PHILIPPINE BIDDING DOCUMENTS

(As Harmonized with Development Partners)

Procurement
of GOODS

Sixth Edition

SUPPLY AND DELIVERY OF VARIOUS
TONERS AND DRUM UNITS FOR THE
DEVELOPMENT BANK OF THE
PHILIPPINES

BID REFERENCE NO. G-2023-06

April 2023




Table of Contents

Glossary of Acronyms, Terms, and Abbreviations é é é ¢ ¢ é € € é ..é é .6 .3
6

7z

Section I. InvitationtoBidé ¢ € é e € é é e éééeééeééé

D
-
-
-
-

Section Il. Instructionsto Biddersé é e e é é e ¢ éeeéééeéé éé .é..l10
1. Scopeof BIdE € € € € € € € € € € € € € .vvvieeiiiiiiiee e 10
2. Fundlnglnformatloneeeeéeéééééééééééééééé e.11
3. Bidding Requirements.é ¢ € € é é 6 € éééeééécéééeéeééé ... 11
4. Corrupt, Fraudulent, Collusive, and Coercive Practices.é é é é é e 11
5. EligibleBiddersé é é é éééécéééééééééeéeéeéeécé .éll
6. OriginofGoodsé é ééééeééeécécéecéééeéeéeéeéceé .12
7. Subcontracts é é e éeéecéeéééeéeéeéeéeéeéeé ... 12
8. Pre-BidConferenceé é ¢ éééeéééééécéeéééeéeéeée.é..... 13
9. Clarification and Amendment of Bidding Documents é € € é € € é é € ..13
10. Documents comprising the Bid: Eligibility and Technical Components ....... 13
11. Documents comprising the Bid: Financial Component.é é é é é é é ...é 13
12. BidPricesé ééééeééeceeeéeéééééececeeeceeeéeéee. .14
13. Bidand PaymentCurrenciesé é ¢ é é € € ééeé e éééeéeééeeéeéé .l
14. BidSecurityé é é e ééééeéééeeéééeceééeecééeééeels
15. Sealingand MarkingofBidsé é e é e é e e éééééééeeeeéeeéels
16. Deadline for SubmissionofBidse é e e e ¢ é é éééeéeeeeéé.l5
17. Opening and Preliminary Examination of Bidsé é e ¢ é e ¢ é é ¢ é é .15
18. Domestic Preferenceé é é ¢ ¢ é e e éééeéeééecéeééeééeeld
19. Detailed Evaluation and Comparison of Bids é ¢ é € é é € é é é é é ...16
20. Post-Qualificationé é é é ¢ e éééééeéeecéeéééééeeeéeceé.lb

21. SigningoftheContractéééééééééééééééééééééé.17

Section lll. Bid Data Sheet é eeeeééééééééééééééééé...18
Section IV. General Conditions of Contracté é é € é é é é . € é é é & ..é .27
1. ScopeofContracté6 é € € € € 6 é€éééééceeeéeéeéééé .éé .28
2 Advance Payment and Terms of Paymenté é é € € € ¢ é é é é é . € 28
3. Performance Securityé e e e e é é €€ éééééeeeeeéeééé .28
4. Inspectionand Testsé € é é 6 é éé e ééééééeeéééeééeéeé .28
5 Warrantyé é e é e éeéeéeéeéeeceeéeéeéeéeée .29

s 7z z

6. Liability of the Supplier é é é é é
Section V. Special Conditions of Contract 2 @
Section VI. Schedule of Requirements é é é e e e e ééééééeéee ... 35
Section VII. Technical Specificationsé é é € ¢ é é € ééééééééé .é .36
Section VIII. Checklist of Technical and Financial Documents é é € é é . ...38
Section IX. BiddingFormsé ¢ ¢ é é é é é €€ éééééé.ééééeéé..55
Section X. Post Qualification Documents é é é € é é é éé é e éééé ... 94
Post Qualification Transmittal Formé é é é é é ¢ € € € é € é é 95
Template for Letter of Authorizationé é ¢ é ¢ ééé éé éé ..é 96
Section XlI. Form for Performance Securing Declaration € é .€¢ € é é .€ é .€ 97
Section XII. Draft Contract/PurchaseOrderé é é e ¢ é e e ééeéeééee.l100

(N

(N

(N
o O
o O
o O
o O
o O
o O
o O
o O
o O
o O
o O
o O
o O
o P
S 8

2



Glossary of Acronyms, Terms, and
Abbreviations

ABC 1 Approved Budget for the Contract.
BAC 1 Bids and Awards Committee.

Bid T A signed offer or proposal to undertake a contract submitted by a bidder in
response to and in consonance with the requirements of the bidding documents. Also
referred to as Proposal and Tender. (2016 revised IRR, Section 5[c])

Bidder i Refers to a contractor, manufacturer, supplier, distributor and/or consultant
who submits a bid in response to the requirements of the Bidding Documents. (2016
revised IRR, Section 5[d])

Bidding Documents T The documents issued by the Procuring Entity as the bases for
bids, furnishing all information necessary for a prospective bidder to prepare a bid for
the Goods, Infrastructure Projects, and/or Consulting Services required by the
Procuring Entity. (2016 revised IRR, Section 5[e])

BIR i Bureau of Internal Revenue.

BSP i Bangko Sentral ng Pilipinas.

Consulting Services i Refer to services for Infrastructure Projects and other types of
projects or activities of the GOP requiring adequate external technical and professional
expertise that are beyond the capability and/or capacity of the GOP to undertake such
as, but not limited to: (i) advisory and review services; (ii) pre-investment or feasibility
studies; (iii) design; (iv) construction supervision; (v) management and related services;
and (vi) other technical services or special studies. (2016 revised IRR, Section 5[i])
CDA - Cooperative Development Authority.

Contract 1 Refers to the agreement entered into between the Procuring Entity and the
Supplier or Manufacturer or Distributor or Service Provider for procurement of Goods
and Services; Contractor for Procurement of Infrastructure Projects; or Consultant or
Consulting Firm for Procurement of Consulting Services; as the case may be, as
recorded in the Contract Form signed by the parties, including all attachments and
appendices thereto and all documents incorporated by reference therein.

CIF i Cost Insurance and Freight.

CIP 1 Carriage and Insurance Paid.

CPIT Consumer Price Index.

DDPi Ref ers to the quoted price of the Goods,
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DTIT Department of Trade and Industry.

EXW i Ex works.

FCAinFree Carriero shipping point.
FOBifiFree on Boardo shipping point.

Foreign-funded Procurement or Foreign-Assisted Projecti Refers to procurement
whose funding source is from a foreign government, foreign or international financing
institution as specified in the Treaty or International or Executive Agreement. (2016
revised IRR, Section 5[b]).

Framework Agreement i Refers to a written agreement between a procuring entity

and a supplier or service provider that identifies the terms and conditions, under which
specific purchases, oQfhfesr , wo sar ek nmavhe afso rii CtaH €
agreement. It is in the nature of an option contract between the procuring entity and the

bidder(s) granting the procuring entity the option to either place an order for any of the

goods or services identified in the Framework Agreement List or not buy at all, within a

minimum period of one (1) year to a maximum period of three (3) years. (GPPB

Resolution No. 27-2019)

GFIli Government Financial Institution.
GOCC 1 Government-owned and/or T controlled corporation.

Goods 1 Refer to all items, supplies, materials and general support services, except
Consulting Services and Infrastructure Projects, which may be needed in the
transaction of public businesses or in the pursuit of any government undertaking, project
or activity, whether in the nature of equipment, furniture, stationery, materials for
construction, or personal property of any kind, including non-personal or contractual
services such as the repair and maintenance of equipment and furniture, as well as
trucking, hauling, janitorial, security, and related or analogous services, as well as
procurement of materials and supplies provided by the Procuring Entity for such
services. The term Arel atedo or Aanal ogous s
lease or purchase of office space, media advertisements, health maintenance services,
and other services essential to the operation of the Procuring Entity. (2016 revised IRR,
Section 5[r])

GOP 1 Government of the Philippines.

GPPB i Government Procurement Policy Board.

INCOTERMS i International Commercial Terms.

Infrastructure Projects i Include the construction, improvement, rehabilitation,
demolition, repair, restoration or maintenance of roads and bridges, railways, airports,

seaports, communication facilities, civil works components of information technology
projects, irrigation, flood control and drainage, water supply, sanitation, sewerage and



solid waste management systems, shore protection, energy/power and electrification
facilities, national buildings, school buildings, hospital buildings, and other related
construction projects of the government. Also referred to as civil works or works. (2016
revised IRR, Section 5[u])

LGUs i Local Government Units.

NFCC i Net Financial Contracting Capacity.

NGA i National Government Agency.

PhilGEPS - Philippine Government Electronic Procurement System.

Procurement Project i refers to a specific or identified procurement covering goods,
infrastructure project or consulting services. A Procurement Project shall be described,
detailed, and scheduled in the Project Procurement Management Plan prepared by the
agency which shall be consolidated in the procuring entity's Annual Procurement Plan.
(GPPB Circular No. 06-2019 dated 17 July 2019)

PSA i1 Philippine Statistics Authority.

SEC T Securities and Exchange Commission.

SLCC 1 Single Largest Completed Contract.

Supplier T refers to a citizen, or any corporate body or commercial company duly
organized and registered under the laws where it is established, habitually established
in business and engaged in the manufacture or sale of the merchandise or performance
of the general services covered by his bid. (Item 3.8 of GPPB Resolution No. 13-2019,
dated 23 May 2019). Supplier as used in these Bidding Documents may likewise refer

to a distributor, manufacturer, contractor, or consultant.

UN T United Nations.



Section I. Invitation to Bid



DBP Development Bank of the Philippines

INVITATION TO BID
for

SUPPLY AND DELIVERY OF VARIOUS TONERS AND DRUM UNITS FOR THE
DEVELOPMENT BANK OF THE PHILIPPINES
Bid Reference No. G-2023-06

. The Development Bank of the Philippines, through the Corporate Budget, intends
to apply the sum of Fourteen Million Nine Hundred Eighteen Thousand Seven
Hundred Pesos (PhP 14,918,700.00), inclusive of taxes being the Approved Budget
for the Contract (ABC) to payments for the contract for the above-cited project. Details
of which are as follows:

APPROVED BUDGET OF THE
CDNTRAC;;J:TXE ;NCLU SIVE COST OF
PARTICULARS QUANTITY (IN PCS) (IN PHP) BIDDING
DOCUMENTS
UNIT PRICE TOTAL
TONER, BROTHER 2840 (TN2280) 200 292500 585,000.00
LOT1 |TOMER, BROTHER HL-5450DN (TN-3320) 2000 3,720.00 7,440,000.00 10.000.00
TOMER, BROTHER, TN-3443 HL5100DM 100 5,300.00 530,000.00 B
SUB-TOTAL| 8,555,000.00
TOMER, CANON, LBP 7018C, MAGENTA 100 3,520.00 352,000.00
LOT 2 TOMNER, CANON, LBP 7018C, BLACK 200 286000 572,000.00
TOMNER, CANON, LBF 7018C, CYAN 100 3,520.00 352,000.00 5,000.00
TOMER, CAMON, LBF 7018C, YELLOW 100 3,520.00 352,000.00
SUB-TOTAL| 1,628,000.00
DRUM UNIT, BROTHER DR-2255 20 3,910.00 78,200.00
LOT 3 |DRUMUNIT, BROTHER HL-5100DN (DR-3455) 10 7,350.00 73,500.00 500.00
DRUM UNIT, BROTHER HL-54500N (DR-3355) 40 7,350.00 294,000.00 '
SUB-TOTAL] 445,700.00
LOT 4 |TONER, LEXMARK MS431DN | 220 | 1950000 4,280,000.00 5 000.00
SUB-TOTAL| 4,280,000.00 o
TOTAL| 14,918,700.00

The Development Bank of the Philippines now invites bids for the above-cited
procurement project. Bids received in excess of the ABC shall be automatically
rejected at bid opening.

The project must be completed within ninety (90) calendar days from receipt of the
Notice to Proceed (NTP)/Purchase Order (PO). Staggered delivery is allowed,
provided, that delivery is within the prescribed timeline.

Bidders must have completed within the last five (5) years from the date of
submission and receipt of bids, a contract similar to the Project equivalent to at least
twenty-five percent (25%) of the ABC per lot. In case bidding for more than one (1) lot
item, the bidder must have a completed contract similar to the project equivalent to at
least twenty percent (25%) of the highest ABC of the item being bid. A contract similar
to the project refers to supply and delivery of toners and/or drums. The
description of an eligible bidder is contained in the Bidding Documents, particularly,
in Section Il (Instructions to Bidders).




Bidding will be conducted through open competitive bidding procedures using a non-
di scr etpasefailar gr it eri on as specified in
and Regulations (IRR) of Republic Act (RA) No. 9184.

Bidding is restricted to Filipino citizens/sole proprietorships, partnerships, or
organizations with at least sixty percent (60%) interest or outstanding capital stock
belonging to citizens of the Philippines, and to citizens or organizations of a country
the laws or regulations of which grant similar rights or privileges to Filipino citizens,
pursuant to RA No. 5183.

Prospective Bidders may obtain further information from the Development Bank of
the Philippines and inspect the Bidding Documents at the address given below
starting from 6 April 2023, Mondays to Fridays from 09:00 AM to 3:00 PM.

A complete set of Bidding Documents may be acquired by interested Bidders on
6 April 2023 from the given address and website(s) below and upon payment of the
applicable fee for the Bidding Documents, pursuant to the latest Guidelines
issued by the GPPB, in the amounts provided below. The Procuring Entity shall
allow the bidder to present its proof of payment for the fees via physical presentation
of Official Receipt (OR) (original). Bidders shall also be given the printed format of the
Bidding Documents provided that bidders shall pay the applicable Bidding Documents
Fee at least the day before the deadline for submission of their bids.

BAC Secretariat Unit - Procurement and Inventory Management
Department (PIMD), 6" Floor, Development Bank of the
Philippines (DBP)-Head Office, Sen. Gil Puyat Ave., cor. Makati
Ave., Makati City

9. Following are the schedule of bidding activities:

Particulars Date Venue

Starting 6 April 2023 6/F BAC Secretariat

9:00 AM to 3:00 PM only DBP Head Office, Makati
(excluding weekends and City

Issuance and
Availability of Bidding
Documents

holidays)
. 12/F Executive Staff

Pre-Bid Conference* 13 April 2(_)23 (Thursday) Room, DBP Head Office,

11:15 AM P

Makati City

Submission of .
Eligibility Documents, 27 April 2023 (Thursday) g/BFPBﬁgaieg;f?(tg”i;Iakati
Technical and ON OR BEFORE 9:00 AM !

Financial Proposals City

Opening of Eligibility
Documents, Technical 27 April 2023 (Thursday)
and Financial 10:15 AM

Proposals

12/F Executive Staff
Room, DBP Head Office,
Makati City

*Note: The Pre-bid Conference shall be open to all interested parties. In view of the ongoing
COVID-19 pandemic, bidders may attend the Pre-bid Conference and Bid Opening
through videoconferencing via Zoom Meeting App. Bidders who wish to
attend/participate via Zoom Meeting must coordinate with the BAC Secretariat through
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email at least one (1) day before the scheduled bid activity and provide their contact
information (name of company, name of representative, email address, contact
number). Bidders are advised to send their authorized technical and/or administrative
representatives who will prepare the bid documents to ensure completeness and compliance
of bids. Bidders are prohibited from recording (audio, video or picture format) the proceedings
of the Pre-Bid Conference.

10. Bids must be duly received by the BAC Secretariat through (i) manual submission at
the office address indicated above OR via (ii) online or electronic submission on or
before deadline as specified on the above schedule. Late bids shall not be
accepted.

11. All Bids must be accompanied by a bid security in any of the acceptable forms and
in the amount stated in ITB Clause 14.

12.The Development Bank of the Philippines reserves the right to reject any and all
bids, declare a failure of bidding, 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.

13. For further information, please refer to:

DBP Bids and Awards Committee Secretariat

6/F Procurement and Inventory Management Department
DBP Head Office, Sen. Gil J. Puyat corner

Makati Avenue, Makati City

Trunkline: (+632) 8818-9511 local 2610 or 2606

Email: bacsecretariat@dbp.ph

Bid Reference No. G-2023-06

14.You may visit the following websites:
For downloading of Bidding Documents
1 DBP website: https://www.dbp.ph/invitations-to-bid/
1 PhIGEPS website: https://philgeps.gov.ph/
For online bid submission: please refer to Bid Data Sheet (BDS) for the procedures
of Online/Electronic Bid Submission.

(SIGNED)
ATTY. SORAYA F. ADIONG
Senior Vice President, and
Chairperson, DBP Bids and Awards Committee


mailto:bacsecretariat@dbp.ph
https://www.dbp.ph/invitations-to-bid/
https://philgeps.gov.ph/

Section Il. Instructions to Bidders
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4.

5.

Scope of Bid

The Procuring Entity, Development Bank of the Philippines wishes to receive
Bids for the Supply and Delivery of Various Toners and Drum Units for the
Development Bank of the Philippines, Bid Reference No. G-2023-06.

The Procurement Project ( rcandisssoffoargd)loty her ei
the details of which is described in Section VII (Technical Specifications).

Funding Information

2.1. The GOP through the source of funding as indicated below in the amount
of Fourteen Million Nine Hundred Eighteen Thousand Seven Hundred
Pesos (PhP 14,918,700.00) inclusive of all applicable taxes.

2.2. The source of funding is: the Development Bank of the Philippines.
Bidding Requirements

The Bidding for the Project shall be governed by all the provisions of RA No.
9184 and its 2016 revised IRR, including its Generic Procurement Manuals and
associated policies, rules and regulations as the primary source thereof, while
the herein clauses shall serve as the secondary source thereof.

Any amendments made to the IRR and other GPPB issuances shall be
applicable only to the ongoing posting, advertisement, or IB by the BAC through
the issuance of a supplemental or bid bulletin.

The Bidder, by the act of submitting its Bid, shall be deemed to have verified
and accepted the general requirements of this Project, including other factors
that may affect the cost, duration and execution or implementation of the
contract, project, or work and examine all instructions, forms, terms, and project
requirements in the Bidding Documents.

Corrupt, Fraudulent, Collusive, and Coercive Practices

The Procuring Entity, as well as the Bidders and Suppliers, shall observe the

highest standard of ethics during the procurement and execution of the

contract. They or through an agent shall not engage in corrupt, fraudulent,
collusive, coercive, and obstructive pra
2016 revised IRR of RA No. 9184 or other integrity violations in competing for

the Project.

Eligible Bidders

5.1. Only Bids of Bidders found to be legally, technically, and financially
capable will be evaluated.

5.2.  Foreign ownership limited to those allowed under the rules may
participate in this Project.
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5.3.

5.4.

Pursuant to Section 23.4.1.3 of the 2016 revised IRR of RA N0.9184, the
Bidder shall have an SLCC that is at least one (1) contract similar to the

Project the value of which, adjusted

CPI, must be at least equivalent to:

a. The Bidder must have completed a single contract that is similar to
this Project, equivalent to at least twenty-five percent (25%) of the
ABC per lot within the last five (5) years. In case bidding for more
than one (1) lot item, the bidder must have a completed contract
similar to the project equivalent to at least twenty percent (25%) of the
highest ABC of the item being bid.

The Bidders shall comply with the eligibility criteria under Section 23.4.1
of the 2016 IRR of RA No. 9184.

6. Origin of Goods

There is no restriction on the origin of goods other than those prohibited by a
decision of the UN Security Council taken under Chapter VII of the Charter of
the UN, subject to Domestic Preference requirements under ITB Clause 18.

7. Subcontracts

7.1.

7.2

7.3.

7.4.

The Bidder may subcontract portions of the Project to the extent allowed
by the Procuring Entity as stated herein, but in no case more than twenty
percent (20%) of the Project.

The Procuring Entity has prescribed that: Subcontracting is not allowed.

[If Procuring Entity has determined that subcontracting is allowed during
the bidding, state:]The Bidder must submit together with its Bid the
documentary requirements of the subcontractor(s) complying with the
eligibility criteria stated in ITB Clause 5 in accordance with Section 23.4
of the 2016 revised IRR of RA No. 9184 pursuant to Section 23.1
thereof.

[If subcontracting is allowed during the contract implementation stage,
state:] The Supplier may identify its subcontractor during the contract
implementation stage. Subcontractors identified during the bidding may
be changed during the implementation of this Contract. Subcontractors
must submit the documentary requirements under Section 23.1 of the
2016 revised IRR of RA No. 9184 and comply with the eligibility criteria
specified in ITB Clause 5 to the implementing or end-user unit.

Subcontracting of any portion of the Project does not relieve the Supplier
of any liability or obligation under the Contract. The Supplier will be
responsible for the acts, defaults, and negligence of any subcontractor,
its agents, servants, or workmenasf ul | y as i f thes
own acts, defaults, or negligence, or those of its agents, servants, or
workmen.

12
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8. Pre-Bid Conference

The Procuring Entity will hold a pre-bid conference for this Project on the
specified date and time and either at its physical address 12" Floor, Executive
Staff Room, DBP Head Office, Makati and/or through
videoconferencing/webcasting as indicated in paragraph 8 of the IB.

9. Clarification and Amendment of Bidding Documents

Prospective bidders may request for clarification on and/or interpretation of any
part of the Bidding Documents. Such requests must be in writing and received
by the Procuring Entity, either at its given address or through electronic malil
indicated in the IB, at least ten (10) calendar days before the deadline set for
the submission and receipt of Bids.

10. Documents comprising the Bid: Eligibility and Technical Components

10.1. The first envelope shall contain the eligibility and technical documents of
the Bid as specified in Section VIII (Checklist of Eligibility, Technical
and Financial Documents).

10.2. The Bidder 6s SL CCIB &lauseb.3 shoutd ddve loeeni n
completed within the last five (5) years prior to the deadline for the
submission and receipt of bids.

10.3. If the eligibility requirements or statements, the bids, and all other
documents for submission to the BAC are in foreign language other than
English, it must be accompanied by a translation in English, which shall
be authenticated by the appropriate Philippine foreign service
establishment, post, or the equivalent office having jurisdiction over the
foreign bi dder 0s affairs i n t rade Phil
authentication above, for Contracting Parties to the Apostille Convention,
only the translated documents shall be authenticated through an
apostille pursuant to GPPB Resolution No. 13-2019 dated 23 May 2019.
The English translation shall govern, for purposes of interpretation of the
bid.

11. Documents comprising the Bid: Financial Component
11.1. The second bid envelope shall contain the financial documents for the
Bid as specified in Section VIl (Checklist of Eligibility, Technical and
Financial Documents).
11.2. |If the Bidder claims preference as a Domestic Bidder or Domestic Entity,
a certification issued by DTI shall be provided by the Bidder in
accordance with Section 43.1.3 of the 2016 revised IRR of RA No. 9184.

11.3. Any bid exceeding the ABC indicated in paragraph 1 of the IB shall not
be accepted.

13



11.4. For Foreign-funded Procurement, a ceiling may be applied to bid prices
provided the conditions are met under Section 31.2 of the 2016 revised
IRR of RA No. 9184.

12. Bid Prices

12.1. Prices indicated on the Price Schedule shall be entered separately in the
following manner:

a. ForGoodsof fered from within the Procuri

i.  The price of the Goods quoted EXW (ex-works, ex-factory,
ex-warehouse, ex-showroom, or off-the-shelf, as
applicable);

ii. The cost of all customs duties and sales and other taxes
already paid or payable;

iii.  The cost of transportation, insurance, and other costs
incidental to delivery of the Goods to their final destination;
and

V. The price of other (incidental) services, if any, listed in e.
b. For Goods offered from abroad:

I. Unless otherwise stated in the BDS, the price of the Goods
shall be quoted delivered duty paid (DDP) with the place of
destination in the Philippines as specified in the BDS. In
qguoting the price, the Bidder shall be free to use
transportation through carriers registered in any eligible
country. Similarly, the Bidder may obtain insurance services
from any eligible source country.

i.  The price of other (incidental) services, if any, as listed in
Section VII (Technical Specifications).

13. Bid and Payment Currencies

13.1. For Goods that the Bidder will supply from outside the Philippines, the
bid prices may be quoted in the local currency or tradeable currency
accepted by the BSP at the discretion of the Bidder. However, for
purposes of bid evaluation, Bids denominated in foreign currencies, shall
be converted to Philippine currency based on the exchange rate as
published in the BSP reference rate bulletin on the day of the bid
opening.

13.2. Payment of the contract price shall be made in:

a. Philippine Pesos.

14



14. Bid Security

14.1. The Bidder shall submit a Bid Securing Declaration! or any form of Bid
Security in the amount indicated in the BDS, which shall be not less than
the percentage of the ABC in accordance with the schedule in the BDS.

14.2. The Bid and bid security shall be valid until One Hundred Twenty (120)
Calendar Days from the Date of the Bid Opening. Any Bid not
accompanied by an acceptable bid security shall be rejected by the
Procuring Entity as non-responsive.

15. Sealing and Marking of Bids

Each Bidder shall submit one copy of the first and second components of its
Bid.

The Procuring Entity may request additional hard copies and/or electronic
copies of the Bid. However, failure of the Bidders to comply with the said
request shall not be a ground for disqualification.

If the Procuring Entity allows the submission of bids through online submission
or any other electronic means, the Bidder shall submit an electronic copy of its
Bid, which must be digitally signed. An electronic copy that cannot be opened
or is corrupted shall be considered non-responsive and, thus, automatically
disqualified.

16. Deadline for Submission of Bids

16.1. The Bidders shall submit on the specified date and time and either at its
physical address or through online submission as indicated in paragraph
7 of the IB.

17. Opening and Preliminary Examination of Bids

17.1. The BAC shall open the Bids in public at the time, on the date, and at the
place specified in paragraph 9 of the IB. The Bidder so
who are present shall sign a register evidencing their attendance. In
case videoconferencing, webcasting or other similar technologies will be
used, attendance of participants shall likewise be recorded by the BAC
Secretariat.

In case the Bids cannot be opened as scheduled due to justifiable
reasons, the rescheduling requirements under Section 29 of the 2016
revised IRR of RA No. 9184 shall prevail.

17.2. The preliminary examination of bids shall be governed by Section 30 of
the 2016 revised IRR of RA No. 9184.

1In the case of Framework Agreement, the undertaking shall refer to entering into contract with the Procuring Entity and furnishing
of the performance security or the performance securing declaration within ten (10) calendar days from receipt of Notice to
Execute Framework Agreement.

15
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18. Domestic Preference

19.

20.

18.1.

The Procuring Entity will grant a margin of preference for the purpose of
comparison of Bids in accordance with Section 43.1.2 of the 2016
revised IRR of RA No. 9184.

Detailed Evaluation and Comparison of Bids

19.1.

19.2.

19.8.

19.4.

19.5.

The Procuring BAC shall immediately conduct a detailed evaluation of
al | Bi dpmssead,ad e d s iAdisgretionarynpass/fail criteria. The
BAC shall consider the conditions in the evaluation of Bids under Section
32.2 of the 2016 revised IRR of RA No. 9184.

[Include the following options if Framework Agreement will be used:]

a. In the case of single-year Framework Agreement, the Lowest
Calculated Bid shall be determined outright after the detailed
evaluation;

b. For multi-year Framework Agreement, the determination of the
eligibility and the compliance of bidders with the technical and
financial aspects of the projects shall be initially made by the BAC,
in accordance with Item 7.4.2 of the Guidelines on the Use of
Framework Agreement.

If the Project allows partial bids, bidders may submit a proposal on any
of the lots or items, and evaluation will be undertaken on a per lot or item
basis, as the case maybe. In this case, the Bid Security as required by
ITB Clause 15 shall be submitted for each lot or item separately.

The descriptions of the lots or items shall be indicated in Section VII
(Technical Specifications), although the ABCs of these lots or items
are indicated in the BDS for purposes of the NFCC computation
pursuant to Section 23.4.2.6 of the 2016 revised IRR of RA No. 9184.
The NFCC must be sufficient for the total of the ABCs for all the lots or
items participated in by the prospective Bidder.

The Project shall be awarded on a per lot basis.

Except for bidders submitting a committed Line of Credit from a Universal
or Commercial Bank in lieu of its NFCC computation, all Bids must
include the NFCC computation pursuant to Section 23.4.1.4 of the 2016
revised IRR of RA No. 9184, which must be sufficient for the total of the
ABCs for all the lots or items participated in by the prospective Bidder.
For bidders submitting the committed Line of Credit, it must be at least
equal to ten percent (10%) of the ABCs for all the lots or items
participated in by the prospective Bidder.

Post-Qualification

20.1.

Within a non-extendible period of five (5) calendar days from receipt by
the Bidder of the notice from the BAC that it submitted the Lowest
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Calculated Bid, the Bidder shall submit its latest income and business
tax returns filed and paid through the BIR Electronic Filing and Payment
System (eFPS) and other appropriate licenses and permits required by
law and stated in the BDS.

21. Signing of the Contract

21.1. The documents required in Section 37.2 of the 2016 revised IRR of RA
No. 9184 shall form part of the Contract. Additional Contract documents
are indicated in the BDS.
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Section lll. Bid Data Sheet
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Bid Data Sheet

ITB
Clause
5.3 For this purpose, contracts similar to the Project shall be:
a. A contract similar to the project refers to supply and delivery of
toners and /or drums.
b. completed within the last five (5) years prior to the deadline for the
submission and receipt of bids.
7.1 Not applicable
[Specify the portions of Goods to be subcontracted, which shall not be a
significant or material component of the Project as determined by the
Procuring Entity.]
8 The Development Bank of the Philippines will hold a Pre-bid conference

for this Project on:

Date: 13 April 2023 (Thursday); 11:15 AM

Venue: 12" Floor, Executive Staff Room, DBP Head Office, Makati City
and/or through videoconferencing/webcasting as indicated in
paragraph 8 of the Invitation to Bid (IB).

Conduct of Pre-bid Conference:

Due to the current COVID-19 pandemic, bidders shall be allowed to
participate during the conduct of Pre-bid Conference via Zoom Meeting
App. Although attendance during the Pre-bid Conference is not
mandatory, prospective bidders are encouraged to attend to fully
understand the Bankdés requirement
Scope of Works or Terms of Reference and other contents of the Bidding
Documents.

a. Non-attendance of a prospective bidder during the Pre-bid
Conference will in no way prejudice its bid. However, it is the
sole responsibility of the bidder to know the changes and/or
amendments to the Bidding Documents as recorded in the
minutes of the pre-bid conference and the issuance of the
Supplemental/Bid Bulletin.

b. All prospective bidders shall be guided by the following:

b.1 All prospective bidders who will attend the Pre-bid
Conference must use the Zoom Meeting App and must
coordinate with the BAC Secretariat through email at least
one (1) day before the scheduled Pre-bid Conference
and provide their contact information:

V Complete name of the representative
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V Complete name of the company
V Registered e-mail address
V Mobile/cell phone numbers

b.2 The BAC Secretariat shall send an invite to all prospective
bidders through their respective e-mails who desire to
join/participate in the Pre-bid Conference using Zoom
Meeting at least one (1) day before the said activity.

b.3 The BAC Secretariat shall call all prospective bidders using
Zoom Meeting on the respective time slots for a specific
procurement project;

b.4 The Chairman, or in her absence, the First Vice Chairperson
or the Second Vice Chairperson, shall acknowledge all
prospective bidders who are present via Zoom Meeting;

b.5 Bidders shall turn on their video cameras at all times or
during the Pre-bid Conference and Opening of Bids for
transparency and recording purposes.

b.6 If in case a bidder was not able to join the Pre-bid
Conference, they may send their clarifications or queries to
the Secretariat through e-mail. All clarifications or queries
sent via e-mail including those that were discussed during the
Pre-bid Conference shall be properly recorded and shall be
included and addressed in the Supplemental Bid Bulletin;

b.7 Prospective bidders need not to have their account/e-mails
registered in the Office 365. However, bidder must still
download the Zoom Meeting App.

12

The price of the Goods shall be quoted DDP [state place of destination] or
the applicable International Commercial Terms (INCOTERMS) for this
Project.
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The bid security shall be in the form of a Bid Securing Declaration, or any of
the following forms and amounts:

a. The amount of not less than [two percent (2%) of ABC], if bid security
S i n cash, cashierd6s/ manager 0
irrevocable letter of credit;

b. The amount of not less than [five percent (5%) of ABC] if bid security
Is in Surety Bond;

Approved Budaet Cashier's/Manager’s check, Bank
;;f the Con tragfl: ¢ draft/ guarantee or irrevocable letter |Surety bond | Bid Securing
(ABC) of credit (5% of ABC) | Declaration
(2% of ABC)

Lot 1 8,555,000.00 171,100.00 | 427 750.00
Lot 2 1,628 000.00 32 560.00 81,400.00 | No percentage
Lot 3 445 700.00 8,914.00 22.,285.00 required
Lot 4 4 290,000.00 85,800.00 | 214,500.00

For Manual Submission of Bids:

Each Bidder shall submit one (1) original and two (2) copies of the first and
second components of its bid.

Bidders shall submit their bids through their duly authorized representative
enclosed in separate sealed envelopes, which shall be submitted
simultaneously:

a. The first three individually sealed envelopes shall contain the
folder/binder of the Eligibility Requirements and Technical Component
of the bid; prepared in three copies labeled as follows:

Envelop (1): ORIGINAL i Eligibility Requirements and Technical

Component
Envelop (2): COPY1 i Eligibility Requirements and Technical
Component
Envelop (3): COPY2 1 Eligibility Requirements and Technical
Component

b. The next three individually sealed envelopes shall contain the
folder/binder of the Financial Component of the bid; prepared in three
copies labeled as follows:

Envelop (4): ORIGINAL 1 Financial Component
Envelop (5): COPY1 i Financial Component
Envelop (6): COPY2 i Financial Component

c. Bidders shall enclose, seal and mark the following:
Envelop (7): Envelope (1) and Envelope (4) enclosed in one sealed
envel ope mar k éBll BiAORI GI NAL
Envelop (8): Envelope (2) and Envelope (5) enclosed in one sealed
envel ope mariBé DoACOPY1
Envelop (9): Envelope (3) and Envelope (6) enclosed in one sealed
envel ope marilBéd Don COPY?2
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d. Envelopes (7) to (9) shall then be enclosed in a single sealed, signed
final/outer envelope/package/box

e. All envelopes (Envelopes (1) to (\9) and the final/outer\
lenvelope/package/box) shall indicate the| following:

T addressed to the Procuring
name and address of the Bidder in capital letters
name of the contract/project to be bid in capital letters
bear the specific identification/reference code of this
bidding process
[ bear a warning ADO NOT OPEN

time for the opening of bids

TO . THE BIDS AND AWARDS COMMITTEE
DEVELOPMENT BANK OF THE PHILIPPINES (DBP)
FROM
(Name of Bidder in Capital Letters)
ADDRESS:
(Address of Bidder in Capital Letters)
PROJECT :
BID REF NO :

(In Capital Letters, Indicate the Phrase):
ADO NOT OFFERE: (BAEANDTIME OF OPENING OF BIDS) 0

ELIGIBILITY REQUIREMENTS AND

TECHNICAL COVPONENT
ELIGIBILITY REQUIREMENTS AND ORIGINAL
TECHNICAL COMPONENT ENVELOPE{1]
AND FINANCIAL COMPONENT
ORIGINALBID FINANCIALCOMPONENT
ENVELOPE {7) ORIGINAL
ENVELOPE (4]

MOTHER ENVELOPE
ENVELOPE ({10}

ELIGIBILITY REQUIREMENTS AND
TECHNICAL COMPONENT
AND FINANCIAL COMPONENT
COPY1-BID
ENVELOPE {8)

ELIGIBILITY REQUIREMENTS AND
TECHNICALCOMPONENT
CopY1
ENVELOPE {2)

FINANCIALCOMPONENT
CoPY1
ENVELOPE (5)

ELIGIBILITY REQUIREMENTS AND
TECHNICAL COMPONENT
AND FINANCIAL COMPONENT
COPY2-BID
ENVELOPE {9)

ELIGIBILITY REQUIREMENTS AND
TECHNICAL COMPONENT
CoPY2
ENVELOPE (3]

FINANCIALCOMPONENT
copY2
ENVELOPE (6)
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For Online/Electronic Submission of Bids:

Proper labelling of bids (for ELECTRONIC BID SUBMISSION)

All bidders must upload their bids/archived files in their respective folders as
illustrated below:

1) For the first envelope/archived file containing the Eligibility and Technical
Proposals:

- (Name of Company/Office/Bidder) FOLDER 1 ELIGIBILITY AND
U TECHNICAL COMPONENT_BID
1

%

e.g. ABC Company_FOLDER 1_ELIGIBILITY AND TECHNICAL
COMPONENT_BID

2) For the second envelope/archived file containing the Financial Proposals:

- (Name of Company/Office/Bidder)_FOLDER 2_FINANCIAL
COMPONENT_BID

e.g. ABC Company_FOLDER 2_FINANCIAL COMPONENT_BID

Due to the ongoing/current COVID-19 pandemic situation, the BAC shall maximize the use
of existing rules under the Republic Act No. 9184 and its 2016 Revised Implementing Rules
and Regulations (IRR) Act No. 9184 and its 2016 Revised Implementing Rules and
Regulations (IRR) Act No. 9184 and its 2016 Revised Implementing Rules and Regulations
(IRR) and other related issuances on the conduct of procurement activities, particularly
those meant to streamline, simplify and expedite the conduct of procurement and address
the challenges and disruptions brought by calamities and crisis such as the COVID-19
pandemic, such as use of videoconferencing, webcasting and similar technology, provision
of facility for the electronic bid submission, use of digital signatures, acceptance of
alternative documents, etc.

Manner of Submission of Bids

The BAC shall adopt the following procedure in the submission and receipt
of bids:

Manual Submission:

a. Bidders shall be permitted to submit bids through actual submission
by submitting the printed copies which must still be compliant with
the two-envelope system and the sealing and marking of bids under
Section 25 of the Republic Act No. 9184 and its 2016 Revised
Implementing Rules and Regulations (IRR);
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b. Bidders shall submit the printed copies of their bid proposals
preferably at least one (1) day before the deadline for the submission
and receipt of bids;

c. Bidders may send another representative to submit their bid
proposals;

d. The bidder or its representative shall coordinate with the Secretariat
in submitting their bids. Bidders or its representative shall present
to the Secretariat the transmittal page containing the Checklist of
Requirements attached in the Bidding Documents, or if in case a
Supplemental Bid Bulletin was issued, the transmittal page
containing the Revised Checklist of Requirements, in which a date
and time stamp shall be given as a proof on the submission and
receipt of bids. The date and time stamp shall serve as the reference
of the BAC and the bidders during the Opening of the Bids;

e. The Secretariat shall be the sole custodian and shall be responsible
in safekeeping the bid proposals;

Electronic Submission:

The BAC may also utilize the online or electronic submission and
receipt of bids for procurement modalities where a two-envelope
procedure or sealed price quotation shall still be required.

a. Bidders shall submit their bid proposals via e-mail electronic
format/e-mail provided that it shall comply with the following
requirements:

a.1l uses a two-factor security procedure consisting of an archive
format compression and password protection to ensure the
security, integrity and confidentiality of the bids submitted,;

a.2 allows access to a password-protected Bidding Documents on
opening date and time. The passwords for accessing the file will
be disclosed by the Bidders only during the actual bid opening
which may be done in person or face-to-face through
videoconferencing, webcasting or similar technology; and

a.3 capable of generating an audit trail of transactions to ensure the
security, integrity and authenticity of bid submissions.

b. Due to the on-going COVID-19 pandemic situation and difficulty
of the bidders to have their documents physically signed by their
respective authorized representatives, bidders shall be allowed to
use digital signatures in signing their bid proposals.

Due to the difficulty of most suppliers, contractors or consultants
to have their bid proposals signed by their respective designated
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authorized representatives, the BAC shall now accept bid
proposals including other required/prescribed forms attached in
the Bidding Documents electronically signed by their designated
authorized representatives.

c. Bidders shall comply with the required and proper labelling of
bids provided in Clause 15 of Bid Data Sheet (BDS).

d. Bidders shall submit their bid proposals using the following
format:

V The following documents must be saved in PDF file
format:

1 Eligibility (Legal, Technical and Financial) and
Technical Documents (First Envelope); and
9 Financial Proposals (Second Envelope)

V Must be in archived/.zip file format.
Note: .RAR is not recommended.

V Shall be | abell ed as fAName
Company/Office/Bidder_ ELIGIBILITY AND
TECHNI CAL/ FI NANCI AL_BI Do

V Password encrypted
For the detailed procedures on how to create and

encrypt password on archive files, please refer to
PAGE 49 of this Guidelines.

e. The BAC shall use Microsoft Office 365 OneDrive as the
platform/facility for the electronic submission of bids;

f. Bidders shall notify the BAC Secretariat through email at bac-
sec@dbp.ph prior to submission of bids/uploading of bid
proposals on their respective/assigned folders. The BAC
Secretariat shall immediately send the link of the folder through
the bidderoés email to allow t|

g. Upon receipt of the bids containing the first and second
envel opes, the BAC through it
Receipto page for the officia
can be saved or printed by the bidder;

h. A bidder may modify its bid, provided that this is done before the
deadline for the submission and receipt of bids. Bidders shall
send another bid equally secured, properly identified, and labelled
as a fAmodificationo of the o
indicated id Reeel ptoespafgBi ge
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official time of submission. Bids submitted after the deadline shall
not be accepted.

i. The use of the aforesaid online or electronic bid submission shall
be allowed until such time the online bidding facility under the
PhilGEPS becomes fully operational.

16 | The address for submission of bids is:
Development Bank of the Philippines-Head Office
Bids and Awards Committee (BAC) Secretariat
6/F BAC Secretariat, Procurement Management Department (PMD)
Sen. Gil Puyat Ave., cor. Makati Ave., Makati City
The deadline for submission of bids is:
27 April 2023 (Thursday); i ON OR B E B:@RANO
17 | The place of bid opening is:

Development Bank of the Philippines-Head Office
12" Floor, Executive Staff Room, DBP Head Office, Makati City, or
via videoconferencing/Zoom Meeting app
The date and time of bid opening is:
27 April 2023 (Thursday); 10:15 AM

19.3 | No further instruction
[In case the Project will be awarded by lot, list the grouping of lots by
specifying the group title, items, and the quantity for every identified lot, and
the corresponding ABC for each lot.]
[In case the project will be awarded by item, list each item indicating its
guantity and ABC.]

20.2 | No further instruction
[List here any licenses and permits relevant to the Project and the
corresponding law requiring it.]

21.2 | No further instruction

[List here any additional contract documents relevant to the Project that may
be required by existing laws and/or the Procuring Entity.]

26




Section IV. General Conditions of
Contract
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Scope of Contract

This Contract shall include all such items, although not specifically mentioned,
that can be reasonably inferred as being required for its completion as if such
items were expressly mentioned herein. All the provisions of RA No. 9184 and
its 2016 revised IRR, including the Generic Procurement Manual, and
associated issuances, constitute the primary source for the terms and
conditions of the Contract, and thus, applicable in contract implementation.
Herein clauses shall serve as the secondary source for the terms and
conditions of the Contract.

This is without prejudice to Sections 74.1 and 74.2 of the 2016 revised IRR of
RA No. 9184 allowing the GPPB to amend the IRR, which shall be applied to
all procurement activities, the advertisement, posting, or invitation of which
were issued after the effectivity of the said amendment.

Additional requirements for the completion of this Contract shall be provided in
the Special Conditions of Contract (SCC).

Advance Payment and Terms of Payment

2.1. Advance payment of the contract amount is providedunder Anne x

of the revised 2016 IRR of RA No. 9184.

2.2.  The Procuring Entity is allowed to determine the terms of payment on
the partial or staggered delivery of the Goods procured, provided such
partial payment shall correspond to the value of the goods delivered and
accepted in accordance with prevailing accounting and auditing rules
and regulations. The terms of payment are indicated in the SCC.

Performance Security

Within ten (10) calendar days from receipt of the Notice of Award by the Bidder
from the Procuring Entity but in no case later than prior to the signing of the
Contract by both parties, the successful Bidder shall furnish the performance
security in any of the forms prescribed in Section 39 of the 2016 revised IRR of
RA No. 9184

Inspection and Tests

The Procuring Entity or its representative shall have the right to inspect and/or
to test the Goods to confirm their conformity to the Project specifications at no
extra cost to the Procuring Entity in accordance with the Generic Procurement
Manual. In addition to tests in the SCC, Section IV (Technical Specifications)
shall specify what inspections and/or tests the Procuring Entity requires, and
where they are to be conducted. The Procuring Entity shall notify the Supplier
in writing, in a timely manner, of the identity of any representatives retained for
these purposes.
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All reasonable facilities and assistance for the inspection and testing of Goods,
including access to drawings and production data, shall be provided by the
Supplier to the authorized inspectors at no charge to the Procuring Entity.

Warranty

6.1. In order to assure that manufacturing defects shall be corrected by the
Supplier, a warranty shall be required from the Supplier as provided
under Section 62.1 of the 2016 revised IRR of RA No. 9184.

6.2. The Procuring Entity shall promptly notify the Supplier in writing of any
claims arising under this warranty. Upon receipt of such notice, the
Supplier shall, repair or replace the defective Goods or parts thereof
without cost to the Procuring Entity, pursuant to the Generic Procurement
Manual.

Liability of the Supplier

The Supplierds liability under this Contr
the Republic of the Philippines.

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 V. Special Conditions of
Contract

30



Special Conditions of Contract

GCC
Clause

1

No further instruction

Please refer to the Draft Contract per Section Xll of this Bidding
Documents

[List here any additional requirements for the completion of this Contract.
The following requirements and the corresponding provisions may be
deleted, amended, or retained depending on its applicability to this
Contract]

Delivery and Documents i

For purposes of the Contract, AE
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:]i The del i very
to the Contract are DDP delivered [indicate place of destination]. In
accordance with I NCOTERMS. 0o

[For Goods supplied from within the Philippines, state:] AThe
terms applicable to this Contract are delivered [indicate 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. o

Delivery of the Goods shall be made by the Supplier in accordance with
the terms specified in Section VI (Schedule of Requirements).

For purposes of this Clause the
Project Site is [indicate name(s)].

Incidental Services i

The Supplier is required to provide all of the following services, including
additional services, if any, specified in Section VI. Schedule of
Requirements:

Select appropriate requirements and delete the rest.

a. performance or supervision of on-site assembly and/or start-
up of the supplied Goods;

b.  furnishing of tools required for assembly and/or maintenance
of the supplied Goods;
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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.

Spare Parts i

The Supplier is required to provide all of the following materials,
notifications, and information pertaining to spare parts manufactured or
distributed by the Supplier:

Select appropriate requirements and delete the rest.

a. such spare parts as the Procuring Entity may elect to purchase
from the Supplier, provided that this election shall not relieve the
Supplier of any warranty obligations under this Contract; and

b. in the event of termination of production of the spare parts:

The spare parts and other components required are listed in Section VI
(Schedule of Requirements) and the cost thereof are included in the
contract price.

The Supplier shall carry sufficient inventories to assure ex-stock supply
of consumable spare parts or components for the Goods for a period of
[indicate here the time period specified. If not used indicate a time period
of three times the warranty period].

Spare parts or components shall be supplied as promptly as possible,
but in any case, within [insert appropriate time period] months of placing
the order.

furnishing of a detailed operations and maintenance manual
for each appropriate unit of the supplied Goods;

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

training of the Procuring EHn
plant and/or on-site, in assembly, start-up, operation,
maintenance, and/or repair of the supplied Goods.

[Specify additional incidental service requirements, as
needed.]

advance notification to the Procuring Entity of the pending
termination, in sufficient time to permit the Procuring Entity to
procure needed requirements; and

following such termination, furnishing at no cost to the
Procuring Entity, the blueprints, drawings, and specifications
of the spare parts, if requested.
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Packaging i

The Supplier shall provide such packaging of the Goods as is required
to prevent their damage or deterioration during transit to their final
destination, as indicated in this Contract. The packaging shall be
sufficient to withstand, without limitation, rough handling during transit
and exposure to extreme temperatures, salt and precipitation during
transit, and open storage. Packaging case size and weights shall take
into consideration, where approp
final destination and the absence of heavy handling facilities at all points
in transit.

The packaging, marking, and documentation within and outside the
packages shall comply strictly with such special requirements as shall
be expressly provided for in the Contract, including additional
requirements, if any, specified below, and in any subsequent instructions
ordered by the Procuring Entity.

The outer packaging must be clearly marked on at least four (4) sides
as follows:

Name of the Procuring Entity

Name of the Supplier

Contract Description

Final Destination

Gross weight

Any special lifting instructions

Any special handling instructions

Any relevant HAZCHEM classifications

A packaging list identifying the contents and quantities of the package is
to be placed on an accessible point of the outer packaging if practical. If
not practical the packaging list is to be placed inside the outer packaging
but outside the secondary packaging.

Transportation i

Where the Supplier is required under Contract to deliver the Goods CIF,
CIP, or DDP, transport of the Goods to the port of destination or such
other named place of destination in the Philippines, as shall be specified
in this Contract, shall be arranged and paid for by the Supplier, and the
cost thereof shall be included in the Contract Price.

Where the Supplier is required under this Contract to transport the
Goods to a specified place of destination within the Philippines, defined
as the Project Site, transport to such place of destination in the
Philippines, including insurance and storage, as shall be specified in this
Contract, shall be arranged by the Supplier, and related costs shall be
included in the contract price.
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Where the Supplier is required under Contract to deliver the Goods CIF,
CIP or DDP, Goods are to be transported on carriers of Philippine
registry. In the event that no carrier of Philippine registry is available,
Goods may be shipped by a carrier which is not of Philippine registry
provided that the Supplier obtains and presents to the Procuring Entity
certification to this effect from the nearest Philippine consulate to the port
of dispatch. In the event that carriers of Philippine registry are available
but their schedule delays the Supplier in its performance of this Contract
the period from when the Goods were first ready for shipment and the
actual date of shipment the period of delay will be considered force
majeure.

The Procuring Entity accepts no liability for the damage of Goods 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 title will not be deemed to have passed to
the Procuring Entity until their receipt and final acceptance at the final
destination.

Intellectual Property Rights 1
The Supplier shall indemnify the Procuring Entity against all third-party

claims of infringement of patent, trademark, or industrial design rights
arising from use of the Goods or any part thereof.

2.2 Payment shall be based on actual services rendered.
The bidder declared as Lowest or Single Calculated and
Responsive Bid must open an account with DBP upon issuance of
Notice of Award for payment purposes (in case no account with
DBP yet).
[If partial payment is allowed, state] i The ter ms of pa
follows: . 0

4 No further instruction

The inspections and tests that will be conducted are: [Indicate the
applicable inspections and tests]
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Section VI. Schedule of Requirements

The project must be completed within
ninety (90) calendar days after receipt
of the Notice to Proceed
(NTP)/Purchase Order (PO). Staggered
delivery is allowed.

Delivery site is at:

DBP Head Office Building

Sen. Gil. Puyat Ave cor. Makati Ave.,
Makati city.

Basement Receiving Section of the
Inventory Management Unit -
Procurement and Inventory Management
Department (IMU-PIMD)
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Section VII. Technical Specifications
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Technical Specifications

Please refer to FORM 9 of this Bidding
Documents for the
Technical Specifications (TS) /
Terms of Reference (TOR)
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Section VIII. Checklist of Eligibility,
Technical and Financial Documents
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SUPPLY AND DELIVERY OF VARIOUS TONERS AND DRUM UNITS FOR THE

DEVELOPMENT BANK OF THE PHILIPPINES
Bid Reference No. G-2023-06

TRANSMITTAL FORM
CHECKLIST OF REQUIREMENTS FOR BIDDERS

Note: Please fill-out this form and submit directly to the BAC Secretariat outside of the sealed envelopes.

FORMACHINE STANIPFFICIAL TINIBY THE DBP BAC SECRETAR
Received:

Name of Bidder:

Complete Address:
Submitted by:

Landline:

Email:

Item

FIRST ENVELOPE: ELIGIBILITY = DOCUMENTS AND  TECHNICAL
REQUIREMENTS (DULY SEALED AND MARKED)

LEGAL ELIGIBILITY DOCUMENTS

TAB 1

If the bidder is a joint venture (JV):

a. If bidding as a formed JV: Submit the existing valid, duly accomplished, signed
and notarized JV Agreement (JVA). The JVA must specifically indicate among
others, the following: the partner company that will represent the JV, the
shareholdings of each partner company in the JV (to determine which partner
company and its nationality has the controlling majority share), and the share of
each partner company in the JV.

Moreover, please likewise note:

1) If the JV is incorporated or registered with the relevant government agency, all
documents |listed in this checklist m
the PhilGEPS Certificate of Registration under Platinum Category also under
the JVO&s name.

2) If the JV is unincorporated, the PhilGEPS Certificate of Registration under
Platinum Membership shall be submitted by each of the JV partners, while
submission of the technical and financial eligibility documents (Tab 4 onwards)
by any one of the JV partners constitutes collective compliance.

b.If bidding as aJV thatis yet to be formed: Submit duly notarized Agreement
to Enter into Joint Venture (Template per FORM 1). Please likewise note:

PhilGEPS Certificate of Registration under Platinum Membership shall be
submitted by each of the JV partners, while submission of the technical and
financial documents (Tab 4 onwards) by any one of the JV partners constitutes
collective compliance.

TAB 2

Proof of appointment/authority of bidd:c¢

a. Duly notarized Special Power of Attorney (if the bidder is a sole
proprietorship) - Template per FORM 2-A
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FIRST ENVELOPE: ELIGIBILITY DOCUMENTS AND TECHNICAL
ltem | REQUIREMENTS (DULY SEALED AND MARKED)

OR

b.Duly notarized Secf(ifthe lsidder i acorpaatian,i f i c at
partnership, cooperative or joint venture)

b.1 If the bidder is a corporation - Template per FORM 2-B

b.2 If the bidder is an INCORPORATED JV - Template per FORM 2-C

b.3 If the bidder is an UNINCORPORATED JV - Template per FORM 2-D

Each JV partner must submit its duly notarized Special Power of Attorney or

Secretaryo6s Cert iadplicable,indicatingitherem the follewing:i <

1. That they are duly authorized to participate in the bidding as a JV;

2. The authorized Lead Company to represent the JV;

3. The person designated as the duly authorized representative of the JV to
participate in the bidding, sign the bid proposals/bidding documents and sign
the ensuing contract with DBP.

b.4 If the bidderis a JV THAT IS YET TO BE FORMED -

Each JV partner must submit its duly notarized Special Power of Attorney
(SPA) or SertficaeetTempyate per FORM 2-E), whichever is
applicable.

In case there are more than one appointed/designated representatives, bidders
must tick ONE of the checkboxes provided in the form to identify if acting ANY
ONE OF THE SIGNATORIES, ALL OF THE SIGNATORIES, or ANY (NUMBER)
OF THE SIGNATORIES.

FAILURE TO TICK A CHECKBOX SHALL MEAN THAT ALL AUTHORIZED
REPRESENTATIVES MUST SIGN THE BIDDING FORMS.

Valid and current Certificate of PhilGEPS Registration (Platinum Membership), in three
(3) pages, including Annex AAO0O or the
to be uploaded and maintained current and updated in PhilGEPS in accordance with
section 8.5.2. of the IRR of RA 9184.

TAB 3 Only the current/updated Certificate of PhilGEPS Registration (Platinum
Membership) shall be accepted during the opening of bids. Expired Certificate
or any of the Eligibility Documents |
failure of the bidder.
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FIRST ENVELOPE: ELIGIBILITY DOCUMENTS AND TECHNICAL
ltem | REQUIREMENTS (DULY SEALED AND MARKED)

Following are the related provisions/requirements based on GPPB Resolution 15-2021
dated 14 October 2021 regarding submission of valid/current PhilGEPS Certificate of
Registration (Platinum Membership):

LIFT the suspension on the implementation of mandatory submission of the PhilGEPS
Certificate of Registration (Platinum Membership) in Competitive Bidding and Limited
Source Bidding, thus, fully enforcing Sections 8.5.2 and 54.6 of the 2016 revised IRR
of RA No. 9184 starting 01 January 2022;

AMEND Sections 23.1(a)(ii) and 24.1(a)(ii) of the 2016 revised IRR of RA No. 9184 to
reflect thatthes ub mi ssi on of the recently expirefq
official receipt as proof that the prospective bidder has applied for renewal within the
period prescribed by the concerned local government unit shall be accepted by the
PhilGEPS for the purpose of updating the PhilGEPS Certificate of Registration
(Platinum Membership) in accordance with Section 8.5.2 of the 2016 revised IRR of RA
9184.

TECHNICAL ELIGIBILITY DOCUMENTS

TAB 4

Statement by the bidder of ALL its ongoing government and/or private contracts
(including those awarded but not yet started, if any), whether similar or not similar in
nature and complexity to the contract to be bid (include all contracts with the DBP for
the said period, if any (Template per FORM 3), dul'y signed by
authorized representative.

Note: For bidders who have no ongoing government and/or private contracts, kindly
indicate in their statement ANONEO t o comply with the
rated Afailedo if no document i s submi
or patently insufficient (per GPPB NPM 094-2013 dtd. 2013-12-19).

FIRST ENVELOPE: ELIGIBILITY DOCUMENTS AND  TECHNICAL

Sl REQUIREMENTS (DULY SEALED AND MARKED)
Statement of single completed contract of similar nature (government or private
contract) within the last five (5) years equivalent to at least fifty percent (50%) of the
ABC (Template per FORM 4), dul vy signed by t he k
representative.
Similar contract refers to supply and delivery of toners and/or drums.
Listed completed contract must be supported by the following:
a) Notice of Award (NOA), OR Notice to Proceed (NTP), OR Contract, OR
TAB 5 Purchase Order (PO)

AND

b) Any one of the following documents:
b.1) Copy of Certificate of Completion or Certificate of Acceptance or
Certificate of Satisfactory Perfo
b.2) Copy of Official Receipt/s or Sales Invoice/s issued by the bidder to the
client (ORs/SIs must sum up to the full amount of total contract price of
completed project).
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FIRST ENVELOPE: ELIGIBILITY = DOCUMENTS AND  TECHNICAL

Item REQUIREMENTS (DULY SEALED AND MARKED)
FINANCIAL ELIGIBILITY DOCUMENTS
Completely accomplished computation of Net Financial Contracting Capacity (NFCC)
which must be at least equal to the ABC (Template per FORM 5), duly signed by
the bidderods authorized representative.
1) The values of the bidderdéds current a
on the AFS for CY 2021 or latest;
2) The value of the NFCC must at least be equal to the ABC of this project.
TAB 6

IN case of Joint Venture, the partner responsible to submit the NFCC shall
likewise submit the Statement of all its ongoing contracts and the Latest
Audited Financial Statements.

If the prospective bidder opts to submit a committed Line of Credit, it must be at least
equal to ten percent (10%) of the ABC to be bid. If issued by a foreign universal or
commercial bank, it shall be confirmed or authenticated by a local universal or
commercial bank.

TECHNICAL COMPONENT

TAB 7

Original Bid Security issued in favor of the Development Bank of the Philippines (must
be valid for at least 120 calendar days from the date of bid opening); any one of the
following is acceptable:

a. Cashierb6s/ managerd6s check issued by
2% of ABC);

b. Bank draft/guarantee or irrevocable letter of credit issued by a Universal bank:
Provided, however, that it shall be confirmed or authenticated by a Universal or
Commercial Bank, if issued by a foreign bank (at least 2%o0f ABC);

c. Surety bond callable upon demand issued by a surety or insurance company duly
certified by the Insurance Commission as authorized to issue such security (at
least 5% of ABC);

d. Duly notarized Bid Securing Declaration (Template per FORM 6) duly signed by
the bidderdos authorized representativ

Approved Budaget Cashier's/Manager’'s check, Bank
;;f the Con trag;: ¢ draft/ guarantee or irrevocable letter |Surety bond | Bid Securing
(ABC) of credit (5% of ABC) | Declaration
(2% of ABC)

Lot 1 §,555,000.00 171,100.00 | 427,750.00
Lot 2 1,628 000.00 32 560.00 81,400.00 | No percentage
Lot 3 445,700.00 8,914.00 2228500 required
Lot 4 4.290,000.00 85,800.00 | 21450000

For bidders who opt to submit a surety bond must also submit copy of
Certification issued by Insurance Commission that the surety or insurance
company is authorized to issue such security.

The Bid Securing Declaration mentioned above is an undertaking which states,
among others, that the bidder shall enter into contract with the Procuring Entity
and furnish the performance security required under ITB Clause 31, within ten

(10) calendar days from receipt of the Notice of Award, and commits to pay the
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Item

FIRST ENVELOPE: ELIGIBILITY = DOCUMENTS AND  TECHNICAL
REQUIREMENTS (DULY SEALED AND MARKED)

corresponding amount as fine, and be suspended for a period of time from being
qualified to participate in any government procurement activity in the event it
violates any of the conditions stated therein as provided in the guidelines issued
by the GPPB.

TAB 8

Accomplished Omnibus Sworn Statement (with ten [10] statements) (Template per
FORM7),duly signed by the bidderés author

TAB 9

Accomplished Data Privacy Consent Form per FORM8,dul y si gned by
authorized representative.

TAB 10

Accomplished/conformed Technical Specifications per FORM 9, duly signed by the
bidderdéds authorized representative.

Bi dder s mu s t state either ACompl yo or
individual parameters of each Specification and must state their conformance in
each and every page of the Technical Specifications.

TAB 11

Current and valid certificate of resellership or distributorship issued by the
manufacturer (Brother, Canon, Lexmark). If the bidder is not a direct partner/ reseller/
distributor of the manufacturing company; the bidder must submit a corresponding
certificate linking them to the manufacturing company of the brand being offered.

TAB 12

Certificate of brand authenticity issued to the bidder by the manufacturer of Brother,
Canon, and/or Lexmark

Item

SECOND ENVELOPE: FINANCIAL PROPOSAL (DULY SEALED AND MARKED)

TAB 1

Duly accomplished Financial Proposal Form (Template per FORM 10), duly signed
by the bidderds authorized representat.i

Note: Total bid shall not exceed the ABC of the following lots, inclusive of taxes.
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FIRST ENVELOPE: ELIGIBILITY = DOCUMENTS AND  TECHNICAL
Item REQUIREMENTS (DULY SEALED AND MARKED)
APPROVED BUDGET OF THE
CONTRACT (ABC), INCLUSIVE
OF TAXES
PARTICULARS (IN PHP)
UNIT PRICE TOTAL
TONER, BROTHER 2840 (TN2230) 2,925.00 £85,000.00
LOT 1 |TONER, BROTHER HL-5450DN (TN-3320) 3,720.00 7.440,000.00
TONER, BROTHER, TN-3448 HL5100DN 5,300.00 530,000.00
SUB-TOTAL|  8,555,000.00
TOMER, CANON, LEP 7010C, MAGENTA 3,520.00 352,000.00
LOT 2 TOMNER, CANON, LEP 7010C, BLACK 2,860.00 572,000.00
TOMER, CANON, LEP 7010C, CYAN 3,520.00 352,000.00
TOMNER, CANON, LEP 7010C, YELLOW 3,520.00 352,000.00
SUB-TOTAL|  1,628,000.00
DRUM UNIT, BROTHER 2255 3,810.00 78,200.00
LOT 3 |DRUM UNIT, BROTHER HL-5100DN (DR-3455) 7,350.00 73,500.00
DRUM UNIT, BROTHER HL-5450DN (DR-3455) 7,350.00 294,000.00
SUB-TOTAL 445,700.00
LOT 4 |TONER, LEXMARK M3431DN I 1950000 4,290,000.00
SUB-TOTAL|  4,290,000.00
TOTAL | 14,918,700.00
Detailed Financial Proposal/Price Scheduledul vy si gned by the
representative. Bidders shall use either FORM 11-A or FORM 11-B as template.
TAB 2 : . . .
The total detailed bid must not exceed the ABC and must be consistent with the
financial bid per TAB 1.

IMPORTANT REMINDERS

A)

B)

C)

D)

Pursuant to Section 19.4 of the Instruction to Bidders, each and every page of the
Bid Forms, under Section VI: Bidding Forms hereof, shall be signed by the duly
authorized representative/s of the Bidder. Failure to do so shall be a ground for
the rejection of the bid.

Any interlineations, erasures, or overwriting shall be valid only if they are signed
or initialed by the duly authorized representative/s of the Bidder.

Bid documents shall be compiled in a folder/binder with the Annexes properly
labeled with tabs/separators.

Bidders shall submit their bids through their duly authorized representative
enclosed in separate sealed envelopes, which shall be submitted simultaneously:
a) The first three individually sealed envelopes shall contain the folder/binder of
the Eligibility Requirements and Technical Component of the bid; prepared in
three copies labeled as follows:
Envelop (1): ORIGINAL i Eligibility Requirements and Technical Component
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Envelop (2): COPY1 1 Eligibility Requirements and Technical Component
Envelop (3): COPY2 1 Eligibility Requirements and Technical Component

b) The next three individually sealed envelopes shall contain the folder/binder of
the Financial Component of the bid; prepared in three copies labeled as follows:
Envelop (4): ORIGINAL 7 Financial Component
Envelop (5): COPY1 1 Financial Component
Envelop (6): COPY2 1 Financial Component

c) Bidders shall enclose, seal and mark the following:
Envelop (7): Envelope (1) and Envelope (4) enclosed in one sealed envelope
mar ked A OMBI ®IONAL
Envelop (8): Envelope (2) and Envelope (5) enclosed in one sealed envelope
mar ked ABOP&1
Envelop (9): Envelope (3) and Envelope (6) enclosed in one sealed envelope
mar ked ABOPY 2

d) Envelopes (7) to (9) shall then be enclosed in a single sealed, signed final/outer
envelope/package/box

e) All envelopes (Envelopes (1) to (9) and the final/outer envelope/package/box)
shall indicate the following:
T addressed to the Procuring Entityds B
T name and address of the Bidder in capital letters
T name of the contract/project to be bid in capital letters
T bear the specific identification/reference code of this bidding
process
T bear a warning ADO NOT OPEN BEFOREE€éO
for the opening of bids

E) Bids submitted after the deadline shall only be marked for recording purposes,
shall not be included in the opening of bids, and shall be returned to the bidder
unopened.

A. How to create and encrypt a password in an archived file

1. Launch the WIinRAR application in your windows by clicking the windows
button and type Wi nRAR at the search buttc
WinRAR, download and install the program at www.win-rar.com (Fig. 1.2).
For steps on how to download and install the WIinRAR program, please refer
to this link: https://www.wikihow.com/Use-WinRAR

Avoid using the "Get WinRAR FREE with TrialPay" option. This will attempt to
install adware on your computer.
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http://www.win-rar.com/
https://www.wikihow.com/Use-WinRAR

Fig. 1.1
Programs (20
|2 winRAR
' WinRAR help
Files (3}

EUC 4.24.2020.docx
g Lianne Camille.rar

g SEX-IMOM-SoOn.rar

‘5::'" See more results

Fig. 1.2

BJ WinRAR download fope

@ win-rar.com/st;

We want you to have the best possible experience while usi
prefer not 1o have cookies stored within your web-browser, p

our sesvice. Our website uses cookies to help improve your vist. By using this website, you consent to the use of cookies. For more detailed information regarding the use of cookles on this webstte, please see our "Bvacy. POiGY” It you

ase adjust your browser sellings accordingly.
AGREE

Search|e

our search tarm hera

i
W| nm@ Language| gngish v

WinRAR 5.90 L.8.0 & &Y

USER VOTES 4.5 stars by CNET
Compress, Encrypt, Package and Backup
with only one utility

Over 500 million users worldwide make WInRAR the world's most popular compression =
tool today. @ Download WinRAR

There is no better way to compress files for efficient and secure file transfer, faster e-mail click h
transmission and well organized data storage and also a solution for business.

Buy WinRAR

t version

RAR and WinRAR are Windows 10 (TM) compatible, available in over 50 languages in
both 32bit and 64bit and several operating systems (OS) and the only compression
software that Is fully accepted in all countries using Unicode.

2. Locate the file you want to zip by clicking the drop down menu. (Fig. 1.3)
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Fig. 1.3

—

-
E Desktop - WinRAR (evaluation copy)

File Commands Tools

Add  Extract Te

Favorites Options Help

View Delete Find Wizard Info Repair

‘E e C\Users\DBP\Desktop

Name & Size Type Modified
e
 Mew Music File folder 5/9/2018 855 ...
. New folder File folder 5/30/2020 2:28 ...
L My files File folder 5/30/2020 2:28 ...
W GoT File folder 1/26/20205:21 ...
| 1) req_for_extension.zip 34,579 Compressed (zipp... 5/15/2020 4:04 ...
_i. Files_and_references_H.O..zip 115275 Compressed (zipp.. 5/15/2020 2:24 .., E
|4 Axcryptzip 8,183 Compressed (zipp... 6/2/2020 846 ...
c Zoom.Ink 1,842 Shortcut 4/237202012:4...
| setup.bet 622 Text Document 6/3/2017 @31 ...
ESDD MONITORING OF PENDING WORKLOAD xlsx 15461 Microsoft Excel W...  6/1/20206:18 ...
[ Online Submissicn of Bids.pphx 1,834,008 Microsoft PowerP...  6/2/2020 8:20 ...
@ One Drive Procedures_Opening.docx 184,124 Microsoft Word D...  6/1/20201:30 ...
@ One Drive Procedures.docx 1,353,290 Microsoft Word D...  6/2/2020 8:15 ... —
@Microsoﬁ: ‘Word 2010.Ink 3,021 Shortcut 5/25/2016 6:39 ...
@Microsoﬁt Excel 2010.Ink 2951 Shortcut 5/25/2016 6:39 ...
DBP RCSA Manual (2016).pdf 704,953 Adobe Acrobat Do..,  5/4/2016 11:06 ..,
ﬁc‘mtinue Your FileIs Ready Te Installation.Ink 1,167 Shortcut 10/29/2019 7:4... il
[ L 4400 as ar 4 mnan A
=g Total 4 folders and 5,494,658 bytes in 18 files

3. Select all of the files you want to archive in Windows by holding down the
"Ctrl" key and left-click each file that you want to add to the archive. Add your
files to a new RAR archive. There are a couple of different ways that you can

do this:

3.10pen the WIinRAR window and then browse for the files you want to add.
Select all the files and then click the "Add" button; (Fig. 1.4) OR

3.2 Select all of the files you want to archive in Windows. Right-click on your
selection and cho

Fig. 1.4

ose "Add to archive.

e 1 > A4 e = 0 T 11 oo 1A Ta T 7 iR I
% Documents (evaluation copy) — [m} x
File Commands Tools Favorites Options Help
e \ @B
[1] I]DJ NN ~
ract To Test View Delete Find Wizard Info Repair
<o archive [r\Documents 4

Name Size Type Modified ~
. System Folder

A-2020-13_Third... File folder 17/05/2020 10....

A-2020-14_Main. File folder 17/05/2020 10....

BAC Resolution ... File folder 26/05/2020 2:3...
J” My Music Junction 06/05/2020 6:5...
[EIMy Pictures Junction 06/05/2020 6:5...
i My Videos Junction 06/05/2020 6:5...
2B stratus.zip 12,949 WinRAR ZIP archive  02/06/2020 11...
ﬂWmDatePiEker.zip 60,168 WInRAR ZIP archive  01/06/2020 10....
=7 ~$w to downloa... 162 Microsoft Word Do.. 25/05/2020 10....
2 BAC Reso Comm 67,584 Microsoft Word 97 ... 06/05/2020 3:1...
4] Checklist for Alte... 36,248 Microsoft Excel Wo... 31/05/2020 10...
— . , .
L) Email to BAC_m. Microsoft Word Do... 08/05/2020 7:5...
“ How to downloa. Microsoft Word Do... 25/05/2020 10:
k-1l Memo to Chairm.. Microsoft Word 97 ... 08/05/2020 7:5...
“ Memo to Chairm Microsoft Word 97 .. 08/05/2020 7:3...

References for d. 602 Text Document 31/05/2020 10:..

References.txt 425 Text Document 21/05/2020 14...
¥ Revised Certifica... 14,901 Microsoft Excel Wo... 31/05/2020 12...
{fsamradapps,datm 156,027 Microsoft Excel Ad.. 01/06/2020 11.... v

=2 Selected 315,923 bytes in 4 files
r—
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Fig. 1.5

View
PC > Documents >
Name

A-2020-13_Third Party Support for the Deployment of Microsoft SCCM
A-2020-14_Maintenance Subscription for the Red Hat Enterprise Linux for ITMS
BAC Resolution pursuant to GPPB Res. No, 09-2020

“] BAC Reso Community Quarantine_3_revised as of 06 May 2020

“] Checklist for Alternative Modalities

“] Email to BAC_memo to the Chairman on the 2 units CUVs

"] How to download Microsoft

1] Memo to Chairman on the Procurement of 2 units CUVs_ revised as of 07 May 2020

] Memo to Chairman on the Procurement of 2 units CUVs_revised as of 07 May 2020

7] References for dependent drop down list

[ References

) Revised Certification-Hazard Pay_PFMG_4th Cutoff-May 16-31 2020

4 samradapps_datepicker

%] stratus

I8 stratus

47T WinDatePicker

M3l winDatePicker

308 KB

4. Indicate your Archive name (e.g. Bidder 1_ORIGINAL_BID, Bidder 1_COPY
NO. 1 BID, Bidder 1_COPY NO. 2_BID) (Fig. 1.6). By default, it will be

Date modified Type

17/05/2020 10:25 pm e folder
17/05/2020 10:25 pm File folder
26/05/2020 2 e folder
06/05/2020 3 Micrasaft Word 97
31/05/2020 10:22 pm Microsoft Excel W.
08/05/2020 7:54 pm Microsoft Word D
25/05/2020 10:16 pm Microsoft Word D.
08/

Print

Move to OneDrive

Scan
Shred

Share
Give access to

Add to archive...
Add to "Documentsrar”

Compress and email.

EEEE b aa

Compress to "Documents.rar” and email
Send o

Cut

Copy

Create shortcut
Delete
Rename

Properties

0 7:50 pm Microsoft Word 97.,

named after the folder the files were originally in.

Fig. 1.6

- P
Archive name and parameters ? >
General Advanced Options Files Backup Time Comment I
Archive name Browse...
Bidder 1_ORIGINAL_BI ~
Default Profile Update mode
Profiles... Add and replace files w
Archive format Archiving options
@ RAR O RAR4 OZIP DDeIete files after archiving
[T create SFx archive
3 Compression method [l create solid archive
El Hormal > [Jadd recovery record
[ Dictionary size [JTest archived files
w“ 32 MB - [Lock archive
(¥
Split to volumes, size
(¥
Cancel Help

31/05/2020 10:...
21/05/2020 1:4..
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5. Select the ® ZIP file button in the Archive format and then click the Set passwor

button. This is located in the General tab of the "Archive name and
parameters" window that appears when creating a new archive. (Fig. 1.7)

Fig. 1.7

- ‘a (m) | N
B Archive name and parameters ? Y
‘in

General Advanced Options Files Backup Time Comment

Archive name Browse...
Bidder 1_ORIGIMAL_BID.zip r
Default Profile Update mode
Profiles... Add and replace files o
Archive format Archiving options

O rar (O RAR4 @ZIP§ []pelete files after archiving
[]create SFx archive
Compression method Create solid archive

e Normal ™~ Add recovery record

I Dictionary size [ Test archived files

- 32 KB . Lock archive

o=

i Split to volumes, size

. [ MB Set password...
o=

6. Type/Key in your password. (Fig. 1.8 and 1.9)

Fig. 1.8

L T A m oy —
_ |H& Archive name and parameters ? >
Fin
— | General 8 Enter password ot E-
Archive Archiving with password 1se...
Bidder ~r
Default
T Enter password [ —
Ll ~| |
Archin
O Reenter password for verification
R
| |
ive Compi [ ] show password
i Morma
s - Encrypt file names
o _—
Diction: [ |ZIP legacy encryption
7 32 KB
Vo, |
+i Split to Organize passwords...
ol [ )
Jo. I OK Cancel Help
(K | -
7 | OK ™ Cancel ™ Help

31/05/2020 10:...
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Fig. 1.9

- vt N [ T

-

~ |H8 Archive name and parameters 7 =
in

— | General =8 Enter password o

Archive Archiving with password E
Bidder r

Default
Enter password
Archin i .
Reenter password for verification
ORe
| |
e Compre

[]show password

= @ Encrypt file names

Diction: [ | ZIF legacy encryption

Split to | Organize passwords... |
S N I

[ox 1 | comew | | vew

| OK 17 Canoé‘l_| |_ Help

21 AN S2020 10

Enter it a second time to confirm it. You can check the "Show password" box
to see the characters as you type them (Fig. 1.10). After re-entering your

password, click OK button to save your password.
Fig. 1.10

—- — R

Firﬂ Archive name and parameters 7 =

— | General BB Enter password > F

Archive Archiving with password E
Bidder e

Default

Enter password
| Ll L L L1 J o |
Archin . .
Reenter password for verification
O re
| sssnee| |
ve Compig [] Show password
Morma
b= |: Encrypt file names

Diction: [ ] ZIP legacy encryption

ti... Split to | Organize passwords... |

o I—

—_—0 =
i ‘ I oK || caneel | [ Help

210520200 10
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8. After <clicking OK

n

t h

OK

pnasswor do

the "Archive with password" window to create your new .ZIP file. (Fig. 1.11)

Fig. 1.11

R

9. The program will show that the files you have already selected are already

compressed. (Fig. 1.12)

Fig. 1.12

10.Test it out. After the .ZIP file is created, you can double-click it to test it out.
When you try to extract it, you will be prompted for the password you created.
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