




 
 

 

TERMS OF REFERENCE 
PROVISION OF COURIER SERVICES FOR THE PHILIPPINE COMPETITION 

COMMISSION (PCC) OUTGOING DOCUMENTS FOR FEBRUARY TO DECEMBER 2021 

 

I. Rationale 

The Philippine Competition Commission (“PCC” or the “Commission”) is an independent 
quasi-judicial body created to promote and maintain market competition by regulating anti-
competitive conduct. The main role of the PCC is to ensure fair competition in the market for 
the benefit of consumers and businesses. 

For the Commission to properly serve its clientele, both internal and external, it needs to engage 
the services of a qualified courier service provider to perform efficient, timely, and secured 
delivery of its official documents and relevant materials (the “Service Provider”). 

II. Scope of Services 

The Service Provider shall provide courier services for the PCC. To this end, it shall perform 
the following functions and responsibilities: 

1. Door-to-door collection and delivery of documents. Service Provider representative must 
pick-up the parcels from the PCC office and deliver documents to the specified address. 
PCC may drop off the documents to the designated branch of the service provider located 
within five hundred (500) meters from PCC, as may be agreed. 

2. Must have an assigned servicing branch and at least one (1) alternate branch to execute the 
terms in the contract agreement between PCC and the Service Provider. If both the main 
and alternate branches are unavailable, the Service Provider must immediately endorse the 
PCC to another servicing branch with the same terms as stated in the contract. 

3. Ensure on-time delivery of mails and documents in all cities and municipalities covered 
by the Service Provider within the National Capital Region, Luzon, Visayas, Mindanao, 
and international destinations based on the schedule of requirements issued by the Records 
Unit of the PCC’s General Services Division.  

4. Provide real time mobile or online document tracking system and should have an assigned 
point person that will handle the account and all the necessary transactions of the PCC with 
the courier Service Provider. 

5. Submit a duly signed certified true and correct monthly summary report and/or Proof of 
Deliveries (PODs) or other forms of verification not later than ten (10) working days 

after the end of every month. Delivery of PODs or other forms of verification to PCC 
shall incur no additional charges. The veracity of the information stated in the summary of 
the PODs shall be duly certified by the Head of the Service Provider or its authorized 
representative. 

6. Undertake at least two (2) attempts to deliver the mails and documents coursed through 
it. If undelivered after the first attempt, the Service Provider shall immediately notify the 
PCC and wait for its instructions. The PCC may then modify the delivery details (e.g. 
different floor/unit but same building, or different recipient but same address, etc.) to aid 



 
 

 

in the second attempt to deliver the documents, without additional cost unless such 
modification resulted to a new delivery address. If it remains undelivered, the Service 
Provider shall return the documents to the PCC, stating a justifiable reason and proof for 
non-delivery thereof. If unable to return the undelivered parcels/return to sender (RTS) 
mails to PCC, the Service Provider must submit a notarized affidavit of loss. Said items 
shall also be deducted from the Statement of Account (SOA). 

7. The delivery schedule or schedule of requirements provided below may be modified 
anytime at the option of the PCC, provided that the Service Provider be given notice of 
such modification one (1) week prior to the effectivity of the modification. 

Delivery Schedule / Schedule of Requirements 

Area of 
Distribution Expected Delivery Date 

Metro Manila 
(NCR) 

To be delivered within two (2) days upon receipt of the documents 
from the Records Section.  
Daily pick up time is 3:00 P.M. 

Luzon 
To be delivered within five (5) working days upon receipt of the 
documents from the Records Section.  
Daily pick up time is 3:00 P.M. 

Visayas 
To be delivered within ten (10) working days upon receipt of the 
documents from the Records Section.  
Daily pick up time is 3:00 P.M. 

Mindanao 
To be delivered within ten (10) working days upon receipt of the 
documents from the Records Section.  
Daily pick up time is 3:00 P.M. 

International 
Destination 

To be delivered within ten (10) working days upon receipt of the 
documents from the Records Section.  
Daily pick up time is 3:00 P.M. 

 
8. The Statement of Account (SOA) to be issued by the Service Provider to PCC should be 

based on the actual number of deliveries made per month. In case of delivery to remote 
areas, additional fees may be charged accordingly. For parcels that will exceed the legal-
size envelope and/or contain materials other than documents, necessary  fees may also be 
charged accordingly. 
 

9. The Service Provider must attach to its bid the filled-out forms in Annexes A and B of this 
TOR and submit pertinent supporting documents 

III. Minimum Qualifications 

1. The Service Provider must have a respectable track record in nationwide courier services and 
must have been in the same business for at least three years. The Service Provider must have 
completed at least two similar contracts with another Philippine government agency/ies for 

the past three years; 
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