Republic of the Philippines
Province of Pampanga

City of San Fernando
Office of the Bids and Awards Committee

REQUEST FOR QUOTATION
(FM-CSFP-CGSO-39; Revision No. ; )

Project Title : Supply and Delivery of Tokens to be given to the Loyalty Awardees on
September 2026 in the City of San Fernando, Pampanga
Requisitioning Office/

Department : City Human Resource Management Office
Company Name Date : Sep 2, 2026
PR No. : 2026-08-01353
Address

Please quote your best offer for the item/s listed below, subject to the attached Annexes A (Documentary
Requirement and Instructions) and B (Terms and Conditions) provided as part of this Request for
Quotation (RFQ). Submit your quotation duly signed by your authorized representative not later than
Wednesday, September 9, 2026 10:00 AM at CGSO Building, City Civic Center, Alasas, City of San
Fernando, Pampanga.

Canvassed by: Approved by:
Orlando E. Samson Engr. Miclael N Quizon, Jr.
Administrative Assistant I11 BAL Chairperson
Item . o . < o
Qty | Unit| Item Description Remarks Unit Price Total

1 45 | pc(s)| Tokens for 10-15 years in service

"Wall Clock"

12" diameter, quartz wallclock, 1.5V Ipc AA
battery-operated, frame color black

2 23 | pc(s)| Tokens for 20-45 years in service

Plaque of Appreciation Size: H-10" W-3"L-3"
Specs: Wood cube tower, red resin, maroon metal
label, laser engraved logo (white and black) and
wordings (white), metal label for number of years,
laser engraved lantern design, red glass base

Total Amount:

Having carefully reviewed and accepted the Terms and Conditions of this Request for Quotation, we hereby submit our
price quotation for the item(s) specified above.

Printed Name and Signature of Owner/Proprietor/
Authorized Representative

Cellphone No.

Date



Republic of the Philippines
Province of Pampanga
CITY OF SAN FERNANDO

Office of the Bids and Awards Committee

REQUEST FOR QUOTATION

(FM-CSFP-CGSO-39; Revision No. __,;

)

Legal Professio
PhilGEPS Registration nal NFCC PCAB Income/
Mode of Certificate Mayor’s Certificate License/ Computation Li d Busi 0SS REMARKS
Procurement of Permit (SEC, DTI cv or Committed lcense an usiness
e L . Reg (Infra) Tax Return
Registration CDA, or (Consulti LoC (Infra)
equivalent) ng)
Section 31. Direct v v for ;\/B Cs
Contracting (DC) above P500K
Section 34. Small v v
Value Procurement N v v v for ABCs for ABCs
(SVP) above P500k | above P50k
Section 35.1. Two v
Failed Biddings
Note of Section 35.2.1 of the IRR
which states that the expired Mayor's
permit with Official Receipt for the
Section 35.2 v v v NG renewallapplication and Unnotarized
Emergency Cases v for ABCs for ABCs for ABCs for ABCs Omnibus Sworr_1 Statement are
above P500k | above P500k | above P500k | above P500k accepted as basis for award, and
subject to the submission after the
award of the Contract, but before
payment
Section 35.3. Take-
over of Contracts v v v v v
Section 35.4.
Adjacent or v v
Contiguous
; Under Section 4.6 of the GPPB
Socton 355 Circular No. 06-2026, the
cientific, Scholarly ) for thi
or Artistic Work: v documgntary reqwremepts or this
Exclusive N N N for ABCs mgde will not apply to artists suph as
T . above P500k singers, performers, poets, writers,
echnology; & .
Media Services painters and scqlptors_who are not
engaged in business.
Section 35.7. NP:
Highly Technical v v v
Consultants (HTC)
v v v
Section 35.9. NP: except for except for except for
Lease of Real gov't gov't gov't
Property and Venue | agenciesas | agencies agencies as
lessors as lessor lessor
Under Section 32.3 of the IRR, the
PE must obtain documentary proof
v that the source is known, reputable,
and capable — legally, technically,
Section 32. Direct one of the and financially. This is satisfied by
Acquisition (DA) options, not any of the following: PhilGEPS
necessarily registration, availabilty of the goods
mandatory on an e-commerce platform for
delivery or pick-up, or the goods
being readily available off-the-shelf
Under Section 33 of the IRR,
suppliers generally have no
Section 33, Repeat documentary requirements to squit,
Order except when d_oguments _submltted
during the original bidding have
already expired by the time of the
repeat order.




Republic of the Philippines
Province of Pampanga
CITY OF SAN FERNANDO
Office of the Bids and Awards Committee

REQUEST FOR QUOTATION

(FM-CSFP-CGSO-39; Revision No. __,; )
Legal Professio
PhilGEPS Registration nal NFCC PCAB Income/
Mode of Certificate Mayor’s Certificate License/ Computation . .
. - License and Business 0SS REMARKS
Procurement of Permit (SEC, DTI, cv or Committed Reg (Infra) Tax Return
Registration CDA, or (Consulti | LoC (Infra) 9
equivalent) ng)
Under Section 36 of the IRR, most
required documents originate from
the original PE. The PE issues a
Direct Sales Request (DSR) Form to
the supplier, who then chooses to
accept or decline. Acceptance must
Section 36. Direct v be accompanied by proof of
Sales (DS) compliance with the DSR's technical
requirements, an NFCC computation,
an offer at or below the original
contract's unit price, and a valid
PhilGEPS Platinum Certificate. If the
supplier declines, it must notify the
PE in writing within the same period.
v
(BMBE-
gfgs;{;ﬁ Under GPPB Circular No. 01-2026,
submita DTI other applicable regulatory
Certificate of documents may also be required,
Section 37. Direct v i 't;fa .f 0 such as an FDA License to Operate,
Procurement for if Red M tor'dy DOH Health Technology
Science, N (i g Ir?ls eah, N4 Assessment, DTI-BPS Product
Technology and merrll er tW lle ot ert Certification or Philippine Standard
Innovation (DPSTI) only) ax-et?(tgmp Mark, NTC Type
benl|t|e?3|R Acceptance/Approval Certificate, or
su r'tnfl at' proof of inclusion in a regulatory
certitication sandbox program.
confirming
ITR
exemption
Under Section 35.5 of the IRR, this
involves procuring Goods,
Infrastructure Projects, and
Section 35.5. Consulting Services directly from
Agency-to-Agency another government agency — not
from a supplier, contractor, or
consultant — so no documentary
requirements in this table apply.
Section 35.8. NP:
Defense Under Section 35.8 of the IRR, the
Ao e and GPPB shallissue the guidelines for
g the implementation under this mode.
Inventory-Based
items
) . Under Section 35.10 of the IRR, the
Section 35.'70' NP' v GPPB shall issue the guidelines for
NGO Participation . : .
the implementation under this mode.
' . As indicated in Section 3.2 of GPPB
Section 35.12. NP: Circular No. 06-2026, this mode
United Nations ) s
Agenci involves distinct procurement
gencies,
i arrangement. Documentary
International ; ’
Oraanizati requirements under this table may or
rganizations, or o
! may not apply, and additional
International ’ X
Financi requirements may be imposed
inancing . p
L depending on the specific
Institutions
arrangement.
Section 35.13. NP: As indicated in Section 3.2 of GPPB
Direct Retail Circular No. 06-2026, this mode
Purchase of involves distinct procurement
Petroleum Fuel, Oil arrangement. Documentary
and Lubricant (POL) requirements under this table may or
Products, Electronic may not apply, and additional
Charging Devices, requirements may be imposed
and Online depending on the specific
Subscriptions arrangement.




Republic of the Philippines
Province of Pampanga
CITY OF SAN FERNANDO
Office of the Bids and Awards Committee

REQUEST FOR QUOTATION

(FM-CSFP-CGSO-39; Revision No. __,; )

Mode of
Procurement

PhilGEPS
Certificate
of
Registration

Mayor’s
Permit

Legal
Registration
Certificate
(SEC, DT,
CDA, or
equivalent)

Professio
nal
License/
cv
(Consulti
ng)

NFCC
Computation
or Committed

LoC (Infra)

PCAB
License and
Reg (Infra)

Income/
Business
Tax Return

0SS

REMARKS

Section 35.11. NP:
Community
Participation

v
(If organized
community or
social groups
(CSGs), this is
required
pursuant to
Section 6.1.1.a
of GPPB
Resolution No.
18-2021)

v
(for CSGs with
prior
government
community-
based projects
and for simple
infra projects,
this is required
pursuant to
Section 6.1.1.i
of GPPB
Resolution No.
18-2021)

v
(for simple
infra
projects, this
is required
pursuant to
Section
6.1.1.e of
GPPB
Resolution
No. 18-2021)

v
(for CSGs
with prior
government
community-
based
project
participation,
this is
required
pursuant to
Section
6.1.1.g of
GPPB
Resolution
No. 18-2021)

As indicated in Section 3.4 of GPPB
Circular No. 06-2026, the GPPB is
currently developing the specific
guidelines for this mode. GPPB
Resolution No. 18-2021 which still
governs include other documentary
requirements. For organized CSGs,
they must also submit (1) sworn
affidavit confirming no conflict of
interest among its officers or
members; (2) statement of completed
similar contracts with proof of
acceptance or receipts is required;
(3) statement of ongoing contracts for
Simple Infrastructure Projects; (4)
Financially, a bankbook or proof of
books of accounts is required; (5) for
CSGs with prior government
community-based project
participation, the latest ITR, updated
AFS, and NFCC computation (for
Simple Infrastructure Projects) are
additionally required. For
unorganized CSGs, they must
submit: a government-issued ID
proving community residency; and a
sworn affidavit confirming no conflict
of interest and commitment to
perform contractual obligations if no
performance or warranty security is
required. Technically, a list of
members completed work
experiences is required. Financially,
a bank account copy or proof of
books of accounts suffices

GPPB Circular No.
02-2025. NP: Sagip
Saka

N
(Note that
the OSS
under this

mode follows
a different
template
from the
standard. A
Tagalog
version is
also
available.

Under Section 5.4.1 of GPPB
Circular No. 02-2025, suppliers must
be registered in the FFEDIS.
However, any of the following is also
accepted as compliant: CSO
accreditation, RSBSA registration,
FishR registration, NCFRS
registration, or registration in any
other DA-approved registry or
accreditation system. Under Section
5.4.2 of the same Circular, aside from
the OSS, the other documentary
requirements include: (1) Written
Proposal or offer; and (2) FFEDIS
Certificate of Registration.

GPPB Resolution
No. 01-2026.
Negotiated
Procurement for

International Events,

Conferences,
Summits or
Activities Hosted by
The Philippine
Government

Since no fixed set of documents is
prescribed to establish legal,
technical, and financial capacity
under this mode, the documentary
requirements in this table may or may
not apply depending on the
circumstances.




ANNEX “A”
Republic of the Philippines
Province of Pampanga
CITY OF SAN FERNANDO

Office of the Bids and Awards Committee

REQUEST FOR QUOTATION

(FM-CSFP-CGSO0-39; Revision No. _; )

INSTRUCTIONS:

Accomplish this Request for Quotation (RFQ) correctly and accurately. Please do not leave any blank items.
Ensure full conformity to the Terms of Reference (TOR).

Submit all required documentary requirements for the Small Value Procurementtogether with the RFQ.

Delivery period shall be within 20calendar days from the issuance of the Notice to Proceed (NTP).

Warranty shall be for a minimum period of three (3) months for expendable supplies and materials, and one (1)
year for equipment, from the date of acceptance by the Procuring Entity.

Price validity shall be for a period of 60 calendar days from the date of submission, in accordance with the New
Government Procurement Act (RA No. 12009) and its Implementing Rules and Regulations (IRR).

7. Failure to follow these instructions will disqualify your entire quotation.

1.
2.
3.
4.
5.

o

Having carefully reviewed and accepted the Terms and Conditions of this Request for Quotation, we hereby submit our
price quotation for the item(s) specified above.

Printed Name and Signature of Owner/ Proprietor/
Authorized Representative

Contact Number

Date



TERMS OF REFERENCE

SUPPLY AND DELIVERY OF TOKENS TO BE GIVEN TO THE LOYALTY AWARDEES ON
SEPTEMBER 2026 IN THE CITY OF SAN FERNANDO, PAMPANGA

I BACKGROUND

The Program on Awards and Incentives for Service Excellence (PRAISE), as mandated by
the Civil Service Commission, serves as the City Government of San Fernando’s official
rewards and recognition program. Through PRAISE, employees are honored for their
exemplary service, loyalty, dedication, and valuable contributions to public service.

In line with the conduct of the PRAISE Awards, tokens, plaques, and other ceremonial
supplies shall be provided to ensure the proper recognition of deserving employees and the
orderly implementation of the awarding ceremony. These items shall serve as symbols of
appreciation and recognition for the employees’ years of service, commitment, and
dependability in the City Government.

BUDGETARY REQUIREMENT

The Budgetary Requirement for the Supply and Delivery of Tokens to be given to the Loyalty
Awardees on September 2026 in the City of San Fernando, Pampanga shall be charged to
the City Human Resource Management Office Fund PPMP with Code No. 2026-725 and
already included in the Annual Procurement Plan (APP) of the City Government, which is in
the amount of TWO HUNDRED TWENTY TWO THOUSAND FOUR HUNDRED PESOS
(P222,400.00).

Il OBJECTIVE

To supply and deliver Loyalty Award tokens, printed stubs, acrylic frames, and custom
sashes for the PRAISE Employees’ Awards Night in September 2026. The Loyalty Award
tokens shall serve as symbols of appreciation and recognition for employees' years of
dedicated, loyal, and dependable service to the City Government of San Fernando,
Pampanga. The printed stubs shall facilitate the proper identification of awardees during the
event, while the acrylic frames and custom sashes shall enhance the presentation and
conferment of the awards.

. TERMS AND CONDITIONS

During the procurement process and delivery/ implementation of the contract, the end- user
and the supplier/ contractor shall follow the product specification below:

a. Specifications/ Schedule of Requirements

Qty. | Unit Item Description/ Delivery Date Location
Specifications

Tokens for 10-15 years

Commemorative Wall 20 days upon
Clock approval of
45 pcs. 12" diameter, quartz Purchase Order CHRM Office
wallclock, 1.5V 1pc AA and Notice to
battery-operated, frame color Proceed

black




23

20-45 years in service

Plaque of Appreciation Size:
H-10" W- 3" L- 3"
Specs:

Wood cube tower, red resin,
maroon metal label, laser
engraved logo (white and
black) and wordings (white),
metal label for number of
years, laser engraved lantern
design, red glass base

20 days upon
approval of
Purchase Order CHRM Office
and Notice to
Proceed

pcs.

b. Procurement Process

1.

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/ provider.

If the procurement process reaches the ensuing year, observe that the allowed delivery
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 that there are readily- available supplies upon submission of Request for
Quotation (RFQ)/ Bid since delivery is anticipated upon issuance of PO/ Contract.

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.

c. Delivery/ Implementation period

1.

Strictly observe the “No Purchase Order (PO)/ Contracts, No Delivery” Policy and
comply with the delivery period.

The Delivery Period shall be 20 days upon approval of Purchase Order and Notice to
Proceed.

During the delivery, strictly follow the provisions enumerated in the Terms and Condition
of the PO/ Contract including the Delivery Schedule, Penalty, among others.

In case there is a change in the Delivery Schedule and specifications, the End- user
through the Procurement Officer shall coordinate with the CGSO- Procurement
Management Division (PMD) for the latter to advise the supplier/ contractor regarding
the concern.

Coordination with the supplier/ contractor shall be the function of the CGSO- PMD as
its mandate.

For onsite delivery, ensure coordination with the Inspector from the CGSO- Property
and Supply Management Division (PSMD) for the inspection of the delivery in terms of
quantity and quality of meals and to immediately notify the supplier/ contractor in case
of any concerns before the acceptance.



d.

Inspection and Acceptance

1. The End- user shall accept the delivery with the (1) delivery receipts, and submit
immediately to the Inspector or CGSO- PSMD together with the (2) attendance sheet/s
as part of the utilization where the quantity of the delivery is the same as the number of
attendees and photo documentation of the delivery.

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.

IV. AWARDS CRITERIA

The contract shall be awarded to the supplier with the Lowest Calculated Responsive Bid
(LCRB), subject to compliance with the requirements of the Procuring Entity and the
applicable provisions of Republic Act No. 12009 and its Implementing Rules and
Regulations.

For purposes of determining the Lowest Calculated Responsive Bid:

1. The supplier shall submit a duly accomplished Request for Quotation (RFQ) and all
required supporting documents within the prescribed period.

2. The quotation shall be evaluated based on compliance with the required technical
specifications, quantity, quality, design, materials, packaging, delivery schedule, and
other requirements stated in the RFQ and Terms of Reference for the Supply and
Delivery of Tokens to be given to the Loyalty Awardees of the City Government of San
Fernando, Pampanga.

3. Only quotations that are determined to be responsive and compliant with all mandatory
requirements shall be considered for ranking.

4. Among the responsive quotations, the supplier offering the lowest calculated total price,
provided that the quotation does not exceed the Approved Budget for the Contract
(ABC), shall be identified as the Lowest Calculated Bid.

5. The Lowest Calculated Bid shall be subjected to the required verification/post-
qualification or other applicable validation procedures to determine the supplier's
compliance with the eligibility, legal, technical, and financial requirements.

7. Upon determination that the lowest bidder is responsive and qualified, the supplier shall
be recommended for award as the Lowest Calculated Responsive Bid (LCRB).

8. In case the lowest-priced quotation is found to be non-responsive, or the supplier fails
the required verification/qualification, the next lowest responsive quotation shall be
considered for evaluation, subject to the same verification and qualification
requirements.

8. The award shall be made based on the total requirement for the supply and delivery of
the tokens, unless the RFQ expressly provides for award by item or by lot.



The lowest price alone shall not automatically qualify a supplier for award. The supplier must
comply with all mandatory requirements, technical specifications, quality standards, delivery
requirements, and other conditions prescribed by the Procuring Entity.

V.DELIVERABLES BY THE SUPPLIER/ CONTRACTOR AND THE CITY GOVERNMENT
The deliverables of the supplier/ contractor shall be as follows:

a. Provide the quantity and specifications of commemorative tokens being required by the
project/ program; and

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

The deliverables of the City Government shall be as follows:

a. On- time payment of the supplier/ contractor i.e., 15 days after delivery regardless if the
delivery is per month or Ordering Agreement.

b. End- user shall monitor the delivery of requirements.

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

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 and submitted by: Approved by:

Laurence Andrade Gign Carlo R. Angeles

Procurement Officer- CHRMO CHRM Officer
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.




