
 

 

REQUEST FOR QUOTATION 

 

        Date      :  _____________________ 

        RFQ No.:  _____________________ 

 

Name of Company : ________________________________________________________ 

Address             :________________________________________________________ 

Name of Store/Shop : ________________________________________________________ 

Address  : ________________________________________________________ 

TIN   : ________________________________________________________ 

PhilGEPS Registration Number (required prior to award): _____________________________ 

 
 

The Small Business Corporation (SBCorp), through its Bids and Awards Committee (BAC), intends 

to procure Gift Certificates/Vouchers/Cards in accordance with Section 34 of the Implementing Rules 

and Regulations of Republic Act of 12009. 

 

Please quote your best offer for the item/s described herein, subject to the Terms and Conditions 

provided at the last page of this RFQ.  Submit your quotation duly signed by you or your authorized 

representative not later than August 25, 2026 at 10:00 AM.  A copy of your valid Business/Mayor’s 

Permit, Philgeps Registration, Notarized Omnibus Sworn Statement*, ITR Updated and BIR 2303 

is also required to be submitted along with your quotation/proposal. 

 

For any clarification, you may contact us at telephone no. (02) 5328-1100 to 10 local 1711 or email 

address at bac@sbcorp.gov.ph  

  

                                                                                                            

              Rowena G. Betia  

                             BAC Chairperson 

 

INSTRUCTIONS: 
1.   Accomplish this RFQ correctly and accurately. 

2.   Do not alter the contents of this form in any way 

3.  All technical specifications are mandatory.  Failure to comply with any of the mandatory requirements        

     Will disqualify your quotation. 

4.   Failure to follow these instructions will disqualify your entire quotation. 

*Submit the following documents: 

1. Certified-true-copy of Secretary’s Certificate for corporation, partnership or cooperative; or 

2. Special Power of Attorney: 

 a. Joint venture - executed by all members thereof giving full powers and authority to its officers to sign 

the OSS/Sworn Statements and do acts to represent the bidder; or 

 b. Single Proprietorship – if the person representing the company or acting on behalf of the company is 

not the registered owner. 

 

-original signed-

mailto:bac@sbcorp.gov.ph


 

 

After having carefully read and accepted the Terms and Conditions, I/we submit our quotation/s for the 

item/s as follows: 

 

Procurement of  (Name of Item/s to be procured) 

TECHNICAL SPECIFICATIONS (detailed) 
 

PROCUREMENT OF GIFT CERTIFICATES/VOUCHERS/CARDS 

 

REMARKS 
Bidders must state here either 

“Comply” or “Not Comply” 

against each of the individual 

parameters of each Specifications 
 

I. PROJECT TITLE 

 

              Procurement of Gift Certificates/Vouchers/Cards for All SBCorp Loyalty 

Awardees CY2025 and CY2026. 

 

II. BACKGROUND 

 

 Pursuant to the CSC-approved Small Business Corporation (SBCorp) Program 

on Awards and Incentives for Service Excellence (PRAISE), SBCorp grants the Loyalty 

Award to officials and employees who have rendered continuous and satisfactory 

government service in recognition of their dedication, commitment, and faithful service. 

 

 In addition to the cash incentive prescribed under Civil Service Commission 

(CSC) Memorandum Circular No. 6, s. 2002, SBCorp grants non-monetary rewards such 

as but not limited to tokens, and other redeemable items from Commercial Malls 

nationwide, in accordance with the CSC-approved SBCorp PRAISE. 

 

 Accordingly, SBCorp intends to procure Gift Certificates/Vouchers/Cards 

convertible to digital credits for the grant of non-monetary rewards to qualified 

recipients of the Loyalty Award. 

 
I. OBJECTIVES 

 

 The procurement aims to: 

 

1. Procure Gift Certificates/Vouchers/Cards convertible to digital credits for 

qualified recipients under the SBCorp Loyalty Award for CY 2025 and CY 

2026;  

2. Provide qualified recipients with a flexible and convenient means of 

redeeming their non-monetary rewards through accredited merchants 

nationwide; and  

3. Ensure that the procured Gift Certificates/Vouchers/Cards meet the 

technical requirements and quality standards prescribed by SB Corp. 

 

II. SCOPE OF SUPPLY 

 

The Supplier shall provide the complete supply and delivery of Gift 

Certificates/Vouchers/Cards convertible to digital credits, including all services 

necessary for their activation, distribution, redemption, and after-sales support. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 The scope of work shall include, but not be limited to, the following: 

 

1. Supply of Gift Certificates/Vouchers/Cards in the denominations and 

quantities specified by SBCorp.  

2. Activation of all Gift Certificates/Vouchers/Cards prior to delivery.  

3. Delivery of the Gift Certificates/ Cards to the SBCorp Head Office or any 

designated delivery location.  

4. Provision of complete instructions and user guides for the conversion of Gift 

Certificates/Vouchers/Cards into digital credits.  

5. Provision of access to the Supplier's secure digital platform and/or mobile 

application for the conversion and redemption of digital credits.  

6. Replacement, at no additional cost, of defective, damaged, inactive, or 

invalid Gift Certificates/Vouchers/Cards, subject to verification.  

7. Provision of customer support and after-sales services to address inquiries 

and issues relating to activation, conversion, redemption, and balance 

verification.  

8. Submission of all required delivery and billing documents necessary for 

inspection, acceptance, and payment. 

 
III. TECHNICAL SPECIFICATIONS 

 

The Gift Certificates/Vouchers/Cards shall comply with the following minimum 

technical requirements: 

 

Requirement Minimum Technical Specification 

Product Gift Certificates/Vouchers/Cards convertible to digital credits 

Card Format 

Physical Gift Certificates/Vouchers/Cards with unique 

redemption code to covert the certificates/cards into flexible 

digital credits 

Conversion 

Platform 

Convertible to digital credits through the Supplier's secure 

website, mobile application, or other authorized digital platform 

Denominations 

Gift Certificates/Vouchers/Cards shall be available in 

denominations as specified by SB Corp (e.g., ₱500, ₱1,000, 

₱2,000, ₱5,000, or other required amounts) as specified in the 

Purchase Request/Notice to Proceed. 

Merchant 

Network 

Gift Certificates/Vouchers/Cards shall be redeemable at a 

nationwide network of more than 18,000 accredited merchant 

establishments, including, but not limited to, supermarkets, 

department stores, convenience stores, pharmacies, restaurants, 

online merchants, and other retail establishments. 

Merchant 

Flexibility 

The platform allow recipients to choose from multiple 

accredited merchant partners when converting or redeeming 

their digital credits. 

Validity 
Gift Certificates/Vouchers/Cards and converted digital credits 

shall not expire and shall remain redeemable until fully utilized. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

Activation 
All Gift Certificates/Vouchers/Cards shall be activated prior to 

delivery. 

Partial 

Redemption 

Converting the physical Certificates/Vouchers/Cards to digital 

credits shall allow multiple or partial transactions until the 

available balance has been fully utilized. 

Balance 

Inquiry 

Converting the physical Certificates/Vouchers/Cards to digital 

credits shall enable recipients to conveniently monitor their 

available balance through the Supplier's website, mobile 

application, or other accessible digital platforms. 

Security 

Features 

Each Gift Certificates/Card shall have a unique redemption code 

and adequate security measures to prevent duplication, fraud, or 

unauthorized use. 

Customer 

Support 

The Supplier shall provide customer support through hotline, 

email, chat, or similar communication channels during regular 

business hours. 

Replacement 

Defective, inactive, or invalid Gift Certificates/Vouchers/Cards 

shall be replaced by the Supplier at no additional cost, subject to 

validation. 

Additional 

Technical 

Requirement 

The Supplier shall maintain a reliable and secure digital 

platform that supports the conversion of Gift Cards into digital 

credits, provides real-time redemption services, and ensures the 

protection of users' information in accordance with the Data 

Privacy Act of 2012 (Republic Act No. 10173) and other 

applicable laws and regulations. 

 
IV. APPROVED BUDGET FOR THE CONTRACT (ABC) 

 

The Approved Budget for the Contract (ABC) is Seven Hundred Forty-Five Thousand 

Pesos (₱745,000.00), inclusive of all applicable taxes, delivery charges, administrative 

fees, and all other incidental costs necessary for the complete supply and delivery of the 

required Gift Certificates/Vouchers/Cards convertible to digital credits, as detailed 

below: 

 

No. of 

Awardees 

Amount per 

Awardee 
Total Cost 

7 10,000.00 70,000.00 

7 15,000.00 105,000.00 

1 20,000.00 20,000.00 

22 25,000.00  550,000.00 

 

 

 

 

 



 

 

V. PAYMENT TERM 

 

Payment shall be on a send-bill arrangement. The Supplier shall submit the Statement 

of Account (SOA), Sales Invoice, and other documentary requirements prescribed 

under existing government accounting and auditing rules and regulations. Payment 

shall be processed within thirty (30) calendar days upon receipt of the complete and 

correct billing documents, subject to the usual government accounting, auditing, and 

budgeting procedures. 

 

 

VI. DELIVERY TERM 

 

The Gift Certificates/Vouchers/Cards should be delivered fifteen (15) days upon 

receipt of the Notice to Proceed. 

 

DELIVERY REQUIREMENT 

a)  1 lot  

b)  15 Calendar days upon receipt of Notice to Proceed (NTP)  

 

 

FINANCIAL OFFER: 

 

Please quote your best offer for the item below. Please do not leave any blank items.  Indicate “0” if 

item being offered is for free. 

 

PROCUREMENT OF  (name of item/s to be procured) 

Quantity (A) Description/Brand/ 

Model (B) 

Unit Price (C)  

Total Offered Quotation (A x C) 

 

ABC 

Php745,000.00 

Tax Inclusive 

 

 

 

 

  

In words  _____________________________ 

 

_____________________________________ 

 

In figures: ____________________________ 

 

 

TERMS AND CONDITIONS 

 

1. Bidders shall provide correct and accurate information required in this form. 

2. Bidders may quote for any or all the items. 

3. Price quotation/s must be valid for a period of thirty (30) calendar days from the date of submission. 

4. Price quotation/s, to be denominated in  Philippine peso, shall include all taxes, duties and/or levies  

      payable. 

5.   Quotations exceeding the Approved Budget for the Contract (ABC) shall be rejected. 

6. Award of contract shall be made to the lowest quotation (for goods and infrastructure) or, the highest  



 

 

 rated offer (for consulting services) which complies with the minimum technical specifications and

 other terms and conditions stated herein. 

7. 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. 

8. The item/s shall be delivered according to the requirements specified in the Technical Specifications. 

9. The SBCorp shall have the right to inspect and/or to test the goods to confirm their conformity to the 

 technical specifications. 

10. In case of two or more bidders are determined to have submitted the Lowest Calculated 

 Quotation/Lowest Calculated and Responsive Quotation, the SBCorp shall adopt and employ “draw 

 lots” as the tie-breaking method to finally determine the single winning provider in accordance with 

 GPPB Circular 06-2005. 

11. Payment shall be made after delivery and upon the submission of the required supporting documents, 

 i.e, order slip and/or billing statement, by the contractor.  Our Government Servicing Bank, i.e, the 

 Land Bank of the Philippines, shall credit the amount due to the contractor’s identified bank account 

 not earlier than twenty four (24) hours, but not later than forty-eight (48) hours, upon receipt of our 

 advice.  Please note that the corresponding bank transfer fee, if any, shall be chargeable to the 

 contractor’s account. 

12. Liquidated damages equivalent to one tenth of one percent (0.1%) of the value of the goods not 

 delivered within the prescribed delivery period shall be imposed per day of delay.  The SBCorp shall 

 rescind the contract once the cumulative amount of liquidated damages reaches ten percent (10%) of 

 the amount of the contract, without prejudice to other courses of action and remedies open to it. 

 

 

 Office Telephone No. ____________   Signature over Printed Name 

          

 Mobile No. ____________________   Position/Designation 

 

 Email address: ________________________________ 

              


