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6 June 2024

PATRICIA ANN A. FLORO

Corporate Secretary

FLORO INTERNATIONAL CORPORATION

Unit 401 Jonathan Center, Samat Street Corner Kings Road
Mandaluyong City 1550

floro@floro-intl.com

Dear Ms. Floro:

This confirms the agreement made and entered into between Philippine Center for Economic Development
(PCED) represented by its Executive Director MA. JOY V. ABRENICA herein referred to as “PCED” and
Floro International Corporation represented by its Corporate Secretary PATRICIA ANNE A. FLORO, herein
referred to as “Service Provider/Vendor”, to engage your services for the project “SERVICES FOR THE
OFF-SITE SCANNING OF UPSE STUDENT JACKETS”.

I.  PROJECT BACKGROUND

The Philippine Center for Economic Development (PCED) is mandated to provide “financial and moral
support to the research, teaching, training and other programs of the School of Economics of the University
of the Philippines (UPSE)”.

UPSE handles the management of student records for its undergraduate and graduate programs. At present,
many of the documents are in hardcopy format and thus, storage and retrieval are tasks that are difficult to
carry out. Student information is currently stored physically in cabinets. Over time, the volume of the printed
documents increases and poses concern on the PCED building’s capability to provide ample and sufficient
storage for safekeeping and security of the UPSE student records. Access to information also takes a while
due to the process of sorting through active and inactive student records on file.

As such, it is important to digitize and convert these student records into an electronic copy that is viewable
in searchable PDF (portable document format). However, due to the ongoing building rehabilitation and
upgrade of the PCED buildings, scanning and digitization of the printed student records need to be done
outside the premises of the School for the security protection and safety of documents and manpower.

As part of PCED’s support to UPSE on this matter, PCED will procure the services for the off-site scanning
of UPSE student jackets. Initially, the estimated period to cover for this engagement is from year 1964-2000
or at approximately 200,000 pages within three (3) months.

II. SCOPE OF WORK

This project will have the following scope:

1. Procurement of services for scanning, indexing and storing of documents such that these documents
will have digital copies and can be retrieved through an efficient digital retrieval process. Specifically,
the services must cover the following:

a. Estimated 200,000 pages of UPSE graduate and undergraduate student records for the period 1964-
2000 digitized and converted into electronic copy that is viewable in searchable PDF (portable
document format);

b. Encoding of 5 to 10 metadata/index filed to describe each record such as Unit where the student
Jacket originated, student name, student number, course, year last enrolled, classification of the
student, among others.

c. Preferred specifications of the output:

i. Paper size: Letter (8.5” x 117), A4 (8.3” x 11.77), Legal (8.5 x 13™);
ii. Ifa page has front and back information, it will be considered as two (2) pages:;
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iii. Image Output: actual color of material to be scanned;
iv. File format: searchable pdf/a; and
v. Resolution: 300 dpi

2. The scanning will be done off-site, at a location selected by the contractor and duly approved by the PCED.

3. Accounting and proper acknowledgement of documents shall be documented by the contractor for security
protection and safety of documents received/delivered.

4. Perform quality assurance on data accuracy and image quality. These include ensuring completeness of
pages/images, image rotation, de-skew, and image clarity and completeness and accuracy of encoded
metadata. Need to re-scan digitized files that did not pass the weekly quality control done by PCED at no
additional cost.

5. Create libraries, document types, and metadata (index fields) in PCED’s existing Document Management
System (Globodox) and assist PCED in uploading scanned files to Globodox, including any needed
preparations or configurations.

a. Each jacket will be stored as one document and will be assigned the document type “student
jackets”,

6. Adhere to the Terms of Reference attached in this agreement.

III. DELIVERABLES
The following items must be delivered by the Service Provider/Vendor to PCED/UPSE:

1. Approximately 200,000 pages of UPSE graduate and undergraduate records for the period 1964-

2000, in digitized copies of the documents and converted into electronic copy viewable in searchable

portable document format (PDF), as specified in the Scope of Work section of this agreement.

2. Digitized copies stored in external hard drive (to be provided by PCED) and uploaded individually
in the PCED DMS, with accurate indices/metadata;

3. Transmittal sheets containing the following: a) a list of student jackets and document received by the g
Service Provider/Vendor upon transfer of documents; and b) a list of student jackets and documents ;
prior to the Service Provider/Vendor’s return of documents to PCED.

4. Weekly Report, for at least 66,000 pages of student records per month, for monitoring purposes,
indicating the number of scanned documents and number of scanned pages, running total, and total
file size. Weekly report shall also include the master list of digitized images for the period; x

5. Master list of digitized documents uploaded individually to the PCED DMS Globodox, complete
with location directory and organized with the following file naming convention:
<Unit>_<Department>_(Student Number> <Surname, First Letter of First Name> Note: No dash in =
the student number. L

6. Deliverables include all other specifications cited in the attached Terms of Reference for the project. -j

IV. COST OF SERVICES

The PCED shall pay the Service Provider/Vendor Sevem Hundred Ninety Thousand Pesos
(Php790,000.00) for the project Services for the Off-Site Scanning of UPSE Student Jackets,
inclusive of applicable taxes and other incidental expenses and printing of reports/ deliverables.

V. REPORTING/DELIVERABLES AND PAYMENT SCHEDULE

This project shall be implemented for a period of three (3) months, starting upon issuance of Notice to
Proceed. The project shall have the following terms of payment:

Activity/Milestone Payment Due Percentage of Release

Upon completion and acceptance of PCED of | End of the st 20%
at least 66,000 pages scanned, digitized and month
properly uploaded in the Globodox with
accurate indices and metadata.

Upon completion and acceptance of PCED of | End of the 2nd 35%
at least 66,000 pages scanned, digitized and | month
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IX.

properly uploaded in the Globodox with
accurate indices and metadata.

Upon completion and acceptance of PCED of | End of the 3rd 35%
the remaining pages scanned, digitized and month
properly uploaded in the Globodox with
accurate indices and metadata, documentation
and external hard drive.

Warranty Period (6 months) 10%

QUALIFICATION

Service Provider/Vendor must have a Single Largest Completed Contract (SLCC) within the last three
(3) years that is similar to the contract bid, and whose value, adjusted to current prices using the
Philippine Statistics Authority (PSA) consumer price indices, must be at least fifty percent (50%) of the
Approved Budget of the Contract (ABC).

LIQUIDATED DAMAGES

Where the Service Provider/Vendor refuses or fails to satisfactorily complete the work within specified
contract time, plus any time extension duly granted and is hereby in default under the contract, the
Service Provider/Vendor shall pay the PCED for liquidated damages, and not by way of penalty, an
amount, as provided in the conditions of contract, equal to at least one tenth (1/10) of one percent (1%)
of the cost of the unperformed portion of the project stage for every day of delay. Should the amount of
liquidated damages reach ten percent (10%) of the contract amount, the PCED shall, at its own
discretion, terminate the contract without prejudice to any further action it may take to recover whatever
losses incurred due to non-performance of the Service Provider/Vendor.

Example:
Delay in Final Submission in the Review Phase:

A = Approved Budget of Contract: Php 20,000,000.00
B = Review Phase: 20% x A: Php 4,000,000.00
C = Liquidated damages per day of delay: 1/10 x 1% B = Php 4.000.00 per day

To be entitled to such liquidated damages, the PCED does not have to prove that is has incurred actual
damages. Such amount shall be deducted from any money due or which may become due to Service
Provider/Vendor under the contract and/or collect such liquidated damages from the retention money
or other securities posted by the Service Provider/Vendor whichever is convenient to the PCED.

Liquidated damages shall not apply when the cause of the delay is incurred for the other Party (e.g.
Service Provider/Vendor is delayed in submitting documents for the PCED’s review) or when there is
force majeure.

CONFIDENTIALITY OF DATA

The Service Provider/Vendor must adhere to the best practices in data privacy. Unauthorized copying
or duplicating of documents/files shall be strictly prohibited. Likewise, digital files in the hard and
external drives of the Service Provider/Vendor must be destroyed after three (3) months. In addition,
the Service Provider/Vendor shall enter into a Non-disclosure Agreement (NDA) with PCED. All
employees of the Service Provider/Vendor who will perform the actual work must separately sign an
NDA, to be facilitated by the Service Provider/Vendor.

WARRANTIES

A. Any defects found on the output of the Service Provider/Vendor as covered by the Terms of
Reference or this contract shall be resolved/fixed immediately. This warranty shall be for a period
of six (6) months commencing on the day the deliverables are turned over to PCED.
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B. The Service Provider/Vendor warrants that it shall conform strictly to the terms and conditions of

these Terms of Conditions.

C. The Service Provider/Vendor warrants, represents and undertakes reliability of the service required

to the satisfaction of the PCED. It shall employ highly skilled, well behaved, and honest employee
with ID displayed conspicuously while working within the compound, as needed. It shall not
employ PCED employees to work in any category.

D. The Service Provide/Vendor in the performance of its service shall secure and maintain at its own

expense all registration, license or permits required by national or local laws and shall comply with
the rules, regulations and directives of the regulatory Authorities and Commissions.

E. The Service Provider/Vendor personnel shall take all necessary precautions for the safety of all

persons and properties at or near their area of work and shall comply with all the standards and
established safety regulations, rules, and practices.

F. The Service Provider/Vendor shall coordinate with any authorized and/or designated PCED

personnel in the performance of their jobs.

G. The Service Provider/Vendor shall be liable for loss, damage or injury as may be due directly

through the fault or negligence of its personnel. It shall assume responsibility thereof and the
PCED shall be specifically released from any responsibility arising therefrom.

H. The Service Provider/Vendor shall comply with all documents to be required by the Commission

on Audit even after completion of the project at no additional cost to the PCED.

. The Service Provider/Vendor shall neither assign, transfer, pledge, nor subcontract any part or

interest therein.

J. The Service Provider/Vendor shall tender service at no cost in the PCED in case of any extension

of the contract duration.

Other provisions

L.

Nothing contained herein shall be construed as creating an employer-employee relationship in any
manner of form between you and the PCED, it being understood that your position in performing the
services herein is that of an independent contractor. PCED shall not therefore be responsible for
complying with any labor laws, rules, and regulations governing employer-employee relationships in
the Philippines. In particular, PCED shall have no responsibility of whatever nature and shall in no
manner be liable or held accountable for any accident or injury, which may befall you as a consequence
of the performance of your activities.

Any violations, amendment or alteration of the terms and conditions of this agreement shall be
executed with the mutual consent of both parties.

Breach or default by either party on the terms and conditions of this agreement shall entitle the
aggrieved party to serve a notice to the defaulting party to remedy the said breach within a reasonable
time. Failure of the defaulting party to remedy the said breach within the stipulated time shall entitle
the aggrieved party to unilaterally terminate the agreement without prejudice to its rights and remedies.
Any provisions of this Agreement should be construed and implemented in accordance with the
provisions of R.A. 9184 and its Implementing Rules and Regulations.

This Agreement shall take effect upon the signing of both parties.

We trust that the above terms and conditions are acceptable to you. Please indicate your agreement by signing
in the appropriate space below.

Sincerely yours,

ﬂ Lj“/' QL— Conf'omje: j :

MA. JOY V. ABRENICA PATRICIA ANN A. FLORO
Executive Director Corporate Secretary
PCED Floro International Corporation
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ACKNOWLEDGMENT
REPUBLIC OF THE PHILIPPINES)
Quezon City, Metro Manila )S.S
T 2 £
BEFORE ME, this day of il in Quezon City, personally appeared:
NAME DATE/PLACE ISSUED
MA. JOY V. ABRENICA UP ID with No. 031246567

PATRICIA ANN A. FLORO

known to me to be the same persons who executed the foregoing Contract and they acknowledged to me
that the same is their free and voluntary act and deed.

WITNESS MY HAND AND SEAL, on the date and place first above written.
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