20)

19.2

19.3

goods scheduled for delivery for every day of delay until such goods are finally
delivered and accepted by the Procuring Entity.

The Procuring Entity need not prove that it has incurred actual damages to be
entitled to liquidated damages. Such amount shall be deducted from any money
due, or which may become due the supplier, manufacturer, or distributor, or
collected from any securities or warranties posted by the supplier, manufacturer,
or distributor, whichever is convenient o the Procuring Entity. In case the total sum
of liquidated damages reaches ten percent (10%) of the total contract price, the
Procuring Entity may rescind the contract and impose appropriate sanctions over
and above the liquidated damages to be paid.

If delays are likely to be incurred beyond its control, the supplier, manufacturer, or
distributor shall promptly notify the Procuring Entity in writing, providing details of
the causes and duration of the expected delay. The Procuring Entity may, at its
discretion, grant a time extension based on meritorious grounds, with or without
the imposition of liquidated damages.

Settlement of Disputes

20.1

20.2

20.3

20.4

20.5

20.6

Any dispute arising from the implementation of a contract covered by the Act and
the IRR shall primarily be resolved and settled amicably by mutual consultation or
agreement.

In case of failure to settle dispute amicably, the parties may mutually agree in
writing to resort to other modes of alternative dispute resolution {ADR) to promote
efficiency in the procurement process. Accordingly, they are encouraged to select
the most expeditious mode of ADR available.

If arbitration is chosen as the ADR method, this shall be incorporated as a
provision in the contract and referred to the Arbitrator specified in the SCC.

In case of disagreement or after exhausting the remedies provided in the
preceding Section, the dispute may be submitted to arbitration or other forms of
ADR which includes mediation, conciliation, early neutral evaluation, mini-trial, or
any combination thereof in accordance with the provisions of RA No. 9285,
otherwise known as the “Alternative Dispute Resolution Act of 2004.”

Should the Parties fail to resolve their dispute or difference by such mutual
consultation or agreement after thirty (30) days, either the Procuring Entity or the
Supplier may signify its intention to commence arbitration by giving notice to the
other Party, as hereinafter provided, as to the matter in dispute, and no arbitration
in respect of this matter may be commenced unless such notice is given.

Any dispute or difference in respect of which a notice of intention to commence
arbitration has been given in accordance with this Clause shall be settled by
arbitration. Arbitration may be commenced prior to or after delivery of the Goods
under this Contract.

Notwithstanding any reference to arbitration herein, the Parties shall continue to

perform their respective obligations under the Contract unless otherwise agreed
upon in writing.
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21)

22)

23)

Liability of the Supplier

21.1 The Supplier’s liability under this Contract shall be as provided by the laws of the
Republic of the Philippines, subject to additional provisions, if any, set forth in the
SCC.

21.2 Except in cases of ctiminal negligence or willful misconduct, and in the case of
infringement of patent rights, if applicable, the aggregate liability of the Supplier to
the Procuring Entity shall not exceed the total Contract Price, provided that this
limitation shall not apply to the cost of repair or replacement of the defective
Goods.

Termination for Breach of Contract

The Procuring Entity may terminate for breach of contract when the Supplier fails to
deliver or perform any or all of the Goods within the period(s) specified in the contract,
or within any extension thereof granted by the Procuring Entity, pursuant to a request
made by the Supplier prior to the delay, and such failure amounts to at least ten percent
(10%) of the contract price, consistent with the provision of this IRR on liquidated
damages. The Procuring Entity may likewise impose appropriate sanctions therein.

Termination Due to Force Majeure

23.1 For purposes of this Contract, the terms “force majeure” and “fortuitous event” may
be used interchangeably. In this regard, a fortuitous event or force majeure shall
be inferpreted to mean as an event which the Supplier could not have been
foreseen, or though foreseen, was inevitable. It shall not include ordinary
unfavorable weather conditions, and any other causes the effect/s of which could
have been avoided with the exercise of reasonable diligence by the Supplier.
Such events may include, but not limited to, acts of the Procuring Entity in its
sovereign capacity, wars or revolutions, fires, floods, epidemics, quarantine
restrictions, and freight embargoes.

23.2 The Procuring Entity may terminate this Contract and impose liquidated damages
when, as a result of force majeure, the Supplier is unable to deliver or perform any
or all of the Goods, amounting to at least ten percent (10%) of the Contract Price,
for a period of not less than sixty (60) calendar days, or earlier, as deemed
necessary by the Procuring Entity, after receipt of the written notice from the
Procuring Entity stating that the circumstance of force majeure is deemed to have
ceased.

23.3 The Supplier shall not be subject to forfeiture of its performance security, payment
of liquidated damages, or contract termination due to force majeure, provided that
the Supplier's delay in performance or other failure to perform its obligations under
this Contract is the result of a force majeure.

23.4 If a force majeure situation arises, the Supplier shall promptly notify the Procuring
Entity in writing of such condition and the cause thereof. Unless otherwise directed
by the Procuring Entity, the Supplier shali continue to perform its obligations under
the Contract as far as may be practicable, when not prevented by the force
majeure, and shall seek all reasonable alternative means in the performance of its
obligation.
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24) Termination for Convenience

24.1

24.2

The Procuring Entity, through a written notice sent to the Supplier, may terminate
this Contract, in whole or in part, at any time, if it has determined the existence of
any of the following conditions that make contract implementation economically,
financially, or technically impractical or unnecessary:

a) When physical and economic conditions have significantly changed so as to
render the project no longer economically, financially, or technically feasible,
as determined by the HoPE;

b) When the HoPE has determined the existence of conditions that make
project implementation impractical or unnecessary, such as, but not limited
to, fortuitous event/s, changes in laws, and government policies;

¢) When funding for the Project has been withheld or reduced by higher
authorities through no fault of the Procuring Entity; or

d) Any circumstance analogous to the foregoing.

The Goods that have been performed or are ready to be delivered or performed
within thirty (30) calendar days after the Supplier’s receipt of Notice to Terminate
shall be accepted by the Procuring Entity at the contract terms and prices thereof.
For Goods not yet delivered, performed and/or ready to be delivered or performed,
the Procuring Entity may elect:

a) To have any portion delivered and/or performed and paid at the contract
terms and prices thereof; or

b) To cancel the remainder and pay to the Supplier an agreed amount for
partially completed and/or performed goods and for materials and parts
previously procured by the Supplier.

25) Termination for Unlawful Acts

251

The Procuring Entity may terminate this Contract in case it is determined prima
facie that the Supplier, including any joint venture partner therein, has engaged,
before or during the implementation of this Contract, in unlawful deeds and
behaviors relative to contract acquisition and implementation. Unlawful acts
include, but are not limited to, the following:

a) Corrupt, fraudulent, collusive, and coercive practices as defined in ITB
Clause 3.1;

b) Drawing up or using forged documents;

¢) Using adulterated materials, means or methods, or engaging in production
contrary to rules of science or the trade; and

d) Any other act analogous to the foregoing.
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26) Procedures for Termination of Contracts

26.1 The following provisions shall govern the procedures for termination of this
Contract:

a)

b)

d)

Verification - Upon receipt of a written report of acts or causes which may
constitute grounds for termination as aforementioned, or upon its own
initiative, the End-User or Implementing Unit shall, within a period of seven
(7) calendar days, verify the existence of such grounds and cause the
execution of a Verified Report, with all relevant evidence attached.

Notice to Terminate - Upon recommendation by the End-User or
Implementing Unit, the HoPE shall terminate contracts only by written notice
to the supplier conveying the termination of the contract. The notice shall
state:

i) That the contract is being terminated for any of the grounds
aforementioned, and a statement of the acts that constitute the
grounds constituting the same;

i)  The extent of termination, whether in whole or in part;

iii)  An instruction to the Supplier, to show cause as to why the contract
should not be terminated; and

iv)  Special instructions of the Procuring Entity, if any.

The Notice to Terminate shall be accompanied by a copy of the Verified
Report.

Show Cause - Within a period of seven (7) calendar days from receipt of
the Notice of Termination, the Supplier shall submit to the HoPE a verified
position paper stating why the contract should not be terminated. If the
Supplier, fails to show cause after the lapse of the seven {7) day period,
either by inaction or by default, the HOPE shall issue an order terminating
the contract.

Rescission of Notice of Termination - The Procuring Entity may, at any
time before receipt of the Supplier’s verified position paper, withdraw the
Notice to Terminate if it is determined that certain items or works subject of
the notice had been completed, delivered, or performed before the
Supplier’'s receipt of the notice.

Decision - Within a non-extendible period of ten (10) calendar days from
receipt of the verified position paper, the HoPE shall decide whether or not
to terminate the contract. It shall serve a a written notice to the Supplier of
its decision and, unless otherwise provided, the contract is deemed
terminated from receipt of the Supplier of the notice of the decision. The
termination shall only be based on the grounds stated in the Notice to
Terminate.

Contract Termination Review Committee (CTRC) - The HoPE may create
a committee to assist in the discharge of its functions under the IRR. All
decisions recommended by the CTRC shall be subject to the approval of the
HoPE,
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27)

28)

29)

g) Take-over of Contracts - If a Procuring Entity terminates the contract due
to default, insolvency, or for a cause, it may enter into a Negotiated
Procurement (Take-over of Contracts) pursuant to Section 35(c) of RA No.
12009.

h} Procuring Entity's Options in Termination for Convenience in
Contracts for Goods - The Goods that have been performed or are ready
for delivery within thirty (30) calendar days after the supplier’s receipt of
Notice to Terminate shall be accepted by the Procuring Entity at the contract
terms and prices. For Goods not yet performed or ready for delivery, the
Procuring Entity may elect:

i) To have any portion delivered or performed and paid at the contract
terms and prices; or

ii)  To cancel the remainder and pay to the supplier an agreed amount for
partially completed or performed goods and for materials and parts
previously procured by the supplier.

Assignment of Rights

The Supplier shall not assign its rights or obligations under this Contract, in whole or in
part, except upon prior written consent of the Procuring Entity.

Amendment to Order

No variation in or modification of the terms of this Contract shall be made except by
written amendment signed by the parties in accordance with the provisions on
Amendment to Order, subject to applicable laws, rules and regulations.

Application

These General Conditions shall apply to the extent that they are not suspended by the
provisions from other parts of this Contract.



Section V. Special Conditions of
Contract
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Special Conditions of Contract

GCC Clause

1(a)

The Procuring Entity is Philippine Ports Authority

1(b)

The Supplier is [to be inserted at the time of contract award].

1(c)

The Funding Source is:

2.1 The GoP through the source of funding as indicated below for
Calendar Year (CY) 2026 in the amount of Two Million, Two
Hundred and Eighty-Eight Thousand Pesos
(PHP2,288,000)

2.2 The source of funding is Corporate Operating Budget of the
PHILIPPINE PORTS AUTHORITY.

1(d)

The Project sites are defined in the Terms of Reference

No further instructions.

5.1

The Procuring Entity’s address for Notices is:

BAC Secretariat

Philippine Ports Authority

5th Floor, PPA Bldg., A. Bonifacio Drive,

South Harbor, Port Area, Manila

Telephone Nos. 527-47-35 , 527-83-56 to 83 loc. 539
PPA Website: www.ppa.com.ph

5.2

No further instructions.

6.2

Delivery and Documents

For purposes of this Contract, “EXW,” “FOB,” “FCA,” “CiIF,” “CIP,”
“DDP” and other trade terms used to describe the obligations of the
parties shall have the meanings assigned to them by the current
edition of INCOTERMS published by the International Chamber of
Commerce, Paris. The Delivery terms of this Contract shall be as
follows:

For Goods Supplied from Abroad, state “The delivery terms applicable
to the Contract are DDP delivered [insert place of destination]. In
accordance with INCOTERMS.” (DAP)

For Goods Supplied from Within the Philippines, state “The delivery
terms applicable to this Contract are delivered finsert place of
destination]. Risk and title will pass from the Supplier to the Procuring
Entity upon receipt and final acceptance of the Goods at their final
destination.” -

Delivery of the Goods shall be made by the Supplier in accordance
with the terms specified in Schedule of Requirements or Terms of
Reference.
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The details of shipping and/or other documents to be furnished by the
Supplier are as follows:

For Goods supplied from within the Philippines:

Upon delivery of the Goods to the Project Site, the Supplier shall notify
the Procuring Entity and present the following original documents to
the Procuring Entity:

i} Supplier’s invoice showing the goods’ description, quantity,
unit price, and total amount;

ii) Delivery receipt/note, railway receipt, or truck receipt;
iii) Supplier's factory inspection report;

iv) Manufacturer's and/or Supplier's warranty certificate;
v) Certificate of origin (for imported Goods);

vi) Delivery receipt detailing number and description of items
received signed by the authorized receiving personnel;

vii) Certificate of Acceptance/Inspection Report signed by the
Procuring Entity’s representative at the Project Site; and

viii)  Four copies of the Invoice Receipt for Property signed by
the Procuring Entity’s representative at the Project Site.

For goods supplied from abroad:

Upon shipment, the Supplier shall immediately communicate and
notify the Procuring Entity and the insurance company the full details
of the shipment, including Contract Number, description of the goods,
quantity, vessel, bill of lading number and date, port of loading, date of
shipment, port of discharge etc. Upon delivery to the Project Site, the
Supplier shall notify the Procuring Entity and present the following
original documents as applicable with the documentary requirements
of any letter of credit issued taking precedence:

i) Supplier’s invoice showing the goods’ description, quantity,
unit price, and total amount;

i) Negotiable, clean shipped on board bill of lading marked
“freight prepaid”, as well as a copy of the non-negotiable bill
of lading;

i) Supplier’s factory inspection report;
iv) Manufacturer’s and/or Supplier’s warranty certificate;
v}  Certificate of origin (for imported goods);

vi) Delivery receipt detailing number and description of items
received signed by the Procuring Entity’s representative at
the Project Site;

vii)  Certificate of Acceptance/Inspection Report signed by the
Procuring Entity’s representative at the Project Site; and
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viii)  Invoice Receipt for Property signed by the Procuring
Entity’s representative at the Project Site.

For purposes of this Clause the Procuring Entity’s Representative at
the Project Site is Philippine Ports Authority Head Office, Manila.

Incidental Services

The Supplier is required to provide all of the following services,
including additional services, if any, specified in Schedule of
Requirements/Terms of Reference:

a) performance or supervision of onsite assembly and/or
startup of the supplied goods;

b) furnishing of tools required for assembly and/or
maintenance of the supplied goods;

c) furnishing of a detailed operations and maintenance
manual for each appropriate unit of the supplied goods;

d) performance or supervision or maintenance and/or repair
of the supplied goods, for a period of time agreed by the
parties, provided that this service shall not relieve the
Supplier of any warranty obligations under this Contract;
and

e) training of the Procuring Entity’s personnel, at the
Supplier's plant and/or on-site, in assembly, start-up,
operation, maintenance, and/or repair of the supplied
goods.

The Contract price for the goods shall include the prices charged by
the Supplier for incidental services and shall not exceed the prevailing
rates charged to other parties by the Supplier for similar services.

Transportation

The Supplier shall arrange and pay for the delivery of the goods, with
the cost included in the Contract Price. When required under this
Contract to deliver the goods CIF, CIP, or DDP, the Supplier shall
ensure the transport of the goods to the port of destination or any other
specified place of destination in the Philippines, as indicated in this
Contract.

The Supplier shall arrange for transport, insurance, and storage to the
specified destination with the related costs included in the Contract
Price. When required under this Contract to transport the goods to a
specified place of destination within the Philippines, defined as the
Project Site.

The goods must be transported using carriers registered in the
Philippines when the Supplier is required under this Contract to deliver
the goods CIF {Cost, Insurance, and Freight}, CIP {Carriage and
Insurance Paid To), or DDP (Delivered Duty Pzid). If no Philippine-
registered carrier is available, the goods may be shipped using a non-
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Philippine carrier, provided the Supplier obtains and presents
certification from the nearest Philippine consulate at the port of
dispatch. I Philippine-registered carriers are available but their
schedules would impede timely delivery or cause delays in the
Supplier's performance of this Contract, the period of delay from when
the goods were first ready for shipment to the actual date of shipment
will be considered force majeure in accordance with GCC Clause 23.

The Procuring Entity accepts no liability for the damage of gocds
during transit other than those prescribed by INCOTERMS for DDP
Deliveries. In the case of goods supplied from within the Philippines or
supplied by domestic Suppliers, risk and ownership will not be deemed
transferred to the Procuring Entity until their receipt and final
acceptance at the final destination.

10.2 The terms of payment shall be as follows:
Full payment shall be made upon receipt of the materials mentioned in
Item VI of the TOR and upon issuance of the Certificate of Completion
by PPA.

11.4 Payment shall be made in Philippine Peso.

115 Payment using LoC is allowed, the amount of provisional sum shall not
exceed 10% of the ABC and shall form part of the ABC.

13.4(c) No further instructions.

16.1 Refer to Terms of Reference

17.3 Refer to Terms of Reference

17.3{(c) Not applicable.

17.4 No further instructions.

17.5 No further instructions.

20.2 Not applicable.

21.1 If the Supplier is a joint venture, all partners to the joint venture shall

be jointly and severally liable to the Procuring Entity
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Section VI. Schedule of Requirements

60



Section VI. Schedule of Requirements

The delivery schedule expressed as weeks/months stipulates hereafter a delivery date which
is the date of delivery to the project site.

Ntlxt;?er Description? Quantity Total Delivery Schedule
PROCUREMENT OF Within one hundred
SERVICE PROVIDER eighty (180)

FOR THE DESIGN, calendar days from
LAYOUT, the receipt of the
PHOTOGRAPHY, Notice to Proceed
MANUSCRIPT (NTP)
PREPARATION, COPY
EDITING,
PROOFREADING, AND
PRINTING OF CY 2026
PPA ANNUAL REPORT

1 Subject to the Technical Specifications of the Terms of Reference
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Section VII. Technical Specifications
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Technical Specifications

Item

Specification

Statement of
Compliance

Bidders must
state
“Comply” or
“Not Comply”
for each
specification
and provide
the
corresponding
performance
parameters for
offered
equipment.

Each response
must be
supported by a
clear
documentary
support in the
bid and
properly cross-
referenced.
Acceptable
evidence
includes
unaltered
manufacturer
sales
brochures,
official
specification
sheets, product
samples,
independent
test results, and
similar
documents.

Claims should
be backed by
documentary
support. If the
evidence
contradicts the
claim, the bid
may be
rejected. Any
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trading, maritime transportation, economy, tourism,
and port community development.

2. Manuscript Preparation and Editorial Services

2.1.

2.2.

2.3.

2.4,

2.5.

2.6.

The winning service provider shall create a
Manuscript and Editorial Team, composed of at
least two (2) personnel: (1) the writer and (2) the
managing editor

The preparation of the Annual Report manuscript
shall be undertaken by the winning service provider
based on the Report outline of the PPA which
generally covers the major sections on Shipping
and Trade Performance; Financial Highlights; Port
Services; Physical Infrastructure Development and
Maintenance; Sustainability, Environment, and
People; Gender and Development; and other
sections as may be determined necessary by PPA
for inclusion in the report or as required by oversight
agencies.

The Financial Highlights section shall include the
COA Audited Financial Report if it becomes
available during the production period. Otherwise,
the COA Audited Financial Report shall be excluded
and be replaced with another article or report
section, as may be proposed by the winning service
provider or as may be determined necessary by
PPA

The Report shall likewise include discussions on
PPA’s compliance with Good Governance
Conditions, such as but not limited to disclosure of
corporate objectives of activities implemented for
customer health and safety, code of ethics or
conduct, details of whistleblowing policy, and other
reports/disclosures which may be required or
decided to be included in the Report.

Stories, news, articles, features, digital contents on
the PPA website and social media platforms, and
other materials may also be used as references in
the preparation of the manuscript for the Report.

As per CSC Memorandum Circular No. 12, S. 2005,
PPA Memorandum with the subject Use of Non-
Sexist Language in Al Official Documents,
Communications and Issuances in 2011, and for
compliance to GCG Memorandum Circular No.
2024-01, the write-ups shall use non-sexist/gender-
fair language to promote gender sensitivity and
awareness.
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2.7.

The winning service provider shall also provide
editorial services which cover editorial
management, research, copyediting, and
proofreading.

3. Layout Design

3.1.

The inside pages shall present the major
accomplishments of PPA in sections as per key
result area based on the Report outline of the
Authority. The winning service provider shall
prepare layout design proposals for the interior
pages which should complement the approved
theme and concept design. The layout shall include,
but is not limited to, the following:

3.1.1. Application of artworks appropriate for the

theme and concept design;

3.1.2. Proper display or layout of photographs that

capture port operations and activities, people,
facilities, and services;

3.1.3. Presentation charts in graphical and tabular

forms as well as infographics;

3.1.4. Organization and formatting of text, e.g.,

selection of font style; size and color;
pagination, etc.; and,

3.1.5. Enhancement of photos and images.

3.2.

Photos laid out and used in the Annual Report
should be properly captioned except those used for
the cover page.

4. Photography

4.1.

4.2,

The winning service provider shall also create a
Creative and Photography Team composed of at
least two (2) personnel: (1) the creative
director/graphic designer, and (2) the photographer.

The winning service provider shall execute and
supervise photography set-ups inclusive of, but not
limited to, photo sessions for the following:

4.2.1. PPA Board of Directors, Alternate Board

Members, Board Technical Working
Group, and PPA Executive Officers

4.2.2, Head Office Department Managers and/or

Port Managers
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4.2.3. Operations and personnel activity photos

4.2.4. Port facilities (interior and exterior shots of
offices and buildings) and equipment

4.2.5. Other activities and people shots as may
be deemed appropriate for inclusion in the
CY 2026 Annual Report, subject for
approval of the PPA

4.3. The pictorial shall be held at the PPA Head Office
and at ten (10) ports nationwide. The location/s and
extent of photo sessions are subject to the
discretion and identification of the PPA
Management based on the chosen theme and
approved concept design.

4.3.1. A professional hair and make-up artist
experienced in photo shoots is required at the
photo sessions for the PPA Board of Directors
and/or Alternate Board Members, TWG, PPA
Executive Officers, and/or Department
Managers to physically prepare and do touch-
ups during the photo shoots.

4.4, Photography services shall include aerial shots
using a drone.

4.5. All expenses to be incurred by the winning service
provider during travel to location set-ups such as
professional fees, cost of materials, transportation
expenses, meals, lodging and accommodation shall
be for the account of the winning service provider.

The winning service provider shall submit within a week
after the completion of each photo shoot a Google Drive link
containing all the photos and videos in digita! format, sorted
and properly identified/labeled as to name of port and
description of subjects of activity and operations shots
taken to give PPA ample time to suggest additional photos
that can be included in the Annual Report. The winning
service provider shall also provide a USB or hard drive
containing the same media in digital format after the
completion of all photoshoots.

. Production, Printing, and Packaging

Details of production work and materials to be used should
strictly conform to the Technical Specifications provided in
ltem No. 6 of these Terms of Reference and inclusive of
other requirements as may be agreed upon during the Pre-
Production Conference. All activittes needed to
satisfactorily complete the production work shall be
undertaken in accordance with the acceptable technical
practices and productions procedures.
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6. Production, Color Proofing, and Printing Services
6.1. The Annual Report and its coresponding envelope

shall conform
Specifications:

to the following Technical

6.1.1. Annual Report

Printing

Cover

Inside
Pages

Material

Binding

No. of :
Pages

Quantity

6.1.2. Envelope
Size
Printing

Material

Color

Binding

Quantity

Color: Full / Full

Process: Offset or Equivalent, or
as proposed and approved by
PPA

Size: Open with spine

Size: 11" x 8 %", vertical or
horizontal

Certified Forest & Pulp Paper
(For finalization during the pre-
production meeting)

Cover: 240gsm

Inside Pages: 120gsm

Smythe sewn, Perfect

Maximum of 100 pages including
cover

150 copies

To fit, appropriate to the design
Process: Offset or Equivalent

Book #80 or better, subject for
approval of the PPA

Full/0

Scoring, Folding, Glueing, Die-
cutting, Gummed, Trim to Size

150 copies
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Manuscript and Editorial Team

Each personnel of the Manuscript and Editorial Team (at least two
[2] personnel) shall submit the following requirements:

1) Curriculum Vitae;

2) Copy of Diploma specifying showing completion of a
bachelor's degree in any of the following courses:
Journalism, English, Communications, Creative Writing,
Media Writing, Public Relations, Literature, and other
related degrees; and

3) Employment Certificate indicating relevant experience in
writing, editing, copyediting, or publication production.

Creative and Photography Team

Each personnel of the Creative and Photography Team (at least
two [2] personnel) shall submit the following requirements:

1. Curriculum Vitae;

2. Copy of Diploma showing completion of a bachelor's degree in
any of the following courses: Fine Arts, Photography, Graphic
Design, Multimedia Arts, Multimedia Design or Animation,
Marketing, and other related degrees; and

3. Employment Certificate indicating relevant experience,
depending on their role, in creative direction, graphic design and
layout, and/or photography.

Additional Documentary Requirements

For the service provider, the following shall be submitted:

1. A hard copy of one (1) corporate annual report produced for
another client during the last five (5) years. The copy may
either be an original copy or a reprint; and

2. A photocopy of the contract evidencing that the service
provider has completed a single largest completed contract,
similar to the contract to be bid, whose value must be atleast
equivalent to fifty percent (50%) of the ABC, within the last
ten (10) years prior to the submission and opening of bids.
For this purpose, a similar contract shall refer to the contract
for the design, layout, manuscript preparation, copyediting,
proofreading, and printing of the Annual Report.
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PROJECT DURATION

The project shall be completed within one hundred eighty (180)
calendar days from the receipt of the Notice to Proceed (NTP) by
the winning service provider.

Project duration may be adjusted accordingly upon the written
request of the winning service provider in cases where there will
be a delay brought by circumstances beyond the control of the
winning service provider.

The winning service provider shall also submit a detailed schedule
of activities for the whole project duration as mentioned above.

PROPERTY RIGHTS AND CONFIDENTIALITY CLAUSE

The winning service provider warrants the full confidentiality of all
information gathered for the project given by the PPA. The winning
service provider shall not disclose any communication for the
purpose of this project.

PPA reserves its property rights over all materials provided to and
prepared by the winning service provider. No article, photograph,
or video may be used or reproduced by the winning service
provider without the written consent of the PPA.

A Non-Disclosure Agreement (NDA), provided by the PPA, shall
be submitted by the winning service provider after the issuance of
the Notice of Award (NOA) and before the issuance of the Notice
to Proceed (NTP).

As such, the manuscript, draft, and mock-ups; digital proofs of the
Annual Report, including all digitally processed, stored and/or
printed photos; and other articles or materials produced or used in
relation to the project shall be turned over by the winning service
provider to PPA upon completion of the project.

COMPLETION AND ACCEPTANCE

A Certificate of Completion shall be issued only upon receipt of the
following materials:

1. Complete and acceptable copies of the printed
Annual Report and its corresponding envelope.

2. Electronic/soft copy of the final mock-up and digital
proof of the Annual Report in optimized and high-
resolution portable document format (PDF),
Flipbook, or any other formats such as Adobe
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Section VIII. Philippine Bidding
Document Related Forms
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Bid Form for Procurement of Goods
[Note: The duly accomplished form shall be submitted with the Bid]

BID FORM
Project Identification No.: finsert number]

To: [Name of Procuring Entity]

Having examined the Philippine Bidding Documents (PBD) including the Supplemental Bid
Bulletin Numbers [insert numbers], the receipt of which is hereby duly acknowledged, we, the
undersigned, declare that:

a) |/We have no reservation to the PBD, including the Supplemental Bid Bulletins, for the
Procurement Project [Project Title];

b) I/We undertake to deliver the Goods in accordance with the delivery schedule in the
Schedule of Requirements;

c) The total price of our Bid in words and figures, excluding any discount offered below,
is [insert information]

d) The discounts offered and the methodology for their application, if any, are: finsert
information];_or indicate N/A if no discount offered]

e) The total bid price in words and figures, after applying the applicable discount,
includes the cost of all taxes, such as, but not limited to [specify the applicable taxes,
e.g. (i) value added tax (VAT), (i) income tax, (i) local taxes, and (iv) other fiscal levies
and duties], which are itemized in the [Select one, delete the other: the Price
Schedules/ Detailed Estimates].

f) This Bid shall remain valid within a period stated in the PBD, and it shall be binding
upon me/us at any time before the expiration of that period;

g) If our bid is accepted, l/'we commit to enter to a contract and provide a performance
security in the form, amounts, and within the times prescribed in the PBD, and hereby
acknowledge the consequences under the IRR of RA No. 12008 on forfeiture of Bid
Security or enforcement of Bid Securing Declaration and on Blacklisting.

Until a formal Contract is prepared and executed, this Bid, together with your written
acceptance thereof and your Notice of Award, shall be binding upon the Bidder.

I/'We understand that you are not bound to accept the Lowest Calculated Bid or any Bid you
may receive.

I/We certify/confirm that we comply with the eligibility requirements pursuant to the PBD.

The undersigned is authorized to submit the bid on behalf of [Name of the Bidder] as
evidenced by the attached [State the Written Authority].

I'We acknowledge that failure to sign each and every page of this Bid Form, including the
attached Schedule of Prices, shall be a ground for the rejection of our bid.
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Duly authorized to sign the Bid for and behalf of:

[Insert Bidder’s Name]

[Signature over Printed Name]
[Position/Designation]
[Date]
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Price Schedule for Goods

Name of Bidder . Project ID No. . Page _ of
Pricing Details for Goods Offered from Within the Philippines
1 2 3 4 5 6 7 8 9 10
Item | Descriptio | Source of | Quantity Unit Transportation | Salesand | Costof | Total Price, | Total Price
n Domestic price and all other other Incidental | per unit delivered
Product, as exw per | costs incidental taxes Services, {col Final
certified by item to delivery, per | payable if if 5+6+7+8) | Destination
the item Contract is | applicabl {col 9) x
Relevant awarded, e, per {col 4)
Agency per item item

Summary of Bid Prices

The Procuring Entity may modify the table below as necessary to comply with the

requirements of the Procurement Project.

1 2 3 4
item No. Item Particulars / Total Amount
Description

Name;

Signature;

Duly authorized to sign the Bid for and behalf of:
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Price Schedule for Goods

Name of Bidder . Project ID No. . Page _ of

Pricing Details for Goods Offered from Abroad

1 2 3 4 5 6 7 8 9
Unit price CIF port
of entry (specify | Total CIF Total Price
Country of port) or CIP or CIP Unit Price Unit price delive:ad

ltem | Description Quantity named place price per |Delivered Duty | Delivered Duty DDP
(specify border item Unpaid (DDV) | Paid (DDP) (col 4 x 8)
point or place of |{col. 4 x 5)
destination}

origin

Summary of Bid Prices

The Procuring Entity may modify the table below as necessary to comply with the
requirements of a specific Project.

1 2 3 4
ltem No. Item Particulars / Total Amount
Description
Name:
Signature;

Duly authorized to sign the Bid for and behalf of:
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Contract Form
[Note: The duly accomplished form is not required fo be submitted with the Bid but shall
be submitted within ten (10) days after receiving the Notice of Award]

CONTRACT FOR [Insert Project Title]

This CONTRACT executed on the day of 20 by and
between:

[Name of Procuring Entity], a government agency of the Republic of the Philippines,
hereinafter called “the Entity”;

-and-

{Name of Supplier /Contractor/ Consultant] a company duly organized and existing under the
laws of [city and country], with principal office at [insert address], hereinafter called “the
Supplier”.

WHEREAS, the Entity invited Bids for certain goods and services/works/consulting
services, particularly [Brief description of Project];

WHEREAS, the Supplier/Contractor/Consultant submitted a responsive bid and was
awarded the contract for the procurement in the total amount of [Contract price in words and
figures, including currency], hereinafter referred to as the “Contract Price.”

NCOW, THEREFORE, for and in consideration of the foregoing premises, the parties
hereby agree as follows:

1.  Unless otherwise stated, terms and expressions used in this Contract shall have the
same meanings as those assigned to them in the Conditions of Contract, which form an
integral part of this Contract.

2. The following documents as required by the Implementing Rules and Regulations of
Republic Act No. 12009 shall form part and be read and construed as integral parts of
this Contract, viz.:

a.  Philippine Bidding Document (PBD); [Select one, delete the others]
¢  For Procurement of Goods

i. Invitation to Bid;

ii. Instruction to Bidders;

iii. Bid Form, including all the documents/statements contained in the Bidder’s
bidding envelopes, as annexes, and all other documents submitted (e.g.,
Bidder's response to request for clarifications on the bid}, including corrections
to the bid, if any, resulting from the Procuring Entity’s bid evaluation;

iv. Bid Data Sheet;

V. Schedule of Requirements;

Vi, Technical Specifications;
vii. General and Special Conditions of Contract;
viii. Supplemental Bid Bulletins, if any; and
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ix. Other contract documents that may be required by existing laws and/or the
Entity.

o  For Procurement of Infrastructure Projects

i. Drawings/Plans;
ii. Specifications;/Scope of Work;
ii. Bil! of Quantities;
iv. General and Special Conditions of Contract; and
V. Supplemental Bid Bulletins, if any;

e  For Procurement of Consulting Services

i. General and Special Conditions of Contract;
ii. Terms of Reference;
iii. Request for Expression of Interest;
iv. Instructions to Bidders;
V. Bid Data Sheet;

vi.  Addenda and/or Supplemental/Bid Bulletins, if any;

vii. Bid forms, including all the documents/statements contained in the Bidder's
bidding envelopes, as annexes, and all other documents/ statements
submitted (e.g., bidder’s response to request for clarifications on the bid),
including corrections to the bid, if any, resulting from the Procuring Entity’s bid
evaluation;

viil. Eligibility requirements, documents and/or statements;

iX. Performance Security,

X. Notice of Award of Contract and the Bidder's conforme thereto; and

xi. Other contract documents that may be required by existing laws and/or the

Entity.

b. Winning bidder's bid, including the Eligibility Requirements, Technical and
Financial Proposals, and all other documents or statements submitted;

c. Performance Security;
d. Notice of Award of Contract; and the Bidder's Conforme thereto; and

e.  Other contract documents that may be required by existing laws and/or the
Procuring Entity concemed in the PBD, such as but not limited to the Notice to
Proceed and Warranty Security.

In consideration of the Contract Price of [Contract Price in words and figures], or such
other sums as may be determined in accordance with the terms of the Contract, the
Supplier/Contractor/Consultant agrees to deliver and perform the items and related
services for the fProject Title] described herein in accordance with the terms and
conditions specified in the Contract and its annexed documents.

The [Name of the Procuring Entity] agrees to pay the above-mentioned sum fo the
Supplier/Contractor/Consultant in accordance with the schedule and manner provided
in the Bidding Documents and its annexes.

Any dispute, difference, or claim arising out of or relating to this Contract, including its

existence, validity, interpretation, breach, or termination thereof, may be submitted to
arbitration or other form of alternative dispute resolution in accordance with the
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applicable law, such as Republic Act No. 9285 (Alterative Dispute Resolution Act of
2004) or Executive Order No 1008, series 1985 (Construction Industry Arbitration Law).

IN WITNESS WHEREOF, the parties hereto have caused this Contract to be executed
in accordance with the laws of the Republic of the Philippines on the day and year first above
written.

For the Procuring Entity For the Bidder

Head of the Procuring Entity or Duly Duly authorized to sign the Contract for and
Authorized Representative behalf of [Bidders Name}:

[Signature over Printed Name] [Signature over Printed Name]
[Position/Designation] [Position/Designation]

[Date] [Date]

Signed in the presence of:

[Name and Signature] [Name and Signature]
Witness ~ Procuring Entity Witness- Supplier
ACKNOWLEDGMENT
BEFORE ME, A Notary Public for and in the , City/Province of
, this day of , 20 , personally

appeared the above-named persons who have satisfactorily proven to me their identity,
through their identifying documents written below their names and signatures, that they are
the same persons who executed and voluntarily signed the foregoing instrument consisting of
____ pages, including this page where this Acknowledgement is written, which they
acknowledged before me as their free and voluntary act and deed.

WITNESS MY HAND AND SEAL this ____ day of [month] [year].

NAME OF NOTARY PUBLIC

Notarial Commission No.

Notary Public for until

Roll of Attorneys No.

PTR No. __, [date issued], [place issued]
IBP No. __, [date issued], [place issued]

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

80



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

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

OMNIBUS SWORN STATEMENT

I, [Name of Affiant], of legal age, [Civil Status], [Nationalily], and with residence at
[Address of Affiant], after having been duly sworn in accordance with law, do hereby depose
and state that

1. Select one, delete the others:

o If sole proprietorship: | am the sole proprietor or authorized representative
of [Name of Bidder] with office address at f[Address of Bidder],

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

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

2. Select one, delete the others:

s If sole proprietorship: As the owner and sole proprietor or authorized
representative of [Name of Bidder], | 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 [Project Title] of the
[Name of the Procuring Entity]linsert “as supported by the attached duly
notarized Special Power of Attorney” for authorized representative],

s If partnership, corporation, cooperative, or joint venture: | 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 [Project Title] of the {[Name of the Procuring Entity], as supported by the
attached duly notarized Special Power of Attorney, Board/Partnership
Resolution, or Secretary’s Certificate, whichever is applicable;

o [f individual consultant not registered under a sole proprietorship, in case
of Consulting Services: As the individual consultant or authorized
representative of [Name of Bidder], | 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 [Project Title] of the
[Name of the Procuring Entity], as supported by the attached duly notarized
Special Power of Attorney for authorized representative;
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. [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;

. 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;

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

. Select one, delete the others:

» [f sole proprietorship : The [Name of Bidder] 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
Implementing 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;

o [f partnership : The partnership itself and the partners of [Name 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), End-User
or Implementing 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;

o If cooperative: The cooperative itself and members of the board of
directors, general manager, or chief executive officer of [Name 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), End-User
or Implementing 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;

o [f corporation, or joint venture: The corporation or joint venture itself, and
officers, directors, and controlling stockholders of [Name 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), End-User or
Implementing 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;

s [If individual consultant not registered under a sole proprietorship, in case
of Consulting Services: 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
Implementing 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;
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7.

It 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 project consultants 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 containing false entries shall be subject to
blacklisting under Section 100 of the Implementing Rules and Regulations
(IRR) of Republic Act (RA) No. 12009, without prejudice to criminal and civil
liabilities under applicable laws, including their accessory penalties, if any.

Select one, delete the rest:

In case of corporations: [Name of Bidder] declares its beneficial ownership
information consistent with its updated General Information Sheet or Beneficial
Ownership Declaration Form or any other document duly submitted to the SEC
and has maintained a valid and updated file therein in compliance with Sections
20.2.9.1, 81, and 82 of the IRR of RA No. 12009.

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

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

[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 otherwise, affecting the
implementation of the Contract;

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

d) Inquire or secure Supplemental Bid Bulletin(s) issued for the [Project
Title].

10. [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.

11. In 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.
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IN WITNESS WHEREOF, | have hereunto set my hand this __ day of , 20__ at
, Philippines.

Duly authorized to sign the Bid for and behalf of:
[insert Bidder's Name]

[Affiant’s Signature over Printed Name]
[Position/Designation]
[Date]

JURAT

SUBSCRIBED AND SWORN to before me this day of [month] [vear] at [place of
execution}, Philippines. Affiant/s is/are 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). Affiant/s exhibited to me his/her finsert type of government identification card
used], with his/her photograph and signature appearing thereon, with no.

WITNESS MY HAND AND SEAL this ____day of [month] [year].

NAME OF NOTARY PUBLIC

Notarial Commission No.

Notary Public for until

Roll of Attorneys No.

PTR No. __, [date issued], [place issued]
IBP No. __, [date issued], [place issued]

Doc. No.
Page No.
Book No.
Series of
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Bid Securing Declaration Form

[The duly accomplished form shall be submitted with the Bid if bidder opts to provide

this type of bid security]

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

BID SECURING DECLARATION
Project Identification No.: [Number]

To: finsert name of the Procuring Entity]

I/We, the undersigned, declare that:

1)

2)

3)

I/We understand that, according to your conditions, bids must be supported by a Bid
Security, which may be in the form of a Bid Securing Declaration;

IWe accept that: (a) l/we will be automatically disqualified from bidding for any
procurement contract with any Procuring Entity upon receipt of your Blacklisting
Order; and, {b) l/we will pay the applicable fine provided under the Guidelines on the
Use of Bid Securing Declaration, within fifteen (15) days from receipt of the written
demand by the Procuring Entity for the commission of acts resulting to the
enforcement of the Bid Securing Declaration under Sections 52.2 (a), 63.2, 69.1 and
100, except 100.3 (c),of the IRR of Republic Act No. 12009; without prejudice to
other legal action the government may undertake; and

I/'We understand that this Bid Securing Declaration shall cease to be valid on the
following circumstances:

a) Upon expiration of the bid validity period, or any extension thereof pursuant to
your request;

b) | am/we are declared ineligible or post-disqualified upon receipt of your notice
to such effect, and (i) l/we failed to timely file a request for reconsideration or
(i} l/'we filed a waiver to avail of said right;

c) | am/we are declared the bidder with the Lowest Calculated Responsive Bid
and l/we have furnished the performance security and signed the Contract.

IN WITNESS WHEREOF, I/'We have hereunto set my/our hand/s this day of fmonth}]
[year] at [place of execution].

Duly authorized to sign the Bid for and behalf of:

[Insert Bidder's Name]

[Signature over Printed Name]
[Position/Designation]

[Date]
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JURAT

SUBSCRIBED AND SWORN to before me this day of [month] [year] at [place of
execution], Philippines. Affiant/s is/are 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). Affiant/s exhibited to me his/her finsert type of government identification card
used], with his/her photograph and signature appearing thereon, with no.

WITNESS MY HAND AND SEAL this ___ day of [month] [year].

NAME OF NOTARY PUBLIC

Notarial Commission No.

Notary Public for until

Roll of Attorneys No.

PTR No. __, [date issued], [place issued]
IBP No. __, [date issued], [place issued]

Doc. No.
Page No.
Book No.
Series of
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NET FINANCIAL CONTRACTING CAPACITY (NFFC)
COMPUTATION

A. The values of the bidder’'s current assets and current liabilities shall be based
on the data submitted to the BIR, through its Electronic Filing and Payment
System (EFPS).

Year 20

Total Assets

Current Assets

Total Liabilities

Current Liabilities

Net Worth (1-3)

Net Working Capital (2-4)

oA (LIN =

B. The Net Financial Contracting Capacity (NFCC) based on the above data is
computed as follows:

NFCC = [(Current asset minus current liabilities) (15)] minus the value of all
outstanding or uncompleted portions of the projects under ongoing contracts,
including awarded contracts yet to be started, coinciding with the contract to be bid

NFCC = Php

K=15

Herewith attached are certified true copies of the income tax return and audited
financial statement: stamped “RECEIVED” by the BIR or BIR authorized collecting
agent for the immediately preceding year.

Submitted by:

Name of Supplier/Distributor/Manufacturer

Signature of Authorized Representative
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STATEMENT OF THE BIDDER’S ONGOING GOVERNMENT AND
PRIVATE CONTRACTS, INCLUDING CONTRACTS AWARDED BUT

NOT YET STARTED

This is to certify that

has the following ongoing

government and private contracts, including contracts awarded but not yet started:

NAME OF
THE
CONTRACT

DATE

OF THE
CONTR
ACT

CONTRACT
DURATION

OWNER'S
NAME &
ADDRESS

KINDS OF
GOODS/

SERVICES

DELIVERED

AMOUNT
OF
CONTRA
CT

VALUE OF
OUTSTAND
ING
CONTRACT

DATE OF
DELIVERY

*PROOF OF CONTRACT TO BE PRESENTED AT POST-QUALIFICATION.

Name and Signature of Authorized Representative

Date
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STATEMENT OF THE BIDDER'’S SINGLE LARGEST COMPLETED
CONTRACT (SLCC) SIMILAR TO THE CONTRACT TO BE BID

This s to certify that
following:

has completed the

NAME OF
THE
CONTRACT

DATE OF
THE
CONTRACT

CONTRACT
DURATION

OWNER'S
NAME &
ADDRESS

KINDS
OF
GOODS

AMOUNT OF
COMPLETED
CONTRACT/S

DATE OF
DELIVERY

END USER'S
ACCEPTANCE
OR OFFICIAL
RECEIPT(S)
OR SALES
INVOICE
ISSUED FOR
THE
CONTRACT*

*TO BE ATTACHED TO THE STATEMENT
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TERMS OF REFERENCE

PROCUREMENT OF SERVICE PROVIDER FOR THE DESIGN, LAYOUT,

PHOTOGRAPHY, MANUSCRIPT PREPARATION, COPY EDITING,

PROOFREADING, AND PRINTING OF CY 2026 PPA ANNUAL REPORT

BACKGROUND

The PPA Annual Report is a regular publication of the Philippine Ports Authority
(PPA) that presents the performance highlights of the Authority. It serves as a
record of PPA’s significant achievements during the year in terms of port
operations, finance, port development and maintenance, and organizational
and human resource development, among others. The Report comes in textual
form supported by data in graphicalftabular formats and photographs.

The components of the publication include, among others, the status of
different port development and maintenance projects, an enumeration of major
policy issuances, operational and financial performance, and other information
related to the port industry. The Report likewise includes the disclosure of
information in accordance with the good governance requirements of the
Governance Commission for GOCCs (GCG).

OBJECTIVES

The PPA Annual Report aims to achieve the following objectives:

A, To provide information to port stakeholders and the general public on
PPA’s accomplishments in key result areas as well as the progress of its
various port infrastructure and strategic initiatives.

» To serve as a vehicle for promoting the PPA’s services and facilities
nationwide while enhancing corporate disclosure for the benefit of
the stakeholders and the public.

e To provide relevant information that is useful to both local and
internationatl markets.

B. To comply with the good govermance and corporate disclosure
requirements of oversight government agencies.

In view of the objectives, the PPA is procuring a service provider for the design,
tayout, manuscript preparation, copyediting, proofreading, and printing of the
CY 2026 PPA Annual Report.

1

Terms of Reference for the Design, Layout, Manuscript Preparation,
Copyediting, Proofreading, and Printing of the CY 2026 Annual Report



Iv.

APPROVED BUDGET FOR THE CONTRACT (ABC)

The Approved Budget for the Contract (ABC) for the design, layout, manuscript
preparation, copyediting, proofreading, and printing of 150 copies of the 2026
PPA Annual Report is Two Million, Two Hundred and Eighty-Eight
Thousand Pesos (PHP2,288,000.00), inclusive of any and all applicable taxes
and charges to the government.

Procurement shall be made through Competitive Bidding in accordance with
the provisions of Republic Act (R.A.) No. 12009 and its Implementing Rules
and Regulations.

SCOPE OF WORK

For the design, layout, photography, manuscript preparation, copyediting,
proofreading, and printing of the 2026 PPA Annual Report, the winning service
provider shall be responsible for the provision of the following:

. Theme and Concept Design

1.1. The winning service provider shall develop the concept design based on
the themes provided by PPA for the 2026 PPA Annual Report. The
winning service provider shall then submit three (3) Annual Report
comprehensive artwork designs for the cover, interior pages, and
envelope based on the theme which will be approved during the pre-
production meeting with PPA.

1.2. The presentation of each comprehensive artwork design shall include a
brief story in relation to the approved theme and concept design. The
brief story should reflect the relevance and significance of the PPA to
both domestic and international trading, maritime transportation,
economy, tourism, and port community development.

. Manuscript Preparation and Editorial Services

21. The winning service provider shall create a Manuscript and Editorial
Team, composed of at least two (2) personnel: (1) the writer and (2) the
managing editor.

2.2. The preparation of the Annual Report manuscript shall be undertaken
by the winning service provider based on the Report outline of the PPA
which generally covers the major sections on Shipping and Trade
Performance; Financial Highlights; Port Services; Physical Infrastructure
Development and Maintenance; Sustainability, Environment, and
People; Gender and Development; and other sections as may be
determined necessary by PPA for inclusion in the report or as required
by oversight agencies.

2

Terms of Reference for the Design, Layout, Manuscript Preparation,
Copyediting, Procfreading, and Printing of the CY 2026 Annual Report



2.3.

24.

2.5.

2.6.

2.7.

The Financial Highlights section shall include the COA Audited Financial
Report if it becomes available during the production period. Otherwise,
the COA Audited Financial Report shall be excluded and be replaced
with another article or report section, as may be proposed by the winning
service provider or as may be determined necessary by PPA.

The Report shall likewise include discussions on PPA’s compliance with
Good Governance Conditions, such as but not limited to disclosure of
corporate objectives of activities implemented for customer health and
safety, code of ethics or conduct, details of whistleblowing policy, and
other reports/disclosures which may be required or decided to be
included in the Report.

Stories, news, articles, features, digital contents on the PPA website and
social media platforms, and other materials may also be used as
references in the preparation of the manuscript for the Report.

.As per CSC Memorandum Circular No. 12, S. 2005, PPA Memorandum

with the subject Use of Non-Sexist Language in All Official Documents,
Communications and Issuances in 2011, and for compliance to GCG
Memorandum Circular No. 2024-01, the write-ups shall use non-
sexist/gender-fair language to promote gender sensitivity and
awareness.

The winning service provider shall also provide editorial services which
cover editorial management, research, copyediting, and proofreading.

. Layout Design

3.1.

The inside pages shall present the major accomplishments of PPA in
sections as per key result area based on the Report outline of the
Authority. The winning service provider shall prepare layout design
proposals for the interior pages which should complement the approved
theme and concept design. The layout shall include, but is not limited fo,
the following: '

3.1.1. Application of artworks appropriate for the theme and concept

design;

3.1.2. Proper display or layout of photographs that capture port operations

and activities, people, facilities, and services;

3.1.3. Presentation charts in graphical and tabular forms as well as

infographics;

3.1.4. Organization and formatting of text, e.g., selection of font style; size

and color; pagination, etc.; and,

3.1.5. Enhancement of photos and images.
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3.2.

Photos laid out and used in the Annual Report should be properly
captioned except those used for the cover page. :

4. Photography

4.1.

4.2,

The winning service provider shall also create a Creative and
Photography Team composed of at least two (2) personnel: (1) the
creative director/graphic designer, and (2) the photographer.

The winning service provider shall execute and supervise photography
set-ups inclusive of, but not limited to, photo sessions for the following:

4.2.1. PPA Board of Directors, Alternate Board Members, Board

Technical Working Group, and PPA Executive Officers

4.2.2. Head Office Department Managers and/or Port Managers
4.2.3. Operations and personne! activity photos
4.2.4. Portfacilities (interior and exterior shots of offices and buildings)

and equipment

4.2.5. Other activittes and people shots as may be deemed

4.3.

appropriate for inclusion in the CY 2026 Annual Report, subject
for approval of the PPA

The pictorial shall be held at the PPA Head Office and at ten (10) ports
nationwide. The location/s and extent of photo sessions are subject to
the discretion and identification of the PPA Management based on the
chosen theme and approved concept design.

4.3.1. A professional hair and make-up artist experienced in photo shoots

4.4

4.5.

is required at the photo sessions for the PPA Board of Directors
and/or Alternate Board Members, TWG, PPA Executive Officers,
and/or Department Managers to physically prepare and do touch-ups
during the photo shoots.

Photography services shall include aerial shots using a drone.

All expenses to be incurred by the winning service provider during travel
to location set-ups such as professional fees, cost of materials,
transportation expenses, meals, lodging and accommodation shall be
for the account of the winning service provider.

The winning service provider shall submit within a week after the completion of
each photo shoot a Google Drive link containing all the photos and videos in
digital format, sorted and properly identified/labeled as to name of port and
description of subjects of activity and operations shots taken to give PPA ample
time to suggest additional photos that can be included in the Annual Report.
The winning service provider shall also provide a USB or hard drive containing
the same media in digital format after the completion of all photoshoots.
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5. Production, Printing, and Packaging

Details of production work and materials to be used should strictly conform to
the Technical Specifications provided in Item No. 6 of these Terms of
Reference and inclusive of other requirements as may be agreed upon during
the Pre-Production Conference. All activities needed to satisfactorily complete
the production work shall be undertaken in accordance with the acceptable
technical practices and productions procedures.

6. Production, Color Proofing, and Printing Services

6.1. The Annual Report and its corresponding envelope shall conform to the

following Technical Specifications:

6.1.1. Annual Report

Printing

Cover
Inside Pages

Material

Binding
No. of Pages

Quantity

6.1.2. Envelope
Size
Printing

Material

Color

Color: Full / Full
Process: Offset or Equivalent, or as proposed
and approved by PPA
Size: Open with spine
Size: 11" x 8 14", vertical or horizontal
Certified Forest & Pulp Paper (For finalization
during the pre-production meeting)
Cover: 240gsm
Inside Pages: 120gsm
Smythe sewn, Perfect
Maximum of 100 pages including cover

150 copies

To fit, appropriate to the design
Process: Offset or Equivalent

Book #80 or better, subject for approval of the
PPA

Full/0
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Binding : Scoring, Folding, Glueing, Die-cutting,
Gummed, Trim to Size

Quantity : 150 copies

6.2. Submission to PPA of three (3} pre-production mock-ups and a digital
proof for color correction and other adjustments shall be required before
final printing of the Annual Report and envelope. Final printing shall
commence only upon receipt of the winning service provider of the
Notice to Print (NTP).

Standard of Service
The winning service provider shall perform the following responsibilities:

7.1.  Undertake the project in accordance with the timeline agreed upon by
both parties during the pre-production meeting. Any changes or
adjustments to the timeline during the implementation period shall be
discussed and agreed upon with consideration of the project duration.

7.2.  Assign an official representative who will be permanently coordinating
with PPA for the duration of this project, until completion of the
production work.

7.3. Conduct regular consultations with PPA, either through meetings,
telephone calls, and emails, to provide information on the progress of
the project. For this purpose, the winning service provider shall make
available information pertinent to the development of the project
whenever the same is required.

7.4. Ensure that the project is conducted based on the directives and
instructions of PPA. The PPA, through its duly authorized
representative, shall closely monitor the progress of the project. PPA
may conduct plant inspections anytime if deemed necessary, within
regular office hours on regular working days, to ensure the timely
completion of the project.

OTHER REQUIREMENTS

The following shall be submitted during the opening of bids as part of the
bidding documents:
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Manuscript and Editorial Team

Each personnel of the Manuscript and Editorial Team (at least two [2)
personnel) shall submit the following requirements:

1.

Curriculum Vitae;

Copy of Diploma specifying showing completion of a bachelor's degree
in any of the following courses: Journalism, English, Communications,
Creative Writing, Media Writing, Public Relations, Literature, and other
related degrees; and

Employment Certificate indicating relevant experience in writing, editing,
copyediting, or publication production.

Creative and Photography Team

Each personnel of the Creative and Photography Team (at least two [2]
personnel) shall submit the following requirements:

1.

Curriculum Vitae;

Copy of Diploma showing completion of a bachelor’s degree in any of
the following courses: Fine Arts, Photography, Graphic Design,
Muitimedia Arts, Multimedia Design or Animation, Marketing, and other
related degrees; and

Employment Certificate indicating relevant experience, depending on
their role, in creative direction, graphic design and layout, and/or
photography.

Additional Documentary Requirements

For the service provider, the following shall be submitted:

1.

A hard copy of one (1) corporate annual report produced for another
client during the last five (5) years. The copy may either be an original
copy or a reprint; and

A photocopy of the contract evidencing that the service provider has
completed a single largest completed contract, similar to the contract
to be bid, whose value must be at least equivalent to fifty percent (50%)
of the ABC, within the last ten (10) years prior to the submission and
opening of bids. For this purpose, a similar contract shall refer to the
contract for the design, layout, manuscript preparation, copyediting,
proofreading, and printing of the Annual Report.
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Vi.

VILI.

VIII.

PROJECT DURATION

The project shall be completed within one hundred eighty (180) calendar days
from the receipt of the Notice to Proceed (NTP) by the winning service provider.

Project duration may be adjusted accordingly upon the written request of the
winning service provider in cases where there will be a delay brought by
circumstances beyond the control of the winning service provider.

The winning service provider shall also submit a detailed schedule of activities
for the whole project duration as mentioned above.

PROPERTY RIGHTS AND CONFIDENTIALITY CLAUSE

The winning service provider warrants the full confidentiality of all information
gathered for the project given by the PPA. The winning service provider shall
not disclose any communication for the purpose of this project.

PPA reserves its property rights over all materials provided to and prepared by
the winning service provider. No article, photograph, or video may be used or
reproduced by the winning service provider without the written consent of the

PPA.

A Non-Disclosure Agreement (NDA), provided by the PPA, shall be submitted
by the winning service provider after the issuance of the Notice of Award (NOA)
and before the issuance of the Notice to Proceed (NTP).

As such, the manuscript, draft, and mock-ups; digital proofs of the Annual
Report, including all digitaily processed, stored and/or printed photos; and other
articles or materials produced or used in relation to the project shall be turned
over by the winning service provider to PPA upon completion of the project.

COMPLETION AND ACCEPTANCE

A Certificate of Completion shall be issued only upon receipt of the following
materials:

1. Complete and acceptable copies of the printed Annual Report and its
corresponding envelope.

2. Electronic/soft copy of the final mock-up and digital proof of the Annual
Report in optimized and high-resolution portable document format
(PDF), Flipbook, or any other formats such as Adobe InDesign - all
saved in a high-capacity storage drive, e.g., flash drive or portable
external hard drive.
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3. All digital photographs and videos, either used or unused, in the
production of the CY 2026 Annual Report, saved in a high-capacity
storage drive, e.g. flash drive or portable external hard drive mentioned
in the immediately preceding provision.

PPA reserves the right to reject the printed Annual Report andfor its -
corresponding envelope or to require replacement at no cost to the govermnment
should there be failure on the part of the winning service provider to comply
with Item No. IV, No. 6 presented in the Terms of Reference, and/or to
incorporate the corrections of the PPA in the submitted pre-production mock-
ups and digital proofs.

IX.  TERMS OF PAYMENT

Full payment shall be made upon receipt of the materials mentioned in Item
Vil of the TOR and upon issuance of the Certificate of Completion by PPA.

vanllace

ANGELINA A. LLOSE
Manager, Corporate Planning Department
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H.0. - BIDS AND AWARDS COMMITTEE - PGCS
CHECKLIST OF BIDDING DOCUMENTS
PROCUREMENT OF SERVICE PROVIDER FOR THE DESIGN, LAYOUT, PHOTOGRAPHY, MANUSCRIPT
PREPARATION, COPY EDITING, PROOFREADING, AND PRINTING OF CY 2026 PPA ANNUAL REPORT
ABC = Php 2,288,000.00

SUPPLIER

REQUIREMENTS
I"__'_l. TECHNICAL COMPONENT ENVELOPE (1 ofig. and 6 coples)

CLASS "A" DOCUMENTS

LEGAL DOCUMENTS

(a) Valid PhlGEPS Certificate of Registration (Platinum Membership)

in accordance with Section 20 of the IRR of R A. 12009

TECHNICAL DOCUMENTS

(b) Statement of the bidder of all its ongoing govermment and

privats contracts, including contracts awarded but not yet started, if any,

whethar similar or not similar in nature and complexity to the procurement

project

(c) Statement of the Bidder's Single Largest Completed Contract (SLCC)

similar to the procurement project.

{d) Bid Security in the prescribed form and amount in accordance with

ITB Clause 186. i in the form of a Surety Bond, Submit also a

certification issued by the Insurance Commission;

or

Original copy of Notarized Bid Securing Declaration

{e) Conformity with the Technical Specifications, which may include

production or delivery schedule, manpower requirements, or after-

sales sarvice or parts, if applicable

{f) Original duly signed Omnlbus Swom Statement {OS3S); and if applicable,

Original Notarized Secretary's Certificate in case of a corporation,

partnership, or cooperative; or Qriginal Special Power of Attomey of all

members of the joint venture giving fuli power and authority to its officer

to sign the OSS and do acts to represent the Bidder, in accordance with

Section 54.3 of the IRR of RA 12009

FINANCIAL DOCUMENTS

{g)The bidder's computation of the Net Financial Contracting

Capacity (NFCC).

or

:\-comitted Line of Credit from a Universal or Commercial Bank in lieu

of its NFCC computation.




H.Q. - BIDS AND AWARDS COMMITTEE - PGCS
CHECKLIST OF BIDDING DOCUMENTS
PROCUREMENT OF SERVICE PROVIDER FOR THE DESIGN, LAYOUT, PHOTOGRAPHY, MANUSCRIPT
PREPARATION, COPY EDITING, PROOFREADING, AND PRINTING OF CY 2026 PPA ANNUAL REPORT
ABC = Php 2,288,000.00

SUPPLIER

REQUIREMENTS

CLASS "B" DOCUMENTS

{h) if applicable, duly signed joint venturs agreement (JVA) in case the joint

venture is already in existence;

or

duly notarized statements from all the potentlal joint venture partners

stating the following:

a. that they will enter into and abide by the provisions of the JVA in

the instance that the bid is successful; and

b. failure to enter into JVA in the event of a contract award shall be a

ground for bid disqualification and subsequent forfeiture of the bid

security.

Other documentary requirements under RA No. 12009 (as aggficable[

(i) [ For foreign bidders claiming by reeson of their country’s extension of
raciprocal rights to Filipino] Certification from the relevant government

office of their country stating that Filipinos are allowed 1o participate in

government procurement activities for the same item or product.

{}) Certification from the DTI if the Bidder claims preference as a Domestic

Bidder or Domestic Entity.

[l FINANCIAL COMPONENT ENVELOPE

{a) Original of duly signed and accomplished Financial Bid Form; and

‘ ‘bz Driginal of duu signed and accomplished Price Schedule{s}.




