


  

Annex “A” 
 

CONTRACT TO BID :_   
_   

 

NAME OF CONTRACTOR :  _ 
 

 

CHECKLIST OF BID REQUIREMENTS 
 

Eligibility and Technical Proposal: Shall contain the following 

information/documents and shall 
be opened first to determine the 
contractor’s compliance with the 
following requirements (First 
Envelope). 

 
 

a. Valid PhilGEPS Registration Certificate (Platinum Membership); 
 

b. Statement of the prospective bidder of all its ongoing and completed 
government and private contract, including contracts awarded but not 
yet started, if any, whether similar or not similar in nature and complexity 
to the contract to be bid for the past three (3) years. The statement shall 
include all information required in the PBDs prescribed by the GPPB. 

 

c. Statement of the bidder’s Single Largest Completed Contract (SLCC) 
similar to the contract to be bid, except under conditions provided under 
the IRR of RA 9184, within the relevant period as provided in the Bidding 
Documents. All of the above statements shall include all information 
required in the PBDs prescribed by the GPPB. 

 

d. Valid Philippine Contractors Accreditation Board (PCAB) license and 
registration for the type and cost of the contract to be bid. Special PCAB 
License in case of Joint Ventures. 

 

e. The prospective bidder’s audited financial statements, showing, among 
others, the prospective bidder’s total and current assets and liabilities, 
stamped “received” by the BIR its duly accredited and authorized 
institution, for the preceding calendar year which should not be earlier 
than two (2) years from the date of bid submission 

 

f. The prospective bidder’s computation for its Net Financial Contracting 
Capacity (NFCC). 

 

g. If applicable, duly signed joint venture agreement (JVA) in accordance 
with RA No. 4566 and its IRR 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. Note: If 



  

there is no JVA, there should be a separate paper which indicates 
that the “JVA is not applicable” or “There is no JVA”. 

 

h. The bid security in the prescribed form, amount and validity period or 
original copy of Notarized Bid Securing Declaration. 

 

i. Organizational Chart for the contract to be bid. 
 

j. List of Contractor’s Key Personnel, (viz, Project Manager; Project 
Engineer, Electrical Engineer, Materials Engineer, Safety Officer and 
Foreman) to be assigned to the contract to be bid, with their complete 
qualification and experience data. 

 

k. List of Contractor’s Equipment/Tools which are owned, leased and/or 
under purchase agreements, supported by certification of availability of 
equipment from lessor/vendor for the duration of the project. 

 

l. Construction Schedule (BAR Chart, PERT/CPM and S-Curve). 
 

m. Construction Method 
 

n. Construction Safety and Health Program. 
 

o. Certificate of Site Inspection (to be discussed during Pre-bid 
Conference). 

 

p. 

 
 
 

NOTE: 

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. 

 

1. Accomplish fully the Eligibility & Technical Proposal by filling in 
all the blanks and attaching all the required enclosures and 
annexes. “Not Applicable” shall be stated whenever it is 
appropriate: 



  

 
 
 
 
 
 
 
 
 
 

REMARKS : 

2. The Eligibility & Technical Proposal folder must be properly 
labeled with proper names tabs, addressed to the Chairperson, 
JUSIP Bids and Awards Committee, Department of Justice, 
Padre Faura Street, Ermita, Manila; state particular project title 
and name of bidder; 

3. Use Government Procurement Policy Board (GPPB) standard 
bidding forms in complying the requirements; and Any missing 
document in the checklist is a ground for an outright rejection 
of the bid. 

 

[  ] – Passed [  ] – Failed 

 
Financial Proposal: shall contain the following financial 

information/documents and shall be opened only if the 
contractor has complied with the requirements in the 
Eligibility and Technical Proposals (Second 
Envelope). 

 
 

1. Financial Bid Form indicating the lump-sum bid price; 
 
 

2. Bid prices in Bill of Quantities in the prescribed Bid Form, supported with 
Detailed Estimates including Summary sheet indicating the unit prices of 
construction materials, labor rates and equipment rentals used in coming 
up with the bid; and 

 

3. Monthly/Quarterly Cash Flow and Payment Schedule. 
 

REMARKS : 
 

[  ] – Passed [  ] – Failed 
 
NOTE: Both envelopes shall be marked “Do not open before (date and time of 

opening of bids)”. 
 

This is to acknowledge the receipt of the technical and financial Proposals 
which are being returned because of deficiencies in the Checklist marked “X” 

 
 
 
 
 

(Bidder)



 

Annex “B” 

REVISED ONLINE BID SUBMISSION FILE GUIDE 
 

 

1. Files to be submitted must be password-protected .ZIP file using two different passwords with 

the following filenames: 

 
<bidder’s name>_financialproposal.zip 

<bidder’sname>_technicalproposal.zip 

 
 

2. The <bidder’s name>_financialproposal.zip file contains a folder named “financial” with the 

following file: 

 
financialproposal.pdf - scanned copy of the following: 

   

1. Financial Bid Form indicating the lump-sum bid 

price; 

2. Bid prices in Bill of Quantities in the prescribed Bid 

Form, supported with Detailed Estimates including 

Summary sheet indicating the unit prices of 

construction materials, labor rates and equipment 

rentals used in coming up with the bid; and 

3. Monthly/Quarterly Cash Flow and Payment 

Schedule. 

 

 
3. The <bidder’sname>_technicalproposal.zip file contains a folder named “technical” with the 

following files: 

 
a. philgeps.pdf - scanned copy of PhilGEPS Certificate of 

Registration (Platinum Membership) (all pages) 

 

b. ongoing.pdf - scanned copy of the statement of the prospective 

bidder of all its ongoing and completed government 

and private contract, including contracts awarded but 

not yet started, if any, whether similar or not similar in 

nature and complexity to the contract to be bid for the 

past three (3) years. The statement shall include all 

information required in the PBDs prescribed by the 

GPPB 

 

c. slcc.pdf -  scanned copy of the Statement of the bidder’s Single 

Largest Completed Contract (SLCC) similar to the 

contract to be bid, except under conditions provided 

under the IRR of RA 9184, within the relevant period 

as provided in the Bidding Documents. All of the 



 

above statements shall include all information 

required in the PBDs prescribed by the GPPB. 

 

d. pcablicense.pdf - scanned copy of valid PCAB License and 

Registration for the type and cost of the contract to 

be bid or Special PCAB License in case of Joint 

Ventures 

 

e. auditedfs.pdf - scanned copy of the bidder’s audited financial 

statements, showing, among others, bidder’s total 

and current assets and liabilities, stamped “received” 

by the BIR, its duly accredited and authorized 

institution, for the preceding calendar year which 

should not be earlier than two (2) years from date of 

submission 

 

f. nfcc.pdf - scanned copy of the prospective  bidder’s  computation 

of its Net Financial Contracting Capacity (NFCC) 

 

g. jva.pdf -  scanned copy of the valid Joint Venture Agreement 

(JVA) or if there is no JVA,, a separate paper 

indicating that “JVA is not applicable”or “There is 

no JVA 

 

h. bidsecurity.pdf - scanned copy of the bid security in the prescribed 

form, amount and validity period or Bid Securing 

Declaration. 

 

i. orgchart.pdf - scanned copy of the organizational chart to be bid 

 

j. keypersonnel.pdf - scanned copy of the list of contractor’s key personnel 

 

k. equipment.pdf - scanned copyh of the list of contractor’s 

equipment/tools which are owned, leased, and/or 

under purchase agreements, supported by certification 

of availability of equipment from the lessor/vendor for 

the duration of the project 

 

l. constschedule.pdf - scanned copy of the construction schedule (BAR 

Chart, PERT/CPM and S-Curve) 

 

m. constmethnod.pdf - scanned copy of construction method 

 

n. constsafety.pdf - scanned copy of construction safety and health 

program 

 

o. siteinspection.pdf - scanned copy of the certificate of site inspection  

 

p. swornstatement.pdf - scanned copy of the Original duly signed Omnibus 

Sworn Statement (OSS); 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. 

  

4. Generate hashes for both files using the SHA-256 hashing algorithm. 

 

5. Only during the opening of the respective bid submission shall the passwords of the bidding 

documents be disclosed thru the Google Meet chatbox window. Hence, the presence of the 

bidder’s representative/s shall be mandatory to ensure the integrity, security and confidentiality 

of the bids submitted. 

 

6. Bids may be submitted via email thru bac-secretariat@doj.gov.ph copy furnished the 

Procurement Management Division (PMD) via pmd@doj.gov.ph with the following “subject” 

format: <Bid Submission>-<Project Name>. The bidder shall also include in the email the 

name of its authorized representative/s and an acknowledgment that they have understood the 

rules and regulations of the Department 

 
7. The file size of the bid submission, preferably, shall not exceed 15 MB, Hence, bidders are 

advised to optimize the size file for easier transmission and downloading. 

 
8. The bidder is required to include in its bid submission the two (2) file hashes generated in step 

4. It is the bidder’s responsibility that the file hashes submitted in the email match with the 

hashes of the attached archived files. 

 

9. Bidders shall make sure that its bid submission is operational (not corrupted). In the event that 

the password protected document cannot be opened or corrupted, the bidder shall be 

disqualified. 

mailto:bac-secretariat@doj.gov.ph
mailto:pmd@doj.gov.ph


 

FILE HASH GENERATION GUIDE 

 
DISCLAIMER 

Under no circumstances shall the Department of Justice be liable for any losses and/or damages 

arising out of the use of the tools specified in this guide. 

This guide may contain links to external websites that are not provided or maintained by or in 

any way affiliated with the Department of Justice. Please note that the Department of Justice 

does not guarantee the accuracy, relevance, timeliness, or completeness of any information on 

these external websites. 

 
I. Option 1. Using online tools 

 

1. Some sites that provide file hash generating service: 

i. http://onlinemd5.com/ 

ii. https://md5file.com/calculator 

iii. https://emn178.github.io/online-tools/sha256_checksum.html 

iv. https://defuse.ca/checksums.htm 
 

2. Select the archive file to generate hash from 
 

http://onlinemd5.com/
https://md5file.com/calculator
https://emn178.github.io/online-tools/sha256_checksum.html
https://defuse.ca/checksums.htm


 

 

3. IMPORTANT: Make sure to choose SHA-256 as the checksum type 
 

 

4. Copy the File checksum generated. This would be the SHA-256 hash of the file. 
 

 

II. Option 2. Using 7-zip 

 

1. Right-click on the archive file you want to generate the hash from, then click on 

CRC SHA > SHA 256 
 

 

2. A window containing the hash information will appear. Double-click on the SHA- 

256 list item. 
 



 

3. Copy the generated SHA-256 hash, then click on the Close button to exit. 
 

 

III. Option 3. Using the command-line tool CertUtil 

 

1. Shift+Right-click on an empty space in the directory of the archive you want to 

generate the hash from, then click Open PowerShell window here/Open command 

window here 
 



 

2. Enter the following command, then hit the Enter key 

 

CertUtil –hashfile <filename of archive> SHA256 
 

 
3. Copy the generated SHA256 hash by highlighting the hash string and then hitting 

the Enter key 
 



 

IV. Comparing file hashes using the onlinemd5 tool (http://onlinemd5.com) 
 

1. Select the archive file to generate hash from 
 

 

2. IMPORTANT: Make sure to choose SHA-256 as the checksum type 
 

http://onlinemd5.com/


 

3. Paste the reference SHA256 hash (e.g., the hash from the bid submission) into the 

Compare With text field. A green check mark will appear if the hash strings 

match. Otherwise, a red X mark will appear. 
 

 



 

V. Comparing file hashes manually 

 

1. Generate the SHA256 hash of the target archive file (see Sections I-III) 

2. Open a text editor (e.g., notepad) 

3. Paste the generated SHA256 file hash, then hit the Enter key to bring the cursor 

into a new line. 

4. Copy the known reference hash (e.g., hash from the bid submission) and paste in 

the text editor. 

5. Manually check if the two strings are exactly the same. Note that the file hashes 

are case-insensitive (i.e., uppercase and lowercase glyphs of a same letter match) 
 



 

ZIP ARCHIVING AND ENCRYPTION GUIDE 

 
DISCLAIMER 

Under no circumstances shall the Department of Justice be liable for any losses and/or damages 

arising out of the use of the tools specified in this guide. 

 
I. File archiver tool installation 

 

1. Download a file archiver tool. 7-zip (a free file archiver) can be downloaded at 

https://7-zip.org. We recommend using version 19.00 as this is the stable version. 

If you are unsure whether to get the 32-bit or 64-bit version, choose the 32-bit 

version. 
 

 
 

2. Open the downloaded file. 
 

 

3. When the installer loads, click Install 
 

https://7-zip.org/


 

 

 
 

4. After the installation, restart the system by clicking on Yes 
 

 

II. Archiving and password-protecting files 

 

1. Select the files to archive. 
 

2. Right-click on the selected files, then select 7-zip > Add to archive… 
 

 

3. In the Add to Archive window, select zip as the archive format. Enter your 

preferred filename (e.g., My Documents.zip) in the Archive text field. Leave other 

settings to their default values. 
 



 

4. In the Encryption section, enter your preferred password in both the Enter 

password and Reenter password text fields. It is recommended that you use the 

AES-256 encryption method as it is more secure than ZipCrypto. Click OK to 

begin the archiving process. 
 

 

III. Testing the output archive for errors 

 

1. Right-click on the archive file, then select 7-zip > Test archive… 
 

2. Enter the password used in encrypting the archive. 
 



 

3. The results window will indicate if there are any errors in the archive. If there are 

errors, repeat steps in Section II. 
 

 

IV. Checking the file contents of the archive 

 

1. Right-click on the archive file, then select 7-zip > Open archive 
 

 

2. The next window will display a list of the contents of the archive. 
 

 
V. Archive file extraction 

 

1. Right-click on the archive file, then select 7-zip > Extract to “<archive name>\”. 

The files will be extracted to a folder having the same name as the archive. 
 



 

 

2. Enter the password used in encrypting the archive. 
 

 

3. Open the output directory. 
 

 


