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21 December 2022

SirfMa’am:

Greetings!

The Philippine Embassy in Singapore intends to procure courier service provider for
CY 2023. The details of the procurement are indicated in the attached Terms of Reference.

Interested companies are requested to accomplish the attached Price Cluotation Form
tAnnex A), with the provisions of the project’s Terms of Reference and send the same by
email at admin.sgpe@philembassysg.org or by courier at Level 18, 111 Somerset Rd,
Singapore 238164 on or before 04:30 PM Singapore Standard Time on 26 December 2022,

For queries regarding the project, kindly email the Administrative Section at
admin.sgpe@philembassysg.org

Thank you very much for considering the Embassy's project.

Sincerely Yours,

Wi
N

JHULLIE 0, "
e Chairperso

BAC

20 Massim Road Singapore 258395 Tel: 6737 3077 Fax: 6733 8544
Websita: www.philippine-embassy.org.sg E-mail: php@ philembassysg.org



TERMS OF REFERENCE

PROJECT: PROCUREMENT OF DIPLOMATIC POUCH AND MAIL SERVICES
PROVIDER FOR THE PHILIPPINE EMBASSY IN SINGAPORE

I. RATIONALE

The Embassy of the Republic of the Philippines in Singapore needs a
reliable courier service provider as part of its continuous and regular
transmittal of important correspondence, official documents, parcels,
and other items among and between the Philippine Embassy and
Department of Foreign Affairs, via the diplomatic pouch,

Il. OBJECTIVE

To secure reliable courier services for the continuous and regular
delivery of various documents, official correspondence, and shipment
of parcels, cargo and various items to be delivered by the Philippine
Embassy in Singapore.

Il SCOPE OF CONTRACT

This Centract shall include all such items, although not specifically
meantioned, that can be reasonably inferred as being required for its
completion as if such items were expressly mentioned herein.

A, The Contractor shall;

1.

Provide door-to-door delivery of diplomatic pouch, parcels,
and cargo from the Philippine Embassy in Singapore as
scheduled by the sender;

. Provide services for unscheduled or special outgoing

diplomatic pouch, when needed, within short notice, anytime
during weekdays, weekends or holidays, at the contracted
rate;

Provide reports to the Procuring Entity regularly as to the
status of all shipments and shall have an online tracking
system;

Submit forrnal written report, whenever necessary, detailing
the circumstances in case any items for shipment to the
events stated, but not limited to, damage to pouch bags,



broken seals, incomplete pouch count, misrouted pouch, or
incidence of tampering of the seals and locks of diplomatic
pouches.

. Assign at least one (1) representative presant at the
Embassy from 8:00 a.m. to 5:00 p.m. to the Pouch Section to
ensure close coordination and smooth implementation of the
contract;

. Compute the shipment rate based on the actual weight of
outgoing diplomatic pouches;

. Clearly indicate the price per kilogram for every destination
(can submit your Company’'s own form indicating the country
and rates). The financial component of the bid shall be in
Singapore Dollars and shall take into consideration any
customs and duties applicable,

. Provide a list showing its office addresses in the Philippines.
. The Contractor shall provide the Embassy with brand new

pouch bags of strong materials and with waterproof lining in
the following quantity and sizes:

Pouch Bag Size | Measurement | Quantity
Exfra Large 36" x 258" 200 pieces
Large 29" x 28" 150 pieces
Medium 29" x 247 150 pieces
. Small 25" x 21" 150 pieces

The Pouch bag's specifications shall be approved by the
Embassy. The Contractor shall likewise provide 1,000
pieces of durable pouch locks.

The Contractor shall also provide durable and clear
plastics to seal every box containing sensitive documents
for protection from any water or liquid damage. All pouch
bags and paraphernalia provided shall become the
property of the Embassy upon completion of the Contract.



B. Contractor's Obligation

1.

The Contractor's international network of offices shall be
adequately and properly equipped to ensure the shortest
possible transit time for deliveries as follows:

International Shipment ___Transit Time
2 — G calendar days from
Asia date of pick-up

The Contractor shall regularly and expeditiously pick-up the
outbound diplomatic pouches from the Philippine Embassy in
Singapore, 20 Nassim Road, Communication Section, Mondays
to Fridays between 3:00 pm to 5:00 pm.

. In case of delayed deliveries of the diplomatic pouches, parcels

and cargo, as well as delay of pick-up of cut-bound pouches, the
amount of one tenth (1/10) of one percent (1%) of the shipment
cost per day of delay, or one tenth {1/10) of one percent (1%) of
shipment cost 35 per hour of delay of pick-up shall be deducted
from the corresponding monthly invoice.

The Contractor has five (5) calendar days, starting from the end
of the agreed Transit Time, to locate missing shipments. ltems not
found during this grace period shall be considered lost. In case
the items are found after the five (5)-calendar day grace period
lapsed, the Contractor shall still be required to deliver them to the
appropriate recipient at no expensa to the Embassy.

C. Contractor's Qualification

The Contractor shall:

1. Comply with all relevant provisions of the Vienna Convention
on Diplomatic and Consular Relations pertaining to the
treatment of diplomatic pouches and other applicable security
regulations and laws regarding pick-up and delivery of
diplomatic pouch, parcels and cargo to the Philippines.

2. Should be financially stable and have been operating in the
past 5 years.

3. Shall be a corporation or company duly organized and existing
under Singapore laws and must be duly licensed by
appropriate government authorities to render related services.



D. PRICING

The offered quotation should be in Singapore Dollars, inclusive of
GST and other lawful charges.

E. INVOICING and PAYMENT

1. The winning Contractor shall submit the invoice which
includes GST for goods and services and onginal technical
conformity document to the Embassy.

2. The following information must be indicated on the
invoica(s):

» Purchase Order Number,

« Description, quantity and total;

« GST amount; and

«  Name of Payee / Company Name

= Bank Information; Bank Name(s), Branch name(s),
Account number(s)

E. PAYMENT TERMS

« The Contractor shall bill the Procuring Entity for every
pauch sent to the Philippines.

« The Contractor shall be paid by the Embassy on a
monthly basis upon presenting proper due invoice, billing
request and delivery report.

= The Embassy shall pay the Contractor via cheque or
bank transfer within seven (7) working days upon recaipt
of the bill. The provider shall issue the tax invoice
immediately after payment.

IV. EVALUATION FACTORS

« The Contract shall be awarded to the lowest priced, acceptable
and responsive bidder.

= The Embassy reserves the right to reject proposals that are
unreasonably low or high in price.

s The Embassy shall determine Contractor's responsibility by
analysing whether the apparent successful offeror complies with
the requirements of Philippine Government including:



» adequate financial resources or the ability to obtain them;

* ability to comply with the required performance period,
taking into consideration all existing commercial and
governmental business commitments,

» satisfactory record of integrity and business ethics;

> necessary organization, experience, and skills or the ability
to obtain them;

* necessary equipment and facilities or the ability to obtain
therm; and

* be otherwise qualified and eligible to receive an award
under applicable laws and regulations.

V. WARRANTY

The winning Contractor shall clearly identify and state the warranty
period and be responsible and liable for providing the necessary remedies for
defects, faults or shortages after the completion of the Project.

VI. CONFIDENTIALITY CLAUSE

« All data are owned by the Procuring Entity. Data is defined as all
infarmation that is owned, licensed, or developed by or on behalf of the
Procuring Entity, whether provided to the Provider by the Procuring
Entity or provided by a third party to the Provider in connection with the
Provider's provision of services to the Procuring Entity, including any
such data files, tables, that is loaded into, or located in, any data files,
tables, objects or other storage medium developed or maintained by or
on behalf of Provider, including related data that results from hygiene,
cleaning, and database build services performed by or on behalf of the
Procuring Entity.

s All data provided by the Procuring Entity to the Provider or generated in
connection with the performance of services toward the development
and implementation of the Solution by the Provider and relating to the
Procuring Entity or its personnel, whether in existence before the date of
or its personnel, whether in existence before the date of the agreement



hereof or thereafter in the course of implementing the solution, shall be
treated by the Provider as the exclusive property of the procuring Entity
or tits personnel.

« Upon the receipt of the notice of acceptance of proposal, the Provider is
required to maintain confidentiality and security of the Procuring Entity's
data and is prehibited from using or attempt in using the Procuring
Entity's data in any other manner or for any other purpose, except as
necessary to the execution of the solution or perform its other obligations
stated in the technical specification,

Vil. DIPLOMATIC CLAUSE

The Embassy shall terminate the services of the Contractor by sending
a written notice at least fiteen (15) days in advance by recorded
delivery letter, in the event of the severance of the diplomatic ties
between the Republic of Singapore and the Philippine Government.

Confarme:

(SIGNATURE OVER PRINTED NAME)
MNAME OF REPRESENTATIVE
Position

Date:

Approved by:

EMMANUEL R. FERNANDEZ
Charge d'Affaires, a.i.

Date:




