
 

 

REQUEST FOR QUOTATION 

 

No. RFQ 2026-050 

Date: 17 April 2026 

 

The Intramuros Administration through its Bids and Awards Committee (BAC) 

invites all PhilGEPS registered contractors to submit quotation/s for the SUPPLY 

AND DELIVERY OF VARIOUS OFFICE SUPPLIES FOR 1
ST

 AND 2
ND

 

QUARTER (Not available in PS-DBM) FOR INTRAMUROS 

ADMINISTRATION, Negotiated Procurement (Sec. 53.9) in accordance with 

Republic Act No. 12009, otherwise known as the New Government Procurement Act 

(NGPA); using the attached Quotation Form (Annex A). 

 

Deliveries shall be made in accordance with the following: 

LOT Description 

Approved 

Budget for the 

Contract (ABC) 

Delivery 

Period/Terms of 

Payment 

 

 

 

 

     1 

 

 

2 

Supply and Delivery of 

Various Office Supplies for 

1
st

 and 2
nd

  Quarter 

 

Various Office Supplies (GF & 

RF) 

 

Garbage Bag  

 

(Please refer to Annex A for 

further details) 

 

 

 
 

   ₱ 927,840.96 

 

₱ 600,000.00 

 

₱1,527,840.96 

 

 

Within 15 days 

after receipt of 

Purchase Order 

/30 days after 

completion and 

acceptance of 

delivery 

Brand of the offer, if required, should be indicated as part of the bid. 

Non-indication of the brand may be considered as grounds for disqualification. 

 

Sample, if required, shall also be submitted as part of the quotation. 

Non-submission of samples may be considered as grounds for disqualification. 

 

Quotations that exceed the Approved Budget for the Contract (ABC) shall be rejected. 

Those received after the deadline shall not be accepted, and only those with complete 

and valid documents shall be considered. 

 

Quotation/s duly signed by you or your duly authorized representative and other 

required documents shall be submitted on or before the deadline via email or to the 

address below. 

Contact Person : Leonora Gumalin-Estrada 

   Bids and Awards Committee Secretariat 

Address : 5/F Palacio del Gobernador, Gen. Luna Street 

   Intramuros, Manila 

Email Address : bacsec@intramuros.gov.ph 

Telephone No. : (02) 852-73189 

Deadline : 10:00 AM, 23 April 2026 
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The Intramuros Administration reserves the right to reject any and all quotations for 

grounds or reasons under existing rules. 

 

For the Bids and Awards Committee: 

​
 

 

​
ATTY ERWIN L. BERNARDINO 

Chairperson 

 

NOTE: 

 

If determined to have the best offer, the contractor shall be required to submit the 

following documents BEFORE the award of the contract, or upon written notice 

from the Bids and Awards Committee: 

 

1.​ PhilGEPS Registration Number  

2.​ Valid Mayor’s/Business Permit* 

3.​ Notarized Omnibus/Sworn Statement for ABC above 50k 

Notarized Omnibus Sworn Statement 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. Template may be accessed through this  

link:https://view.officeapps.live.com/op/view.aspx?src=https%3A%2F%2F

www.gppb.gov.ph%2Fwp-content%2Fuploads%2F2025%2F08%2FNGPA_O

mnibus-Sworn-Statement.docx&wdOrigin=BROWSELINK 

 

4.​ Income/Business Tax Return for ABC above 500K 

 

Valid and updated PhilGEPS Platinum Certificate of Membership may be submitted 

in lieu of Mayor’s Permit and PhilGEPS Registration Number. 

 

* In case of the recently expired Mayor’s Permit, it shall be accepted together with 

the official receipt of renewal application within the period prescribed by the 

concerned local government unit. 
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Annex A 

 

QUOTATION/PROPOSAL FORM 

 

SUPPLY AND DELIVERY OF VARIOUS OFFICE SUPPLIES FOR 1
ST

 AND 

2
ND

 QUARTER (Not available in PS-DBM) FOR INTRAMUROS 

ADMINISTRATION 

_________________________________________________________ 

 

The Bids and Awards Committee 

INTRAMUROS ADMINISTRATION 

 

Having examined the Request for Quotation, the undersigned submits the following 

quotation for the abovementioned procurement. 

 

LOT 

 

QTY UOM 
Technical Specifications/ Terms of Reference / 

Description 
Unit Price Total Price 

 

1 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

5 

10 

90 

50 

50 

2 

40 

50 

50 

60 

80 

40 

2 

8 

7 

12 

6 

36 

12 

12 

20 

50 

40 

2 

200 

180 

40 

5 

 

 

 

 

 

pc 

roll 

pc 

pack 

pack 

box 

box 

box 

box 

pc 

pc 

pc 

box 

box 

box 

jar 

cart 

pad 

pc 

pc 

set 

box 

box 

ream 

ream 

ream 

ream 

pc 

 

Various Office Supplies (GF & RF) 

 

General Fund (GF) 

 

Adhesive, Glue Stick 8g 

Double Sided Tape 1" w/foam 

Ballpen, black 

Battery AAA 

Battery AA 

Carbon Film, Legal, blue 

Clip, Backfold, all metal, clamping, 50mm (2") 

Clip, Backfold, all metal, clamping, 25mm (1") 

Clip, Backfold, all metal, clamping, 19mm (3/4") 

Correction tape 

Data File Box (Magazine File) 

Data Folder (Arch File), horizontal, red 

Fastener, Plastic, colored 

Folder, Pressboard, Legal, 100pcs/box 

Folder with Tab, A4, 100pcs/pack 

Glue, All Purpose, 240g 

Ink Cartridge, (HP 704), tri-color 

Note Pad, 76mm x 100mm 

Whiteboard Marker, blue 

Whiteboard Marker, red 

Marker, Fluorescent 

Paper Clip 33mm, vinyl/plastic coated 

Paper Clip 50mm, vinyl/plastic coated 

Bond Paper, 80gsm, Short 

Paper, Bond, A4, 80gsm, Multicopy 

Paper, Bond, A4, 70gsm, Multipurpose 

Paper, Bond, Legal, 70gsm, Multipurpose 

Scissors, symmetrical/asymmetrical 
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10 

5 

2 

7 

60 

24 

120 

100 

90 

510 

6 

6 

6 

6 

6 

11 

9 

9 

9 

11 

4 

2 

2 

2 

2 

2 

2 

 

2 

 

1 

8 

 

 

 

36 

24 

2 

20 

24 

24 

60 

166 

13 

12 

36 

20 

12 

50 

20 

pc 

pc 

cart 

cart 

roll 

roll 

pack 

cart 

cart 

pc 

btl 

btl 

btl 

btl 

btl 

btl 

btl 

btl 

btl 

btl 

btl 

btl 

btl 

btl 

cart 

cart 

cart 

 

cart 

 

cart 

carts 

 

 

 

pack 

pack 

box 

box 

box 

box 

pc 

pc 

pc 

jar 

pad 

set 

pc 

box 

box 

 

Stamp Pad Felt 

Steno Notebook, spiral, 60 leaves, ruled both sides 

Toner Cartridge, HP CF217A (17A), black, original 

Toner Cartridge, HP CE285A (85A), black, original 

Tape, Transparent, 24mm 

Tape, Packaging, 48mm 

Tissue, Interfolded Paper Towel, 1 ply 

Ink Cartridge, (HP 680), black 

Ink Cartridge, (HP 680), tri-color 

Broom Stick (walis ting-ting) 

Ink, Epson 008, black 

Ink, Epson 008, cyan 

Ink, Epson 008, yellow 

Ink, Epson 008, magenta 

Ink Cartridge, GT53, black, 135ml 

Ink Cartridge, GT53, black, 70ml 

Ink Cartridge, GT52, cyan, 70ml 

Ink Cartridge, GT52, yellow, 70ml 

Ink Cartridge, GT52, magenta, 70ml 

Ink 001, black, Epson 

Ink 003, black, Epson 

Ink 003, cyan, Epson 

Ink 003, yellow, Epson 

Ink 003, magenta, Epson 

Toner Cartridge, HP 206A, w2110A,black,original 

Toner Cartridge, HP 206A, w2111A, cyan, original 

Toner Cartridge, HP 206A, w2112A, yellow, 

original 

Toner Cartridge, HP 206A, w2113A, magenta, 

original 

Toner Cartridge, Fuji Xerox CT201838 

Toner Cartridge, TN-2560XL, black, original 

 

Revolving Fund ( RF) 

 

Battery AA 

Battery AAA 

Carbon Film, Legal size, blue 

Clip, Backfold, all metal, clamping, 50mm (2") 

Clip, Backfold, all metal, clamping, 25mm (1") 

Clip, Backfold, all metal, clamping, 19mm (3/4") 

Correction tape 

Data Folder (Arch File), horizontal, red 

Data File Box (Magazine File) 

Glue, All Purpose, 240g 

Note Pad, 76mm x 100mm 

Marker, Fluorescent 

Permanent Marker, black 

Paper Clip 33mm, vinyl/plastic coated 

Paper Clip 50mm, vinyl/plastic coated 
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   2 

 

190 

70 

10 

10 

20 

24 

60 

24 

1,500 

200 

15 

10 

10 

10 

10 

10 

12 

12 

6 

6 

6 

6 

12 

12 

12 

12 

43 

23 

31 

31 

31 

18 

15 

15 

5 

25 

11 

   3,500 

 

 

 

 

100,000 

ream 

 ream 

ream 

box 

pc 

roll 

roll 

roll 

pack 

pc 

roll 

box 

btl 

btl 

btl 

btl 

cart 

cart 

cart 

cart 

cart 

cart 

btl 

btl 

btl 

btl 

btl 

btl 

btl 

btl 

btl 

btl 

ream 

ream 

cart 

cart 

cart 

pc 

 

 

 

 

   pc 

Paper, Bond, A4, 80gsm, Multicopy 

Paper, Bond, A4, 70gsm, Multipurpose 

Paper, Bond, Legal, 70gsm, Multipurpose 

Pencil, lead with eraser 

Stamp Pad Felt 

Tape, Masking, 24mm 

Tape, Transparent, 24mm 

Tape, Packaging, 48mm 

Tissue, Interfolded Paper Towel, 1 ply 

Ballpen, black 

Double Sided Tape w/ Foam 1", (24mm) 

Fastener, Plastic, colored 

Ink for Stamp pad, violet, 30ml 

Ink for Stamp pad, red, 30ml 

Ink for Stamp pad, blue, 30ml 

Ink for Stamp pad, green, 30ml 

Ink Cartridge, (HP 682), black 

Ink Cartridge, (HP 682), tri-color 

Ink Cartridge, (HP 680), black 

Ink Cartridge, (HP 680), tri-color 

Ink Cartridge, (HP 704), black 

Ink Cartridge, (HP 704), tri-color 

Ink, Epson 008, black​  

Ink, Epson 008, cyan​  

Ink, Epson 008, yellow​  

Ink, Epson 008, magenta​  

Ink Cartridge, GT53, black, 135ml​ 
Ink Cartridge, GT53, black, 70ml​  

Ink Cartridge, GT52, cyan, 70ml​  

Ink Cartridge, GT52, yellow, 70ml​ 
Ink Cartridge, GT52, magenta, 70ml​  

Ink 001, black, Epson​  

Mimeo Paper, Whitewoove, A4​  

Mimeo Paper, Whitewoove, long​  

Toner Cartridge, HP CF276A (76A), black, original 

Toner Cartridge, HP CE285A (85A), black, original 

Toner Cartridge, TN-2560XL, black, original 

Broom Stick (walis ting-ting)​  

 

 

Garbage bag 

 

Garbage bag,  18.5"x18.5"x40"x0.0012thk, black 

(please send sample of garbage bag on or 

before 10AM, 23 April 2026) 

 

 

Kindly indicate BRAND per item 

Bidders may use a separate sheet and 

submit this sheet along with the original 

Annex A. 
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Please coordinate with our General 

Services Section for further details at 

telephone number 8527-3105, email add : 

generalservices@intramuros.gov.ph 

 

Price in Figures and in Words: 

 

Lot 1 

 

__________________________________________________________ 

 

Lot 2 

 

__________________________________________________________ 

 

We undertake, if our offer is accepted, to deliver the goods/works/services as 

contained in this form and in accordance with the Schedule of Requirements, and to 

post a performance security, if required by the Intramuros Administration. 

 

We understand that Intramuros Administration is not bound to accept our proposal 

or any proposal that it may receive for the abovementioned procurement. 

 

Finally, we understand that our quotation is inclusive of all costs and applicable 

taxes. 

 

 

Dated this  _____________________ 

 

 

_________________________________________ 

NAME and SIGNATURE 

Authorize Representative 

​  

_________________________________________ 

COMPANY NAME 

 

_________________________________________ 

Contact Number/s 

 

_________________________________________ 

Email Address 

 

 

 


