
Republic of the Philippines
Department of Finance

INSURANCE COMMISSION
1071 United Nations Avenue, lVlanila

AAEO,IC PIL'PINAS

REOUEST FOR QUOTATION

The lnsurance Commission (lC) invites all PhilGEps registered suppliers to
participate and submit their quotation for the Lease of Venue (including food,
function room, accommodations, and transportation) for the 2026-2028
Functional Group Planning and Budgeting Activity (FGPBA) of the Financial
Examination Group (FEG), subject to the conditions stated in the Terms of
Reference (TOR):

NAME OF PROJECT Lease of Venue for the FEG 2026-2028
FGPBA

PURCHASE REQUEST/REF NO PR No. 202(- rl-566
MODE OF PROCUREMENT Negotiated Procurement - Lease of Real

Property and Venue (Section 35.9 of
lmplementing Rules and Regulations
(lRR) of Republic Act (RA) 12009)

APPROVED
CONTRACT

BUDGET FOR THE One Million One Hundred Nineteen
Thousand Nine Hundred Twenty Pesos
(Php 1,119,920.00)
lnclusive of applicable charges and taxes

DELIVERY PERIOD 3-5 December 2025
INCLUSIONS Use of Function Room

Meals
Accommodations
Other Amenities

DEADLINE OF
OUOTATIONS

SUBMISSION OF 2{r November2025 2:00 PM

The duly accomplished and signed REPLY SLIP, including the required
documents as enumerated therein, must be submitted in person or through email
not later than 2t, Uovgti,tBER r,ort, l:00 Pt1 to the address and contact informati on
indicated below.

Contact Person
Office Address

Telephone Numbers
Email Address

PEZ
De nce Commissioner
Fin xamination Group

S.SIN UA tnsurance

ON P.
uty lns

Head Office, P.O. Box 3589 Manila lTrunkline: +(632)8523-8461 I Fax. No: +(632)8522-1434 | www.insurance.gov.ph

Aaron James S. Sinqua
Ground Floor. lnsurance Commission Buildinq,
1071 United Nations Avenue. Ermita, Manila
8523-8461 local 139

tso 9001

TSVNOND



TERMS OF REFERENCE

Lease of Venue (including food, function room, accommodations, and
transportation) for lhe 2026-2028 Functional Group Planning and

Budgeting Activity (FGPBA) of the Financial Examination Group (FEG) of
the lnsurance Commission.
P.R. No.2025- ll' f,00 )(

l. Scope of Work and Job Specifications

The Services provider should be able to provide a conference/function room,
accommodations, transportation, other facilities, and amenities with the
following specifications:

A. General

'1. lnclusive dates: 3-5 December 2025
2. Location: lvletro Manila
3. Guaranteed number of participants: 56 pax
4. Price quotation for three (3) days and tvvo (2) nights.
5. Free parking space for participants, and official lC vehicles.
6. Free shuttle service within the vicinity.
7. Accommodation, meals, use of function room, and olher

facilities/amenities, in case of additional participants, shall be at the
same price or less than the regular participants.

8. Price quotations should be denominated in the Philippine peso and
include 12o/o VAT and all other applicable taxes and charges. price

validity shall be for a period of one hundred twenty (120) calendar days.

B. Venue for the Activities

Air-conditioned conference/function room
specifications and/or requirements;

with the following minimum

1 . Use of function room from 3 to 5 December 2025 for three (3) days
2. Classroom-lype set-up for 56 participants (with chairs and tables)
3. With audio-visual equipment and at least two (2) microphones
4. Wide screen and LCD projector
5. Whiteboard, markers, and eraser
6. Notepads and pencils for all pa(icipants
7. Free-flowing coffee and drinking water
8. Wi-Fi connection



9. There should be available restrooms for males and females located
near the function rooms.

C. Meals

The service provider shall provide the following meal requirements for a
minimum of 56 participants:

1. Meal Schedule
. Day 1: Buffet Lunch, Afternoon Snack, and Buffet Dinner
. Day 2: Buffet Breakfast and Morning Snack, Buffet Lunch,

Afternoon Snack, and Buffet Dinner
. Day 3: Buffet Breakfast and Buffet Lunch

2. lnclusive of one (1) round of iced tea/juice/soft drink.
3. Free-flowing coffee and tea, with provision for a water station,

throughout the function.
4. There shall be a set-up of a two-way buffet station, if possible.
5. Venue for Meals

o Breakfast should be served in a restaurant located inside the
hotel (accommodations)

o Lunch and dinner shall be served in the Function Room or in
the restaurant located inside the hotel if available

6. The proposed menu shall be submitted, and food tasting shall be
conducted upon the request of the lnsurance Commission.

7. The menu for the entire function shall be subject to the approval of the
lnsurance Commission.

D. Accommodations (Room)

The requirement for accommodations shall include the following:
1. Accommodation for three (3) days and two (2) nights.
2. Guaranteed air-conditioned non-smoking rooms for 57 participants.

No. of Employees Room/s Type
Deputy lnsurance
Commissioner 1 1 Single Occupancy

Director ll 1 1 Single Occupancy
ODIC - FEG Staff 1 1 Single Occupancy
Male 19 7 Triple Sharing
Female 34 12 Triple Sharing

3. Furnished with television, closet, clean toilet and bathroom, beddings,
towels, and toiletries (tissue, shampoo, conditioner, soap) for each
occupant

4. Hot and cold shower water supply
5. Complimentary drinks, coffee, and tea
6. Complimentary fruits for single occupancy type



E. Transportation

Requirement for transportation shall include the following:
1. The transportation vehicle must be able to comfortably seat 56

participants.

2. lt must be sanitized before the scheduled pick-up and after the drop-off
of lC employees; and

3. It must have a working air-conditioning system, be clean, well sanitized,
and without unpleasant odors.

4. The following charges/fees must be included:
a. lnsurance
b. Driver's Fee
c. Driver's Meals
d. Fuel
e. Toll Fee

f. Parking Fee
g. 12y.VAT and all other applicable taxes and charges

ll. Approved Budget for the Contract

The Approved Budget for the Contract (ABC) is One Million One Hundred
Nineteen Thousand Nine Hundred Twenty Pesos (Php i,119,920.00)
inclusive of 12% VAT and all other applicable taxes and charges.

lll. Mode of Procurement

The procurement through Negotiated Procurement - Lease of Real property
and Venue shall be undertaken in accordance with Section 35.9, lmplementing
Rules, and Regulations of RA No. 12009, otherwise known as the New
Government Procurement Act.

The service provider must be registered at the philippine Electronic
Government Procurement System (PhilGEPS)

lV. General Conditions

All entries in the quotation must be typewritten on the company,s
letterhead, duly signed by the supplier/dealer or its duly authorized
representative (Annex A " Reply Slip)

2. The sealed quotation shalt be submitted to the lC, together with the
following documentary requirements:

a. 2025 Mayot's Business Permit;
b. Company's Latest lncome/Business Tax;

1



c. Company's PhiIGEPS Registration; and
d. Notarized Omnibus Sworn Statement (Annex B - Omnibus Sworn
Statement).

3. Only those with complete documents received within the deadline shall
be evaluated and considered forthe project. Ouotations overthe approved
budget cost shall likewise be disqualified.

4. The sealed quotation shall be submitted personally to the lnsurance
Commission, 1071 United Nations Avenue, Ermita, lvlanila, not later than
26 November 2025, not later than 2;00PM

V. Evaluation and Selection Criteria

Bid proposals shall be evaluated in accordance with the Table of Rating
Factors for Lease of Venue provided under Annex H - Appendix B (A) of the
2016 RIRR of RA No. 9184.

The lC reserves the right to reiect any or all Quotations/Bids, to annul the
procurement process, to reiect all Quotations,/Bids at any time prior to
contract award, without thereby incurring any liability to the affected
Bidder(s), and to accept only the offer that is most advantageous to the
Government-

Vl. Awarding of Contract

The bidder with the Lowest Calculated and Responsive Bid (LCRB) shall be
required to submit and present the following documenls:

1. Duly accomplished and signed Reply Slip;
2. Latest lncome / Business Tax Return;
3. Business Permit (Mayo/s Permit);
4. PhiIGEPS Certiflcate of Registration; and
5. Notarized Omnibus Sworn Statement

Vll. Payment Scheme

The payment for services rendered shall be made within thirty (30) calendar
days upon submission of the billing statement by the supplier and the
corresponding Certiflcate ofSatisfactory Service/Acceptance issued by the lC.

Advance payment may be allowed in accordance with Section S7 of RA 12OOg
and ats lRR.



Failure to comply with the terms and conditions of the contract shall result in
the imposition of penalties or liquidated damages, computed based on the
contract price, in accordance with Sections 72-74 of RA 12009 and the terms
stipulated in the contract.

J
Deputy Commissioner

ination GroupFi



REPLY SLIP

Name of Supplier :

Address :

After having carefully read and accepted the terms and conditions in the Terms of
Reference (TOR) for the Lease of Real Property and Venue for the Lease of Venue
(including food, function room, accommodations, and transportation) for the 2026-
2028 Functional Group Planning and Budgeting Activity (FGPBA) of the
Financial Examination Group (FEG), l/we quote you on the item at prices noted
below:

ln compliance with the TOR, the original copy of the Notarized Omnibus Sworn
Statement (using prescribed template/format) is enclosed together with the Reply
Slip.

Certified true copies of the following documents are likewise enclosed:
1. PhiIGEPS Registration Number/Certificate
2. Business Permit (Mayor's Permit)
3. Latest lncome / Business Tax Return (lTR)

Signature Over Printed Name of Supplier/
Authorized Representative

Item
No.

Item and Description Quantity Total Cost

t Lease of Venue (including food,
function room, accommodations,
and transportation) for the lC FEG
2026.2028 FGPBA

1 Lot

Note

1. Total cost should not exceed ABC of One Million One Hundred
Nineteen Thousand Nine Hundred Twenty (Php 1,119,920.00).

2. Price quotation is inclusive of 12o/oVAT and all other applicable taxes and
charges.

Business Registration No. :

Tax ldentification No.:
PhiIGEPS Registration No. :

Position :

Contact No :

Date :



ANNEX B

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

REPUBLIC OF THE PHILIPPINES
CITY/MUNICIPALITY OF

OMNIBUS SWORN STATEMENT

l, [Name of Affiant], of legal age, [Civil SfafusJ, [Nationality], and with residence at

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

1. Select one, delete the others:

lf sole proprietorship: lam the sole proprietor or authorized representative of
[Name of Bidder] with office address at [Address of Bidder];

lf partnership, corporation, aoperative, or ioint venture: lam the duly
authorized and designated representative of [Name of Bidder] with office
address at [Address of Bidder];

lf individuat consultant not registered under a sole proprietorship, in case of
Consulting Services: I am the individual consultant or authorized representative
of [Name of Bidder] with office address at [Address of Bidder];

2. Select one, delete the others:

lf 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 a// acls necessary to participate, submit the bid,
and to sign and execute the ensuing contract for [Proiect Title] of the fName of
the Procuring Entityl[insert "as supported by the attached duly notarized
Special Power of Attorney" for authorized representativel;

tf partnership, corporation, cooperative, or ioint venture: I am granted full power
and authority to do, execute and peiorm any and all acts necessary to
participate, submit the bid, and to sign and execute the ensuing contract for

[Project Title] ot the [Name of the Procuring Entity], as supported by the
attached duly notarized Special Power of Attorney, Board/Parlnership
Resolution, or Secretary's Cefiificate, whichever is applicable;

tf individuat consultant not registered under a sole proprietorship, in case of
Consutting Services: As the individual consultant or authorized representative
of [Name of Bidder], t have full power and authority to do, execute and perform
any and alt acts necessary to participate, submit the bid, and to sign and
execute the ensuing contract for [Proiect Title] of the [Name of the Procuring
Entityl, as suppoded by the aftached duly notarized Special Power of Aftorney
for a uthorize d re pre se ntative ;

)

) S.S

a

a

a

a

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 governmenUforeign or international financing institution whose blacklisting rules



have been recognized by the Government Procurement Policy Board; by itself or by
relation, membership, association, affiliation, or controlling interest with another
blacklisted person or entity;

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

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

6. Se/ect one, delete the others:

lf sole propietorsh,p : The lName of Bidderl and its spouse are not related by
consanguinity or affinity up to the third civil degree to the Head of the Procuring
Entity, Procurement Agent (if engaged), or the End-User or lmplementing Unit,
project consultants, head of the Project Management Offlce, or the members of
the Bids and Awards Committee (BAC), the Technical Working Group, and the
BAC Secretariat;

ff partnership : fhe partnership itself and the partners of fNarne of Bidder] are not
related by consanguinity or affinity up to the third civil degree to the Head of the
Procuring Entity, Procurement Agent (if engaged), or the EndUser or lmplementing
Unit, project consultants, head of the Project Management office, or the members
of the Bids and Awards committee (BAC), the Technical Working Group, and the
BAC Secretariatj

lf cooperative: The cooperative itself and members of the board of directors,
general manager, or chief executive officet ot IName of Bidder] are not related by
consanguinity or affinity up to the third civil degree to the Head of the Procuring
Entity, Procurement Agent (if engaged), or the End-User or lmplementing Unit,
project consultants, head of the Project l\.4anagement Office, or the members of
the Bids and Awards Committee (BAC), the Technical Working Group, and the
BAC Secretariat:

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

lf individual consultant not registered under a sole proprietorship, in case of
Consulting Servlces. The individual consultant and its spouse are not related by
consanguinity or affinity up to the third civil degree to the Head of the Procuring
Entity, Procurement Agent (if engaged), End-User or lmplementing Unit, project
consultants, head of the Project l,4anagement Office, or the members of the Bids
and Awards Commiftee (BAC), the Technical Working Group, and the BAC
Secretariat:

7. lt is understood that failure to faithfully disclose its relationship with the Head of the
Procuring Entity, members of the BAC, the TWG, and the BAC Secretariat, the head
of the PMO or the end-user unit or implementing unit, and the proiect consullants of
the Procuring Entity, or of the procurement agent by consanguinity or affinity up to the
third civil degree, as well as its submission of beneficial ownership information
conlaining false entries shall be subject to blacklisting under Section 100 of the IRR



of RA No. 12009, without prejudice to criminal and civil liabilities under applicable
laws, including their accessory penalties, if any.

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

Philippines

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

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

a) Carefully examine all of the Bidding Documents;

b) Acknowledge all conditions, local or olherwise, affecting the implementation of the
Contract:

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

d) lnquire or secure Supplemental Bid Bulletin(s) issued lor lhe [Proiect Title].

1O. [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.

1 1 .ln case advance payment was made or given to [Name of Bidder], failure to perform

or deliver any of the obligations and undertakings in the contract shall be sufficient
grounds to constitute criminal liability under existing laws.

lN WITNESS WHEREOF, I have hereunto set my hand this 
- 

day of 

-,20-al

[Affiant's Signature over Printed Name]
[P o s itio n/De s i g n ati on]
[Date]

Se/ecl o,re, delete the rest:

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

Duly authorized to sign the Bid for and behalf of:

nsert Biddefs Namel



JURAT

SUBSCRIBED AND SWORN to before me this _ day of [month] [year] at [place of
executionl, Philippines. Affianvs isiare personally known to me and was/were identified
by me through competent evidence of identity as defined in the 2004 Rules on Notarial
Practice (A.M. No. 02-8-13-SC). Affianvs exhibited to me his/her [insert type of
government idenlification card usedl, with his/her photograph and signature appearing
thereon, with no. _.
WITNESS MY HAND AND SEAL this _ day of [month] [year]

Notary Public for _ until _
Roll of Attorneys No. _
PTR No. -.._, ldate issued], [place issued]
IBP No. '-, [date issued], [place issued]

Doc. No
Page No. _
Book No. _
Series of

NAI\,IE OF NOTARY PUBLIC
Notarial Commission No. _


