
CHECKLIST OF REQUIREMENTS
BIDDING FOR THE PROCUREMENT OF EVENT 
MANAGEMENT SERVICES FOR THE CONDUCT OF BCDA 
STAKEHOLDERS’ APPRECIATION NIGHT

Pre-Bid Conference
Tuesday, 28 November 2023
Bids and Award Committee for Goods (BAC-G)



PRESENTATION OUTLINE:

● TECHNICAL AND FINANCIAL REQUIREMENTS;
● MARKING AND SEALING OF ENVELOPES;
● IMPORTANT REMINDERS; and
● SCHEDULE OF BIDDING ACTIVITIES.

BIDDING FOR THE PROCUREMENT OF EVENT MANAGEMENT SERVICES FOR THE 
CONDUCT OF BCDA STAKEHOLDERS’ APPRECIATION NIGHT



CHECKLIST OF REQUIREMENTS

“Each and every page of the Bid Form, including the Schedule of Prices, 
shall be signed (full signature) by the duly authorized representative/s of the Bidder. 

Failure to do so shall be a ground for the rejection of bid”. 
AND PROPERLY TABBED AS FOLLOWS:



TECHNICAL COMPONENT ENVELOPE
(FIRST ENVELOPE)

CHECKLIST OF REQUIREMENTS



❏ Valid PhilGEPS Certificate of Registration under Platinum 
Membership (all pages) in accordance with Section 8.5.2 of the 
RIRR of RA No. 9184 (Government Procurement Reform Act).

TAB
A

CHECKLIST OF REQUIREMENTS: CLASS ”A” DOCUMENTS - LEGAL DOCUMENTS

Section 8.5.2:
All bidders shall upload and maintain in PhilGEPS a current and updated 
file of the following Class “A” eligibility documents under Sections 23.1(a) 
and 24.1(a):
A. Registration Certificate; 
B. Valid Mayor’s/Business Permit or its Equivalent Document; 
C. Valid Tax Clearance; and,
D. Philippine Contractors Accreditation Board (PCAB) license and 

registration; and,
E. Audited Financial Statements (Year Ended 2022). 



CHECKLIST OF REQUIREMENTS: CLASS ”A” DOCUMENTS - TECHNICAL DOCUMENTS

TAB
B

❏ Statement of the prospective bidder of ALL its ONGOING 
Government and Private Contracts, including contracts awarded but not 
yet started, if any, whether similar or not similar in nature and complexity to 
the contract to be bid.



❏ Statement of the Bidder’s Single Largest Completed Contract (SLCC) 
similar to the contract to be bid.

The bidder must have completed, within the last five (5) years prior from the date of submission and receipt 
of bids, a contract similar to the Project, equivalent to at least fifty percent (50%) of the ABC adjusted to 
current prices using the PSA’s CPI; or at least two (2) similar completed contracts with the aggregate amount 
equivalent to at least fifty percent (50%) of the ABC adjusted to current prices using the PSA’s CPI, and the 
largest of these similar contracts must be equivalent to at least half of the percentage (25%) of the ABC.

Similar contract to the Project shall be:
For this purpose, similar contracts shall refer to contracts involving Event Management,
projects include, but are not limited to, event management services for brand activation, 
company anniversary, product launches, conferences and conventions, awards gala, annual 
recognition event, appreciation events, trade shows/exhibitions, etc.

TAB
C

CHECKLIST OF REQUIREMENTS: CLASS ”A” DOCUMENTS - TECHNICAL DOCUMENTS



The TWO (2) Statements (ONGOING AND SLCC) requirements shall indicate for each 
contract the following:
❏ name of the contract;
❏ date of the contract;
❏ contract duration;
❏ owner’s name and address;
❏ kinds of Goods;
❏ for Statement of Ongoing Contracts - amount of contract and value of outstanding contracts;
❏ for Statement of SLCC - amount of completed contract, adjusted by the Bidder to current prices using 

PSA’s consumer price index, if necessary for the purpose of meeting the SLCC requirement; and,
❏ date of delivery

CHECKLIST OF REQUIREMENTS: CLASS ”A” DOCUMENTS - TECHNICAL DOCUMENTS



❏ The statement of ALL ONGOING contracts requirement is merely a “statement” of 
all ongoing contracts. It refers to a “statement” to be made by the bidder relative 
to all its ongoing government and private contracts, and not the actual submission 
of the physical NOA, NTP or Contract.

❏ The statement of SLCC to be submitted by the bidder shall attach ANY of the 
following proof:
❏ End User’s Acceptance; OR,
❏ Official Receipt  issued for the contract; OR, 
❏ Sales Invoice issued for the contract, if completed.

CHECKLIST OF REQUIREMENTS: CLASS ”A” DOCUMENTS - TECHNICAL DOCUMENTS



❏ The statement of ALL ONGOING contracts and SLCC forms
FORMS: ONGOING AND SLCC

CHECKLIST OF REQUIREMENTS: CLASS ”A” DOCUMENTS - TECHNICAL DOCUMENTS

https://docs.google.com/document/d/1MKVDK51NuGaknFsL9auObgm-x0_VjZpXkZL07jgoQ0Q/edit


❖ Original Copy of Notarized Bid Securing Declaration Bidding Forms
BID SECURING 
DECLARATION

❖ Cash or Cashier’s/Manager’s Check issued by a Universal or Commercial Bank. 

❖ Bank Draft/Guarantee or Irrevocable Letter of Credit issued by a Universal 
or Commercial Bank. Provided, however, that it shall be confirmed or authenticated 
by a Universal or Commercial Bank, if issued by a foreign bank.            

2% of the ABC 
Php 100,000.00

❖ Surety Bond with a Certificate from the Insurance Commission 5% of the ABC 
Php 250,000.00

Bid Security in ANY of the following forms and amounts: 
Total ABC Php 5,000,000.00

CHECKLIST OF REQUIREMENTS: CLASS ”A” DOCUMENTS - TECHNICAL DOCUMENTS

TAB
D

https://docs.google.com/document/d/1siuZtfpDiWZwKHiS0PO90KzHBvDwUP2p/edit
https://docs.google.com/document/d/1siuZtfpDiWZwKHiS0PO90KzHBvDwUP2p/edit


❏ Conformity with Technical Specifications (Form) duly signed in 
every page by the principal bidder or the bidder’s authorized 
representative  (Section VII)

❏ Conformity with Schedule of Requirements (Form) duly signed in 
every page by the principal bidder or the bidder’s authorized 
representative (Section VI)

TAB
E

CHECKLIST OF REQUIREMENTS: CLASS ”A” DOCUMENTS - TECHNICAL DOCUMENTS



CHECKLIST OF REQUIREMENTS: CLASS ”A” DOCUMENTS - TECHNICAL DOCUMENTS

Duly signed by the 
bidder’s authorized 

representative

Duly signed by the 
bidder’s authorized 

representative
TECHNICAL SPECIFICATIONS

 SAMPLE FORM

FORMS: SCHEDULE OF DELIVERY AND TECHNICAL SPECIFICATIONS

SCHEDULE OF REQUIREMENTS

 SAMPLE FORM

https://drive.google.com/file/d/1wxMTHAEVr74fwUIFBPpEHpH84Y03Jtx1/view?usp=drive_link


❏ Original duly signed Notarized Omnibus Sworn Statement in 
accordance with Section 25.3 of the 2016 Revised IRR of RA 9184, and 
using the form prescribed in Section VIII. Bidding Forms
Note: 

The Notarized Omnibus Sworn Statement shall be accompanied by 
the Original Notarized Special Power of Attorney, Board/Partnership 
Resolution, or Original Notarized Secretary’s Certificate, whichever is 
applicable.

TAB
F

CHECKLIST OF REQUIREMENTS: CLASS ”A” DOCUMENTS - TECHNICAL DOCUMENTS



CHECKLIST OF REQUIREMENTS: CLASS ”A” DOCUMENTS - TECHNICAL DOCUMENTS

OMNIBUS SWORN STATEMENT (REVISED)

 SAMPLE FORM

FORM: OMNIBUS 
SWORN STATEMENT 
(REVISED)

https://docs.google.com/document/d/1oW20sJCKEz0ES1q9B5cXidr6TRbD7-KA/edit
https://docs.google.com/document/d/1oW20sJCKEz0ES1q9B5cXidr6TRbD7-KA/edit
https://docs.google.com/document/d/1oW20sJCKEz0ES1q9B5cXidr6TRbD7-KA/edit


❏ The Prospective Bidder’s Computation of Net Financial Contracting 
Capacity (NFCC) in accordance with ITB Clause 5 (Section IX, Bidding 
Forms); OR, 

❏ Committed Line of Credit (CLC)  from a Universal or Commercial Bank at 
least equal to ten percent (10%) of the ABC to be bid.

FORMULA:
NFCC = [(Current assets minus current liabilities) (15)] minus the value of all 
outstanding or uncompleted portions of the projects under ongoing contracts, 
including awarded contracts yet to be started, coinciding with the contract to be bid.     

       

TAB
G

CHECKLIST OF REQUIREMENTS: CLASS ”A” DOCUMENTS - FINANCIAL DOCUMENTS



❏ If applicable, a duly signed Joint Venture Agreement (JVA) in case the 
joint venture is already in existence; OR

❏ Duly Notarized Statements from ALL the potential joint venture partners 
stating that they will enter into and abide by the provisions of the JVA in the 
instance that the bid is successful.

TAB
H

CHECKLIST OF REQUIREMENTS - CLASS “B” DOCUMENTS, IF APPLICABLE



FINANCIAL COMPONENT ENVELOPE
(SECOND ENVELOPE)

CHECKLIST OF REQUIREMENTS



❏ Original of duly signed and accomplished Financial Bid Form; 
and,

❏ Original of duly signed and accomplished Price Schedule(s)

Note: 
❖ Financial Proposal is INCLUSIVE of VAT and all applicable taxes and fees; and,
❖ Bids received in excess of the Approved Budget for the Contract (ABC)  to be bid shall 

be automatically rejected at bid opening.

TAB
I

CHECKLIST OF REQUIREMENTS - FINANCIAL COMPONENTS

TAB
J



CHECKLIST OF REQUIREMENTS - FINANCIAL COMPONENTS

 SAMPLE FORM
 SAMPLE FORM

BID FORM

PRICE 
SCHEDULE

https://docs.google.com/document/d/1u-9C5uc1ZjPwnX8GNNNdPqAO8d6qJ2V9/edit
https://docs.google.com/document/d/13gHFSjPkWJ2MaKlm0jbHmcoh_ztgUSxe/edit
https://docs.google.com/document/d/13gHFSjPkWJ2MaKlm0jbHmcoh_ztgUSxe/edit


❏ (For foreign bidders claiming by reason of their country’s extension of 
reciprocal rights to Filipinos) Certification from the relevant government 
office of their country stating that Filipinos are allowed to participate in 
government procurement activities for the same item or product.

CHECKLIST OF REQUIREMENTS - OTHER DOCUMENTARY REQUIREMENTS UNDER RA NO. 9184, AS APPLICABLE

TAB
K

TAB
L ❏ Certification from the DTI if the Bidder claims preference as a Domestic 

Entity



SUMMARY
TAB PARTICULAR (FIRST ENVELOPE - TECHNICAL COMPONENT)

A Valid PhilGEPS Registration Certificate (Platinum Membership) (all pages) in accordance with Section 8.5.2 of 
the IRR; and,

B Statement of the prospective bidder of all its ongoing government and private contracts, including contracts 
awarded but not yet started, if any, whether similar or not similar in nature and complexity to the contract to be bid; and,

C Statement of the bidder’s Single Largest Completed Contract (SLCC) similar to the contract to be bid, 
except under conditions provided for in Sections 23.4.1.3 and 23.4.2.4 of the 2016 revised IRR of RA No. 9184, within the 
relevant period as provided in the Bidding Documents; and,

D Original copy of Bid Security. If in the form of a Surety Bond, submit also a certification issued by the Insurance 
Commission or Original copy of Notarized Bid Securing Declaration; and,



TAB PARTICULAR (FIRST ENVELOPE - TECHNICAL COMPONENT)
E Conformity with Technical Specifications (Form) duly signed in every page by the principal bidder or the bidder’s authorized representative  (Section 

VII); and,

Conformity with Schedule of Requirements (Form) duly signed in every page by the principal bidder or the bidder’s authorized representative 
(Section VI); and,

F Original duly signed Omnibus Sworn Statement (OSS) and if applicable, Original Notarized Secretary’s Certificate in case of a corporation, 
partnership, or cooperative; or Original Special Power of Attorney of all members of the joint venture giving full power and authority to its officer to 
sign the OSS and do acts to represent the Bidder; and,

G The prospective bidder’s computation of Net Financial Contracting Capacity (NFCC)  or a committed Line of Credit from a Universal or Commercial 
Bank in lieu of its NFCC computation; and,

H If applicable, a duly signed Joint Venture Agreement (JVA) in case the joint venture is already in existence or duly notarized statements from all the 
potential joint venture partners stating that they will enter into and abide by the provisions of the JVA in the instance that the bid is successful.

SUMMARY



TAB PARTICULAR (SECOND ENVELOPE - FINANCIAL COMPONENT)
I Original of duly signed and accomplished Financial Bid Form; and

J Original of duly signed and accomplished Price Schedule(s); and

Other documentary requirements under RA No. 9184 (as applicable)

K [For foreign bidders claiming by reason of their country’s extension of reciprocal rights to Filipinos] Certification from 
the relevant government office of their country stating that Filipinos are allowed to participate in government 
procurement activities for the same item or product; and

L Certification from the DTI if the Bidder claims preference as a Domestic Bidder or Domestic Entity.

SUMMARY



MARKING AND SEALING



The bidders are requested to USE 
TABS in compiling their bid 
documents for quick and easy 
identification and verification. 

MARKING AND SEALING



ALL Envelopes shall:

a. contain the name of the 
contract to be bid in capital 
letters;

b. bear the name and address of 
the Bidder in capital letters;

c. be addressed to the 
Procuring Entity’s BAC; and

d. bear a warning “DO NOT OPEN 
BEFORE…” the date and time for 
the opening of bids, in 
accordance with ITB Clause 21.1.

Sample Envelopes

MARKING AND SEALING



MARKING AND SEALING

Each Bidder shall submit one copy of the first (Eligibility and Technical) and second (Financial) components of its bid - 
[Revised PBD, Instruction To Bidder (ITB) Section 15]

FIRST
ENVELOPE

SECOND
ENVELOPE

MOTHER
ENVELOPE



APPROVED BUDGET FOR THE CONTRACT (ABC) 
TOTAL PHP 5,000,000.00
Inclusive of VAT and all applicable taxes and fees

Bidders may purchase the 
bidding documents in cash, 
manager’s check or via online 
using a bank-to-bank fund 
transfer method. 

Kindly coordinate with the 
BAC-G Secretariat for details 
and instructions.

bacgsecretariat@bcda.gov.ph.

BIDDING DOCUMENTS’ PRICE

Cost of bidding documents (non-refundable)
PHP 5,000.00



REMINDERS



❖ BCDA adheres to the “No-Contact Rule”.  All clarifications 
should be made in writing and addressed to the BAC-G 
Secretariat (bacgsecretariat@bcda.gov.ph) 

❖ Visiting or calling the members of the BAC, the TWG, the 
Secretariat or anyone working for BCDA is not allowed and 
will not be entertained. 

❖ Dates, in the absence of any qualifications, are meant to be calendar days. Calendar days include 
Saturdays, Sundays and Holidays.

REMINDERS



❖ Required bidding documents shall be submitted at the BCDA Central 
Receiving and Releasing Area (CRRA), 2nd Floor, Bonifacio Technology Center 
(BTC), 31st Street corner 2nd Avenue, Bonifacio Global City (BGC), Taguig City

CRRA

REMINDERS

Bonifacio Technology Center



❖ The computer system clock at the CRRA that is set to Philippine Standard Time 
(PhST) shall be used as reference in determining the time for the submission of bids. 
Late bids shall not be accepted.

❖ Bidders may submit the required bidding documents days before the deadline for 
submission in order to avoid the possibility of being late for such submission.

                                  

REMINDERS



Opening of Bid is hybrid event. Prospective Bidders may choose to attend online via 
zoom or in person at the BCDA Corporate Center BGC, Taguig City.

For those attending online, kindly coordinate/inform our BACG Secretariat to send you the Zoom link.

For those attending in person, the following guidelines must be followed:
● Attendees to the Opening of Bids will be required to follow the minimum BCDA Health Protocols; and 

● Observers/representatives who show signs of COVID-19 related symptoms are not allowed to enter 
the BCDA premises.                              

REMINDERS



❖ All licenses, permits and other required clearances should be valid at the time of the submission of bids, 
post-qualification, and signing of the contract.

❖ Any Bid Bulletin that may be issued shall be published in the PhilGEPS and the BCDA Website. However, only those 
who purchased the bidding documents are entitled to receive a copy of the Bid Bulletin (from the BACG) and to 
submit/participate in the bidding activities.

❖ The BAC expects the bidders to exercise due diligence in going through the bidding documents to be able to 
prepare their bids intelligently.

❖ BCDA reserves the right to waive minor defects in forms and requirement as long as they do not affect the 
genuineness and authenticity of the documents submitted.

❖ BCDA reserves the right to accept or reject any bid, to annul the bidding process, and to reject all bids at any time 
prior to contract award, without thereby incurring any liability to the affected bidder or bidders.

REMINDERS



Pre-bid Conference 28 November 2023 (Tuesday)

Deadline for Request for Clarification, if any 05 December 2023  @ 5:00 PM (Tuesday)

Issuance of Bid Bulletin, if any 08 December 2023 (Friday)

Deadline for Submission of the required Bidding 
Documents

15 December 2023 @ 09:00 AM
(Friday)

Opening of the Eligibility/Technical Requirements 
Proposal

Opening of Financial Proposal for those who 
passed the technical component

15 December 2023 @ 10:00 AM
(Friday)

BIDDING FOR THE PROCUREMENT OF EVENT MANAGEMENT SERVICES FOR THE CONDUCT OF BCDA 
STAKEHOLDERS’ APPRECIATION NIGHT

SCHEDULE OF BIDDING ACTIVITIES



Bid Evaluation (TWG’s detailed evaluation of the 
submitted bids)

1 5 - 18 December 2023 

Sending of Letter to the Bidder with LCB 18 December 2023 (Monday)

Post Qualification on the Bidder with LCB or succeeding 
LCB (if any)

19 -29 December 2023 

Deliberation by BAC of the Results of Post Qualification 29 December 2023  (Friday)

Issuance of BAC Resolution and Notice of Award* On or before 31 December 2023

Contract Signing On or before 09 January 2024

Issuance of Notice to Proceed On or before 09 January 2024

BIDDING FOR THE PROCUREMENT OF EVENT MANAGEMENT SERVICES FOR THE CONDUCT OF BCDA 
STAKEHOLDERS’ APPRECIATION NIGHT

SCHEDULE OF BIDDING ACTIVITIES



THANK YOU!



SITE INSPECTION
SCHEDULE - 03 OCTOBER 2023

BTC BGC OFFICE 9:00AM-4:00PM

ALEX MIJARES - 0917 3064089
Contact Name & Number



❖ Required bidding documents shall be submitted at the BCDA Central 
Receiving and Releasing Area (CRRA) located at 9/F One West Aeropark 
Building Industrial Estate- 5, Clark Global City Freeport Zone, Mabalacat, 
Pampanga. 

REMINDERS

One West Aero Park Building CRRA BCDA Office 9th Floor



❏ Statement of the Bidder’s Single Largest Completed Contract 
(SLCC) similar to the contract to be bid.

Similar Contract shall be:
1. Procurement of Various IT Equipment and Software

a. Lot 1 - Contracts involving the supply, and delivery of Audio and Video 
Equipment;

b. Lot 2 - Cloud Backup; and,
c. Lot 3- Next Generation Firewall Configuration.

2. Completed within five (5) years prior to the deadline for the submission and receipt 
of bids.

TAB
C

CHECKLIST OF REQUIREMENTS: CLASS ”A” DOCUMENTS - TECHNICAL DOCUMENTS



WELCOME!!!

BOSS DES!



ALL Envelopes shall:

a. contain the name of the contract to be bid 
in capital letters;

b. bear the name and address of the Bidder 
in capital letters;

c. be addressed to the Procuring Entity’s 
BAC; and

d. bear a warning “DO NOT OPEN BEFORE…” the 
date and time for the opening of bids, in 
accordance with ITB Clause 21.1.

BIDDING FOR (NAME OF GOODS OR SERVICES) ____________________________

BIDDER’S COMPANY NAME  (ALL CAPS) ___________________________________

BIDDER’S ADDRESS (ALL CAPS) ___________________________________________

CONTACT NO. __________________ FAX NO. __________________________________ 

DO NOT OPEN BEFORE (SPECIFY THE DATE/TIME OF THE OPENING OF 
BIDS)

THE CHAIRPERSON
BAC FOR GOODS

ELIGIBILITY and TECHNICAL, 
AND FINANCIAL COMPONENTS

Sample Cover of Envelope

MARKING AND SEALING



CHECKLIST OF REQUIREMENTS: CLASS ”A” DOCUMENTS - TECHNICAL DOCUMENTS

ONGOING CONTRACTS

SAMPLE FORM
SLCC

SAMPLE FORM

Duly signed by the bidder’s 
authorized representative

Duly signed by the 
bidder’s authorized 

representative



BID SECURING DECLARATION

SAMPLE FORM

CHECKLIST OF REQUIREMENTS: CLASS ”A” DOCUMENTS - TECHNICAL DOCUMENTS


