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these are pursuant to the provisions of this policy and its implementing procedures 
and that said contracts are performed according to specifications and in compliance 
with agreed deliverables and timelines. 

 
III. SCOPE  

This policy applies to all personnel concerned/involved in the PSMBFI procurement 
process – their actions and accountabilities pertaining to the requisition, sourcing, 
procurement, storage and issuance of all supplies, equipment and services necessary in 
the course of the company’s business operations. The guidelines and procedures 
contained herein cover transactions that pertain to the procurement of goods, 
infrastructure projects, and consulting services. 

 
IV. RESPONSIBILITY 

It is the duty of PSMBFI to afford the necessary means for its officers and employees in 
order that they may be able to efficiently conduct the company’s business through the 
judicious and timely procurement of goods and services that are operational necessities 
and/or contributory to the advancement of the company’s interests.  

 
On the other hand, it is the responsibility of all PSMBFI personnel involved in the process 
of procurement to ensure the proper and efficient implementation of all policy provisions 
and procedures stipulated herein. 

 
V. DEFINITION OF TERMS 

 
1. Abstract of Canvass – also known as the canvass sheet and generated via the PSMBFI 

IT System, this document is a tabulation of the prices quoted by suppliers for specific 
items to be purchased. 

 
2. Accreditation Assessment Team – is a group of employees led by the Manager, 

Administration Department, with the GSS Supervisor and Supervisor representative 
each from the OIA and Accounting Dept. as members, and assisted by the 
Procurement Specialist who are tasked to undertake accreditation of prospective 
suppliers/service providers. 
 

3. BAC Secretariat – is a team headed by the Supervisor, GSS assisted by other staff 
members of the Administration Department of PSMBFI and serves as the main support 
unit of the Bids and Awards Committee (BAC). 
 

4. Bid – refers to the signed offer or proposal submitted by a supplier, manufacturer, 
distributor, contractor in response to the bidding invitation. 

 
5. Bidding – the process wherein the suppliers/service providers submit their official 

quotation/ price offering for goods, services or infrastructure projects. 
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a. Informal Bidding – a procurement method whereby canvassing is made and price 
quotations received are entered into the Abstract of Canvass to be routed for 
approval of the members of the BAC 2. 
 

b. Formal Bidding – a bidding process in the form of acceptance and opening of 
sealed bids during a formal meeting by the BAC 1 in the presence of bidders. 

 
6. Bidding Documents – refer to the documents issued by the BAC as the basis for bids, 

furnishing all information necessary for a prospective bidder to prepare a bid for 
goods, projects and/or services required by the company. 
 

7. Bids and Awards Committee (BAC) – BAC refers to the Bids and Awards Committee, a 
body created to perform the procurement function for the company.  

 
8. Board of Trustees (BOT) – refers to the Board of Trustees of PSMBFI, a collegial body 

that exercises the corporate powers over the company. 
 
9. Canvassing – an act of conducting inquiry from among service providers/suppliers, by 

letter, email, phone call, online messaging or other acceptable means, intending to 
obtain information on cost of services/ price of supplies and equipment that the 
company would like to purchase. 

 
10. Capital Expenditures (CAPEX) – a tabulation of authorized allocations of equipment 

and infrastructure for every department and/or office of PSMBFI every budget year as 
approved by the Board of Trustees. 
 

11. Certificate of Accreditation – a written document issued by PSMBFI to qualified 
supplier/ service provider, allowing said entity to transact business with the company. 
 

12. Contract – the agreement entered into between PSMBFI and the supplier/ service 
provider, as recorded in the contract form signed by both parties, including all 
attachments and appendices thereto, and all documents incorporated by the 
reference therein. 
 

13. Contract Price – the price payable to the supplier/service provider under the contract 
for the full and proper performance of its contractual obligations.  

 
14. Consulting Services – refer to services for the various projects or activities of PSMBFI 

that require adequate external technical and professional expertise that are beyond 
the capability and/or capacity of the company to undertake such as, but not limited 
to: 
 
a. advisory and review services; 
b. feasibility or market research studies; 
c. project design; 
d. construction supervision;  
e. management and related services; and 
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f. other technical services or special studies. 
 

15. Delivery Receipt (DR) – the document that specifies the list of goods/ items delivered 
by the supplier to the company. 

 
16. Disclosure of Relations – a sworn affidavit executed by the bidder stating that bidder, 

or his representative, is not related to PSMBFI Trustees, key officers and 
representatives by consanguinity or affinity up to the third civil degree 
 

17. Exclusive Distributor – is a supplier that solely distributes a certain product/ brand in 
the country. 
 

18. General Support Services (GSS) – a section of the Administration Department that 
provides general service support to the different PSMBFI departments/offices, and 
whose particular functions include purchasing and inventory management, among 
others. 

 
19. Goods – refer to all items, supplies, materials and general support services (except 

consulting services and infrastructure projects) which may be needed in the business 
operations of the company or in any of its projects or activities, whether in the nature 
of: 
 
a. equipment, furniture, office supplies, materials for construction; 
b. contractual services such as the repair and maintenance of equipment and 

furniture; 
c. update and maintenance services for IT systems, applications/software and 

hardware; and 
d. janitorial and security services and related or analogous services. 

 
20. Infrastructure Projects – cover the construction, improvement, renovation, 

rehabilitation, demolition, repair, restoration or maintenance of PSMBFI offices and 
office structures – subject to the approved PSMBFI Office Utilization Plan, as well as 
approved civil works for information technology projects.   
 
a. Basic projects – cover repairs, restoration or maintenance which usually involve 

the modification of an existing feature of a structure or facility to bring it back to 
its original function, capacity or performance level.  
  

b. Specialized projects – cover renovations, improvements, rehabilitation, 
demolition, construction of office structures or facilities which usually involve the 
removal of existing or old features and replacement with new ones.   

  
21. Inspection & Acceptance Team (IAT) – refers to the group that shall verify the 

quantity, physical features and compliance with other required specifications of 
procured goods, services or infrastructure projects as validated during the actual 
delivery of items or of agreed service output, whether in phases or upon completion 
of the service contract.   
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22. Invitation to Bid – refers to the material published by the BAC  Secretariat containing 

information necessary to notify interested parties of procurement and bidding 
opportunities with PSMBFI. 
 

23. Issuance Voucher for Consumables – document or form that covers issuance of 
consumable items. 

 
24. Memorandum Receipt (MR) – a document used to record issuance and receipt for use 

and custody of a non-consumable company property for which the receiver shall be 
accountable. 

 
25. Notice of Award – the document issued to inform the winning bidder that he has been 

selected to engage in contract with PSMBFI.  It reiterates basic information about the 
contract including the timeline of project commencement. 
 

26. Notice to Proceed – is the notification issued to the winning bidder after contract 
signing that informs or gives the go-ahead to commence the project. 
 

27. Official Receipt (OR) – is a legal document that signifies receipt of payment for sale of 
goods or services issued by supplier/service provider and which indicates the quantity, 
description and corresponding amount of purchased items/services. 
 

28. Performance Bond – the performance security in the total amount of 30% of the 
contract price to be furnished by the successful bidder on or before the signing of the 
applicable contract and to be released upon completion of the contractual obligation. 
 

29. Proof of Concept (POC) – also known as proof of principle, the POC is a verification of 
the viability of a concept to determine if such will function as envisioned. On a case-
to-case basis, particularly for projects or contracts that will necessitate such, 
prospective bidders shall be required to present their POC. 

  
30. Purchase Order (PO) – is a document that specifies the list of all the items to be 

purchased from a particular supplier/service provider.  This is accomplished by the 
Purchasing Specialist and is issued to the supplier/service provider to signify 
commencement of goods/service delivery.   

 
31. Re-ordering Point – refers to an identified quantity of inventory indicating that a 

particular stock or item is in low supply already.  This serves as a guide or reference 
point for the Inventory Control Specialist to undertake a re-order of such particular 
stock or item from the supplier. 
 

32. Requisition Form (RF) – refers to the form filled out by a requisitioning 
department/employee and endorsed to the GSS Section to convey a particular 
requirement for goods, service, or infrastructure and serves to initiate the 
procurement of said item/s.   
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33. Service Provider – refers to a contractor that provides services to the company. 
 

34. Splitting/splitting of contracts – is the practice of dividing or breaking up of contracts 
or original requirements into smaller quantities or amounts in order to necessitate 
another purchase/contract or to evade/circumvent rules on approving authorities. 
 

35. Supervisor, General Support Services (GSS) – The Supervisor of the GSS under the 
Administration Department who is in charge of the processing of the requisition for 
the purchase of goods and engagement of services to contractors and service 
providers under expressed authority from the management and who also serves as 
the Secretary to both BAC 1 and BAC 2. 

 
36. Terms of Reference – is a document that describes the specifications/technical work 

involved in a contract and usually forms part of the bidding documents.  It contains 
information on the scope of work/item specifications, payment schedule, 
requirements for bid security and performance bond, among others. 

 
37. Vendor – a term used to collectively refer to supplier of goods, service providers, or 

contracting parties. 
 

38. Warranty – a document or contract provision that provides security and assurance 
that the goods or equipment procured are brand new, unused, and in good working 
condition and often indicates a guarantee of repair or replacement as a form of after 
sales in cases of factory defects or select wear and tear conditions, if applicable.  
Warranty for services may cover a redo or redelivery of output at no cost to the 
company for unacceptable quality of service resulting from service provider errors or 
shortcomings. 

 
VI. COMMITTEES AND WORKING TEAMS 

 
A. THE ACCREDITATION ASSESSMENT TEAM  

 

The Accreditation Assessment Team, led by the Manager, Administration 

Department with Supervisor, GSS and one Supervisor level representative each from 

the OIA and Accounting Department as members, and assisted by the Procurement 

Specialist, is responsible for the accreditation of prospective suppliers/service 

providers.  The same team shall be in charge of completing the assessment report 

per applicant-vendor evaluated indicating a “PASS/FAIL” recommendation 

(APPENDIX A) 

  
B. THE BIDS and AWARDS COMMITTEE (BAC) 

 

The Bids and Awards Committee is a body created to perform the procurement of 

goods and services necessary for the company’s operations in accordance with the 

provisions of the Procurement Policy.  There are two such committees, BAC 1 and 
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BAC 2, that operate within PSMBFI owing to the segregation of procurement 

activities according to cost. (APPENDIX B) 

 
There are two (2) support teams that assist the BAC in the conduct of their business.  
These are: 
 
1.  The BAC Secretariat; and 
2. The BAC Technical Working Group (BAC-TWG) 

 
C. THE INSPECTION and ACCEPTANCE TEAM (IAT) 

 

The Inspection & Acceptance Team is a group of representatives from different 

departments/offices that performs the final validation on actual delivery of procured 

goods and/or completion of services/delivery of agreed service output. (APPENDIX 

C) 

 

VII. APPROVING AUTHORITY AND VOUCHER SIGNATORIES FOR PROCUREMENT 

In order to ensure efficient and expeditious processing of purchase transactions, approval 
authority and voucher signatories for procurement is categorized as follows: 

 
A. For regular purchases 

 

1. Approving Authority 

 

 

 

 

2. Voucher Signatories 

 

 

 

 

 
 

 

B. For emergency purchases 

Approving Authority Level of Authority 

Board of Trustees Over P500,000 

President P500,000.00 and below 

Authorized Signatories  Level of Authority 

President Any amount 

VP for Finance P500,000.00 and below 

VP for Corporate Services P200,000 and below 

Approving Authority Authorized Signatories Level of Authority 
 

VP for Corporate 
Services 

VP for Corporate Services Over P10,000 to P100,000 



PUBLIC SAFETY MUTUAL BENEFIT FUND, INC.  

 

 

 
8 

 
 
 

 
VIII. CLASSIFICATION, TYPES AND METHODS OF PROCUREMENT 

A. Classification of Procurement 

1. Minor procurements – refer to purchase of items, regardless of type, that 
amount to no more than P200,000.  Excluding approved emergency purchases, 
minor procurements fall within the processing and recommendatory limits of 
the BAC 2, and the approval authority of the President. 

2. Major procurements – refer to procurement of items, regardless of type, that 
exceed P200,000 in total cost.  Such procurements fall within the processing and 
recommendatory limits of the BAC 1, and the approval authority of the 
President/BOT, whichever is applicable. 

B. Types of Procurement 

1. Goods - refer to all items, supplies, materials and general support services 
(except consulting services and infrastructure projects) which may be needed in 
the business operations of the company or in any of its projects or activities, 
whether in the nature of: 

a. equipment, furniture, office supplies, materials for construction, and items 
included in the approved CAPEX; 

b. contractual services such as the repair and maintenance of equipment and 
furniture; 

c. update and maintenance services for IT systems, applications/software and 
hardware; and 

d. janitorial and security services and related or analogous services. 
 

2. Services – or consulting services, refer to services for the various projects or 
activities of PSMBFI that require adequate external technical and professional 
expertise that are beyond the capability and/or capacity of the company to 
undertake such as, but not limited to : 

 
a. advisory and review services; 
b. feasibility or market research studies; 
c. project design; 
d. construction supervision;  
e. management and related services; and 
f. other technical services or special studies. 

 

3. Infrastructure projects – cover the construction, improvement, renovation, 
rehabilitation, demolition, repair, restoration or maintenance of PSMBFI offices 
and office structures (subject to the approved PSMBFI Office Utilization Plan), as 

Manager, 
Administration Dept. 

Admin P10,000 or less 
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well as approved civil works for information technology projects. Such projects 
may be undertaken in conformance with the following guidelines: 
 
a. Basic projects – cover repairs, restoration or maintenance which usually 

involve the modification of an existing feature of a structure or facility to 
bring it back to its original function, capacity or performance level. These 
projects may be done in-house by PSMBFI personnel provided that ALL the 
corresponding conditions are met, otherwise, the activity shall be 
outsourced to a contractor: 

 

1) Task entails minor repair, renovation or maintenance of an office 

structure or facility with estimated cost of materials not exceeding 

P50,000; 

 

2) There are existing employees in the company who have the competency, 

skill and experience necessary to undertake such task, no third-party 

entity/individual shall be contracted; and 

 

3) If emergency in nature, approval authority for emergency purchases shall 

be followed; If considered a scheduled activity, purchase of materials 

shall be via the BAC 2. 

 
b. Specialized projects – cover renovations, improvements, rehabilitation, 

demolition, construction of office structures or facilities which usually 
involve the removal of existing or old features and replacement with new 
ones.  These projects shall be outsourced to a contractor subject to 
procurement procedures based on cost of project. 

 

C. Procurement Methods 

1. Standard Methods 

a. Formal bidding – also known as Competitive Bidding, is a procurement 

process that involves the acceptance and opening of sealed bids during a 

formal meeting in the presence of bidders.  A process by the BAC 1, the formal 

bidding is the foundation of the procurement cycle herein discussed under 

Item X of the policy. 

  

b. Informal bidding – a procurement method whereby the BAC Secretariat 

simply conducts canvassing and requests for the submission of price 

quotations which are entered into the Abstract of Canvass to be routed for 

approval of the members of the BAC 2. 
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This involves procurement of readily available off-the-shelf goods or 

ordinary/regular office supplies and equipment from accredited suppliers of 

known qualification involving an amount not exceeding P200,000.00 subject 

to the following conditions: 

 

1) The procurement does not result in splitting of contracts; and 

 

2) At least three (3) price quotations from active accredited suppliers shall be 

obtained. 

 

2. Alternative Methods 

Subject to prior approval of the President/BOT, based on approval authority, as 
justified by the provisions stipulated in this policy, the BAC, in order to promote 
economy and efficiency, ensuring that the most advantageous price for PSMBFI is 
obtained, may resort to any of the following alternative methods of procurement: 

a. Limited Source Bidding – otherwise termed as Selective Bidding, is a method 

of procurement that involves direct invitation to bid extended by PSMBFI  to 

a set of pre-selected suppliers or consultants with known experience and 

proven capability relative to the requirements of a particular contract.  This 

may be resorted to only in ANY of the following conditions: 

 

1) Procurement of highly specialized types of goods and consulting services 

which are known to be obtainable only from a limited number of sources; 

or 

  

2) Procurement of major equipment/facility components where it is deemed 

advantageous to limit the bidding to known eligible bidders in order to 

maintain an optimum and uniform level of quality and performance of the 

equipment/facility as a whole. 

 

b. Direct Contracting – also known as Single Source Procurement, is a method 

of procurement  that does not require elaborate bidding documents since the 

supplier is only asked to submit a price quotation or a pro-forma invoice 

together with the conditions of sale, which offer may be accepted 

immediately or after some negotiations.  This may be resorted to only in ANY 

of the following conditions: 

 

1) Procurement of goods of proprietary nature, which can be obtained only 

from the proprietary source, i.e. when patents, trade secrets and 

copyrights prohibit others from manufacturing the same item; 
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2) When the procurement of critical components from a specific 

manufacturer, supplier or distributor is a condition precedent to hold a 

contractor to guarantee its project performance in accordance with the 

provisions of his contract; or 

 

3) Those sold by an exclusive dealer or manufacturer, which does not have 

sub-dealers selling at lower prices and for which no suitable substitute 

can be obtained at more advantageous terms to the company. 

 

c. Repeat Order – a method of procurement that involves a direct purchase of 

goods from the previous winning bidder, whenever there is a need to 

replenish goods, or when supply reaches the re-ordering point, procured 

under a contract previously awarded through competitive bidding, subject to 

post-qualification process. This may be resorted to provided that ALL of the 

following conditions are present: 

 

1) The unit price must be equal to or lower than that provided in the original 

contract; 

  

2) The repeat order does not result in or is not a result of splitting of 

requisitions or purchase orders; 

 

3) Except in justifiable circumstances, the repeat order shall be availed of 

only within six (6) months from the date of the Notice to Proceed arising 

from the original contract; and 

 

4) The repeat order shall not exceed twenty-five percent (25%) of the 

quantity of item of the original contract. 

 

d. Negotiated Procurement – a method of procurement that may be resorted 

to under extraordinary circumstances whereby the company directly 

negotiates a contract with a technically, legally and financially capable 

supplier, contractor or consultant.  This method of procurement shall be 

allowed only in the following instances: 

 

1) In cases of two failed biddings, as provided for in Item XI.C.1.f of this 

policy; or 
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2) Where the subject contract is adjacent or contiguous to an on-going 

infrastructure project, provided that the original contract is the result of 

formal or competitive bidding; the subject contract to be negotiated has 

similar or related scopes of work; it is within the contracting capacity of 

the contractor; the contractor uses the same prices or lower unit prices 

as in the original contract less mobilization cost; the amount involved 

does not exceed the amount of the ongoing project; and, the contractor 

has no negative slippage; provided further that negotiations for the 

procurement are  commenced before the expiry of the original contract.  

Whenever applicable, this principle shall also govern consultancy 

contracts, where the consultants have unique experience and expertise 

to deliver the required service. 

  

e. Emergency Procurement – refers to procurement of goods where an 

immediate purchasing decision is necessary to prevent a serious delay, which 

delay could reasonably result to damage to property, or suspension of the 

provision of an essential operational service, or even danger to life.  The 

funding for such procurement is usually sourced from realigned budget so as 

not to hamper the operations of a unit and/or any department in the 

company involving amounts not exceeding P100,000.00.  This method shall 

not be required to undergo the BAC 2 process and may be resorted to only 

with the assurance that the emergency purchase does not result in, or is not 

a result of, splitting of requisitions or purchase orders. Approval of 

emergency purchases shall be subject to the provisions in Item VII.B of this 

policy. 

 

f. Shopping – refers to procurement of ordinary or regular office supplies and 

personal equipment, or other items as a result of a contingency requiring 

immediate purchase, involving an amount not exceeding P30,000.00.  This 

method shall not be required to undergo the BAC 2 process and may be 

resorted to only with the assurance that the needed purchase does not result 

in, or is not a result of, splitting of requisitions or purchase orders.  Funding 

shall be taken from the petty cash or via reimbursement, if initially approved 

by concerned VP. Approval of reimbursements for such purchases shall be 

within the capacity of the VP Corporate Services. 

 

IX. VENDOR ACCREDITATION 

In order to ensure efficient and expeditious processing of purchase transactions, 

procurement of goods and services shall be made only with suppliers/service 

providers/contractors accredited to transact business with PSMBFI.  Thus, any 

supplier/service provider/contractor intending to participate in bidding activities and do 
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business with the company must first secure accreditation certification by complying with 

particular requirements and undergoing the Vendor Accreditation Process. (APPENDIX A) 

 

1. Accreditation will not be confined to prospective bidders responding to the 

company’s invitations to bid.  It shall be a standard requirement among 

suppliers/service providers with recurring transactions as well as a pre-requisite for 

prospective bidders prior to pre-qualification. 

  

2. Accreditation of prospective suppliers/service providers shall follow PSMBFI’s 

Vendor Accreditation Process (VAP), which applies to all suppliers/service 

providers/contractors of the company. Non-accredited suppliers/ service providers/ 

contractors shall not be allowed to participate in any bidding or procurement activity 

of the company. 

 
a. Potential suppliers/service providers shall apply for accreditation by 

accomplishing the Vendor Accreditation Application Form (Attachment 1) and 
by submitting all requisite documents/information.  
 

b. Assessment of applications and their accompanying documentary requirements 
shall be undertaken by a designated team who shall also conduct due 
diligence/ocular inspection aside from interview and basic evaluation.  This may 
consist of background checks with active clients, banks, and other material 
sources of information, as well as actual plant/site and office visits. 

  
c. A Certificate of Accreditation (Attachment 2) shall be issued to the 

supplier/service provider upon passing the screening process. Accreditation is 
valid for two (2) years only and must be renewed to active status before vendor 
is allowed to take part in any procurement activity of the company. 

 

d. Accredited suppliers/service providers shall not be automatically awarded 
contracts as these are subject to the procurement guidelines and procedures as 
stipulated in this policy. 

 

X. THE PROCUREMENT CYCLE 

The PSMBFI procurement cycle is divided into three (3) major phases : the PRE-BID phase, 

the BIDDING phase and the POST-BID phase.  Within each phase are sets of activities 

undertaken in order to efficiently deliver the required goods or services. 

 

A. PRE-BID Phase 

1. Requisition 

2. Pre-Procurement Conference 

3. Invitation to Bid 

4. Pre-Qualification of Bidders 
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5. Pre-Bid Conference 

6. Proof of Concept (POC) Presentation 

 

B.   BIDDING Phase 

1. Submission and Receipt of Bids 
2. Opening of Bids 
3. Bid Security 
4. Bids Evaluation  

  
C.   POST-BID Phase 

1. Post-Qualification 
2. Protest Mechanism 
3. Awarding of Contract 
4. Performance Bond 
5. Notice to Proceed 
6. Reservation Clause 
7. Evaluation of Bidder’s Performance 

 

XI. IMPLEMENTING GUIDELINES 
 

A. PRE-BID Phase 

 
1. Requisition 

 
a. All requisitioning departments/offices/employees shall formalize their 

requests for procurement of goods, services, or infrastructure projects using 
the RF (Attachment 3) with the corresponding TOR (Attachment 4) prior to 
endorsement to the BAC Secretariat for processing. 
  

b. Additional supporting documents shall be required depending on the 
circumstances surrounding the request. 

 
1) For programmed/budgeted items – Requisitioner to submit RF and TOR 

 
2) For unprogrammed/unbudgeted items – Requisitioner to submit RF and : 

 

 Management/BOT-approved memo/board resolution (based on 
approval authority) on requested item and budget allocation; AND 
 

 Management/BOT-approved TOR (based on approval authority) 
 

3) For procurement requiring budget realignment/s – Requisitioner to 
submit RF and : 
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 Management/BOT-approved memo/board resolution (based on 
approval authority) on requested item and budget realignment with 
total budget allocation; AND 
 

 Management/BOT-approved TOR (based on approval authority) 
  

2. Pre-Procurement Conference 

 
a. The pre-procurement conference shall be undertaken by the BAC 1 within seven (7) 

calendar days from receipt of the RF with complete and correct supporting 
documents.   
  

b. It shall serve as the venue to discuss all aspects of every procurement with a 
cost exceeding P200,000.00, which include the technical specifications and 
other information contained in the TOR, the bidding documents, budget 
allocation and availability, and other information pertinent to said 
procurement. 

 
c. The BAC Secretariat shall ensure to have ready the set of bidding documents 

to form part of items to be discussed and finalized during the pre-
procurement conference and subsequently made available to prospective 
bidders (via email, pick up of physical documents or website download) 
immediately after the posting of the invitation to bid until a prescribed 
deadline.  Bidding documents should include: 

 
1) TOR and intended project duration/timeline; 
 

2) Date, time and place for the pre-bid conference and the date of 
submission and opening of bids, if already determined;  

 

3) Vendor Accreditation Application Form, with list of requirements and 
instructions (for interested proponents who are NOT YET accredited by 
PSMBFI); 

 
4) List of requirements for pre-qualification (Attachment 5), including special 

instructions for supplemental requirements; and 
 

5) Information about the contract/project, including bid security, 
performance bond, post-qualification, warranties, etc. 

 

d. The pre-procurement conference shall be participated in by members of the 
BAC 1 and the Secretariat, identified resource persons, the requesting entity/ 
department or its authorized representative, consultants or technical experts, 
and the BAC-TWG, if necessary. 
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e. The expected output from this activity is a finalized set of information about 
the procurement necessary in the publication of the invitation to bid 
(Attachment 6). 

  
 

3. Invitation to Bid 

 
a. The invitation to bid refers to the material published by the BAC Secretariat 

containing information necessary to notify interested parties of procurement 
and bidding opportunities with PSMBFI. 
  

b. As the means to inform all prospective bidders, the invitation to bid is 
published using various means to achieve the widest dissemination possible 
thereby increasing the chances that PSMBFI will be able to source the best 
possible proposals for its procurement needs.   

 
c. Posting/Dissemination of the invitation to bid shall be : 

 
1) At conspicuous places in the PSMBFI office premises (main and branches, 

depending on the need); 
 

2) On the company’s website and social media accounts; 
 

3) Via mass email/email blast to all accredited suppliers of PSMBFI; and 
 

4) Through publication/advertisement in a newspaper of general nationwide 
circulation.  Newspaper publication shall be done on a quarterly basis to 
include all anticipated procurement needs for said period, or shall be done 
on an as-needed basis applicable to big ticket/highly technical projects or 
to procurement amounting to P1,000,000 or more. 

 
d. The invitation to bid shall be posted not later than seven (7) calendar days 

after the conduct of the pre-procurement conference and shall contain the 
following: 
 
1) A brief description of the goods/service/project to be bid including 

contract duration, if applicable; 
 
2) Period of availability of the bidding documents (Attachment 7), and the 

place where those may be secured or downloaded, as well as the deadline 
to do so; 

 
3) General statement about accreditation and pre-qualification as well as the 

deadline for the submission of all requirements for these assessments 
(also contained in the bid documents); 
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4) A brief information about the company, as well as the name, address, 
telephone number, e-mail and website addresses of the company’s 
designated contact persons; and  

 

5) Such other information deemed relevant by the BAC 1.  
 
e. The invitation to bid shall be posted for a maximum period of fifteen (15) 

calendar days, with the day immediately after (day 16) as the deadline for 
submission of letter of intent with requirements. This deadline for 
submission of requests for pre-qualification shall likewise be specified in the 
posted Invitation to Bid. 

 
4. Pre-Qualification of Bidders 

 

a. Pre-qualification of bidders shall be a 2-step appraisal process (Appendix D) 
intended to (1) streamline interested bidders based on compliance with 
PSMBFI requirements, and (2) arrive at a shortlist of qualified proponents to 
be presented to the BAC 1 : 

 
1) Step 1 – This shall serve as the elimination stage where prospective 

bidders who were not able to comply with the deadline of submission of 
documentary requirements for pre-qualification (as indicated in the 
invitation to bid) are dropped from the list of proponents to progress to 
the next step of the assessment. 
  

2) Step 2 – This shall serve as the qualifying stage where prospective bidders 
who were able to submit the requisite documents and information are 
assessed using a rating system.  A cut-off rating of 70% shall determine the 
remaining proponents to comprise the shortlist who shall be invited to 
participate in the pre-bid conference. 

 

b. The bidders’ pre-qualification assessment shall be completed within seven (7) 
calendar days from the deadline of submission of documents by the 
proponent and shall be undertaken by the BAC Secretariat.  
 

c. While the requirement is for all participating proponents to have accredited 
status prior to bidding, it is likely that new potential proponents responding 
to the invitation to bid have not secured such status.  In such case, a 
proponent will have to complete the accreditation process first and may only 
undergo pre-qualification once accredited. 
  

d. Apart from the requirements submitted by a prospective bidder during the 
accreditation process, additional requirements may be required by the 
company especially if the bidder’s accreditation documents on file are 
deemed not recent as required.   
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e. Among the critical documents that should form part of the requirements for 
pre-qualification is a sworn affidavit of the bidder, known as the Disclosure 
of Relations, stating that said bidder that he/she or any representative of 
their company is not related to PSMBFI Trustees, key officers and 
representatives by consanguinity or affinity up to the third civil degree.  
Failure to comply with this requirement shall be a ground for automatic 
disqualification of the bid. 

 

5. Pre-Bid Conference 
 
a. A pre-bid conference/meeting shall be conducted by the BAC and attended 

by all invited bidders who passed the pre-qualification assessment to discuss 
all the requirements needed for said bidding and to clarify and address the 
bidders’ questions on the requirements, terms and conditions, and other 
project/contract specifications. They shall be advised to indicate their bid 
tender on the allocated field in the TOR given to them. 
 

b. The pre-bid conference shall also serve as the venue to discuss the prescribed 
bid security and performance bond for the project.  This should additionally 
enlighten and remind prospective bidders on such financial obligations which 
should form part of their respective bids. 

 

c. At least one pre-bid conference shall be conducted for each procurement. 
Any request from a prospective bidder for the conduct of additional sessions 
shall be in writing and subject to the approval of the BAC. 
  

d. The pre-bid conference shall be held within seven (7) calendar days after pre-
qualification of prospective bidder and prior to the deadline for receipt and 
opening of bids in order that prospective bidders may adequately prepare the 
bid offers. A procurement timeline (Attachment 8) shall be followed to ensure 
timely completion of procurement activities. 

 

6. Proof of Concept (POC) Presentation 
 

a. On a case-to-case basis, particularly for projects or contracts that will 

necessitate a verification of the viability of a concept to determine if such will 

function as envisioned, prospective bidders shall be required to present their 

proof of concept. 

  

b. The POC presentation shall be an activity where bidders showcase their 

sample which is may be specifically reflective of the contract specifications or 

a similar product/system that significantly resembles said contract 

specifications. 

 



PUBLIC SAFETY MUTUAL BENEFIT FUND, INC.  

 

 

 
19 

c. To give bidders ample time to design/create/fabricate their POC, the POC 

presentation shall be undertaken within thirty (30) calendar days after the 

pre-bid conference.  Presentation shall be made to the BAC in the presence 

of all resource persons whose presence and participation are deemed 

necessary by the BAC. 

 

B.   BIDDING Phase 

 
1. Submission and Receipt of Bids 

 
a. The bids shall be in accordance with the TOR, indicating the technical 

specifications and the corresponding bid price for the goods/services to be 
procured, and contained in a sealed envelope. 
 

b. Within 10 calendar days after the pre-bid conference or POC, if POC is applicable, 
the BAC shall schedule the actual bidding proper, a BAC session dedicated to the 
opening of bids, which is such date, time and place specified in the Invitation to Bid 
and which has been duly communicated to all bidders who have signified their 
interest to participate.  No bid shall be received after such deadline and outside of 
the scheduled session for the opening of bids. 
 

c. To ensure transparency of proceedings, all qualified bidders, or their 
authorized representatives, shall personally hand in their respective bids in 
sealed envelopes to the BAC on said scheduled session.   
 

d. Any bidder who opts not to continue with the bidding shall formalize such 
through a written notice duly received by the BAC Secretary before the 
deadline for the receipt and opening of bids.  In such case, the 
supplier/service provider forfeits any chance to submit a bid for the same 
contract, either directly or indirectly, should there be an extension or 
rescheduling of the deadline due to acceptable reasons. 

 

2. Opening of Bids 
 

a. The opening of bids shall be undertaken right after all bids are received from 
participating bidders during the same session. 
 

b. The actual receipt, opening, validation of the contents of submitted bids, as 
well as the tabulation of price offerings, shall be done in the presence of all 
competing bidders.  

 
3. Bid Security  

  
a. Any submitted bid shall be guaranteed by a bid security ensuring that the 

winning bidder shall, after receipt of the Notice of Award, enter into contract 
with PSMBFI within the stipulated time.  
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b. It shall serve to discourage bidders from withdrawing their bids before the 

end of the bid validity period or from refusing to sign the contract if awarded 
as doing so would forfeit the bid security amount to PSMBFI as the procuring 
entity. 
 

c. Bid security shall be applicable to projects/contracts with estimated cost of 
not less than P200,000.  The imposition of the bid security shall be indicated 
in the TOR corresponding to the procurement which shall be fixed at 3% of 
the actual bid price offered by a bidder. 
 

d. The bid security shall be in the form of cash or a manager’s check payable to 
PSMBFI and endorsed to the BAC along with a proponent’s submitted bid.   

 

e. Upon awarding of contract to the winning bidder, all other bid security 
cash/manager’s checks shall be returned to non-winning bids.  On the other 
hand, the bid security tendered by the winning bidder shall only be returned 
once said proponent has signed the contract and furnished the performance 
bond. 

 
4. Bids Evaluation 

 
a. Preliminary Examination of Bids 

 
An initial examination of the technical components of the received bids is 
necessary in order to determine completeness of bid tender and bid security 
cash/manager’s check. Only bids that have been declared complete by the 
Internal Auditor and Legal Officer in terms of the technical aspect of the bid 
requirements shall be evaluated in terms of their financial component. 

 

b. Ceiling for Bid Prices 
 

Budget ceiling for procurement may be communicated to prospective bidders 
on a case-to-case basis only.  However, on instances that such information is 
declared to the bidders prior to the bidding proper, a submitted bid that 
exceeds such ceiling despite prior notification shall be disqualified and will 
not be considered for evaluation. 

 
c. Bid Evaluation for the Procurement of Goods and Infrastructure Projects 

 
Pursuant to the specifications indicated in the TOR and with the expectation 
that bidders shall comply with all such specifications, bid evaluation for the 
procurement of goods and service shall be concentrated on the financial 
aspect of the bid with all bids ranked from lowest to highest, with the first as 
the Lowest Calculated bid. 
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d. Bid Evaluation for the Procurement of Services 
 
1) Bids for services shall be evaluated using an evaluation matrix (Appendix 

E) purposely designed using factors or criteria that are deemed relevant 
and critical to the nature of the service being procured.   
 

2) Said matrix shall be crafted by the BAC prior to the actual opening of bids 
and shall be communicated to pre-qualified bidders upon submission of 
bids. 

 

3) Each factor/criterion is assigned points/percentages against which the 
bids and their components shall be rated.  The bid with the highest 
accumulated points shall be declared as the Highest Rated Bid, and in 
case of a “tie”, the lowest bid offer shall be considered for post-
qualification. 

 

4) Owing to the process’ tedious nature, the actual evaluation shall be 
undertaken as a separate activity by the BAC, or a designated BAC-TWG 
(not to include the requisitioning entity), and not during the opening of 
bids.  The proponent with the highest rated bid shall be notified 
subsequently. 

 
C.   POST-BID Phase 
 

1. Post-Qualification 
 

a. The bidder with the lowest calculated bid (for goods and infrastructure 
projects) or the highest rated bid with lowest bid offer (for services) shall 
undergo post-qualification, or specifically a post-bid verification and 
validation to determine whether said bidder complies with and is responsive 
to all the requirements specified in the bidding documents. 
  

b. Post-qualification is undertaken within seven (7) calendar days after the BAC 
notifies said bidder of bid status. During this stage, the BAC may require the 
bidder’s updated latest income or business tax returns as well as other 
additional documents, licenses and permits not previously submitted. 

 

c. If all requirements for post-qualification have been met, bidder’s offer shall 
be considered the Lowest Calculated Responsive Bid or the Highest Rated 
Responsive Bid with lowest bid offer, as the case may be, and awarding of 
contract shall ensue. 

 

d. However, bidder’s failure to comply, or any finding against the veracity of 
submitted requirements, shall disqualify the bidder for award and shall forfeit 
the bid security tendered with the bid. Moreover, said bidder shall be 
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considered post-disqualified and the BAC moves on to conduct post-
qualification with the second lowest calculated bid/second highest rated bid.   

 

e. If the bidder with the second lowest calculated bid/second highest rated bid is also 
post-disqualified, the procedure shall be repeated until the BAC determines the 

Lowest Calculated Responsive Bid or the Highest Rated Responsive Bid.   
 

f. A failure of bidding shall be declared for any of the following conditions: 
 

1) No bids are received; 
 

2) No bid qualifies as the lowest calculated responsive bid OR highest rated 
responsive bid; or 
 

3) Whenever the bidder with the highest rated/lowest calculated 
responsive bid refuses, without justifiable cause to accept the award of 
contract, as the case may be. 

 

Upon failure of bidding, the BAC shall resort to re-posting of the invitation 

to bid and undertake another round of bidding observing the same process 

and timelines as prescribed in this policy.  Only upon two (2) instances of 

failed bidding shall the BAC resort to negotiated procurement as provided 

for in Item VIII.C.2.d  of this policy. 

  
g. A single calculated/rated responsive bid shall be considered for award if it 

falls under any of the following circumstances: 
 
1) If after advertisement, only one prospective bidder submits a letter of 

intent and/or applies for pre-qualification, meets the requirements or 
criteria, and submits a bid that is found to be responsive to the bidding 
requirements; 

  

2) If after advertisement, more than one prospective bidder applies for pre-
qualification but only one  bidder meets the requirements or criteria and 
submits a bid that is found to be responsive to the bidding requirements; 
OR 
  

3) If after pre-qualification, more than one bidder meets the requirements 
or criteria, but only one bidder submits a bid and such bid is found to be 
responsive to the bidding requirements. 

a.  
2. Protest Mechanism 

 

a. Any protest or complaint on the decision of the BAC by a non-winning bidder 
shall be undertaken by said bidder in writing and submitted to the President. 
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b. Protests shall be resolved strictly on the basis of records of the BAC and the 
decision of the President shall be final. 

 

c. While it is crucial that protests/complaints filed by a proponent should be 
addressed before any awarding of contract is made, in no case shall such 
protest by a proponent contribute to, or cause, any delay in the procurement 
process.  Thus, it shall be the responsibility of the company to resolve any 
such concern immediately and arrive at a decision before a contract shall 
have been awarded. 
  

3. Awarding of Contract 
 
a. The BAC shall endorse its recommended proponent for approval of the 

President within fifteen (15) calendar days, or for approval of the Board of 
Trustees not later than the nearest upcoming Board meeting. 
  

b. Once approved, the Notice of Award (Attachment 9) shall be issued 
immediately to the winning bidder, not later than five (5) calendar days from 
date of approval.  The Notice of Award should reiterate the turn-around time 
for the bidder to engage in a contract with PSMBFI. 

 

c. Within ten (10) calendar days from receipt of Notice of Award, the winning 
bidder should be able to formally enter into a contract with the company, 
otherwise, the bid security, if applicable, shall be forfeited pursuant to the 
stipulation in Item XI.B.3 of this policy. 

 
4. Performance Bond 

 
a. Prior to the signing of contract, the winning bidder shall, as a measure of 

guarantee for the faithful performance of, and compliance with, his 
obligations under the contract prepared in accordance with the bidding 
documents, be required to post a performance bond in such form and amount 
as specified in the TOR. 
  

b. Upon posting of the performance bond, the issued cash or check for the bid 
security, if applicable, shall be returned in exchange to the winning bidder. 

 

c. In case of a failure to post the required performance bond within the 
prescribed timeline, the bidder shall be disqualified while the bid security shall 
be forfeited in favor of PSMBFI. 

 

5. Notice to Proceed 
 
The company shall thereafter issue the Notice to Proceed (Attachment10) to the 
winning bidder not later than seven (7) calendar days after the signing and 
approval of contract 
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6. Reservation Clause 
 
PSMBFI, through the authority of the President or the Board of Trustees, reserves 
the right to reject any and all bids, declare a failure of bidding, or refuse to award 
the contract in any of the following situations: 

  
a. If there is prima facie evidence of collusion between appropriate officers or 

employees of the company, or between the BAC and/or its auxiliary teams and 
any of the bidders, or if the collusion is between or among the bidders 
themselves, or between a bidder and a third party, including any act which 
restricts, suppresses or nullifies or tends to restrict, suppress or nullify 
competition; 
  

b. If the BAC is found to have failed in following the prescribed bidding 
procedures; or 

 

c. For any justifiable and reasonable ground where the award of the contract will 
not redound to the benefit of the company. 

 

7. Evaluation of Bidder’s Performance 
 
Evaluation of bidder’s performance shall be undertaken following the provisions 
stipulated in Item II.F of the Vendor Accreditation Process.  
 

8. Contract Prices and Warranties 
 

a. Contract Prices 
 
All bid prices shall be considered as fixed prices to cover the given scope of 
work in the contract and are, therefore, not subject to any price 
increase/escalation during the implementation of the contract. 
 

b. Warranty 
 
1) For the procurement of goods 

 

 In order to assure that manufacturing defects shall be corrected by 
the supplier, manufacturer or distributor, as the case may be, for a 
specific time after performance of the contract, a warranty shall be 
required from the contract awardee for such period of time as may 
be provided in the TOR, the obligation for which shall be covered by 
either retention money in the amount equivalent to a percentage of 
every progress payment, as stated in the same TOR. 
  

 Said amounts shall only be released after the lapse of the warranty 
period, provided that the goods supplied are free from defects and 
all the conditions imposed under the contract have been fully met. 
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2) For the procurement of infrastructure projects 

 

 The contractor shall assume full responsibility for the contract work 
from the time project construction commenced up to a reasonable 
period as defined in the TOR, taking into consideration the scale and 
coverage of the project from its final acceptance by the company and 
shall be held responsible for any damage or construction of works 
except those occasioned by force majeure. 
 

 The contractor shall be fully responsible for the safety, protection, 
security and convenience of his personnel, third parties, and the 
public at large, as well as the works, equipment, installation and the 
like to be affected by his construction work and shall be required to 
put up a warranty security in the form of cash, bank guarantee, or 
callable surety bond. 

 

 The contractor shall undertake the repair works, at his own expense, 
of any defect or damage to the infrastructure projects on account of 
the use of materials of inferior quality within ninety (90) days from 
the time the company has issued an order to undertake repair.   

 

 In case of failure or refusal to comply with this mandate, the 
company shall undertake such repair works and shall be entitled to 
full reimbursement of expenses incurred therein upon demand. 

 

 Any contractor who fails to comply with said requirement shall suffer 
perpetual disqualification from participating in any PSMBFI bidding 
and his property or properties shall be subject to attachment or 
garnishment proceedings to recover costs. 

 
XII. SUPPLEMENTAL GUIDELINES 

 
A. Offenses and Penalties 

 
The company shall have the authority to impose necessary penalties for offenses 
committed by accredited vendors as it deems appropriate upon extensive factual 
investigation, without prejudice to its right to take legal action against said entities.  
When the bidder is a juridical entity, criminal liability and the accessory penalties 
shall be imposed on its directors, officers or employees who actually commit any of 
following acts: 
 

1. Acts by Vendors 
 

a. Unduly influencing or exerting undue pressure on any member of the BAC or 
any officer or employee of PSMBFI to take a particular action which favors, or 
tends to favor a particular bidder; 
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b. When two or more bidders agree and submit different bids as if they were 

bona fide, when they knew that one or more of them was so much higher 
than the other that it could not be honestly accepted and that the contract 
will surely be awarded to the pre-arranged lowest bid;  
 

c. Maliciously submitting different bids through two or more persons, 
corporations, partnerships or any other business entity in which he has 
interest to create the appearance of competition that does not in fact exist 
so as to be adjudged as the winning bidder; 

 
d. When two or more bidders enter into an agreement which call upon one to 

refrain from bidding for procurement contracts, or which call for withdrawal 
of bids already submitted, or which are otherwise intended to secure an 
undue advantage to any one of them; 

 
e. When a bidder, by himself or in connivance with others, employs schemes 

which tend to restrain the natural rivalry of the parties or operates to stifle 
or suppress competition and thus produce a result disadvantageous to 
PSMBFI; 

 
f. Submitting eligibility requirements of whatever kind and nature that contain 

false information or falsified documents calculated to influence the outcome 
of the eligibility screening process or conceal such information in the 
eligibility requirements when the information will lead to a declaration of 
ineligibility from participating in the bidding; 

 

g. Submitting bidding documents of whatever kind and nature that contain false 
information or falsified documents or conceal such information in the bidding 
documents, in order to influence the outcome of the bidding; 

 
h. Participating in a bidding using the name of another or allow another to use 

one’s name for the purpose of participating in a bidding; 
 

i. Withdrawing a bid, after it shall have qualified as the Lowest Calculated 
Bid/Highest Rated Bid, or refusing to accept an award, without just cause or 
for the purpose of forcing PSMBFI to award the contract to another bidder. 
This shall include the non-submission/refusal to submit within the prescribed 
time, or delaying the submission of requirements such as, but not limited to, 
performance bond, preparatory to the final award of the contract; 

 
Likewise, disciplinary action shall be imposed upon employees in accordance with 
the PSMBFI Code of Discipline and/or legal action, if applicable. 

 
2. Acts by Employees 
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a. Splitting of contracts which exceed procedural purchase limits and 
competitive bidding; 
  

b. When an executive of the of PSMBFI abuses the exercise of his power to reject 
any and all bids with manifest preference to any bidder who is closely related 
to him. 

 

3. Jurisdiction 

Jurisdiction over the foregoing infractions shall belong to the appropriate courts, 
according to laws existing at the time of the commission of the offenses.  

 
XIII. IMPLEMENTING PROCEDURES 

A. Formal Bidding (BAC 1) 
 
1. The BAC Secretariat receives RF from requisitioning 

department/office/employee and checks completeness of required supporting 

documents. 

  

2. It then schedules a pre-procurement conference within seven (7) calendar days 

after receipt of RF and prepares all information and documentation pertaining 

to all aspects of the request, such as technical specs and other information 

contained in the TOR, budget allocation and availability, as well as the 

composition of the bidding documents. 

 

3. The BAC convenes the pre-procurement conference and finalizes the set of 

information to be included in the invitation to bid. 

 

4. The BAC Secretariat publishes/posts the invitation to bid and sends out an email 

blast to all accredited vendors with active status within seven (7) calendar days 

after the pre-procurement conference in accordance with policy guidelines.  

 

5. Upon receipt of letters of intent from prospective bidders, the BAC Secretariat 

undertakes the 2-step pre-qualification process. 

 

6. Once a shortlist of proponents are pre-qualified, the BAC Secretariat schedules 

a pre-bid conference within seven (7) calendar days from completion of the pre-

qualification of bidders and proceeds to notify pre-qualified bidders of said 

schedule. 

 

7. The BAC convenes the pre-bid conference, presents and discusses project details 

and the TOR,  and addresses bidders’ concerns relating to the procurement.  On 
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the same day as the pre-bid conference, after the bidders have been excused, if 

the requirement deals with the procurement of services, the BAC and its TWG, 

creates the evaluation matrix which will be used in evaluating the bids. 

 

8. The BAC Secretariat schedules a session for POC presentation for 

projects/contracts that require a POC within thirty (30) calendar days after the 

pre-bid conference.  BAC invites resource persons as deemed appropriate to 

witness the presentation. 

 

9. The BAC Secretariat schedules the submission and opening of bids which is any 

day within the ten (10) calendar days after the pre-bid conference, by which time 

the bidders would have finalized their respective offerings.  Bidders are notified 

of said schedule through an email invite which also provides last minute 

announcements or reminders. 

 

10. The BAC convenes the bidding proper and, before receiving the actual sealed 

bids, proceeds to discuss the protocols of bid evaluation, especially in the case 

of the procurement of consultancy services that does not adhere to the “lowest 

bid” principle.  The BAC discusses the criteria to be used in the evaluation to 

enlighten bidders. 

 

11. Bids are sealed and, for transparency, personally handed over by the proponent 

or their authorized representatives during the bidding proper.   

 

12. The Internal Auditor and Legal Officer inspect the contents of each sealed bid 

and determines completeness of all required documents.  Sealed bids should 

also contain the cash or checks tendered in view of the bid security requirement, 

if applicable, based on policy guidelines. 

 

13. The Internal Auditor and Legal Officer, after affirming completeness of 

documents and all information required in the TOR, turn over the bids and bid 

security cash/manager’s checks to the BAC members.  If the procurement is for 

goods and infrastructure projects, bid evaluation is done on the spot, bids are 

announced and tabulated in the presence of the bidders.  For procurement of 

services, the bids are opened and tabulated in the presence of bidders. These 

bids are rated using the evaluation matrix on a separate session which should 

take place within ten (10) calendar days from opening of bids. 

 

14. The BAC reiterates to the bidders that the lowest bid does not automatically 

mean that the bid is considered the winner as post-qualification shall 

subsequently be undertaken.  It is only after post-qualification and the 



PUBLIC SAFETY MUTUAL BENEFIT FUND, INC.  

 

 

 
29 

determination of the lowest calculated responsive bid/highest rated responsive 

bid. 

 

15. The BAC Secretariat conducts post-qualification of bidders within seven (7) 

calendar days after the opening of bids and identifies the lowest calculated 

responsive bid/highest rated responsive bid after verification of bidder’s 

compliance and responsiveness to all the requirements in the bidding 

documents. 

 

16. In the event of a bidding failure, the BAC Secretariat re-posts the invitation to 

bid and undertakes another cycle of bidding.  Only upon two (2) instances of 

failed bidding shall the BAC resort to negotiated procurement as provided for in 

Item VIII.C.2.d  of this policy. 

 

17. The BAC Secretariat, upon successful completion of the post-qualification 

validation, submits its report to the BAC for endorsement.  The BAC, in turn, 

submits a recommendation to the President within fifteen (15) calendar days, or 

to the BOT not later than the most immediate Board meeting, for final approval. 

 

18. Once the recommendation is approved, the BAC Secretariat issues the Notice of 

Award to the winning bidder not later than five (5) calendar days from date of 

approval.  The winning bidder should be able to sign a contract with the 

company within ten (10) calendar days after receipt of Notice of Award, 

otherwise, the bid security cash/ check tendered along with the bid shall be 

forfeited. 

 

19. Upon contract signing, the winning bidder shall post a performance bond in the 

amount indicated in the TOR.  Once this is endorsed to PSMBFI, the cash/ check 

intended for bid security shall be returned, in exchange, to the winning bidder.  

However, failure to execute this shall mean disqualification of the bid and the 

forfeiture of the bid security.   

 

20. Within seven (7) calendar days from PSMBFI’s approval of the signed contract, 

the BAC Secretariat issues the Notice to Proceed to winning bidder.  Where 

applicable, a Purchase Order shall also be issued to formalize the requirement 

for delivery. 

 

21. Upon delivery of procured items (goods, services, infrastructure projects), the 

appropriate  Inspection & Acceptance Team verifies and validates actual delivery 

of procured goods and/or completion of services/delivery of agreed service 

output as against acceptance criteria indicated in the TOR. Depending on the 
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type of procurement and project duration, the IAT may accomplish this task in 

one instance or gradually, in phases aligned with the project timeline of 

deliverables. 

 

22. The IAT accomplishes an acceptance report for every instance of validation 

activity and submits the same to the BAC to serve as basis for payment. 

 
B. Informal Bidding (BAC 2) 

 

1. The BAC Secretariat receives RF from requisitioning 

department/office/employee and checks completeness of required supporting 

documents. 

  

2. The BAC Secretariat then undertakes canvassing from among accredited 

suppliers and solicits quotations. 

 

3. Once price quotes are received, at least three (3) suppliers for every transaction, 

the BAC Secretariat summarizes these into an abstract of canvass or canvass 

sheet and proceeds to evaluate said prices to identify the winning bid which is 

the lowest offering. 

 

4. The BAC Secretariat routes the abstract for review and notation of BAC 2 

members. 

 

5. Once everything is in order, BAC 2 endorses the canvass sheet for approval of 

the President. 

 

Recission 
All other previously issued policies, procedures and guidelines contrary to or inconsistent with 
the above are hereby rescinded and superseded as prescribed in this policy. 
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Appendix A 
 
VENDOR ACCREDITATION PROCESS (VAP) 
 

The Vendor Accreditation Process is an assessment system that qualifies potential 

suppliers/service providers who will be allowed to participate in the company’s procurement 

activities.   

 

I. Objectives 

  

A. This process serves to ensure that our suppliers/service providers possess the 

necessary financial and technical capabilities in terms of providing reliable and good 

quality products and services to PSMBFI.   

  

B. It likewise endeavors to protect the company’s interests by encouraging good 

performance and service delivery from accredited proponents while discouraging 

unethical business practices. 

 

II. Scope  

Accreditation shall be a requirement for all vendors intending to participate in PSMBFI’s 
procurement activities, to exclude projects/contracts with individual consultants as well as 
purchases made via Shopping, an alternative procurement method. 

 

III. General Guidelines 

 

A. Vendor Application 

 

The Vendor Accreditation Application Form shall be the main document for use by 

potential suppliers/service providers in securing their accredited status with the 

company.  This form shall consist of four (4) parts: 

 

1. Part A – General Instructions : an overview of the accreditation process, including 

forms and documents as well as inspection and evaluation requirements, 

provided to vendors seeking accreditation to PSMBFI 

 

2. Part B – Vendor Accreditation Questionnaire : the application form proper which 

contains questions that vendors must answer in order to provide all pertinent 

data required by PSMBFI necessary in evaluating the application for accreditation 
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3. Part C – Agreement : a declaration of PSMBFI’s rights, restrictions and 

requirements in accomplishing the accreditation process, as well as the vendor’s 

attestation which signifies conformance. 

 

4. Part D – Appendices and Attachments : a summary of all additional information 

required by PSMBFI classified into appendices tabulated for easy reference, and a 

listing of supporting documents as attachments.  

 

B. Requirements for Accreditation 

 

1. Legal Requirements (certified true copies) 

 

a. For Single Proprietorship 

 

1) Mayor’s Permit 

2) Business Name registered with DTI 

3) BIR Registration 

  

b.  For Corporation or Partnership 

 

1) Mayor’s Permit 

2) Certification of Registration with the Securities and Exchange Commission 

(SEC) 

3) Certified True Copy of the Articles of Incorporation and By-Laws 

4) BIR Registration 

 

2. Service Capability (original documents except item h) 

 

a. Company profile 

b. Organizational chart showing all corporate divisions, companies, and 

subsidiaries 

c. Organizational chart of key company personnel (including President, Vice-

President/s, and Department Managers) 

d. Location map and pictures of office, factory, or branches (if any) 

e. List of customers/clients for the past five (5) years 

f. List of products with product line catalog/fliers/brochures/other materials to 

showcase field of specialization and services rendered (if applicable) 

g. Price list of products offered (if applicable) 

h. If dealer or distributor, a certified true copy of the distributorship 

certificate/agreement with the principal supplier 
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i. List of services offered and description (if applicable) 

j. List of Machineries and Equipment (manufacturing/office/delivery & 

warehousing) 

 

3. Financial Capability (certified true copies) 

 

a.  Audited financial statements for the last two (2) years 

b. Income Tax Return (ITR) for the last two (2) years duly received by the BIR 

c. List of major banks and creditors 

 

4. Special Requirements for Joint Venture (JV) Partnerships with Foreign 

Suppliers/Service Providers 

Of the parties involved, the JV partner who is duly organized under the laws of the 
Philippines and of which at least 60% of the outstanding capital stock belongs to 
citizens of the Philippines, shall be considered the vendor representative who shall 
undergo accreditation and who, once accredited, will be eligible to participate in the 
bidding activities of PSMBFI.  This means that the technical and financial capacity of 
the vendor representative shall be considered as the technical and financial capacity 
of all joint venturers.  Thus, said vendor representative, with its own company 
credentials, shall submit: 

 
a. All aforementioned requirements for accreditation (Items 1, 2, and 3) and 

b. A certified true copy of valid Joint Venture Agreement 

 

C. Accreditation Cycle and Validity 

 

Accreditation is valid for two (2) years only and must be renewed to active status by 

undergoing re-accreditation before vendor is allowed to take part in any procurement 

activity of the company.  Re-accreditation is a repeat of the original accreditation 

assessment process with the vendor performance review (if vendor was able to engage 

in a contract with PSMBFI within its 2-year accredited status) as an addition to the 

criteria.  

 

D. Vendor Assessment and Accreditation Approval 

 

1. The accreditation of prospective suppliers/service providers shall be the 

responsibility of the Accreditation Assessment Team led by the Manager, 

Administration Department with Supervisor, GSS  and one Supervisor level 

representative each from the OIA and Accounting Department, and assisted by the 

Procurement Specialist. 
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2. The same team shall be in charge of completing the assessment report per 

applicant-vendor evaluated indicating a “PASS/FAIL” recommendation based on: 

 

a. Compliance with legal requirements 

b. Demonstrated financial capability  

c. Service capability based on company profile, product/services line, principals, 

accreditation or recognition from known organizations setting quality 

standards, findings during due diligence/ocular inspection 

 

3. Said evaluation and recommendation shall be endorsed to Management for 

approval before awarding the Certificate of Accreditation to duly accredited 

supplier/service provider. 

 

E. Vendor Maintenance 

 

All accredited vendors shall be included and maintained in the vendor master list which 

allows easy access and management of supplier/service provider information 

including, but not limited to, contact information and product listing with pricing, if 

applicable.  Final master list of accredited suppliers shall be approved by the President. 

 

F. Performance Review  

 

1. Performance review of accredited vendors shall be done on an annual basis, one 

being completed during the mid-term of the accreditation validity and the other 

upon completion of the 2-year period.  The evaluation shall be based on the 

following factors with corresponding sub-factors as indicated in the evaluation 

form: 

 

a. Pricing 

1) Competitive pricing/cost 

2) Price stability and advance notice of price changes 

3) Payment terms and conditions 

  

b. Quality of products and services 

1) Product reliability or meeting of specifications 

2) Warranty coverage (length and terms of warranty) 

3) Feedback from end-users 

  

c. Delivery 

1) Competitive lead-time 

2) Delivers on time and as specified in Purchase Order (PO) 
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3) Delivers correct items and quantities as specified in PO 

4) Proper packaging 

5) Accurate documentation and identification of products/services 

6) Provision for emergency deliveries 

 

d. Customer service or after sales support 

1) Compliance with contract terms 

2) Responsiveness to emergency requests 

3) Reliability of product repairs/services 

4) Technical support 

 Type of equipment 

 Size of facilities 

 Size and capability of manpower 

 Training provided on manufacturer’s products 

 Compliance to quality standards 

 

e. Responsiveness to requests for quotations/proposals or invitation to bid 

1) Frequency of bids 

2) Frequency of wins/losses (state reasons) 

 

f. Financial and business stability 

1) Updated audited financial statements 

 

2. The performance review shall be undertaken by the Accreditation Assessment 

Team with proper consultation with process owners and end-users. 

 

G. Suspension or Cancellation of Accreditation 

 

1. Grounds for suspension or cancellation of accreditation may be any of the following 

acts or omissions: 

  

a. Committing fraud or any act of misrepresentation, before, during or after the 

accreditation process; 

  

b. Making false declarations/statements claiming capability to supply products 

and/or services, or making use of documents that signify the same; 

 

c. Failure to meet minimum performance standards upon appraisal; 

 

d. Inability to meet agreed terms and conditions such as on product/service 

quality, delivery date two (2) times within a one-year period; 
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e. Non-compliance with company and government policies relating to 

procurement;  

 

f. Bribery or offering of something of value to buyers or end-users/company 

representatives with direct participation in the transaction in exchange for 

being favored in the accreditation process / awarding of contracts or at any 

point during the business relationship; and 

 

g. Any other analogous acts that are prejudicial to the interests of the company. 

 

2. Infractions or such acts as listed shall be promptly documented and reported to the 

Manager, Administration Dept. by the Accreditation Assessment Team, who in turn 

endorses the same to the VP for Corporate Services. 

 

3. The Manager, Administration Dept. may only recommend for approval of the VP-

CS the reinstatement of suspended supplier/service provider upon vendor’s 

presentation of substantial proof that the cause for suspension has been duly 

resolved.   

 

4. Vendors whose accreditations have been cancelled may re-apply for accreditation 

subject to assessment protocols.   

 

5. Extreme infractions shall qualify a vendor for blacklisting by the company, after 

thorough case assessment and approval of decision by the VP CS.  A vendor 

blacklisted by the company shall no longer be considered for future re-

accreditation applications. 

 

IV. Procedures 

 

A. Vendor Accreditation 

  

1. Receive accomplished Vendor Accreditation Application Form with supporting 

documents from vendor 

 

2. Review completeness of documents submitted and fill up checklist 

 

3. Submit complete set of documents to Accreditation Assessment Team 

 

4. Evaluate vendor based on all criteria listed as evidenced by requirements submitted 
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5. Conduct due diligence/ocular inspection with photos (taken with vendor’s 

permission) to support evaluation 

 

6. Submit assessment report to VP CS for endorsement to the President for final 

approval 

 

7. Prepare Certificate of Accreditation for qualified suppliers 

 

8. Award certificates 

 

9. Update and maintain list of accredited suppliers 

 

10. Create individual vendor files for reference 

 

B. Performance Evaluation 

 

1. Prepare activity report for accredited vendors based on actual records with 

particular reference to: 

 

a. Pricing 

b. Quality of products and services 

c. Delivery 

d. Customer service or after-sales support 

e. Responsiveness to RFP/RFQ 

Financial and business stability 

  

2. Rate/evaluate accredited vendors based on activity report 

  

3. Finalize status of all evaluated vendors and update master list of accredited 

vendors 

 

4. Notify poor performing vendors and send notice of cancellation/revocation of 

accreditation 

 

5. File documented report of accredited vendors who passed evaluation to be used 

as reference/additional information for renewal or re-accreditation application 
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C. Adjudication 

 

1. Receive incident report (if complaint is from other entities within PSMBFI) /Prepare 

incident report (if Admin concern) on vendor infraction and submit to Accreditation 

Assessment Team for initial investigation 

  

2. If case is warranted based on initial investigation results, submit case report (IR and 

findings) to the Manager of Administration Department for further assessment and 

recommendation for action 

 

3. Endorse final recommended action (suspension/cancellation of accreditation, 

blacklisting, etc.) to  Management for approval 

 

4. Notify vendor. 

 

a. Suspension of accreditation shall be for an indefinite period of time until 

vendor addresses concern and requests for reinstatement. 

b. Cancellation of accreditation shall be for an indefinite period of time until 

vendor applies for re-accreditation, provided that the cause of cancellation has 

been fully resolved. 

c. Blacklisting of vendor is permanent. 

  

5. Upon vendor’s request for reinstatement after suspension or upon application for 

re-accreditation, consolidate submitted documents that substantiate vendor’s 

resolution of incident/concern 

 

6. Submit appeal records (vendor’s request and supporting documents) to BAC for 

assessment and recommendation 

 

7. Finalize recommended action, whether to maintain/affirm vendor suspension 

status or rescind suspension and reinstate accreditation, and submit to 

Management for approval 

 

8. Notify vendor of outcome of request/appeal 
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Appendix B 
 

The BIDS AND AWARDS COMMITTEE (BAC) 
 

The Bids and Awards Committee (BAC) is a body created to perform the procurement of goods 
and services necessary for the company’s operations in accordance with the provisions of the 
Procurement Policy.  There are two such committees, BAC 1 and BAC 2, that operate within 
PSMBFI owing to the segregation of procurement activities according to cost. 

 
I. Bids and Awards Committee 1 (BAC 1) 

 

A. Composition and Term of Office 

 

1. BAC 1 consists of five (5) members and is assisted by a secretary: 
 

Chairman  : Vice President for Finance 
Vice Chairman  : Vice President for Operations 
Members  : Manager, Administration Department 

     Two (2) appointed members of manager level 
Secretary  : Supervisor, GSS 

 
2. The appointed members of manager level or capacity shall render a term of two (2) 

years while the rest shall remain as permanent members of the committee. 

  

3. In case of resignation, retirement, or other forms of separation from employment 

with the company of any of the appointed members, a replacement shall serve only 

for the unexpired term.   

 

4. Any change in the composition of BAC 1 shall require the approval of the Board of 

Trustees (BOT), including the recommendations for appointment, in the case of 

temporary members, which shall transpire at two-year intervals. 

 

5. Supplemental guidelines 

 

a. In the absence of the Chairman, a member will be temporarily appointed to 

preside over the meeting. 

  

b. During particular deliberations that require knowledge, experience and/or 

expertise relevant to the procurement activity, the BAC 1 may include a 

provisional member who is considered a technical expert in the field to 

contribute to said deliberation.  
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c. In the event that a BAC member is the concerned requisitioner, subject 

individual shall inhibit himself/herself from participating in the deliberation 

while the remaining members, constituting a quorum, shall proceed with the 

deliberation proper.  If, in any case, more than one member of the committee 

inhibits due to aforementioned reason resulting to a need to reconstitute the 

BAC through the appointment of temporary members, such composition shall 

be considered as a Special BAC to be formalized and granted specific temporary 

authority through BOT approval. 

 

B.  Scope and functions 

 
1. BAC 1 undertakes the procurement of goods or services that exceed P200,000.00 

in total cost and performs the following functions: 

 

a. advertise and/or post the invitation to bid; 

b. conduct pre-procurement and pre-bid conferences;  
c. determine the eligibility of prospective bidders; 
d. receive bids;  
e. conduct the evaluation of bids;  
f. undertake post-qualification proceedings; and  
g. recommend awarding of contracts to the President for approval/further 

submission to the Board of Trustees, as the case may be. 
 

2. Auxiliary roles 

 

a. In case of violations as specified under Item XII (Supplemental Guidelines) of this 

policy, BAC 1 is also tasked to document such identified infractions and promptly 

report the same to the President. 

  

b. The BAC 1 shall likewise perform other related functions such as the creation of 

a Technical Working Group from a pool of technical, financial and other experts 

to assist in the procurement process, as well as the recommendation of 

alternative procurement methods, as deemed necessary. 

 

C. Resource Persons/Witnesses 

 

1. The following shall regularly witness BAC 1 proceedings as resource persons in order 

to ensure transparency in the bidding process and during the awarding of contract 

to the chosen supplier/service provider: 

 

 Legal Officer 
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 Internal Auditor 

 Manager, Corporate Planning Department 

 

2. Likewise, one supervisory level employee from any of the departments shall be 

invited and designated as observer/witness during such proceedings. 

 

II. Bids and Awards Committee 2 (BAC 2) 

 

A. Composition and Term of Office 

 

1. BAC 2 consists of five (5) members and is assisted by a secretary: 
 

Chairman  : Vice President for Operations 
Vice Chairman  : Appointed member of manager level 
Members  : Manager, Administration Department 

     Two (2) appointed members of manager level 
Secretary  : Supervisor, GSS 

 
2. The appointed members of manager level or capacity shall render a term of two (2) 

years while the rest shall remain as permanent members of the committee. 
  

3. In case of resignation, retirement, or other forms of separation from employment 
with the company of any of the appointed members, a replacement shall serve only 
for the unexpired term.   

 

4. Any change in the composition of BAC 2 shall require the endorsement of the 
President for final approval of the Board of Trustees (BOT), including the 
recommendations for appointment, in the case of temporary members, which shall 
transpire at two-year intervals. 

 
B. Scope and functions 

 

1. BAC 2 undertakes the procurement of goods or services with total cost amounting 

to P200,000.00 or less and performs the following functions: 

 
a. solicit quotations from accredited suppliers/service providers; 
b. evaluate price quotes summarized in abstract of canvass (canvass sheet);  
c. conduct the evaluation of quotations; 
d. identify winning supplier/service provider; and 
e. endorse abstract of canvass for approval of the President;  
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III. The BAC Secretariat  

The BAC Secretariat serves as the main support unit of both BAC 1 and BAC 2. Led by the 
Supervisor of the General Support Services Section of the Administration Department, who 
is the designated Secretary in the BAC composition, the secretariat consists of organic 
employees of the company from the same department tasked to provide administrative 
assistance and coordination support in terms of BAC-related activities. 

 
IV. The BAC Technical Working Group 

The BAC Technical Working Group (BAC-TWG) is the ad hoc team created by the BAC on 
an “as-needed” basis with reference to procurement activities that require specific sets of 
technical expertise that may be outside the competencies of existing committee members.  
The TWG shall be mandated to provide assistance, in terms of technical know-how, at 
certain stages of the procurement process, most particularly during the evaluation of 
submitted bids.  
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Appendix C 
 
The INSPECTION and ACCEPTANCE TEAM (IAT) 

 
The Inspection & Acceptance Team is a group of representatives from different 

departments/offices who perform the final validation on actual delivery of procured goods 

and/or completion of services/delivery of agreed service output. 

 
I. Composition 

There shall be two (2) regular sets of IAT in alignment with the delineation of scope of BAC 

1 and BAC 2. However, a third set shall be mobilized in cases of procurement costing 

P3,000,000.00 and more, or depending on the degree of complexity of a particular 

purchase requirement or for special projects such as, but not limited to, comprehensive IT 

systems, service vehicles with customization, and specialized bulk volume purchases.  

 

A. Inspection and Acceptance Team 1 (IAT 1) 

For procurement of goods and/or services that exceed P200,000.00 but less than 
P3,000,000.00 in cost, the IAT 1 shall consist of supervisory level/capacity 
representatives from the Office of the Internal Auditor, the Accounting Department, 
and from the GSS of the Administration Department. 

 

B. Inspection and Acceptance Team 2 (IAT 2) 

For procurement of goods and/or services that are P200,000.00 and below in cost, the 
IAT 1 shall consist of staff level/capacity representatives from the Office of the Internal 
Auditor, the Accounting Department, and from the GSS of the Administration 
Department. 

 

 

C. Special Inspection and Acceptance Team 

For procurement of goods and/or services that cost P3,000,000.00 and above, or for 
specialized/complex projects or bulk volume requirements, the Special Inspection and 
Acceptance Team shall be composed by managerial level representatives, particularly 
the Internal Auditor, the Manager, Accounting Department, and the Manager, 
Administration Department. 

 

II. Functions 

 

A. The IATs shall be primarily responsible for verifying procurement specifications on 

delivery of procured goods and/or completion of services/delivery of agreed service 

output such as quantity (based on delivery schedule), quality and physical features, as 

well as compliance with other specifications, as required.  More specifically: 
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1. Inspection tasks shall be the accountability of the OIA representative and shall 

cover examination of the quality/usability of procured 

goods/services/infrastructure based on the assessment parameters stated in the 

TOR, such as, but not limited to, running time standards, etc. ; while 

  

2. Acceptance tasks shall be the accountability of the representatives from the 

Accounting and Administration Departments which include item counts, packaging 

checks, and warranty checks. 

 

B. In terms of services and outsourced contracts, the IATs shall ensure to validate 

accomplishment of agreed service output in phases, as provided for in the Terms of 

Reference accomplishment and payment schedule, and upon the completion of the 

service contract.  Such validation should specify and document specific output per 

milestone/phase as compared against target agreed deliverables for the covered 

period/phase in the project timeline. 

 

C. An acceptance report for every instance of validation activity shall be submitted by the 

IAT to the Chairman, BAC.  A report that confirms alignment between actual output as 

against agreed deliverables shall be the basis for the release of payment increments as 

scheduled and stipulated in the project contract. 
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Appendix D 
 
BIDDERS PRE-QUALIFICATION ASSESSMENT 

 
Pre-qualification of prospective bidders is a necessary step undertaken after accredited 

bidders have signified interest in participating in the bidding for PSMBFI projects. 

 

I. Objective 

This assessment serves to ensure that prospective bidders are qualified to participate in 
the bidding  for PSMBFI projects/contracts. 

 

II. General Guidelines 

 

A. The 2-Step Process 

 

The pre-qualification of bidders shall be a 2-step appraisal process intended to (1) streamline 

interested bidders based on compliance with PSMBFI requirements, and (2) arrive at a 

shortlist of qualified proponents to be presented to the BAC 1. 

 

1. Step 1 – Elimination stage - where prospective bidders who were not able to 

comply with the deadline of submission of documentary requirements for pre-

qualification (as indicated in the invitation to bid) are dropped from the list of 

proponents to progress to the next step of the assessment. 

  

2. Step 2 – Qualifying stage - where prospective bidders who were able to submit the 

requisite documents and information are assessed using a rating system.  A cut-off rating 

of 70% shall determine the remaining proponents to comprise the shortlist invited to 

participate in the pre-bid conference. 

 

B. Requirements for Assessment 

 

1. It shall be the primary requirement of PSMBFI for all proponents intending to 

participate in any bidding activity to acquire accredited vendor status prior to pre-

qualification, except in cases where the proponent is an individual consultant or 

when procurement entails the alternative mode of “shopping”. 

  

2. While documentary requirements and other pertinent vendor information are 

already submitted to the company upon accreditation, additional requirements 

may still be required especially if the bidder’s accreditation documents on file are 

deemed not recent, as required.  In such instances, prospective bidder shall be 

required to present updated certified true copies of the following: 
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a. Audited financial statements for the last two (2) years 

b. Income Tax Return (ITR) for the last two (2) years duly received by the BIR 

c. List of major banks and creditors 

d. Tax clearance 

  

3. Among the critical documents that should form part of the requirements for pre-

qualification is a sworn affidavit of the bidder, known as the Disclosure of 

Relations, stating that said bidder that he/she or any representative of their 

company is not related to PSMBFI Trustees, key officers and representatives by 

consanguinity or affinity up to the third civil degree.  Failure to comply with this 

requirement shall be a ground for automatic disqualification of the bid.  

  

4. Should a proponent be not accredited at the time of submission of pre-

qualification requirements, said proponent shall be allowed to undergo 

accreditation simultaneously with the pre-qualification assessment, while strictly 

observing and upholding the timeline for pre-qualification.  This means that the 

proponent will have to ensure to submit all requirements for both accreditation 

and pre-qualification, documentary or otherwise, within the pre-qualification 

stage/assessment period.  Once said proponent has been duly screened and 

found eligible for accreditation, the BAC Secretariat shall duly notify the 

Accreditation Assessment Team so that such proponent’s status may be 

accordingly updated in the master list of accredited vendors. 

 

C. Assessment Criteria and Rating 

 

1. The Elimination Stage shall refer to the same list of requirements for accreditation 

with the deadline of submission, as stated in the invitation to bid, strictly 

observed.   

   

2. In any case that financial documentary requirements are outdated, the 

prospective bidder shall be obligated to submit a more recent, applicable set of 

documentation. 

  

3. Failure to complete the required set of requirements shall be grounds for 

elimination of prospective bidder.  This means that said proponent will no longer 

progress to the next stage. 

 

4. The Qualifying Stage shall be undertaken through the use of a rating system.   
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Qualification Criteria Compliance Requirements 

Documentation/ 

Submission 

Points 

Yes = 10 

No = 0 Subject Requirement 
Single 

Entity 

Joint 

Venture 

(Rep) 

1. Eligibility 

1.a Nationality 

Citizen or constituted, 

incorporated, or 

registered  and 

operates in 

conformity with Phil. 

laws 

Must meet 

requirement 

Must meet 

requirement 

Single entity – 

N/A 

JV Rep – Joint 

Venture 

Agreement 

 

1.b 
Conflict of 

interest 
No conflict of interest 

Must meet 

requirement 

Must meet 

requirement 

Disclosure of 

Relations 

 

1.c 
Bank/creditor 

ineligibility 

Not declared 

ineligible by bank or 

creditor 

Must meet 

requirement 

Must meet 

requirement 

List of Bank & 

Creditor 

References 

 

2.  Service Capability 

2.a 

History of 

non-

performing 

contracts 

No instance of non-

performance of a 

contract, no disputes  

nor litigation within 

the last 5 years  

Must meet 

requirement 

by itself or 

as partner 

to past JV 

Must meet 

requirement 

by itself or as 

partner to 

past/present 

JV 

Accreditation 

requirements : 

Service Capability 

 

Background 

checks 

 

2.b 
Failure to 

sign contract 

No bid security 

forfeiture within the 

last 5 years 

Must meet 

requirement 

Must meet 

requirement 

by itself or as 

partner to 

past/present 

JV 

Accreditation 

requirements : 

Service Capability 

 

Background 

checks 

 

2.c 
Pending 

litigation 
No pending litigation 

Must meet 

requirement 

by itself or 

as partner 

to past JV 

Must meet 

requirement 

by itself or as 

partner to 

past/present 

JV 

Accreditation 

requirements : 

Service Capability 

 

Background 

checks 

 

3. Financial Capability 

3.a 

Historical 

financial 

performance 

and financial 

resources 

Net worth previous 

year = at least 100% 

of estimated cost of 

procurement 

Must meet 

requirement 

Must meet 

requirement 
Audited FS for the 

last 2 years; ITR  

for the last 2 

years duly 

received by BIR  

 

Net income previous 

year = at least 10% of 

estimated cost of 

procurement 

Must meet 

requirement 

Must meet 

requirement 

 

4. Experience/track record 

4.a 
Years of 

existence 

> 15 years    :    10 pts 

No 

requirement 

No 

requirement 

Company 

records/info 

 11–15 years :     8 pts 

6-10 years    :     6 pts 

1-5 years      :     4 pts 
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4.b 
Specific 

Experience 

At least one similar 

nature and at least 

50% of the cost of 

current project 

within the last 5 

years 

 

Must meet 

requirement 

Must meet 

requirement 

Accreditation 

requirements : 

Service Capability 

 

Background 

checks 

 

TOTAL SCORE 
 

 

5. The bidders pre-qualification assessment shall be completed within seven (7) 

calendar  days from the deadline of submission of documents by the proponent 

and shall be undertaken by the BAC Secretariat.  

III. Procedure 

 

A. Receive letter of intent with Disclosure of Relations from proponent 

 

B. Check if proponent is an accredited vendor 

 

1. If NO, notify proponent and advise to submit all requirements for accreditation 

along with pre-qualification documents 

2. If YES, check file to determine completeness of proponent records and require 

submission of updated financial documents 

 

C. Undertake Elimination Stage of assessment and drop proponents with incomplete 

requirements as of submission deadline 

  

D. Undertake Qualifying Stage of assessment and fill out rating form 

 

E. Submit rating to BAC for approval 

 

F. Notify pre-qualified vendors of status and invite to pre-bid conference 
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Appendix E 
 
EVALUATION MATRIX  
(BID EVALUATION FOR THE PROCUREMENT OF SERVICES) 

 
The applicability of bid evaluation based solely on the financial aspect of the bid, with the 

assumption that all specifications in the TOR shall be equally complied with, is confined to 

procurements for goods and infrastructure projects.  In contrast, evaluation of bids for 

procurement of services necessitate a different approach.  Thus, an evaluation matrix created 

specifically for the procurement activity shall serve as the tool for bid evaluation. 

 
I. Criteria Selection 

Factors or criteria that will be used in the evaluation matrix will vary from one 

project/contract to another as the primary consideration is their relevance and criticality 

to the nature of the service being procured. 

 

II. Responsibility 

 

The evaluation matrix shall be crafted by the BAC and its TWG during the pre-bid 

conference (bidders excluded from activity). The evaluation criteria used in the matrix shall 

be communicated/explained to pre-qualified bidders upon submission of bids prior to the 

actual opening of bids. 

  

III. Crafting the Matrix 

 

A. Determine factors/criteria based on relevance and criticality to the service being 

procured. Ideally, 4-5 factors will be sufficient.  Provide operational 

definitions/meaning for each. 

 

Sample Selection Criteria 

 

1. Suitability 

Business process specifications / Features - Integrated Set-up, Regulatory requirements 

compliance, usability 

 
2. Total Cost of Ownership (TCO) 

Implementation plus Operating cost / Annual Operating cost 

 

3. Stability 

Market share of the technology 

 

4. Implementation timeline 
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Project Implementation duration 

 

5. After-sales support 

Availability of local support 

 

B. Plot criteria on a prioritization table 

 

 Sample Matrix 

 Suitability TCO Stability Implementation 

timeline 

After-sales 

support 

TOTAL % 

Suitability        

TCO        

Stability        

Implementation 

timeline 

       

After-sales support        

        

 

C. Assign points, percentages and determine weighted score 

 

1. Compare row header vs. column header.  If row header is more important, assign 

a score of 5; if equally important, assign 3; and if column header is more important, 

assign 1 point.  Repeat the process horizontally until the last column header 

criterion. 

 

Sample Matrix 

 Suitability TCO Stability Implementation 

timeline 

After-sales 

support 

TOTAL % 

Suitability  5 5 5 5   

TCO        

Stability        

Implementation 

timeline 

       

After-sales support        

        

 

2. Continue scoring until the last row header criterion. 

 

Sample Matrix 

 Suitability TCO Stability Implementation 

timeline 

After-sales 

support 

TOTAL % 

Suitability  5 5 5 5   

TCO 1  5 5 5   

Stability 1 1  1 1   

Implementation 

timeline 
1 1 5  1   

After-sales support 1 1 5 5    
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3. Compute row totals; compute total score for the row “TOTAL”.  

 

Sample Matrix 

 Suitability TCO Stability Implementation 

timeline 

After-sales 

support 

TOTAL % 

Suitability  5 5 5 5 20  

TCO 1  5 5 5 16  

Stability 1 1  1 1 4  

Implementation 

timeline 
1 1 5  1 8  

After-sales support 1 1 5 5  12  

      60  

 

  

4. Compute for the percentages by dividing each row total by the sum of scores 

under “TOTAL” and multiplying by 100.  Round off final percentage weight.  

 

Sample Matrix 

 Suitability TCO Stability Implementation 

timeline 

After-sales 

support 

TOTAL % 

Suitability  5 5 5 5 20 33% 

TCO 1  5 5 5 16 27% 

Stability 1 1  1 1 4 7% 

Implementation 

timeline 
1 1 5  1 8 13% 

After-sales support 1 1 5 5  12 20% 

      60 100% 

 

5. Final percentage weights (last column) shall be the weight assigned to each criteria  

Sample Matrix 
 

Criteria % Weight 

Suitability 33% 

TCO 27% 

Stability 7% 

Implementation timeline 13% 

After-sales support 20% 

 100% 

 

6. During evaluation, criteria and assigned weights shall be further expanded into 

rating scales against which the features of the bidders’ service offer shall be rated. 
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ATTACHMENT 1 
 

VENDOR ACCREDITATION APPLICATION FORM 
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ATTACHMENT 2 
 

CERTIFICATE OF ACCREDITATION 
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ATTACHMENT 3 
 

REQUISITION FORM 

 
 
 

Name of Requestor Date

Position/ Dept.

Goods Services Infrastructure

Item Description Quantity

Project Schedule (Target 

Start and End Date)                           

for services and infrastructure 

requirement

Estimated Cost

Note: Approved Terms of Reference (TOR) of the item to be procured  should be attached to this form.

Funding Approving Authority (to be filled out by GSS only)

Account Expense Item _______________ Estminated cost is not more than P10,000.00

Alloted Budget _______________ Estminated cost is not more than P100,000.00

Less this Request _______________ Estimated cost is more than 200,000.00

Budget Balance _______________ Estimated cost is more than 500,000.00

Requested by: Approved by:

_____________________________________ __________________________________________

ITEM/S TO BE PROCURED

Total

ADMINISTRATION DEPARTMENT

GENERAL SUPPORT SERVICES

REQUISITION FORM
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ATTACHMENT 4 
 

TERMS OF REFERENCE FORM  
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ATTACHMENT 5 
 

PRE-QUALIFICATION REQUIREMENTS 
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ATTACHMENT 6 
 

INVITATION TO BID 
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ATTACHMENT 7 
 

LIST OF BIDDING DOCUMENTS 
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ATTACHMENT 8 
 

PROCUREMENT TIMELINE 
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ATTACHMENT 9 
 

NOTICE OF AWARD 
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ATTACHMENT 10 
 

NOTICE TO PROCEED 

 
 


