| REPUBLIC OF THE PHILIPPINES

EB DEPARTMENT OF TRANSPORTATION
a9/ MARITIME INDUSTRY AUTHORITY

BAGONG PILIPINAS —

REQUEST FOR QUOTATION

Date:

Company/Business Name:
Address:
Business/Mayor’s Permit No.:
TIN:

PhilGEPS Registration Number (required):

The Maritime Industry Authority (MARINA), through its Bids and Awards Committee
(BAC), intends to procure PROVISION OF COURIER SERVICE PROVIDER FOR
THE MARINA CENTRAL OFFICE FY 2026, in accordance with Section 34 Small
Value Procurement of the Implementing Rules and Regulations of Republic Act No.
12009. The Approved Budget for the Contract (ABC) is One Million Seven Hundred
Forty Thousand Pesos (P1,740,000.00) inclusive of all applicable taxes.

Please submit your duly signed quotation addressed to the Bids and Awards
Committee (BAC) Chairperson and to the given address below, on or before 12:00
noon of 22 December 2025, subject to compliance with the Terms and Conditions
provided on this Request for Quotation (RFQ):

Mr. JOSE LOUIE B. BANUA
BAC Chairperson
MARINA BAC Office, 10" Floor MARINA Building,
Bonifacio Drive cor., 20" Street, Port Area, Manila, Philippines.
Telephone No.: +632) 8524-6518
Email: bacsec@marina.gov.ph

Interested service provider shall also submit a copy of the following documents and
along with the quotation on or before the above specified deadline of submission of
guotation:

a. Valid Mayor’s/Business Permit
b. Valid PhilGEPS Registration

The Supplier/ Service Provider with the Single/Lowest Calculated Quotation shall
submit its Omnibus Sworn Statement (GPPB - Prescribed forms),
Income/Business Tax Return (for ABC’s above Php500k) within a non-extendible
period of five (5) calendar days from the receipt of the notice of Single/Lowest
Calculated Quotation.

The Head of the Procuring Entity (HOPE) of the MARINA reserves the right to reject
any and all quotations, declare a failure of procurement, or not award the contract at
any time prior to contract award in accordance with Sections 35.6 and 41 of the 2016
revised IRR of RA No. 9184, without thereby incurring any liability to the affected
bidder or bidders.

MARINA Building Tel. No.: (632) 8523-9078
20th Street corner Bonifacio Drive Email: oadm@marina.gov.ph
1018 Port Area (South), Manila Website: https://marina.gov.ph

Philippines


mailto:bacsec@marina.gov.ph

For clarification, you may contact the BAC Secretariat at +632 8524-6518 or at
bacsec@marina.gov.ph.

Msaié!é[LAiGIE T. BALIN

Head, Bids and Awards Committee Secretariat
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INSTRUCTIONS:

Note: Failure to follow these instructions will disqualify your entire quotation.
(1) Do not alter the contents of this form in any way.

(2) The use of this RFQ is highly encouraged to minimize errors or omissions of the required
mandatory provisions. In case of any changes, bidders must use or refer to the latest version
of the RFQ, except when the latest version of the RFQ only pertains to deadline extension.

If another form is used other than the latest RFQ, the quotation shall contain all the mandatory
requirements/provisions including manifestation on the agreement with the Terms and
Conditions below.

In case a prospective supplier/service provider submits a filled-out RFQ with a supporting
document (i.e., a price quotation in a different format), both documents shall be considered

unless there are discrepancies. In this case, provisions in the RFQ shall prevail.

(3) All technical specifications must be complied with. Failure to comply with the mandatory
requirements shall render the quotation ineligible/disqualified.

(4) Quotations may be submitted through electronic mail at bacsec@marina.gov.ph.

(5) Quotations, including documentary requirements, received after the deadline shall not be
accepted. For quotations submitted via electronic mail, the date and time of receipt indicated
in the e-mail shall be considered.
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TERMS AND CONDITIONS:

1. Bidders shall provide correct and accurate information required in this form.

2. Any interlineations, erasures, or overwriting shall be valid only if they are signed or initialed
by you or any of your duly authorized representative/s.

3. Price quotation/s must be valid for a period of FORTY-FIVE (45) calendar days from the date
of submission.

4. Price quotation/s, to be denominated in Philippine pesos, shall include all taxes, duties, and/or
levies payable.

5. Quotations exceeding the Approved Budget for the Contract shall be rejected.

6. In case of two or more bidders are determined to have submitted the Lowest Calculated
Quotation/Lowest Calculated and Responsive Quotation, the MARINA shall adopt and employ
“‘draw lots” as the tie-breaking method to finally determine the single winning provider in
accordance with GPPB Circular 06-2005.

7. Award of contract shall be made to the lowest quotation which complies with the technical
specifications, requirements and other terms and conditions stated herein.

8. The item/s shall be delivered according to the accepted offer of the bidder.

9. ltem/s delivered shall be inspected on the scheduled date and time of the MARINA. The
delivery of the item/s shall be acknowledged upon delivery to confirm the compliance with the
technical specifications.

10.Payment shall be made after delivery and upon the submission of the required supporting
documents, i.e. Order Slip and/or Billing Statement, by the supplier, contractor, or consultant.
Our Government Servicing Bank, i.e., the Land Bank of the Philippines, shall credit the
amount due to the identified bank account of the supplier, contractor, or consultant not
earlier than twenty-four (24) hours, but not later than forty-eight (48) hours, upon
receipt of our advice. Please note that the corresponding bank transfer fee, if any, shall be
chargeable to the account of the supplier, contractor, or consultant in accordance with
existing accounting rules and regulations. Please note that the corresponding bank
transfer fee, if any, shall be chargeable to the supplier’s account.

11.Liguidated damages equivalent to one tenth of one percent (0.1%) of value of the goods not
delivered within the prescribed delivery period shall be imposed per day of delay. The
MARINA may terminate the contract once the cumulative amount of liquidated damages
reaches ten percent (10%) of the amount of the contract without prejudice to other courses
of action and remedies open to it.

12.The Procuring Entity may cancel or terminate the contract at any time in accordance with the
grounds provided under RA No. 9184 and its updated 2016 revised IRR.

13.The RFQ, Purchase Order (PO), and other related documents for the above-stated
Procurement project/s shall be deemed to form part of the contract.
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After having carefully read and accepted the Instructions and Terms and Conditions,
I/we submit our quotation/s for the item/s as follows:

SPECIFICATION

Statement of
Compliance
(“Comply”
or “Not
Comply”)

Unit Cost
(Vat
Inclusive)

Total Cost
(Vat
Inclusive)

PROVISION OF COURIER SERVICE
PROVIDER FOR THE MARINA CENTRAL
OFFICE FY 2026

SPECIFICATIONS:

1. The Service Provider must have a
respectable track record in nationwide
courier services and must have been in the
same business for at least three (3) years.

2. The Service Provider must have completed
at least two (2) similar contracts with another
Philippine government agency/ies and/or
private company/ies for the past three
(3) years;

3. The Service Provider must offer domestic
and international courier services;

4, The Service Provider must have several
branches nationwide;

5. The Service Provider must have its own real-
time mobile or online tracking system;

6. The Service Provider shall assign a point
person who will handle the account and all
the necessary transactions of MARINA with
the courier Service Provider; submitting to
MARINA a copy of his/her government-
issued identification card and company
employee ID upon signing of the Notice to
Proceed.

SCOPE OF WORK:

The Service Provider shall provide courier
services for MARINA Central Office. To this end,
it shall perform the following functions and
responsibilities:
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Door-to-door collection and delivery of
documents/parcels.

Service Provider representative must pick up
the documents/parcels from the MARINA,
CO and deliver to the specified address.
MARINA may drop off the
documents/parcels to the designated branch
of the service provider located within one (1)
kilometer from MARINA, as may be agreed.

Must have an assigned servicing branch and
at least one (1) alternate branch to execute
the terms in the contract agreement between
MARINA and the Service Provider. If both
the main and alternate branches are
unavailable, the Service Provider must
immediately endorse the MARINA to another
servicing branch with the same terms as
stated in the contract.

Ensure on-time delivery of
documents/parcels in all cities and
municipalities covered by the Service
Provider within the National Capital Region,
Luzon, Visayas, Mindanao based on the
schedule of requirements issued by the
Records Unit of the General Services
Division.

Provide its own real-time mobile or online
tracking system and should have an
assigned point person that will handle the
account and all the necessary transactions of
the MARINA with the courier Service
Provider.

Submit a duly signed certified true and
correct monthly summary report and/or
complete Proof of Deliveries (PODSs) or other
forms of verification not later than fifteen (15)
working days after the end of every month.
Delivery of PODs or other forms of
verification to MARINA shall incur no
additional charges. The veracity of the
information stated in the summary of the
PODs shall be duly certified by the Head of
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the Service Provider or its authorized
representative.

Undertake at least two (2) attempts to deliver
the documents/parcels coursed through it. If
undelivered after the first attempt, the
Service Provider shall immediately notify the
MARINA-GSD and wait for its instructions.
The MARINA may then modify the delivery
details (e.g. different floor/unit but same
building, or different recipient but same
address, etc.) to aid in the second attempt to
deliver the documents/parcels, without
additional cost unless such modification
resulted to a new delivery address.
If it remains undelivered, the Service
Provider shall immediately return the
documents/parcels to the MARINA, stating a
justifiable reason and proof for non-delivery
thereof. If unable to return the undelivered
documents/parcels/return to sender (RTS)
mails to MARINA (GSD), the Service
Provider must submit a notarized affidavit of
loss. Said items shall also be deducted from
the Statement of Account (SOA).

Pick up of documents/parcels at the MARINA
office is Mondays to Fridays at 2:00 p.m. The
delivery  schedule or schedule of
requirements provided below may be
modified anytime at the option of the
MARINA, provided that the Service Provider
be given notice of such modification at least
one (1) week prior to the effectivity of the
modification.

Delivery Schedule / Schedule of Requirements

Area of Expected Delivery Date
Distribution
Metro Manila | To be delivered within two (2)
(NCR) working days upon receipt of

the documents/parcels from
the GSD, Records Unit
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Luzon To be delivered within five (5)
working days upon receipt of
the documents/parcels from
the GSD, Records Unit.

Visayas To be delivered within ten (10)
working days upon receipt of
the documents/parcels from
the GSD, Records Unit

Mindanao To be delivered within ten (10)
working days upon receipt of
the documents/parcels from
the GSD, Records Unit

International | To be delivered within ten (10)
working days upon receipt of
the documents/parcels from
the GSD, Records Unit

The Statement of Account (SOA) to be
issued by the Service Provider to MARINA
should be based on the actual number of
deliveries made per month. In case of
delivery to remote areas, additional fees may
be charged accordingly. For parcels that will
exceed the legal size envelope and/or
contain materials other than documents,
necessary fees may also be charged
accordingly. If the actual number of
deliveries for a certain month exceeds the
contract amount, the Service Provider shall
send the corresponding bill to MARINA, in
which case a separate payment shall be
made.

9. The Service Provider shall respect the
confidentiality and integrity of all documents
and parcels handled for MARINA. It shall not
open, alter, censor, or otherwise interfere
with the contents of any shipment, except
when required by law or lawful order of a
competent authority. The Service Provider
shall initiate the issuance/signing of
comprehensive document/s in compliance
with Republic Act No. 10173 or the Data
Privacy Act of 2012.
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Statement of Compliance

CONTRACT DURATION: (“Comply” or “Not Comply”)

The contract shall be for a period of twelve (12) months
to begin from upon issuance and receipt of the Notice to
Proceed.

PAYMENT TERMS: Statement of Compliance
(“Comply” or “Not Comply”)

MARINA shall pay the Service Provider on a monthly
basis within fifteen (15) calendar days upon receipt of
the SOA or billing statement of a given period, duly
certified true and correct monthly report and/or complete
Proof of Deliveries (PODs) or other forms of verification
that the recipients have received their packages, and a
Certificate of Satisfactory Service Rendered issued by
the MARINA GSD, Records Unit. Should there be
undelivered documents/parcels/ Return-To-Sender
(RTS) mails, the same should be completely delivered to
MARINA prior to processing of payment. In case of lost
or unlocated documents/parcels, the Service Provider
shall provide a notarized affidavit of loss and the same
must be deducted from the SOA. MARINA may hold the
processing of payment for failure to submit the complete
documentary requirements stated above.

LIQUIDATED DAMAGES: Statement of Compliance
(“Comply” or “Not Comply”)

In case of delay in the delivery of expected service, the
amount of the liquidated damages shall be at least equal
to one-tenth of one percent (1/10 of 1% or 0.1%) of the
cost of the unperformed portion for every day of delay.
Once the cumulative amount of liquidated damages
reaches ten percent (10%) of the amount of the contract,
MARINA GSD shall rescind the contract, without
prejudice to other courses of action and remedies open
to it.

PERFORMANCE REVIEW:

The GSD shall conduct a mid-term performance review
and assessment of the performance of the Contractor.
Based on its assessment, MARINA may terminate the
contract for failure of the Contractor to perform its
obligations therein.

DOCUMENTARY REQUREMENTS:

1. PhIlGEPS Registration
2. Mayor's Permit/ Business Permit
3. Business/Income Tax Return
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FINANCIAL OFFER

Terms of Payment:

Within fifteen to thirty (15-30) calendar days upon receipt of billing invoice/Statement of Account and
issuance of Inspection and Acceptance report by the MARINA,;

Payment Details:

Banking Institution :

Account Number :

Account Name

(should be the exact account
name as registered in the bank):

Bank Branch :

Please quote your best offer for the item/s below. Please do not leave any blank items.
Indicate “0” if item being offered is for free.

PROVISION OF COURIER SERVICE PROVIDER FOR THE MARINA CENTRAL
OFFICE FY 2026

Approved Bud(ieéé(;r the Contract Total Offered Quotation

In words:

One Million Seven Hundred Forty
Thousand Pesos (P1,740,000.00)

In figures:

Signature over Printed Name

Position/Designation

Office Telephone/Fax/Mobile Nos.

Email address/es
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g e MY REPUBLIC OF THE PHILIPPINES
' EB DEPARTMENT OF TRANSPORTATION
&4/ MARITIME INDUSTRY AUTHORITY

BAGONG PILIPINAS -

TECHNICAL SPECIFICATIONS

PROJECT DESCRIPTION Provision of Courier Service Provider for the MARINA Central

Office FY 2026
APPROVED BUDGET FOR THE | The Approved Budget for the Contract is P1,740,000.00
CONTRACT inclusive of all applicable taxes, chargeable against Fiscal

Year Regular Agency Budget of MARINA Central Office.

CONTRACT DURATION The contract shall be for a period of twelve (12) months to
begin from upon issuance and receipt of the Notice to

proceed,
SPECIFICATIONS 1. The Service Provider must have a respectable track
record in nationwide courier services and must have been
in the same business for at least three (3) years.

2. The Service Provider must have completed at least two
(2) similar contracts with another Philippine government
agency/ies and/or private company/ies for the past three
(3) years,

3. The Service Provider must offer domestic and
international courier services;

4. The Service Provider must have several branches
nationwide;

5. The Service Provider must have its own real-time mobile
or online tracking system;

6. The Service Provider shall assign a point person who will
handle the account and all the necessary transactions of
MARINA with the courier Service Provider; submitting to
MARINA a copy of histher government-issued
identification card and company employee ID upon
signing of the Notice to Proceed.

SCOPE OF WORK The Service Provider shall provide courier services for

MARINA Central Office. To this end, it shall perform the

following functions and responsibilities:

1. Door-to-door collection and delivery of
documents/parcels.
Service Provider representative must pick up the
documents/parcels from the MARINA, CO and deliver to
the specified address. MARINA may drop off the
documents/parcels to the designated branch of the
service provider located within one (1) kilometer from
MARINA, as may be agreed. |




2. Must have an assigned servicing branch and at least one
(1) alternate branch to execute the terms in the contract

agreement between MARINA and the Service Provider. If
both the main and alternate branches are unavailable, the
Service Provider must immediately endorse the MARINA
to another servicing branch with the same terms as stated
in the contract.

3. Ensure on-time delivery of documents/parcels in all cities
and municipalities covered by the Service Provider within
the National Capital Region, Luzon, Visayas, Mindanao
based on the schedule of requirements issued by the
Records Unit of the General Services Division.

4. Provide its own real-time mobile or online tracking system
and should have an assigned point person that will
handle the account and all the necessary transactions of
the MARINA with the courier Service Provider.

5. Submit a duly signed certified true and correct monthly
summary report and/or complete Proof of Deliveries
(PODs) or other forms of verification not later than fifteen
(15) working days after the end of every month. Delivery
of PODs or other forms of verification to MARINA shall
incur no additional charges. The veracity of the
information stated in the summary of the PODs shall be
duly certified by the Head of the Service Provider or its
authorized representative.

6. Undertake at least two (2) attempts to deliver the
documents/parcels coursed through it. If undelivered after
the first attempt, the Service Provider shall immediately
notify the MARINA-GSD and wait for its instructions. The
MARINA may then modify the delivery details (e.g.
different floor/unit but same building, or different recipient
but same address, etc.) to aid in the second attempt to
deliver the documents/parcels, without additional cost
unless such modification resulted to a new delivery
address.

If it remains undelivered, the Service Provider shall
immediately return the documents/parcels to the
MARINA, stating a justifiable reason and proof for non-
delivery thereof. If unable to return the undelivered
documents/parcels/return to sender (RTS) mails to
MARINA (GSD), the Service Provider must submit a
notarized affidavit of loss. Said items shall also bil




deducted from the Statement of Account (SOA),

7. Pick up of documents/parcels at the MARINA office is
Mondays to Fridays at 2:00 p.m. The delivery schedule or
schedule of requirements provided below may be
modified anytime at the option of the MARINA, provided
that the Service Provider be given notice of such
modification at least one (1) week prior to the effectivity of
the modification,

Delivery Schedule / Schedule of Requirements

Area of Distribution Expected Delivery Date
"Metro Manila (NCR) | To be delivered within two (2) working
days upon receipt of the
documents/parcels from the GSD,
Records Unit

To be delivered within five (5) working
days  upon  receipt of the
documents/parcels from the GSD,
Records Unit.

Visayas To be delivered within ten (10) working
days upon receipt of the
documents/parcels from the GSD,
Records Unit

Luzon

Mindanao To be delivered within ten (10) working
days upon receipt of the
documents/parcels from the GSD,
Records Unit

International To be delivered within ten (10) working
days upon receipt of the
documents/parcels from the GSD,
Records Unit

8. The Statement of Account (SOA) to be issued by the
Service Provider to MARINA should be based on the
actual number of deliveries made per month. In case of
delivery to remote areas, additional fees may be charged
accordingly. For parcels that will exceed the legal size
envelope and/or contain materials other than documents,
necessary fees may also be charged accordingly. If the
actual number of deliveries for a certain month exceeds
the contract amount, the Service Provider shall send the
corresponding bill to MARINA, in which case a separate
payment shall be made.

9. The Service Provider shall respect the confidentiality and
integrity of all documents and parcels handled for
MARINA. It shall not open, alter, censor, or otherwise
interfere with the contents of any shipment, except when
required by law or lawful order of a competent authority.

The Service Provider shall initiate the issuance/signing cﬂ




PAYMENT TERMS

(Government terms 15-30 CD)

" comprehensive document/s in compliance with Republic
Act No. 10173 or the Data Privacy Act of 2012,

MARINA shall pay the Service Provider on a monthly basis
within fifteen (15) calendar days upon receipt of the SOA or
billing statement of a given period, duly certified true and
correct monthly report and/or complete Proof of Deliveries
(PODs) or other forms of verification that the recipients have
received their packages, and a Certificate of Satisfactory
Service Rendered issued by the MARINA GSD, Records Unit.
Should there be undelivered documents/parcels/ Return-To-
Sender (RTS) mails, the same should be completely delivered
to MARINA prior to processing of payment. In case of lost or
unlocated documents/parcels, the Service Provider shall
provide a notarized affidavit of loss and the same must be
deducted from the SOA. MARINA may hold the processing of
payment for failure to submit the complete documentary
requirements stated above.

LIQUIDATED DAMAGES

In case of delay in the delivery of expected service, the
amount of the liquidated damages shall be at least equal to
one-tenth of one percent (1/10 of 1% or 0.1%) of the cost of
the unperformed portion for every day of delay. Once the
cumulative amount of liquidated damages reaches ten
percent (10%) of the amount of the contract, MARINA GSD
shall rescind the contract, without prejudice to other courses
of action and remedies open to it.

PERFORMANCE REVIEW

The GSD shall conduct a mid-term performance review and
assessment of the performance of the Contractor. Based on
its assessment, MARINA may terminate the contract for failure
of the Contractor to perform its obligations therein.

DOCUMENTARY

REQUIREMENTS
(per RA9184)

1. PhilGEPS Registration

2. Mayor's Permit/ Business Permit

3. Notarized Omnibus Sworn Statement
a. To attach duly notarized Special Power of Attorney (If
representing the owner of a sole proprietorship).

b. To attach duly notarized Secretary's Certificate,
Board/Partnership Resolution, or Special Power of
Attorney, whichever is applicable if representing a
Partnership, Corporation, Cooperative, or Joint venture).

with the said procurement project.

Note: Prospective suppliers must comply with all of the above requirements to become eligible

Chief, General Services Division

Approved:




