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REQUEST FOR QUOTATION 
 

POSTAGE AND COURIER THRU PHILIPPINE POSTAL CORPORATION 
(APP Item No. 2023-0022) 

 
25 August 2023 
 
MR. LUIS D. CARLOS 
Postmaster General and CEO 
Manila Central Post Office Building, 
Magallanes Drive, Liwasang Bonifacio, 
Barangay 659-A, Ermita, Manila 
 
Thru: Mr. Jeffrey P. Catayong 

 Marketing Specialist III 
 jeffcatayong@yahoo.com 

 
 Re: Request for Quotation 
 
Dear Mr. Carlos: 
 
The National Privacy Commission intending to engage the service of the Philippine Postal 
Corporation for the procurement of POSTAGE AND COURIER THRU PHILIPPINE 

POSTAL CORPORATION (APP Item No. 2023-0022) with Agency-to-Agency as the mode 
of procurement. 
 

 As such, we would like to request your quotation for the said engagement, the details of 
which is discussed in the attached Scope of Work. 
 
Please submit your quotation and your manifestation of compliance to the attached Scope of 
Work via e-mail to bacsecretariat@privacy.gov.ph or courier in a sealed envelope not later 
than 12:00NN., 31 August 2023 to: 

 
BIDS AND AWARS COMMITTEE 
5th Floor, Ang Kiukok Hall,  

 PICC Delegation Building, PICC Complex,  
 Roxas Boulevard Manila 1307 

 
Sincerely, 
 
 
JOAN THERESE C. MEDALLA 
BAC Secretariat Head 
National Privacy Commission 

 

Digitally signed 
by Medalla Joan 
Therese Caragay
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SCOPE OF WORK 
POSTAGE AND COURIER THRU PHILIPPINE POSTAL CORPORATION 
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Description/Specifications 

Approved 
Budget of the 

Contract  
(Php 

150,000.00) 

Compliance 
(Manifest your 
compliance by 

writing 
“COMPLY” 

in every 
item) 

Unit 
Price 

Total 

 
 

1 

 
 

lot 

 
 

1 

• Please refer to the “Scope 
of Work” for: 

 
A. Scope of Work 

“See attached documents for the 
Description” 

   

B. Contract Duration 
Six (6) months from the Notice to 
Proceed or until exhaustion of 
funds, whichever comes first 

   

C. Payment and Delivery 
“See attached documents for the 
Description” 

   

TOTAL  

 
 
Instruction to bidders (as applicable): 

I. All prices shall be VAT inclusive. 
II. Compliance must be stated by writing “COMPLY” in EVERY requirement 

mentioned above, failure to do so shall be a ground for disqualification. 
III. Present the original Quotation upon the scheduled signing of Notice of Award for 

inspection and verification. 
IV. Acknowledgement of the Notice of Award shall be within five business (5) days 

from its issuance. 
V. Payment shall be processed upon receipt of monthly billing statement and upon 

issuance of Certificate of Acceptance of Output by the end-user. 
VI. Delivery shall be made to NPC Office at 5F Delegation Building, PICC Complex, 

Vicente Sotto Avenue, Pasay City.    
 
 

 CONFORME:  ____________________________ 
                                      (Name of Supplier/Provider/Date) 

 
       
 

   BY:  _____________________________________ 
                            (Name/Position/Signature of Representative/Date) 
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