

(hereinafter referred

DEPED and are collectively called'Partles."

WTINESETH: Ttnt

WffiRE,AS, DEPED through the Administrative Service - Records Division
(AS-RD), is in need of a logistics provider or courier to handle, transport, deliver,
forward and/or retrieve mails, parcels and documents of DEPED, to and from
various parts of the Philippines;

WEBREAs, Section 53.9 and Annex "H" of the Republic Act (R.A.) 9184 and
its revised lmplementing Rules and Regulations (IRR) provide that Negotiated
Procurement - Small Va.lue Procurement Arrangement may be resorted to for the
procur€ment of goods or services as altemative mode of procurement;

WIfEREAS, DEPED, through the Administrative Service-Records Division,
and pursuant to the approved Resolution to Award No. 2fi12-AdnS6(q)21-AC-
fPSVP-q)1d dated 

-, 

engages the services of
procurement of mailing services for DepEd Central OIIice.

for ttre

IYOW, THEREFORE, PRTUISEA COtrSIDERED, the Parties hereby agree as
follows:

I. COIIITRACT DOCUUEITTS

1. Resolution to Award No. 2O22-AdmS6(OO2|-AC-I[PSVP-OO 1d
dated

2. Notice of Award;
3. Scope of Services

and all its attachments;

o

't
MOA IYO.:

THIS Agrl,ens.t is made and entered into this 

- 

day of 

-

2O%2 by and between:
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II. DURATION OF ENGAGEMEIYT

This Agreement shall be in force and e{Iect for the duration of
to

III. DUTIES AND R.ESPONSIBILITIES

A. OfDEPED:

Prepare the parcels to be mailed prior to scheduled pick-up
and pack each document, seal and with label; and

2. Pay the amount that corresponds to the
actual services availed of by the DEPED.

of:
1. The Courier Staff shall pick up documents of packages at the

oflice of the Records Division, Administrative Service, DepEd
Central Offrce, Pasig City. The Records Division stall shall
place the sealed envelope in a plastic pouch provider by the
official courier. A transmittal list shall be prepared to be
received by the Courier staff upon pick-up. The Courier will
assume the responsibility of the received DepEd Documents;

Delivery of documents, shall be y'dthin 24 hours or the
following day from pick-up time;

'Ihe olficial pick-up of documents shall be daily from Monday
to Friday except holidays between 2:00 to 3:00 PM.;

A copy of ollicial receipt containing the tracking number, proof
of receipt & Bilting Receipts such as addressee, name of
receiving person, weight & amount of services, shall be
submitted to the Records Division on or bfore the 10th of the
following month for monitoring, records and payment
purposes;

The courier shall be responsible for the lost, pilferage or
damaged documents while on shipment/in transit. In case of
the aJorementioned incidents, a report shall be submitted
immediately to the Records Division;

Coverage of at least 8O%o serviceable area (cities and
municipalities) of the entire nation and submission of listings
of their serviceable areas is a must;

Tracking Log Updating
The Courier must provide a hotline number, name of
responsible personnel or website for immediate tracking of
DepEd mail deliveries.

1
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2.

3.

4.

Report undelivered documents and retum immediately to the
Records Division with the rcason of failed delivery aJter three
(3) attempts; and



ry. FORCE IIAJEI'RE

nt of rrntn n
re or czrncella of contract AS

may be applicable, if such failure in the performance of its
obligations under this contract is the result of a force majeure
or an event which could have not foreseen, or
although foreseen, is inevitable. It shall not, however, include
ordinary unfavorable weather conditions, and any other cause
the effect of which could have been avoided with the exercise
of reasonable diligence by 

-.

2. Force majeure may include acts of God or the public enemy,
war, riot, embargo, fire, explosion, sabotage, flood,
earthquake, accident, labor disputes, default of common
carrier and any otJrer analogous causes.

3. The liability of for any loss, theft, and or
damage to DEPED domestic deliveries and such other similar
circumstances shall be governed by the pertinent provisions
of the Civil Code of the Philippines and other relevant laws.

shall notify DEPED immediately upon
discovery of such loss, theft or delay, damage and other
analogous circumstances-

4. In case encounters any of the situations above-
mentioned and/or condition(s) impeding timely performance
of services under this Agreement, shall
immediately notiff DEPED in wfiting of such situation(s) or
condition(s) and any request for work suspension and/or
contract delivery period extension shall be promptly done as
soon as circumstances providing justification for such
requests have become apparent. must provide
sulficient proof to support any request for work suspension
and/or contract delivery period extension.

v PAYMENT

DEPED shall pay, subject to government accounting and auditing
rules and regulations, the services of in the amount
of PHILIPPIIYE PESOS THOUSAIID ard fi)/ 1OO

1. Courier's services shall be on a credit term.
2. Bill payments shall be on a monthly basis and in accordance

with the DBM Circular No.20l8-l4 "Updated Guidelines in the
Implementation of the Modified Direct PaJrment Scheme (MPDS)
Due Creditors/Payees of All National Government Agencies
(NGAs)" and subject to the usual accounting rules, regulations
and procedures.

3. Complete submission of the following documents for bill
processing for pa5rment shall be on or before the loth of the
following month.
Statement of account duly signed by authoriud courier's
representatire.
Summary of bills to be collected, duly sigrred by authorized
courier's representative with the following information:

F pick-up date 
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> printed name of recipient
) date of receipt

4. Late submission of the Statement of Account by the courier
a-fter ttre given period (on or before the loth of the following
month) may result to late pajaments of the services rendered.

vI. DATA PRIVACY, SECURITY AITD ITOf,-DISCLOSURE CLAUSE

acknowledges that this Agreement is dependent on the
trust and confidence reposed on it by DEPED. It also acknowledges
that, in the course of carrying out the duties under this Agreement,
it may receive documents, or become privy to confidential matters
and/or sensitive discussions with or between DEPED offrcials (the
'Confidential Information"). Accordingly, it shall comply with the
relevant provisions of the Data Privacy Act of 2012, its Implementing
Rules and Regulations and other pertinent circulars of the National
Privacy Commission. shall not use any conJidential
information, or make copy, record, duplicate any document or
reduce it into writing, without the prior written consent of DEPED,
acquired during the term of this agreement, unless otherwise
provided by law.

VII AMENDMEITTS

All amendments to this Agreement shall be made in writing and
signed by the duly authorized representatives of the Padies, subject
to the requirement for contract amendment under Republic Act No.
9184 and its revised knplementing Rules and Regulations (lRR).

VUI. MISCELLAITEOUS

DEPED sha-ll have the right to engage t.l.e services of other service
providers, at any time at its sole discretion, for records that have not
been referred to

DEPED reserves the right to amend any of the above terms and
conditions upon written notice to Such changes
shall become effective and binding upon in the event it
does not object or reply to such written notice within a period of ten
(lO) days from 

-'r 

receipt of said notice.

VUI. LIQUIDATEDDAMAGES

shall be liable for the damages for the delay in its
performance of services within the period specified in ttris Agreement
and under applicable law, and deduct from the contract price as
liquidated damages an amount equal to one-tenth (1/10) of one
percent (1%) of the cost of unperformed portion of every day ofdelay.
DEPED shall deduct the liquidated damages from any money due or
which may become due to 

-, 

or collect from any of the
securities posted by whichever is convenient. Once
the cumulative amount of liquidated damages reaches ten percent
(loold of the Contract Price, DEPED may rescind the Contract
without prejudice to other causes of action and remedies open to it.

SETTLEUEITT OF DISPUTES
The Parties shall make every effort to resolve amicably and by mutual
consultation any and all disputes or dillerences arising between the
parties in connection with the implementation of the Agreement.

f,r.
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Should such dispute not be resolved amicably, it shafl be submitted
to arbitration in the Philippines according to the provisions of
Presidential Decree No. 242 and Executive Order No. 292. Provided,
however, that by mutual agreement, the parties may agree in writilg
to resort to other alternative modes of dispute resolution.

Iil UIIT ESS WIIEREOF, the parties hereto have caused this Agreement to
be executed in accordance with governing laws on the day and year Iirst above
written.

SIGNED, SEALED AND DELNERED BY:

Department of Education

SIGNED IN THE PRESE-IVCE OF..

DEPED's Witness 's Witness

CD RTIFIED FUN DS AVAILA B LE:

Chief Accountant

REPUBLIC OF THE PHILIPPINES)
METRO MATILA } S.S

ACKNOWLEDGMEI{T

BEFOR.E UE, a Notary Public in and for
Philippines, this 

- 

day of 202 1 personally appeared:

IYAUE
GOVERIITUEITT ISSI'ED ID

(Number, Issued On, Issued By)

DEPED

Known to me and to me linown to be the same persons who executed the
foregoing instrument and acknowledge to me that the same is the free and
voluntary act and deed of the entities which they respectively represent.
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The foregoing instrument is a MEMORANDUM OF AGREEMENT consisting
of six (6) pages (exclusive of attachments), including this page on which this
acknowledgrrent is written and signed by the parties hereto and their instrument
witness on the left hand margin of each and every page hereof.

WITIIESS Uf IIAIID AltD SEAL on the date and place frrst above written.

Doc. No. _;
Page No. _;
Book No. :

Series of 2021.
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