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Republic of the Philippines
Department of Justice

OFFICE OF THE GOVERNMENT CORPORATE COUNSEL
Third Floor MWSS Administration Bldg., Katipunan Road

Balara, Quezon City
Contact Nos. (02) 3436 3779 / 3436 4458 / 3436 3773

Website: www.ogcc.gov.ph

REQUEST FOR QUOTATION

Date: 5 October 2020
RFQ No. 2020-10-030

Name of Company:
Address:
Name of Store/Shop:
Address:
PhilGEPS Registration No. (required):
Price Quotation: ______________________; Brand Offered:_____________________________

The Office of the Government Corporate Counsel, through its Bids and Awards
Committee, intends to procure “Preventive Maintenance Service of the Airconditioning
Units of the Office of the Government Corporate Counsel (OGCC) in accordance with
Section 53.9 (Small Value Procurement) of the 2016 Revised Implementing Rules and
Regulations of Republic Act No. 9184:

LOT NO. DESCRIPTION Unit ABC (in PhP)

1
Window-type Airconditioner 10 6,500.00
Floor mounted Airconditioner 2 3,000.00
Wall mounted Airconditioner 1 2,000.00

Total 14,500.00

Please quote your best offer for the item/s described herein, subject to the Terms
and Conditions herein provided (please see attached Terms of Reference). Submit your
quotation duly signed by you or your duly authorized representative not later than 9
October 2020 at 1:00 p.m. Copies of the following eligibility requirements are also required
to be submitted along with your quotation/proposal:

1. 2020 Mayor’s/Business Permit; and
2. Income/Business Tax Return

A notarized Omnibus Sworn Statement (GPPB-prescribed form) should also be
submitted by the winning bidder/supplier prior to the issuance of Notice of Award.

For any clarification, you may contact Atty. Diane Camilla R. Borja at telephone no.
(02) 3436-3773/3436-3779 or email address at TiMie.OGCC@gmail.com.

INSTRUCTIONS:

1. Accomplish this RFQ correctly and accurately.
2. Do not alter the contents of this form in any way.
3. Technical specifications with asterisks (*) are mandatory. Failure to comply with

any of the mandatory requirements will disqualify your quotation.
4. Failure to follow these instructions will disqualify your quotation.

mailto:TiMie.OGCC@gmail.com
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After having carefully read and accepted the Terms and Conditions, I/we submit
our quotation/s for Lot 1 as follows:

PROCUREMENT PROJECT
APPROVED BUDGET FOR

THE CONTRACT
Preventive Maintenance Service of the Air
Conditioning Units of the (OGCC)

Fourteen Thousand Five Hundred Pesos
Only (P14,500.00)

Technical Specifications
Compliance
(Please check)

A. East Wing
1) Government

Corporate Counsel
National, floor
mounted, Split type

1 unit 3 Tonner

2) Government
Corporate Counsel

Carrier, floor mounted 1 unit 3 HP

3) Deputy Government
Corporate Counsel

Panasonic, wall
mounted, inverter type

1 unit 1.5 HP

4) Assistant
Government
Corporate Counsel
for Team No. 7

Carrier, window type 1 unit 1.5 HP

5) Consultant’s Office Condura, window type 1 unit 1.5 HP

B. West Wing
6) Assistant

Government
Corporate Counsel
for Team No. 2

National, window type 1 unit 1.5 HP

7) Assistant
Government
Corporate Counsel
for Team No. 5

National, window type 1 unit 1.5 HP

8) Consultant’s Office National, window type 1 unit 1.5 HP

9) Personnel National, window type 1 unit 1.5 HP

10) Supply National, window type 1 unit 1.5 HP

11) Accounting Condura, window type 1 unit 1.5 HP

12) Accounting Condura, window type 1 unit 1.5 HP

13) COA Condura, window type 1 unit 1.5 HP

13 units

Scope of Work - Cleaning and Preventive Maintenance

1. One time check-up and standard preventive maintenance of the
air-conditioning unit as prescribed by the equipment
manufacturer.

2. Measurement of the air conditioner supply temperature and
room temperature, including reading of equipment working
temperature.
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3. Greasing and lubrication of bearing or any rotating parts, as
needed.

4. General cleaning of aircon filter, evaporator and condenser coil,
blower wheel, propeller blade, drain pan and drain pump, and
cabinet assembly.

5. Check-up of the controls, compressor motors, and fan motor,
including electrical components and tightening of electrical
terminals.

6. Testing for leaks on pipe assembly, including coil assembly of
the unit.

7. Check-up of the voltage supply, full load/load currents and
phase sequence of the electrical power supply, and check-up of
all electrical terminals and control wiring of the equipment.

8. Check-up of the pressure of the compressor and refrigerant on
the system.

9. Inspect the drain line and de-clogging of the drain line, drain
pump and drain pan of the equipment.

10. Submit test sheets and inspection report prepared and signed by
the air-con technician, indicating his/her findings, diagnosis
and recommendations. Gather data, including voltage, amperes
pressure for the gas coolant, temperature, room temperature
and necessary data remarks, as needed.

11. On recommendations for spare parts replacement, like magnetic
contractors, capacitors, temperature sensor, freon, and related
spare parts, after every conduct of regular inspections, the
service payment shall be on a send-bill basis.

12. Any additional work not mentioned in the foregoing items shall
be billed separately.

___________________________________
Signature Over Printed Name/Position

___________________________________
Telephone Number

___________________________________
E-mail Address
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TERMS AND CONDITIONS:

1. Bidders shall provide correct and accurate information required in this form.
2. Price quotation/s must be valid for a period of thirty (30) calendar days from the date

of submission.
3. Price quotation/s, to be denominated in Philippine peso shall include all taxes, duties

and/or levies payable.
4. Quotations exceeding the Approved Budget for the Contract shall be rejected.
5. Award of contract shall be made to the lowest quotation (for goods and infrastructure)

or, the highest rated offer (for consulting services) which complies with the minimum
technical specifications and other terms and conditions stated herein.

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

7. The item/s shall be delivered according to the requirements specified in the Technical
Specifications.

8. The OGCC shall have the right to inspect and/or to test the goods to confirm their
conformity to the technical specifications.

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

10. Payment shall be made after delivery and upon the submission of the required
supporting documents, i.e, order slip and/or billing statement, by the contractor. Our
Government Servicing Bank, i.e, the Land Bank of the Philippines, shall credit the
amount due to the contractor’s identified bank account not earlier than twenty-four
(24) hours, but not later than forty-eight (48) hours, upon receipt of our advice. Please
note that the corresponding bank transfer fee, if any, shall be chargeable to the
contractor’s account.

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

12. Please see attached Terms of Reference (Annex “A”) for further instructions and
requirements.

DOMINADOR R. ISIDORO, JR.
Assistant Government Corporate Counsel
Chairman, Bids & Awards Committee
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“ANNEX A”

TERMS OF REFERENCE

I. OBJECTIVE:

This project aims to provide preventive maintenance of the Airconditioning Units
(window-type and split type) of the Office of the Government Corporate Counsel.

II. PROJECT TITLE

Preventive Maintenance Service of the Airconditioning Units of the Office of the
Government Corporate Counsel.

III. ITEMS AND APPROVED BUDGET FOR THE CONTRACT (ABC)

ITEMS Quantity Unit Cost Total ABC (PhP)
Window-type Airconditioner 10 650.00 6,500.00

Floor mounted Airconditioner 2 3,000.00 6,000.00

Wall mounted Airconditioner 1 2,000.00 2,000.00

Php 14,500.00

NOTE: The financial bid of the bidders shall be inclusive of the 12% Value
Added Tax. The VAT and other applicable taxes should be clearly and
separately indicated and/or itemized in the bidder’s financial proposal.

IV. TECHNICAL SPECIFICATIONS

PREVENTIVE MAINTENANCE OF AIR-CONDITION UNITS
Office Location Brand / Description Quantit

y
Horse

Power (HP)
A. EAST WING

1. Government Corporate
Counsel

National, floor mounted,
Split type

1 unit 3 Tonner

2. Government Corporate
Counsel

Carrier, floor mounted,
Split type

1 unit 3 HP

3. Deputy Government
Corporate Counsel

Panasonic, wall
mounted, inverter type

1 unit 1.5 HP

4. Assistant Government
Corporate Counsel for
Team No. 7

Carrier, window type 1 unit 1.5 HP

5. Consultant’s Office Carrier, window type 1 unit 1.5 HP

B. WEST WING
6. Assistant Government
Corporate Counsel for
Team No. 2

National, window type 1 unit 1.5 HP

7. Assistant Government
Corporate Counsel for
Team No. 5

National, window type 1 unit 1.5 HP

8. Consultant’s Office National, window type 1 unit 1.5 HP
9. Personnel National, window type 1 unit 1.5 HP
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10. Supply National, window type 1 unit 1.5 HP
11. Accounting Condura, window type 1 unit 1.5 HP
12. Accounting Condura, window type 1 unit 1.5 HP
13. COA Condura, window type 1 unit 1.5 HP

13 units
Scope of Work - Cleaning and Preventive Maintenance

1. One time check-up and standard preventive maintenance of the air-
conditioning unit as prescribed by the equipment manufacturer.

2. Measurement of the air conditioner supply temperature and room
temperature, including reading of equipment working temperature.

3. Greasing and lubrication of bearing or any rotating parts, as needed.

4. General cleaning of aircon filter, evaporator and condenser coil, blower
wheel, propeller blade, drain pan and drain pump, and cabinet assembly.

5. Check-up of the controls, compressor motors, and fan motor, including
electrical components and tightening of electrical terminals.

6. Testing for leaks on pipe assembly, including coil assembly of the unit.

7. Check-up of the voltage supply, full load/load currents and phase sequence
of the electrical power supply, and check-up of all electrical terminals and
control wiring of the equipment.

8. Check-up of the pressure of the compressor and refrigerant on the system.

9. Inspect the drain line and de-clogging of the drain line, drain pump and drain
pan of the equipment.

10. Submit test sheets and inspection report prepared and signed by the air-con
technician, indicating his/her findings, diagnosis and recommendations.
Gather data, including voltage, amperes pressure for the gas coolant,
temperature, room temperature and necessary data remarks, as needed.

11. On recommendations for spare parts replacement, like magnetic contractors,
capacitors, temperature sensor, freon, and related spare parts, after every
conduct of regular inspections, the service payment shall be on a send-bill
basis.

12. Any additional work not mentioned in the foregoing items shall be billed
separately.

V. TERMS AND CONDITIONS

1. Contractors are strongly advised to inspect the site prior to the engagement of
services in the office address below:

OFFICE OF THE GOVERNMENT CORPORATE COUNSEL
3rd Flr MWSS Administration Building, Katipunan Ave.
Balara, Quezon City
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2. The Contractor must be DTI Accredited under the classification of Air-
conditioning and Refrigeration Service and Repair Enterprise. Submit proof of
DTI Accreditation for this purpose.

3. The Contractor must be engaged as Preventive Maintenance Service Provider
for Air-conditioning Units for at least three (3) years. Thus, the Contractor must
submit proof or equivalent document of its corporate existence.

4. The Contractor shall be responsible for any accidental damages to the air-
conditioning units during the actual performance of their job.

5. The Contractor shall provide the necessary tools and equipment to be used in
conducting regular preventive maintenance service, such as water compressor,
cart, detergent and other cleaning materials.

6. The Contractor shall primarily take into consideration the safety of its workers by
providing the necessary Personal Protective Equipment while conducting the
regular preventive maintenance service.

7. The Contractor shall provide two certified air-condition technician (1 for west
wing and 1 for east wing) on a per call basis for troubleshooting the immediate
concerns/problems encountered in the office, five days a week from 8:00 am to
5:00 pm.

8. The Contractor shall hold OGCC free and harmless from and against any and all
claims, liabilities, obligations, costs and expenses, arising from or in connection
with damages or personal injury to third persons, the Contractor’s employees,
agents and invitees occasioned by the act, negligence or fault of or omission of
the Contractor, its agents, employees or invitees.

9. The winning Contractor shall conduct the preventive maintenance service on a
Saturday, 8:00 am to 5:00 pm, to commence within seven (7) days upon receipt
of the Job Order/Notice of Award.

VI. TERMS OF PAYMENT

1. Advance payment is not allowed.

2. The Contractor shall submit the summary of services rendered in chronological
order with official signature of the authorized air-condition technician personnel.

3. The Contractor shall submit its billing statement to the office address stated
above.

4. The payment to the Contractor shall be based on the actual services rendered.


