Republic of the Philippines
Province of Pampanga E E
City of San Fernando .
Office of the Bids and Awards Committee E
REQUEST FOR QUOTATION -
(FM-CSFP-CGSO-39; Revision No.03; 04/01/2022)

Project Title : Supply and Delivery of Printing Supplies to be used for the Reproduction
Instructional Materials of the City Schools Division of San Fernando,
Pampanga
Location of the Project:  Department of Education - City of San Fernando, Pampanga
Company Name Date : Oct 8, 2025
PR No. : 2025-08-01313
Address

Please quote your lowest price on the item/s listed below and submit your quotation duly signed by your
representative not later than Wednesday, October 15, 2025 10:00 AM at CGSO Building, City Civic Center,
Alasas, City of San Fernando, Pampanga.

Canvassed by: Approved by:
Jeftrey Ross M. Navarro Engr. Micjfael N. Quizon, Jr.
Administrative Assistant I1I (Buyer III) BAL Chairperson
NOTE: 1. ALL ENTRIES MUST BE READABLE
2. DELIVERY PERIOD WITHIN CALENDAR DAYS

3. WARRANTY SHALL BE FOR A PERIOD OF SIX (6) MONTHS FOR SUPPLIES & MATERIALS, ONE (1) YEAR FOR EQUIPMENT, FROM
DATE OF ACCEPTANCE BY THE PROCURING ENTITY
4. PRICE VALIDITY SHALL BE FOR A PERIOD OF CALENDAR DAYS

Item

No Qty | Unit | Item Description Remarks Unit Price Total

1 10 | pc(s) | Toner TN 619K Compatible with Develop Ineo
+3070

2 10 | pe(s) | Toner TN 619Y Compatible with Develop Ineo
+3070

3 10 | pc(s) | Toner TN 619C Compatible with Develop Ineo
+3070

4 10 | pc(s) | Toner TN 619M Compatible with Develop Ineo
+3070

5 80 | pc(s) | Toner TN 118 compatible with INEO 225i

6 80 | pe(s) | Ink Compatible with SF5130

7 100 | pc(s) | Master Roll compatible with SF 5130

8 2 | set(s) | Complete Color INK Set Compatible with GD7330
(Comcolor)

Total Amount:

After having carefully read and accepted your General Conditions, I quote you on the item at prices noted above.

Printed Name/ Signature

Tel No./ Cellphone No.

Date



TERMS OF REFERENCE

Supply and Delivery of Printing Supplies to be used for the Reproduction of
Instructional Materials of the City Schools of San Fernando, Pampanga

Iv.

RATIONALE

Quality instructional materials are essential for effective teaching and

learning. These materials support educators in delivering lessons aligned with
the curriculum and tailored to the diverse needs of students. However, many
schools face challenges in producing or reproducing instructional materials due
to a lack of resources for printing and reproduction supplies.

The Special Education Fund ( SEF) can address this gap by allocating

resources for the provision of essential supplies such as bond paper, ink
cartridges, toners, and other printing materials. This initiative will enable schools
to produce high quality instructional materials, fostering better learning outcomes
and equitable access to educational resources

OBJECTIVES:

a. To ensure the availability of instructional materials that support
effective teaching and learning;

b. To provide materials that align with the Enhanced K-12 curriculum
(MATATAG) and new Senior High School Curriculum and address the
specific needs of diverse learners,

c. Equip teachers with the necessary resources for preparing and
reproducing instructional materials efficiently;

d. To use the Special Education Fund Effectively in addressing critical
educational needs and align with the enhanced curriculum.

METHODOLOGIES:

Prepare a comprehensive list of required supplies, including bond paper,
ink cartridges, toners, laminating materials, and other reproduction
essentials.

Prioritize cost-efficient and eco-friendly options to maximize the allocated
budget

Distribute supplies equitably to schools based on identified needs and
student populations

Provide guidelines for the proper use and management of supplies to
avoid wastage

Monitor the usage of supplies in schools through regular reporting and
feedback mechanisms.

BUDGETARY REQUIREMENT

The budgetary requirement for the Supply and Delivery of Printing Supplies to be

used for the Reproduction of Instructional Materials of the City Schools of San
Fernando, Pampanga is One Million Five hundred thirty-seven thousand , one
hundred forty pesos ( P1,537,140.00)
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V. TERMS AND CONDITIONS

During the procurement process and delivery/ implementation of the contract, the end-

user and the supplier/ contractor shall deliver:

Qty. Unit Item Description/Specifications Dc:)l;vt:ry Location
10 Pcs. Toner TN 619K Compatible with Develop Ineo +3070
10 Pcs. Toner TN 619Y Compatible with Develop Ineo +3070
10 Pcs. Toner TN 619C Compatible with Develop Ineo +3070
10 Pcs. Toner TN 619M Compatible with Develop Ineo +3070
20 days GSO
Toner TN 118 compatible with INEO 225i upon Central
80 PCs. issuance
Storage,
ki CSFP
and NTP
80 Pcs. Ink Compatible with SF5130
100 | Rolls Master Roll compatible with SF 5130Master Roll
2 Sets Complete Color INK Set Compatible with GD7330
(Comcolor)

Specifications/ Schedule of Requirements:

a. Procurement Process

. For the End- user, ensure the completion of the documents in order to proceed

with the procurement process.

For the supplier/ provider, ensure the completeness of the documents being
required by the Bids and Awards Committee (BAC) for the procurement process
on- time based on the procurement schedule including this TOR duly signed by
the end- user and conformed by the supplier/ contractor.

If the procurement process reaches the ensuing year, observe that the allowed
transaction is only up to what is stipulated in the contract.

For the End- user, present clearly this TOR during the Pre- Bid Conference for the
information of the prospective bidder/s (for Competitive/ Public Bidding), and
present by the Buyer with the assistance of the End- user (for Alternative Methods

of Procurement).

. Ensure to supply the requirements upon issuance of PO/DOC.




6. Comply with the provisions of the Procurement Law regardless of the mode of
procurement, whether Competitive/ Public Bidding or the use of Alternative

Methods of Procurement.

b. Delivery/ Implementation period
1. Strictly observe the “No Purchase Order (PO)/ Delivery Order Contract (DOC), No
Delivery” Policy and comply with the delivery period.
2. Coordination with the supplier/ contractor shall be the function of the CGSO- PMD
as its mandate.
3. To be delivered at the CGSO Central Storage, CSFP.

c. Inspection and Acceptance
1. The CGSO- PSMD shall inspect the delivery to be issued to the DepED Division
Supply Officer.
2. The supplier/contractor shall issue Sales Invoice.
3. The CGSO- PSMD shall prepare the corresponding Inspection and Acceptance
Report/s.

Such documents will be used in notifying the concerned offices on the delivery such as
the City Accountant's Office (CAccO) and Commission on Audit (COA) to include the

same in the Payables.

VI. DELIVERABLES BY THE SUPPLIER/ CONTRACTOR AND THE CITY
GOVERNMENT

The deliverables of the supplier/ contractor shall be as follows:

a. Strictly follow the specifications and timely provision of requirements based on the
delivery schedule.

b. Issue sales invoice.
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The deliverables of the Schools Division Office shall be as follows:

a. On-time payment of the supplier/ contractor i.e., 15 days after the delivery.

b. End- user shall monitor the delivery.

c. The Procurement Officer shall assist in the monitoring and on- time payment of the
supplier/ contractor.

d. Provide necessary and readily- available documents such as during the conduct
of post- audit.

e. Evaluate the performance of the supplier/ contractor and in case there is a violation

to the Contract/ Agreement, prepare a Verified Report.

Prepared by:

EUFROCINA LELANIE A! FERNANDEZ
Administrative Officer \W- Supply

Noted by:
M‘LVL

JEAI&

CID -

R. CANLAS, PhD
hief

Approved by:

IRLEY BALAJADIA ZIPAGAN PhD, CESQ VI

Assistant Schools Division Superintendent
Officer-In-Charge
Office of the Schools Division Superintendent

CONFORME:

Signature Over Printed Name

Date

Note: The TOR shall form part of the Contract and should be strictly followed by both parties otherwise, the

implementation of the project/ program might be affected as well as the performance of the supplier/ contractor.




