L DEPARTMENT OF SOCIAL WELFARE AND DEVELOPMENT
""JDSWD v Field Office MIMAROPA
Field Office MIMAROPA ACOUC PIRIPINAS 1680 F.T. Benitez corner Malvar Sts., Malate, Manila

REQUEST FOR QUOTATION

RFQ No. 2025-06-0625
Date: June 10, 2025

Company Name

Company Address

Contact Person

Contact No.

Email Address

Company TIN : VAT |:| NON-VAT

PhilGEPS Reg. No. (Required)

Sir/Madam:

The Department of Social Welfare and Development Field Office MIMAROPA will undertake an Alternative Method of Procurement through
Negotiated Procurement in accordance with_Section 53.9 -Small Value Procurement. Please quote your government price/s including delivery
charges, VAT or other applicable taxes, and other incidental expenses for the goods listed in Annex A. Failure to indicate information could
be basis for non -compliance. Also, furnish us with descriptive brochures, catalogues, literatures and/or samples, if applicable.

Service Provider for the Sustainable Livelihood Program AVP Success Story in

Name of Project Oriental Mindoro

Approved Budget for the Contract (ABC) |: Eighty Thousand Pesos Only (Php 80,000.00)

Award of contract shall be made to the bidder with the lowest quotation for the subject goods which comply with the minimum technical
specifications and other terms and conditions stated herein. All bids higher than the Approved Budget for the Contract (ABC)
shall automatically be disqualified.

Please accomplish and submit this form together with Annex A and B to DSWD MIMAROPA Region -BAC Secretariat at 2nd Floor 1680 F.T.
Benitez corner Malvar Sts., Malate, Manila or email to: procurement.fomimaropa@dswd.gov.ph not later than_ 5:00 PM of June 17, 2025
(Tuesday). Quotations submitted to the different email address(es) as stated above shall not be considered for evaluation. Please indicate in
the subject of your email the title of the Project using this format: [RFQ Number ], [Deadline of Submission].

Interested supplier/service provider is required to submit the following documents:

1. Platinum PHILGEPS Registration only with valid and current annexes;
2. For RED membership:

a. Current Mayor's/ Business Permit

b. PHILGEPS Registration Number

c. Latest Income and Business Tax Return (For ABC above 500K)
d. SEC Registration/DTI Certificate

3. BIR Form 2303 (Certificate of Registration)

4. Omnibus Sworn Statement (Required for ABC above 50k) ( Please see attached form ). The Notarized Omnibus Sworn Statement shall be
submitted immediately upon issuance of Notice of Award if previoulsy submitted is unnotarized.

The Head of the Procuring Entity (HoPE) of the DSWD Field Office MIMAROPA reserves the right to reject any and all quotations, declare a failure
of procurement, or not award the contract at any time prior to contract award in accordance with Sections 35.6 and 41 of the 2016 revised IRR of
RA No. 9184, without thereby incurring any liability to the affected bidder or bidders.

Very truly yours,
Ny [C)\g‘l(:”y:vgneds by
HARVY B. CALABIO
Administrative Officer V

Procurement Section Head

Received by:

(Signature over Printed Name)
Date:




DSWD DSWD FIELD OFFICE MIMAROPA

Departmeat of Soci

Field Office MIMAROPA

ANNEX A
TERMS AND CONDITIONS:

1. Award shall be made on per: I:lltem Basis Total Quoted Price |:|Lot Basis

2. Price Validity shall be valid until: One Hundred Twenty (120) Calendar days

3. Services shall be delivered on: within 90 CDs after receipt of approved Purchase Order

4. Place of Delivery: DSWD Regional Office , Malate, Manila/Oriental Mindoro

5. Payment shall be processed after delivery and upon submission of the required supporting documents in accordance with the existing
government accounting rules and regulations . Please take note that the corresponding bank transfer fee ( if non Land Bank of the Philippines
account) shall be charged to the supplier's/contractor's account.

6.Payment through LDDAP-ADA (List of Due and Demandable Accounts Payable- Advice to Debit Account)

Account Name: Account Number :

(should be the exact account name as registered in the bank)

Bank Name: Branch:

7. In case of failure to make full delivery within the time specified above, the amount of the liquidated damages shall be at least equal to one-
tenth of one percent (0.001) of the cost of the unperformed portion for every day of delay shall be imposed. Once the cumulative amount of
liquidated damages reaches ten percent (10%) of the amount of contract, the Procuring Entity may rescind or terminate the contract without
prejudice to other courses of action and remedies available under the circumstances.

8.For goods please indicate brand, model , country of origin and warranty

9.In case of discrepancy between unit cost and total cost, unit cost shall prevail. In case of total figures and words, the latter shall prevail.

10.Bidders shall provide correct and accurate information required in the form. Any interlineations, erasures, or overwriting shall be valid only
if they are signed or initialed by you or any of your duly authorized representative/s.

11. The item/s shall be delivered according to the requirements specified in the Technical Specifications/ Scope of Work/Terms of
References. The DSWD shall have the right to inspect and /or to test the goods/services to confirm their conformity to the Technical
Specifications/Scope of Work/Terms of Reference.

12.The Procuring Entity may cancel or terminate the contract at any time in accordance with the grounds provided under RA No.

9184 and its 2016 revised IRR.

After having carefully read and accepted the Instructions and Terms and Conditions , I/We submit our quotation for the
item/s stated in Annex B.

Conforme:

Signature Over Printed Name :

Position/Designation :

Name of Company :

Contact Number :

Email Address :

IMPORTANT NOTICE:

Any solicitations in any form and for any purpose using the name or acting for and on behalf of DSWD Field Office MIMAROPA is
unauthorized, unlawful, and should be disregarded. We strongly urge everyone to exercise caution and not engage with anyone claiming to
represent DSWD Field Office MIMAROPA in such a manner.

To avoid misrepresentation, please only contact our authorized personnel via email or phone. You may reach us through:

Bids and Awards Committee Secretariat

DSWD Field Office MIMAROPA

1680 F.T. Benitez corner Malvar Streets, Malate, Manila
Trunk Line Number: (02) 5328-5111 to 5115 local 24052
Email Address: procurement.fomimaropa@dswd.gov.ph
Website: http://www.fo4b.dswd.gov.ph

Procurement Officer-in-Charge : HARVY B. CALABIO
Contact Number : 09984746898



https://l.facebook.com/l.php?u=http%3A%2F%2Fwww.fo4b.dswd.gov.ph%2F%3Ffbclid%3DIwZXh0bgNhZW0CMTAAAR2HGONIH1SvJGGsv2Gad7dbOt4SSBUaksYoyJjsIkfouE_0zzbSnGY0rvo_aem_AUuA-v2Rk59801n8pKR_NQgFzKgFXEU9pOSxmgUKZXFjnVFSL4v36BIO5xlK-2YMZkyWNsY54_uLCe4kbSSkwwUG&h=AT2hqrqMnhPzCxZhjChGUoFOnbLtM0ZPtsx7rC6nqBbyDecW8Aa1SWnO7W9ZNDGIguH8zZdEKrHW-cwFzy_ZEuyx6UMoiKface8-lpLLqdQrbzJvDMqRsJYK_dIfiiNKHQ&__tn__=-UK-R&c%5b0%5d=AT3Ye9PtKXm6EjG_YvK_msdOCWE7iS_4R_oP8agbHw-WIogW-_YtWXYU7yP2YTFcNMXPYP-z2mh4YqL-FuDHkNVzhOrLfph1HN04rOiwfEpW5cSVpyjR_ZgwB_GjXc3hF5ZJLoaAdwH4KEffEdD9E0cxYK9e6bu1-j-Sc7LPD7k4XviYIJslzYTcvBawCv8aJ1n3H-L8vTRG2r8uVnD5YiBrNSykN03stKpq

@ DSW

Depatment of Social Welfars snd Development

Field Office MIMAROPA

DATE :

bl

Annex B

DSWD FIELD OFFICE MIMAROPA

COMPANY NAME :

PRICE QUOTATION FORM

RFQ NO: 2025-06-0625

Item No.

Qty.

Unit

PARTICULARS

Bidder's Specifications
(Please fill out the specifications in
the space provided)

NOTE: Supplier must state here
either the statement of compliance
either "COMPLY or "NOT COMPLY".
"Failure to indicate information could
be basis for non-compliance.” Please
indicate the BRAND being offered if
applicable

Unit Cost Total Cost

LOT

SERVICE PROVIDER FOR SLP AVP SUCCESS STORY

Output:

5 to 10 mins appoved video production ( with text graphics , sound
effects, licensed music, drone shots , subtitles and animation

Documentation photos

Script and story board prior to shooting and for approval

Location of Shoot : Identified area in Oriental Mindoro

Production Arrangement :

Production Staff : 2 videographers , 1 photographer, 1 editor and 1
assistant

With complete video equipment: Camera, lens (wide zoom and prime)
drone, tripod, gimbal, microphone ( lapel/boom) , lights, etc.,

Production staff expenses including lodging, transportation , meals
and other miscellaneous expenses during the 1-3 days shoot shall be
the account of service provider

The end user will be present throughout the shooting days

Qualifications of the Service Provider :

with experience in AVP or documentary making for corporate or
government clients

must provide sample AVP or documentary sample videos

Must be creative and good at story telling

(Please see attached Terms of Reference for the details)

APPROVED BUDGET FOR THE CONTRACT

EIGHTY THOUSAND PESOS ONLY (PHP 80,000.00)

Page 1 of 1

TOTAL AMOUNT OF QUOTATION IN FIGURES:

TOTAL AMOUNT OF QUOTATION IN WORDS :

Submitted by:

Signature Over Printed Name

Position/Designation




Terms of Reference (TOR) for Video Production Services

Objective

To procure the services of a professional video production team to produce and document a
5-10 minute video output that captures the journey and impact of the participant of the DSWD
Sustainable Livelihood Program (SLP), including necessary documentation photos.

Scope of Work

The selected supplier shall:

v

AN NRNEN

Develop and submit a script and storyboard (based on the narrative provided by the
client) for approval prior to the video shoot

Conduct video shoots over 1 to 3 days

Provide all necessary equipment and personnel for the duration of the shoot.

Edit and submit a 5—-10 minute video output.

Submit the original/raw video files, compiled per category.

Provide high-resolution documentation photos taken during the shoot

Required Deliverables

\

AURNIN

Storyboard and well-narrated script

Edited Video Output. 1 final edited video (5—10 minutes in length)

Original Files. All raw footage compiled and organized per category/folder
Documentation Photos. High-resolution photos, including behind-the-scenes (BTS)
shots taken during the shoot, are suitable for publication and archiving

Personnel Requirements

The production team must meet the minimum qualifications and experience:

Production Qualification/Experience
Team
Writer v' At least 3 years of experience/proven experience in scriptwriting

for video/film/documentary/ads

Creative, good at storytelling, skilled in research
Excellent grasp of tone, language, and audience targeting
Should submit a sample storyboard and script

2 Professional
Videographers particularly in producing educational AVPs/advocacy materials

ENENRN

At least 3 years of experience in audiovisual production,

<\

With experience too in weddings/film/related events for showing
creative shots

Ability to work with a director’s vision while offering creative input
Portfolio showing versatility in framing, lighting, and storytelling

ASRN

1 Editor v Proficiency in professional editing software (Adobe Premiere Pro,

Final Cut Pro, DaVinci Resolve, & other related software).

v At least 3 years of experience in audiovisual production,
particularly in producing educational AVPs/advocacy materials

v" With experience too in weddings/film/related events for showing
creative shots

v Strong storytelling and pacing sense through video cuts.

v' Excellent at choosing suitable music, experience in color grading,
and audio syncing,




v' Portfolio showing diverse editing styles (corporate, documentary,

creative AVPS).
1 Director Director
and/or v" Proven track record in directing AVPs, short films, ads, or
Production documentaries.
Assistant v' Strong leadership and communication skills to manage crew and
cast.
v" Deep understanding of narrative structure, pacing, and visual
style.

v Ability to translate concepts into visuals, guide camera angles,
performance, and pacing.

v Collaborative, yet decisive in making creative and technical calls
on set.

Personal Assistant (PA)

Highly organized and detail-oriented.

Strong communication and multi-tasking skills.
Familiarity with production workflow and etiquette.
Basic knowledge of AV production is an advantage.

1 Photographer

AN ENENENEN

At least 3 years of experience in corporate, film, wedding, and/or
promotional photography

Knowledge of shooting BTS in dynamic or low-light
environments, with a good grasp of lighting, composition, angle,
and exposure

v" With knowledge of Adobe Lightroom and Photoshop

v' Portfolio showcasing action shots and storytelling through
images

<\

Note: Interns or On-the-Job Trainees (OJTs) are not allowed as part of the production team.

Timeline & Submission Schedule

Shooting Schedule: 1 to 3 days (to be confirmed with the client)

1st Video Edit: Within 10 working days after the video shoot

2nd and 3rd Edits: Within 1-5 working days after receiving client feedback

4th and Succeeding Edits (minimal revisions): Within 1-3 working days upon
receipt of additional comments

Final Approved Output Deadline: On or before November 28, 2025, to facilitate
payment processing

Technical and Quality Standards

Video resolution: Full HD (1080p) or higher

File format: MP4 or client-specified format

Clear and professional audio and lighting quality

Edited video must follow client branding guidelines and tone
Documentation photos must be high-quality and well-composed



Criteria for Proposal Selection

Proposals will be evaluated based on the following criteria:

Quality of Proposal, Concept

Technical Expertise and

Cost-Effectiveness

proposal and adherence to
the requirements outlined in
the Terms of Reference.

development, education,
social protection, or
advocacy sectors is an
advantage.

Note, and Work Plan Experience (Value for Money)
50% 40% 10%

v Clarity and feasibility of the v" Demonstrated experience v" Reasonable and
proposed methodology for in multimedia production, competitive
video development. particularly in creating budget aligned

v Creativity and relevance of professional, high-quality with the scope of
the proposed concepts or AVPs. work.
storyboards (if provided). Portfolio showcasing similar | v* Clear breakdown

v" Realistic and efficient work projects completed in at of costs, if
plan, including timelines least past 3-5 years. applicable.
and deliverables. Experience working with

v' Completeness of the organizations in the

Furthermore, the supplier should send the following:
v' Sample script & storyboard made by the assigned writer
v Sample AVPs/documentary/success story video material made by the assigned

production team

Ownership and Rights

All outputs, including but not limited to videos and photographs, shall be the sole property of
the client. The supplier shall not use, distribute, or reproduce any part of the material for any
purpose without the prior written consent of the client. Furthermore, all music, sound effects,
and audio elements used in the video must be royalty-free or properly licensed to ensure there
are no copyright infringements.

I hereby certify to comply and deliver all the above requirements.

Submitted by :

Name of Supplier

Date




Omnibus Sworn Statement (Revised)
[shall be submitted with the Bid]

REPUBLIC OF THE PHILIPPINES )
CITY/MUNICIPALITY OF ) S.S.

AFFIDAVIT

, of legal age, [Civil Status]

[Nationality] and residing a"[

, after having been duly sworn in accordance with

law, do hereby depose and state that:

1.

| am the sole proprietor or authorized representative of
with office address at

As the owner and sole proprietor, or authorized representative of
, | have full power and authority to do, execute and
perform any and all acts necessary to participate, submit the bid, and to sign and execute
the ensuing contract
for of the DSWD
Field Office MIMAROPA, as shown in the attached duly notarized Special Power of
Attorney;

(Name of Supplier) is not “blacklisted” or barred
from bidding by the Government of the Philippines or any of its agencies, offices,
corporations, or Local Government Units, foreign government/foreign or international
financing institution whose blacklisting rules have been recognized by the Government
Procurement Policy Board, by itself or by relation, membership, association,
affiliation, or controlling interest with another blacklisted person or entity as defined
and provided for in the Uniform Guidelines on Blacklisting;

Each of the documents submitted in satisfaction of the bidding requirements is an
authentic copy of the original, complete, and all statements and information provided
therein are true and correct;

(Name of Supplier) is authorizing the Head
of the Procuring Entity or its duly authorized representative(s) to verify all the documents
submitted;

The owner or sole proprietor is not related
to the Head of the Procuring Entity, members of the Bids and Awards Committee (BAC),
the Technical Working Group, and the BAC Secretariat, the head of the Project
Management Office or the end-user unit, and the project consultants by consanguinity or
affinity up to the third civil degree;

(Name of Supplier )complies with existing labor

laws and standards; and

(Name of Bidder) is aware of and has
undertaken the responsibilities as a Bidder in compliance with the Philippine Bidding
Documents, which includes:

a. Carefully examining all of the Bidding Documents;



10.

b. Acknowledging all conditions, local or otherwise, affecting the implementation of the
Contract;

c. Making an estimate of the facilities available and needed for the contract to be bid, if
any; and

d. Inquiring or securing Supplemental/Bid Bulletin(s) issued for the Name of the Project

(Name of Supplier )did not give or pay directly or

indirectly, any commission, amount, fee, or any form of consideration, pecuniary or
otherwise, to any person or official, personnel or representative of the government in
relation to any procurement project or activity.

In case advance payment was made or given, failure to perform or deliver any of the

obligations and undertakings in the contract shall be sufficient grounds to

constitute criminal liability for Swindling (Estafa) or the commission of fraud with

unfaithfulness or abuse of confidence through misappropriating or converting any

payment received by a person or entity under an obligation involving the duty to
deliver certain goods or services, to the prejudice of the public and the government
of the Philippines pursuant to Article 315 of Act No. 3815 s. 1930, as amended, or
the Revised Penal Code.

IN WITNESS WHEREOF, | have hereunto set my hand this _ day of _ , 20 at

, Philippines.

[Insert NAME OF BIDDER OR ITS AUTHORIZED
REPRESENTATIVE]
[Insert signatory’s legal capacity]
Affiant




