
 

 

 
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) 7622 5119 / 0917 874 4396 

Website: www.ogcc.gov.ph 

E-mail: records@ogcc.gov.ph 

 
 

REQUEST FOR PROPOSAL 
RFP No. 2025-11-068 

 
The OFFICE OF THE GOVERNMENT CORPORATE COUNSEL (OGCC), through 

its Bids and Awards Committee (BAC), is inviting all interested Suppliers to submit a 
Proposal for the project with details as follows:  

 

Project Title : Procurement of Collaterals and Materials for the 
Exhibit for the OGCC 90th Anniversary including 
Printing, Delivery, Set-Up and Installation, and Pull-
Out 
 

Approved Budget for the 
Contract 

: PhP70,000.00 inclusive of taxes and other charges 

Source of Fund  : FY 2025 General Appropriations Act 

Mode of Procurement
   

: Small Value Procurement 
[Section 34, IRR of RA 12009] 
 

Location  
  

: SEDA Hotel, Vertis North, Sola corner Lux Drives, 
Diliman, Quezon City, 1105 Metro Manila 

Delivery Period 
  

: Five (5) calendar days from receipt of the Notice to 
Proceed or 28 November 2025  

End-User Unit  : OGCC Program Committee 

Terms of Reference   : Please see attached Terms of Reference (TOR) 

 
The details of the schedule of activities are listed as follows:  

 
ACTIVITIES SCHEDULE 

Posting of the Request for Proposal (RFP) 19 November 2025 

Deadline for Submission of Proposal 24 November, 1:00 pm 

Opening of the Proposal 24 November 2025, 1:30 pm 

 
This RFP is subject to the Terms and Conditions herein provided. Please submit 

your best offer for the goods described using the attached Price Quotation Form (PQF).  
 
Submit your duly signed Proposal not later than 28 November 2025, 1:00 pm. 

Electronic proposals shall be emailed to bac@ogcc.gov.ph. Manual submissions shall be 
at the address indicated below:  
 

AGCC KATHRINA MARIA A. REYES 
BAC Chairperson 

Office of the Government Corporate Counsel 
3rd Floor, MWSS Administration Building 

Katipunan Ave., Balara, Quezon City 
 

http://www.ogcc.gov.ph/
mailto:records@ogcc.gov.ph
mailto:bac@ogcc.gov.ph
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 The OGCC reserves the right to accept or reject any offer or to cancel the entire 
procurement process at any time prior to award of the Contract without thereby incurring 
any liability to the affected Supplier.  
 
  Late submission of Proposal shall not be accepted and considered.  
 
         Sgd 

      AGCC KATHRINA MARIA A. REYES 
BAC Chairperson 

 
 

TERMS AND CONDITIONS 

I. VALIDITY OF PRICE 
QUOTATION AND 
OTHER IMPORTANT 
REMINDERS 

• The award of Contract shall be made only to the Lowest 
Calculated and Responsive Bid (LCRB) which complies 
with the minimum technical specifications and other 
terms and conditions stated herein. 

• Suppliers shall provide correct and accurate 
information required in the PQF.  

• The use of the PQF is highly encouraged to minimize 
errors or omissions of the required mandatory 
provisions.  

• A partial Bid is not allowed.  

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

• Suppliers shall be required to indicate the brand of the 
item offered, if applicable. 

• Bids must be valid for a period of sixty calendar days 
(60 cd) from the date of submission which is the date 
indicated in the PQF. 

• Price Quotations must be denominated in Philippine 
Peso.  

• Price Quotations must include all taxes, delivery 
charge and other incidental expense.  

• Price Quotations exceeding the Approved Budget for 
the Contract shall be rejected. 

• Include a picture of the goods together with the 
submitted PQF, if applicable. 

• In case two or more Suppliers are determined to have 
submitted the same LCRB, the OGCC shall adopt and 
employ “draw lots” as the tie-breaking method to 
finally determine the winning Supplier in accordance 
with GPPB Circular 06-2005.  

II. PERFORMANCE 
SECURITY 

• For this procurement, the OGCC waives the 
submission of Performance Security.  

III. WARRANTY • In accordance with Section 90.1 of the IRR of RA 

12009, a Warranty Security shall be required for a 
minimum period of three (3) months from the issuance 
of the Certificate of Inspection and Acceptance or 
Certificate of Completion. 

• The obligation for the warranty shall be covered by a 
retention money equivalent to one percent (1%) of the 
total contract price which shall be released after the 
lapse of the warranty period. This is subject to the 
condition that the items delivered are free from patent 
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and latent defects and all the conditions imposed under 
the contract have been fully met. 

• Return and exchange policy for goods with patent and 
latent defects shall be governed by RA 7394 or the 
Consumer Act of the Philippines.  

IV. DOCUMENTARY 
REQUIREMENTS TO BE 
SUBMITTED 
TOGETHER WITH THE 
QUOTATION 

• Submit the following eligibility requirements together 
with your Proposal:  

 
a. 2025 Mayor’s/ Business Permit; 
b. Registration certificate from the Securities and 

Exchange Commission (SEC) for corporations 
and partnerships, the Department of Trade and 
Industry (DTI) for sole proprietorships; 
-for corporations, an updated General 
Information Sheet reflecting the beneficial 
ownership information duly submitted to the 
SEC in accordance with its annual reportorial 
requirements 

c. PhilGEPS Registration Number for Red Members  
d. Signed Omnibus Sworn Statement (OSS) 

 
Certification of Platinum Membership may be submitted in 
lieu of documents a, b, and c. 
 

• Additional documentary requirements: 
 

e. A Board Resolution or Special Power of 
Attorney (SPA) duly authorizing the Supplier’s 
representative to (i) sign the PQF, (ii) Notice of 
Award (NOA), (iii) Contract or Purchase Order, 
and (iv) Notice to Proceed (NTP). 

 

• Suppliers are encouraged to use the attached forms to 
facilitate the evaluation of proposals.  

V. DOCUMENTS TO 
BE SUBMITTED AS A 
CONDITION OF 
AWARD 

• Within two (2) working days from receipt of Notice 
from the BAC Secretariat that the Supplier is 
determined as the one with the LCRB, the winning 
Supplier shall submit the following as a condition for 
the award of the contract: 

 
a. Original copy of the signed PQF and certified true 

copies of the eligibility and additional 
documentary requirements. 

b. Notarized OSS 
 

• Failure to submit the aforementioned requirements 
shall not entitle the Supplier to the award of the 
contract. 

VI. PERFORMANCE 
SCHEDULE AND 
ACCEPTANCE 

• The services must conform to and comply with the 
TOR herein attached.  

 

VII. PAYMENT TERMS 
AND LIQUIDATED 
DAMAGES 

• Advance payment is not allowed. 

•  A check shall be issued as payment within 30 working 

days following the date of receipt, inspection, and 
acceptance of the OGCC of the goods, and once all 
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required documents (i.e., billing statement, sales 
invoice, etc.) have been submitted. Kindly coordinate 
with the OGCC- Cashier for the pick-up of the check. 

• Liquidated damages equivalent to one tenth of one 
percent (0.001%) 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 available to it. 

VIII. DEADLINE OF 
SUBMISSION AND 
OPENING OF 
QUOTATION  

• The Proposal together with the mandatory 
requirements may be submitted in a sealed envelope 
manually or by registered mail to the following 
address:  

    
AGCC KATHRINA MARIA A. REYES 

BAC Chairperson 
Office of the Government Corporate Counsel 

3rd Floor, MWSS Administration Building, 
Katipunan Ave., Balara, Quezon City 

 

• The same may also be submitted electronically to 
bac@ogcc.gov.ph. The Suppliers who will opt to submit 
their Proposal electronically must comply with the 
following conditions:  
 
1. The email must indicate as subject: Collaterals and 

Materials for the Exhibit for the OGCC 90th 
Anniversary including Printing, Delivery, Set-Up 
and Installation; 

2. The Proposal must be in archive format and 
password protected; 

3. Include in the email the name of the authorized 
representative together with the contact details 
which the BAC may call during the opening and 
evaluation of proposals; and  

4. The Supplier’s representative/s must disclose the 
password only during the scheduled opening of 
proposals.  

 

• The DEADLINE for the submission of Proposals shall 
be on: 24 November 2025, 1:00 pm. 

• The OPENING of the Proposals shall be on: 24 
November 2025, 1:30 pm. 

• Proposals that are submitted late shall not be 
accepted. 

IX. RESERVATION 
CLAUSE 

The OGCC reserves the right to accept or reject any offer 
or to cancel the entire procurement process at any time 
prior to award of the Contract without thereby incurring 
any liability to the affected Supplier. 

X. OGCC’S CONTACT 
DETAILS 

09178744417 

 
 
 

mailto:bac@ogcc.gov.ph
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PRICE QUOTATION FORM 

 
Date : ______________________ 
 
OGCC BIDS AND AWARDS COMMITTEE 
Office of the Government Corporate Counsel 
3rd Floor, MWSS Building, Balara, 
Katipunan Ave., Quezon City 
 
After having carefully read and accepted the terms and conditions in the Request for 
Proposal, we are submitting our Proposal for the Hiring of Services of an Event 
Coordinator for the 90th Anniversary Celebration of the Office of the Government 
Corporate Counsel as follows:  
 

SCOPE OF WORK 
Pls. Check 

Compliance 
(Pls. put check mark) 

The Supplier shall:  
1. Coordinate with OGCC’s Anniversary Committee for concept, 

design layout, and content approval. 
2. Provide professional graphic design services to arrange 

photos, captions, and timelines into an attractive and coherent 
visual display. 

3. Print the approved designs on sintra board (3mm or 5mm 
thickness, as approved) in high-resolution, full color, with 
protective lamination. 

4. Ensure accurate color reproduction and quality printing for 
clear, sharp images. 

5. Deliver all printed sintra boards to the OGCC venue on or 
before the agreed deadline. 

6. Provide installation support, including mounting materials 
and labor (if required). 

7. Coordinate with the Anniversary Committee for any 
adjustments prior to the exhibit opening. 

 
Technical Specifications:  

• Material: Sintra board (3mm or 5mm thickness, to be 
confirmed) 

• Materials: OGCC@90 printed on sintra board 3ft (proportioned)  
• Print Quality: High-resolution digital printing, full color, UV 

or protective lamination, back-to-back print 
• Number/Quantity: 10 sintra boards (subject to confirmation by 

the OGCC Program Committee, quotation must be made on a 
per-piece basis to accommodate any additional boards that 
may be required) 

• Size/Height of Sintra Board: 2ft. x 5.5 ft to 6 ft 
• Mounting: With installation provisions (standee/back support 

or wall-mount, as applicable) and wall spotlights with wattage 
of 10 watts 

• With installation and pullout:  
- includes delivery and installation to SEDA Vertis North. 

Installation may start at 8:00am until 3:00pm.  
- Includes dismantling, pull-out and delivery from SEDA 

Vertis North to MWSS.  
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- Costs already includes food for the staff who will do the 
installation and pullout.  

 
Duration and Schedule:  
The Supplier shall complete all work, from concept design to 
delivery/installation on or before 2 December 2025.  
 
Concept:  
Note: Please see TOR for sample sintra board photo exhibits and logo with 
wall spotlights 

 
 
Financial Offer:  
 

Amount of Bid in Figures:   

Amount of Bid in Words:   

 
1. The above-quoted prices are inclusive of all incidental costs and applicable taxes 

and shall be binding upon us for a period of 30 calendar days from the date of this 
quotation.  

 
2. If our Proposal or Quotation is accepted, we undertake to commence the provision 

of the service on the day identified under the TOR/RFP.  
 
3. We understand that payment for the services rendered will be made via check 

within 30 calendar days following the date of receipt of the items, after inspection and 
acceptance and upon submission of the necessary documents as may be required by the 
OGCC Accounting Section.  
 

Very truly yours,  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Name and Signature of the 
Supplier or the Authorized 
Representative 

 

Name of Company or Business  
Address  
Email Address   
Contact No.   
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TERMS OF REFERENCE 
PROCUREMENT OF COLLATERALS AND MATERIALS FOR THE EXHIBIT 

FOR THE OGCC 90TH ANNIVERSARY INCLUDING PRINTING, 
DELIVERY, SET-UP AND INSTALLATION 

I. Background 

The Office of the Government Corporate Counsel (OGCC) will be celebrating 
its 90th Anniversary, marking nine decades of dedicated service as the principal 
law office of Government-Owned and Controlled Corporations (GOCCs), their 
offsprings and subsidiaries and Government Instrumentalities with Corporate 
Powers (GICPs). This milestone event will serve as both a commemoration of 
the institution’s history and a celebration for its officials, employees, and 
stakeholders. 

In commemoration of this milestone, the OGCC will mount a Photo Exhibit to 
visually showcase its history, milestones, landmark high-profile cases, and 
various memorable and lighthearted moments throughout the years. This 
exhibit will serve both as a tribute to the institution’s legacy and as a celebration 
of its people and culture. 

The exhibit will be printed on sintra boards, ensuring durability and high-
quality presentation for public display during the celebration. 

II. Objectives  

1. To commemorate OGCC’s 90 years of service by presenting an engaging 
visual narrative of its institutional journey. 

2. To highlight OGCC’s history, significant achievements, and high-profile 
legal victories. 

3. To capture and share memorable and fun moments from OGCC’s 
activities, events, and daily life over the years. 

4. To create a visually appealing and professionally designed exhibit that will 
enhance the anniversary celebration’s atmosphere. 

III. Budget 

 
Seventy Thousand Pesos (PhP70,000.00) inclusive of all taxes which shall be 
charged against the fund for the OGCC 90th Anniversary and Year End 
Fellowship and other related activities.  
 

IV. Scope of Work 

The Supplier shall:  

8. Coordinate with OGCC’s Anniversary Committee for concept, design 
layout, and content approval. 

9. Provide professional graphic design services to arrange photos, captions, 
and timelines into an attractive and coherent visual display. 

10. Print the approved designs on sintra board (3mm or 5mm thickness, as 
approved) in high-resolution, full color, with protective lamination. 
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11. Ensure accurate color reproduction and quality printing for clear, sharp 
images. 

12. Deliver all printed sintra boards to the OGCC venue on or before the 
agreed deadline. 

13. Provide installation support, including mounting materials and labor (if 
required). 

14. Coordinate with the Anniversary Committee for any adjustments prior to 
the exhibit opening. 

Technical Specifications:  

• Material: Sintra board (3mm or 5mm thickness, to be confirmed) 
• Print Quality: High-resolution digital printing, full color, UV or protective 

lamination, back-to-back print 
• Number/Quantity: 10 sintra boards (subject to confirmation by the OGCC 

Program Committee, quotation must be made on a per-piece basis to 
accommodate any additional boards that may be required) 

• Size/Height: 5.5 feet to 6 feet  
• Mounting: With installation provisions (standee/back support or wall-

mount, as applicable) and wall spotlights with wattage of 10 watts 

Duration and Schedule:  

The Supplier shall complete all work, from concept design to delivery/installation 
on or before 28 November 2025.  

Concept:  

Note: This is not the actual look of the items but for visualization purposes only 

Sintra Board Photo Exhibits and Logo with wall spotlights 
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