
Republic of the Philippines
Department of Finance

INSURANCE COMMISSION
1071 United Nations Avenue

[\Ianila

B

REQUEST FOR QUOTATION

The lnsurance Commission (lC) invites all PhiIGEPS registered suppliers to participate and
submit their sealed quotations for the One (1) Year Contract for Courier Services for the
Fiscal Year 2022-2023, subject to the conditions stated in the Terms of Reference.

NAME OF PROJECT One (1) Year Contract for Courier Services
for F.Y. 2022-2023

PURCHASE REQUEST REF.
NO.

2022-05-107

LOCATION lnsurance Commission Building, 1071
United Nations, Avenue ,Ermita, lVlanila

MODE OF PROCUREMENT Small Value Procurement (Section 53.9 of
2016 Revised IRR of R.A. No. 9184)

APPROVED BUDGET FOR
THE CONTRACT

Three Hundred Fifty Four Thousand
Pesos (Php354,000.00) inclusive of taxes
and other applicable charges

DEADLINE OF SUBMISSION
OF QUOTATIONS

1? \Aay 2022 / 1:30 P.M

An interested party's QUOTATION with the enclosed REPLY SLIP, including the required
documents, may be submitted in person or email not later than, 1:30 P.M. lZ May 2022
to the Administrative Division - Records Section through the following:

Contact persons: Ms. Vivian N. Velasquez, lC Administrative Officer ll
Mr. Edmar D.J. lgnacio, lC Administrative Officer ll
Mr. John-Phillip C. Cuenta, lC Administrative Assistant I

Office Address: Ground Floor, lnsurance Commission Bldg
107'1 United Nations Ave., Ermita, t\Ianila

Telephone Nos.: (02) 85238461 to T0local 123

E-mail: vn. velasq uez@ insu ra nce.oov. ph
edj i@ i ns u rance. gov. ph

ipc.cuenta@i nsurance.qov.ph

,{r . MOJICA
IC ion Manager
Adm in istrative Division
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Republic of the Philippines
Department of Finance

INSURANCE COMMISSION
1 071 United Nations Avenue

Manila

D
t/,qn

TERMS OF REFERENCE ON THE PROVISION OF LOCAL GOURIER SERVICES FOR
THE INSURANCE COMMISSION

I. SCOPE

1. The prospective supplier/bidder shall bid for the Provision of Courier Services for
the lnsurance Commission for F.Y.2022-2023, which is located al 1071 United
Nations Avenue, Ermita, [/anila.

2. A supplier's quotation must be accompanied by a duly accomplished lG Estimated
Annual Local Courier Requirement-Canvass Sheet (Annex A).Failure to do so
shall be ground for disqualification.

II. TERMS OF PAYMENT

1. The price quotation, to be denominated in Philippine Peso, should include all taxes
and charges, duties and/or levies payable.

2. No monthly minimum shipment quantity should be imposed and payment shall be
based onlv on actual shipment services availed.

3. Payment shall be made on a monthly basis, particularly within thirty (30) to forty-five
(45) working days terms upon receipt of the supplier's billing statement. The lC shall
not be held liable for any delay in the payment under reasonable and acceptable
circumstances.

4 Deliveries to recipients which are Out of Service Areas (OSA) of the supplier shall
not exceed Php 450.00 per destination, unless othenvise supported by justifications
on prevailing market rates for courier s6rvice delivery.

III. GENERAL CONDITIONS

1. All entries in the quotation must be typewritten in company's letterhead, duly signed
by the supplier/dealer or its duly authorized representative/s.

2. A certified true copy of the supplier's valid PHILGEPS Registration Certificate
should be attached to the quotation upon submission.

3. For verification purposes, the bidder with the lowest quotation shall be required to
present the original copies of the required documents specified in the REPLY
SLIP.

4. The lC reserves the right to reject any or all Quotations/Bids, to nullify the
procurement process, to reject all Quotations/Bids at any time priorto contract award,
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without incurring any liability/ies to the affected Bidder/s, and to accept only the offer
that is most advantageous to the Government.

IV. SPECIAL CONDITIONS

Qualification of the Supplier

1. The supplier should be a holder of a valid business license/s issued by relevant
government agencies.

2. The supplier/company must have a respectable track record in nationwide courier
service delivery, i.e. at least five (5) years in the courier service industry from the
date of submission of quotation.

Delivery of Seryices

3. Unless othenvise requested by lC, the supplier shall plck-up the
documents/mails/shipments between 10:00 to 11:00 A.M., Mondays through Fridays
except for holidays, and commencement of deliveries shall not be later than
immediately the next day after pick up.

4. The service provider must accomplish the following:

a. Deliver to the following locations: all provinces, clties, municipalities and
barangays in National Capital Region (NCR), Luzon, Visayas and Mindanao.

b. Ensure on-time delivery of documents/mails picked-up on a regular basis. The
allowable lead time for NCR bound deliveries shall be one (1) to three (3)
working days; for Luzon bound deliveries, three (3) to five (b) working days;
and, for Visayas and lVlindanao bound deliveries, five (5) to eight (8) working
days.

c. Provide a facility wherein both shippers and consignee portions in the waybill
form can be pre-printed, as well as provide all necessary supplies for each
documenUmail/shipment.

d. The supplier must undertake up to two (2) delivery attempts to the same
address to effect the delivery of packages.

e. Provide real{ime on-line solution to track shipment movements and, in case
of issue/s, there should be a provided point of resolution with contact details,
as part of the process to locate the shipment's recipient, using the courier
company's website.

f. Provide automated e-mail and/or short messaging services (SMS) notification
concerning importanUcritical shipment status.

g. Provide receipt tickets, other form of verification or proofs, and/or quality
service reports, reflecting that the recipients have received their packages.

h. The supplier must periodically submit to the Administrative Division-Records
Section a progressive reporting/tracking of delivery status at least once a
week.

i. Assign dedicated customer service agent/s to monitor the agency's shipment.

5. The supplier is required to submit to the lC through the Adminiskative Division -
Records Section a progressive reporting/tracking of agency's shipments, with



reasons, in case of delays, non-deliveries, open, lost or non-arrival, and other

contiguous/similar circumstances within twenty four (24) hours from discovery.

The contractor shall maintain a satisfactory level of performance throughout the

Contract period based on the following set of performance criteria:

quality of work delivered;
time management;
management and suitability of personnel;
Contract administration and management;
provision of regular progress report;
attentiveness to details; and,
compliance with lC instructions and policies

The lc Administrative Division shall conduct a periodic review using the above-

enumerated criteria to ensure compliance with the technical specifications, as well

as with the other terms and conditions imposed by the agency during the contract

period. Further, the lc Administrative Division may conduct a mid-term assessment

or evaluation of the performance of the supplier. Based on its assessment, the lc
may pre-terminate the contract for failure of the supplier to perform its obligations

theieon following the procedure prescribed under the Annex "l" (Guidelines on

Termination of Contracts), of the 2016 Revised lmplementing Rules and Regulations

(RIRR) of Republic Act (R.A.) No. 9184

Limitation of LiabilitY

7. Subject to the lC's obligation to pay the price due to the Supplier, either party's liability

in contract, tort or otherwise (including negligence) arising directly out of or in

connection with these Terms of Reference ot the performance or observance of its

obligations under these Terms of Reference and every applicable part of it shall be

limited in aggregate to the Price.

6

6.1
6.2
o.J
6.4
6.5
6.6
6.7

Termination

8. The agreement between the lc and the supplier shall take into effect upon its

,ppror-al by the former and acceptance by the latter, and shall continue until the

completion-date and/or exhaustion of the total amount stipulated by the contracting

parties, whichever comes earlier, unless otherwise sooner terminated or extended

for valid cause.

g. Either Party may terminate the agreement upon notice in writing, if the other is in

breach of any material obligation iontained in these Ierms of Reference' which is

not remedied (if it is capable of being remedied) withln thirty (30) days from written

notice from the other PartY.

10.Any termination of the agreement (howsoever occasioned) shall not affect any

accrued rights or liabilities of either Party, nor shall it affect the coming into force or

the continiance in force of any provision hereof that is expressly or by implication

intended to come into or continue in force on or after such termination'



Miscellaneous

City of [Vanila, 13 H&v 2122

11.The failure of either party to enforce its rights based on the agreement underthese
Terms of Reference at any time for any period shall not be coistrued as a waiver of
such rights.

12'lf any part, term or provision of these Terms of Reference is held illegal or
unenforceable neither the validity nor enforceability of the remainder of the provlsions
shall be affected.

'13' Neither Party shall be liable for failure to perform or delay in performing any obligationunder these Terms of Reference if the failure oi delay is "ir."o bi any
circumstances beyond its reasonable control, including, but not limited to, acts of
God, war, civil commotion, or industrial dispute.

14'Foregoing contract provisions shall not preclude lC from obtaining courierservices from other providers, as may be necessitated when time is of theessence and when circumstances warrant that by doing so is for the bestinterest of the agency.

15.|t is understood that all the relevant provisions of the Republic Act No. 9184(Government Procurement Reform Act) and its amended lmplementing Rules and
Regulations shall apply, govern, and complement the agreement arrived at under
these Terms of Reference.

,\ U, MOJICA
n Manager

Administrative Division



After having carefully read and accepted the TERMS oF REFERENCE oN THE
PROVISION OF LOCAL COURIER SERVICES FOR THE INSURANCE COMMISSION
(P.R. No 2022-05-107). l/we hereby offer a total price quotation for all required delivery
services and goods associated therewith amounting to (amount in figure and in words)

REPLY SLIP

Name of Company
Address
Contact lnformation
Email Address/es
PhiIGEPS Reg. No.

inclusive of
VAT and all other taxes and charges, broken down per attached accomplished Annex A:
lC Estimated Annual Local Courier Requirement-C anvass Sheet.

1. Valid PHILGEPS Registration Certificate,

2. Business Registration Certificate from Department of Trade and lndustry (DTl),
Securities and Exchange Commission (SEC) or Cooperative Development Authority
(CDA), whichever is applicable;

3. Valid Mayor's Permit issued by the city or municipality where the principal place of
business of the prospective supplier is located; and

4. BIR Registration Certificate and Latest lncome/Business Tax Return (lTR).

Signature over Printed Name of Authorized
Representative and Position

Date

ln compliance with the Terms and conditions, a notarized omnibus Sworn Statement
(using prescribed template/format), as well as, certified true copies of the following
documents are enclosed:



ANNEX A

INSURANCE COMMISSION ESTIMATED ANNUAL LOGAL COURIER REQU!REMENT-CANVASS SHEET

Regular Courier Service (Documents)

coufler company
licy/commitment (please

nclude thickness, if a

52 x KI4

Or provide maximum
envelope dimension

applicable per courier
company

ol icy/commitment (please
nclude th v)ickness if an

cxd . '(atb) + (axb)', tt,,A b
To be delivered no
longer than one (1)
to three (3) working
days upon receipt of
the documents from
the lC
Administrative
Division Records
Section; daily pick-
up time is between

309National
Capital Region

2782

Area of
Distribution

Large'Envelope/
9"x12't Fnvelope

,10"x15" Envelope

Total,Cost for
, Regular Courier
(lncluCive of VAT'I

Delivery Schedule Other remarks on"
delivery date, per
existing company
poliCy/commitment

:Quantity
:'-(Units)

Unit Cost'
(lnclusive'

of VAT ,.

and other'
appfica,bl

'" 
"'charqes)"

Total Qua
ntity
(Unit

s)

Unit Cost
(lnclusive

of VAT
and other
app,l ble'
"Chaig_eS)

Total

axb c



ANNEX A

INSURANCE COMMISSION ESTIMATED ANNUAL LOCAL COURIER REQUIREMENT.CANVASS SHEET

10:00 AM to 11:00
AI\4

Regular Courier Service (Documents)
Area of

Distribution
Letter Envelope/

4.125" x 9.5"

Or provide maximum envelope
dimension applicable per

courier company policy (please
include thickness, if any)

Large Envelope/
9"x12" Envelope
10"x15" Envelope

Or provide maximum
envelope dimension

applicable per courier
company policy (please
include thickness, if any)

Total Cost for
Regular Courier

(lnclusive of VAT)

Delivery Schedule Other remarks on
delivery date, per
existing company
policy/commitment

Quantity
(Units)

Unit Cost
(lnclusive

of VAT
and other
applicabl

a

charges)

Total Qua
ntity
(Unit

s)

Unit Cost
(lnclusive

of VAT
and other
applicable
charges)

Total

A b axb c d cxd (axb) + (axb)
Luzon 181 2t To be delivered

within seven (7) to
ten (10) working
days upon receipt of
the documents from
the lC
Administrative
Division-Records
Section; daily pick-



ANNEX A
lNSURANCE COMMISSION ESTIMATED ANNUAL LOCAL COURIER REQUTREMENT.CANVASS SHEET

up time is between
10:00 AIV to 11:00
AIV

Visayas 112
112

12
12

To be delivered
within ten (10) to
fourteen (14)
working days upon
receipt of
documents from the
lC Administrative
Division Records
Section; daily pick-
up time is between
10:00 AM to 11:00
AM

Mindanao

TOTAL OF COST FOR REGULAR COURIER SERVICE

signature over Printed Name of Authorized
Representative and Position

NOTES:
. lndicated quantities are indicative numbers and for budget allocation purposes only. Payment of services shall be based on actual services avaited** The delivery schedule is subject to change based on mutual agreement by the p,rties during contract implementation.



Omnibus Sworn Statement (Revised) 
[shall be submitted with the Bid] 

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

 AFFIDAVIT 

I,  [Name of Affiant], of legal age, [Civil Status], [Nationality], and residing at [Address of 
Affiant], after having been duly sworn in accordance with law, do hereby depose and state 
that: 
 
1. [Select one, delete the other:] 

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

[If a partnership, corporation, cooperative, or joint venture:] I am the duly authorized and 
designated representative of [Name of Bidder] with office address at [address of Bidder]; 
 

2. [Select one, delete the other:] 

[If a sole proprietorship:] As the 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 the ensuing contract 
for [Name of the Project] of the [Name of the Procuring Entity], as shown in the attached 
duly notarized Special Power of Attorney; 

[If a partnership, corporation, cooperative, or joint venture:] 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 contract for [Name of the Project] of the [Name 
of the Procuring Entity], as shown in the attached [state title of attached document showing 
proof of authorization (e.g., duly notarized Secretary’s Certificate, Board/Partnership 
Resolution, or Special Power of Attorney, whichever is applicable;)]; 
  

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

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

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

 
6. [Select one, delete the rest:] 

[If a sole proprietorship:] The owner or sole proprietor is not related to the Head of the 
Procuring Entity, members of the Bids and Awards Committee (BAC), the Technical 



Working Group, and the BAC Secretariat, the head of the Project Management Office or 
the end-user unit, and the project consultants by consanguinity or affinity up to the third 
civil degree; 

[If a partnership or cooperative:] None of the officers and members of [Name of Bidder] is 
related to the Head of the Procuring Entity, members of the Bids and Awards Committee 
(BAC), the Technical Working Group, and the BAC Secretariat, the head of the Project 
Management Office or the end-user unit, and the project consultants by consanguinity or 
affinity up to the third civil degree; 

[If a corporation or joint venture:] None of the officers, directors, and controlling 
stockholders of [Name of Bidder] is related to the Head of the Procuring Entity, members 
of the Bids and Awards Committee (BAC), the Technical Working Group, and the BAC 
Secretariat, the head of the Project Management Office or the end-user unit, and the 
project consultants by consanguinity or affinity up to the third civil degree; 
 

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

8. [Name of Bidder] is aware of and has undertaken the responsibilities as a Bidder in 
compliance with the Philippine Bidding Documents, which includes: 
 
a. Carefully examining all of the Bidding Documents; 
b. Acknowledging all conditions, local or otherwise, affecting the implementation of the 

Contract; 
c. Making an estimate of the facilities available and needed for the contract to be bid, if 

any; and 
d. Inquiring or securing Supplemental/Bid Bulletin(s) issued for the [Name of the 

Project]. 
  

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

 
10. In case advance payment was made or given, failure to perform or deliver any of the 

obligations and undertakings in the contract shall be sufficient grounds to 
constitute criminal liability for Swindling (Estafa) or the commission of fraud with 
unfaithfulness or abuse of confidence through misappropriating or converting any 
payment received by a person or entity under an obligation involving the duty to 
deliver certain goods or services, to the prejudice of the public and the government 
of the Philippines pursuant to Article 315 of Act No. 3815 s. 1930, as amended, or 
the Revised Penal Code. 

IN WITNESS WHEREOF, I have hereunto set my hand this __ day of ___, 20__ at 
____________, Philippines. 

[Insert NAME OF BIDDER OR ITS AUTHORIZED 
REPRESENTATIVE] 

[Insert signatory’s legal capacity] 
                      Affiant 

 
 

[Jurat] 
[Format shall be based on the latest Rules on Notarial Practice] 


