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TERMS OF REFERENCE AND SCOPE OF WORK 

 

Project: INTERIOR FIT-OUT WORKS FOR THE PCED OFFICE 

Location: Osmeña Avenue and F. Ma. Guerrero Street, UP Diliman, Quezon City 

Approved Budget for the Contract (ABC): Php1,900,000.00 

 

A. Project Background 

The four-storey PCED Main Building, located along Osmeña Avenue, UP Diliman, Quezon City, is 

currently undergoing rehabilitation and upgrading works to improve its facilities and support the 

institution's operational requirements. As part of these improvements, the proposed Interior Fit-Out 

Works will complete the designated PCED office space on the fourth floor and prepare it for occupancy. 

 

The office space has already been provided with the necessary base building works, including floor tiles, 

electrical installations, and other essential building services. However, it still requires the installation of 

architectural finishes and interior fit-out components necessary to establish a functional and efficient 

office environment. 

 

The project will include the supply and installation of interior partitions, ceiling systems, wall finishes, 

cabinetry, lighting fixtures, painting, waterproofing works, and other architectural components required 

to complete the office fit-out. Upon completion, the project will provide a safe, functional, and modern 

workplace that maximizes the use of the rehabilitated building and supports the operational requirements 

of the Philippine Center for Economic Development (PCED). 

 

B. General Objectives of the Project  

1. To complete the architectural interior fit-out of the designated PCED office space on the 

fourth floor of the PCED Main Building and prepare it for occupancy; 

2. To provide functional and efficient office spaces through the installation of interior 

partitions, ceiling systems, cabinetry, lighting fixtures, and other architectural finishes; 

3. To improve workplace functionality, comfort, and productivity by providing a safe, 

organized, and modern office environment; and 

4. To maximize the utilization of the rehabilitated PCED Main Building by delivering a 

completed office space that supports the operational requirements of the Philippine Center 

for Economic Development (PCED). 

 

C. Scope of Work 

1. General Requirements (refer to the Bill of Quantities) 

a. Mobilization and demobilization of workers, tools, equipment, and materials necessary for the 

systematic execution and closeout of the project. 

b. Provision and management of all necessary project insurance, including Guarantee Bond, 

Performance Bond, Surety Bond, and all other mandatory contractual coverages. 

c. Construction and maintenance of a temporary field office, temporary site facilities, and secure 

temporary utilities required for construction activities. 

d. Implementation and administration of a comprehensive Occupational Safety and Health Program 

to maintain a secure and compliant work environment. 

e. Installation, and positioning of standard project billboards and safety/security signboards to 

properly identify and secure the perimeter  

f. Provision of professional site supervision, consistent project monitoring, and quality control 

management throughout the active duration of the works. 

g. Preparation, validation, and submission of complete, highly detailed As-Built Drawings reflecting 

all final installations upon satisfactory completion of the project 

2. Architectural Works (refer to the Bill of Quantities) 
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a. Wall Works - The work involves the supply, layout, and installation of PCED panel walls, 

partitions, and Wood Plastic Composite (WPC) columns, alongside surface preparation and 

application of high-pressure laminates (HPL) and decorative wood panels. It also includes the 

fabrication and framing of built-up gypsum half-partitions using metal furrings, as well as the 

carpentry and secure mounting of Graphicoat glass, functional cork boards, and architectural wall 

claddings to conceal exposed electrical conduits. 

b. Ceiling Works - The work involves the supply, framing, and installation of plywood, gypsum, and 

varnished marine plywood ceiling panels, as well as the grid assembly and layout of premium 

acoustic boards mounted on structural T-runner frameworks. Additionally, it includes the 

construction and painting of integrated architectural ceiling cove light pockets to provide indirect 

ambient illumination. 

c. Painting Works - The work involves the surface preparation, patching, and application of skim 

coats on raw masonry surfaces to ensure a smooth, level base for succeeding finishes. It further 

includes the multi-coat application and finishing of specialized eggshell paints on designated walls 

and feature partitions, followed by final architectural touch-ups and finish painting across all 

workstation gypsum ceiling. 

d. Waterproofing Works - The work involves the surface preparation, treatment, and application of 

multi-layer waterproofing systems within the designated air-conditioning compartments. It further 

includes the pouring of protective concrete floor toppings and the structural fabrication and 

leveling of concrete bench legs required for secure outdoor equipment mounting and vibration 

isolation 

e. Lighting Fixtures - The work involves the supply, conduit roughing-in, wiring, and electrical 

termination of linear, track, pendant, and recessed downlight systems across specified architectural 

zones. It also includes the precision anchoring, mounting, and structural configuration of energy-

efficient LED pinlights, T8 linear tubes, and directional fixtures, alongside the seamless layout 

and connection of high-density LED strip lights into ceiling cove pockets and cabinetry accent 

slots. 

f. Cabinetry - The work involves the custom supply, millwork fabrication, assembly, and secure 

installation of specialized architectural cabinetry units and storage modules. 

3. Others (refer to the Bill of Quantities) 

a. Supply and provision of miscellaneous materials, consumables, hardware, fasteners, structural 

adhesives, joint sealants, touch-up paints, and other incidental items necessary for the proper 

completion, testing, and commissioning of the office fitout project in absolute accordance with 

the approved architectural plans, Technical Specifications, Terms of Reference, and actual site 

conditions. 

b. Performance of minor incidental works, alignment corrections, hardware adjustments, and 

architectural modifications required for the satisfactory completion and full operational 

functionality of the workspace fitout systems, provided that such works are inherent, auxiliary, 

and fundamentally necessary to achieve the intended purpose of the project and do not constitute 

a substantial change or expansion in the overall contract scope. 

 

D. Contractor’s Responsibilities 

1. Supply all labor, materials, tools, equipment, consumables, and incidental items necessary to complete 

the interior fitout works in accordance with the approved architectural plans, Technical Specifications, 

Terms of Reference, and actual site conditions. 

2. Ensure that all interior construction activities comply with applicable laws, building codes, interior 

standards, and occupational safety and health requirements, and provide the necessary personal 

protective equipment (PPE) and safety measures for all personnel. 

3. Coordinate closely with the PCED representative/s regarding site access, work schedules, noisy work 

limitations, utility interruptions, and other activities that may affect building occupants and ongoing 

administrative operations. 

4. Maintain strict housekeeping throughout the project duration, including the proper storage of materials 

within the 4th-floor perimeter, comprehensive protection of existing building facilities and common 
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areas, and routine disposal of construction waste and debris in accordance with applicable 

environmental regulations. 

5. Conduct comprehensive testing, inspection, and rectification of defects for all architectural elements, 

lighting fixtures, and integrated utilities, and submit all necessary product warranties, operational 

manuals, and turnover documents upon project completion. 

6. Submit detailed As-Built Drawings and complete turnover documentation within the specified 

timeframe upon the successful evaluation and final completion of the fitout works. 

E. Standards and Compliance  

The Contractor shall ensure that all materials, workmanship, and construction activities comply with 

the latest applicable laws, codes, and standards, including but not limited to: 

1. The National Building Code of the Philippines (PD 1096) and its Implementing Rules and Regulations. 

2. The Occupational Safety and Health Standards (OSHS) and other applicable labor and safety 

regulations. 

3. Relevant ASTM, AISC, and other recognized standards for structural steel materials, roofing 

components, welding, and fabrication works. 

4. Manufacturer's recommendations, approved plans, and good engineering and construction practices. 

 

F. Deliverables  

1. List of construction materials, architectural consumables, manpower schedules, tools, and equipment 

to be utilized for the execution of the office fit-out project. 

2. Shop drawings, project Bar Chart/S-Curve, and PERT/CPM Network Diagram for PCED’s evaluation, 

review, and formal approval prior to project implementation. 

3. Site inspection logs, material testing certificates, and comprehensive quality control reports for all 

installed architectural finishes and utilities, as applicable. 

4. Statement of Work Accomplishments accompanied by supporting documents for progress billing, 

including step-by-step progress photographs, color-coded key plans, and other pertinent technical 

records. 

5. Completed and fully functional 4/F Office Fit-out for the PCED Main Building, inclusive of fully 

constructed walls, ceiling systems, painting works, waterproofed compartments, operational lighting 

fixtures, and integrated cabinetry in accordance with the approved plans, Technical Specifications, 

Terms of Reference, and actual site conditions. 

6. Turnover report, product and workmanship warranties, operation and maintenance instructions for 

installed systems, and the final Certificate of Acceptance upon successful project completion 

 

G. Approved Budget of the Contract (ABC) 

1. The Approved Budget for the Contract (ABC) is ONE MILLION NINE HUNDRED THOUSAND 

PESOS (Php1,900,000.00). 

2. The Contract Price shall be deemed inclusive of all applicable taxes, duties, permits, bonds, insurance, 

labor, materials, equipment, consumables, overhead, profit, and all other costs necessary for the 

complete execution of the project. 

3. No adjustment in the Contract Price shall be made by reason of currency fluctuations or escalation, 

except in accordance with applicable laws, rules, and regulations. 

4. Any claim for price adjustment or escalation costs shall be subject to the prior written approval of 

PCED and the availability of funds, in accordance with existing government accounting and 

procurement rules. 

 

H. Project Duration 

1. The CONTRACTOR shall complete the works within Seventy-five (75) working days from receipt 

of the Notice to Proceed (NTP). 

2. The CONTRACTOR shall submit, as part of the Technical Proposal, a detailed Work Plan consisting 

of a Gantt Chart, Bar Chart/S-Curve, and PERT/CPM Network Diagram showing the sequence and 

duration of activities from mobilization to final demobilization. Such schedule shall not exceed the 

prescribed contract duration unless otherwise approved in writing by PCED. 
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3. All milestone dates and the final completion period shall be reckoned strictly from the date of receipt 

of the Notice to Proceed by the CONTRACTOR. 

4. Liquidated damages shall be imposed for failure of the CONTRACTOR to complete the fitout works 

in accordance with the approved construction schedule, unless a formal request for extension of time 

has been duly submitted and approved in writing by PCED. 

5. Any extension of time shall be subject to the evaluation and final approval of PCED, and shall only be 

granted for justifiable causes in absolute accordance with applicable laws, rules, and regulations. 

 

I. Contractor Qualifications 

1. The CONTRACTOR must be a licensed contractor registered with the Philippine Contractors 

Accreditation Board (PCAB) for relevant work classification at least General Building. 

2. The CONTRACTOR must have completed at least two (2) similar projects or more in civil works and 

architectural works and finishes within the last five (5) years. 

3. The CONTRACTOR must have qualified technical personnel and necessary equipment to complete the 

project.  

4. The CONTRACTOR is required to submit a company profile, list of present and previous client for the 

past five (5) years, financial statements and certifications issued by past/present clients indicating the 

Contractor’s satisfactory performance. 

5. The Project-in-Charge must be well trained and experienced in steel erection and fabrication with at 

least three (3) years’ experience. 

 

J. General Requirements  

1. The CONTRACTOR shall provide technical supervision, skilled manpower, tools, equipment, and 

quality materials necessary to complete the project within the prescribed contract duration. 

2. The CONTRACTOR shall verify all dimensions and actual site conditions prior to commencement of 

works and immediately report any discrepancies to PCED for proper resolution. 

3. The CONTRACTOR shall coordinate with PCED regarding work schedules and construction activities 

to minimize disruption to building occupants and ongoing operations. 

4. All materials, samples, shop drawings, and workmanship shall be subject to review and approval by 

PCED prior to installation. 

5. The CONTRACTOR shall provide all labor, materials, accessories, fasteners, sealants, consumables, 

and incidental items necessary to complete the works in accordance with the approved plans, 

Technical Specifications, Terms of Reference, and actual site conditions, without additional cost to 

PCED, unless covered by an approved variation order. 

6. The CONTRACTOR shall comply with all applicable laws, codes, Environmental, Health and Safety 

regulations, and Occupational Safety and Health Standards (OSHS). 

7. The CONTRACTOR shall enforce proper discipline and safety among its personnel, and shall prohibit 

smoking, consumption of alcoholic beverages, gambling, carrying of firearms or bladed weapons, 

unauthorized stay-in within PCED premises, and any hot works such as welding and grinding without 

prior approval and issuance of a Hot Work Permit by PCED. 

8. The CONTRACTOR shall submit the list of personnel assigned to the project, together with their 

company IDs and clearances, prior to mobilization. 

9. The CONTRACTOR shall hold PCED, its officers, employees, and representatives free and harmless 

from any claims, damages, injuries, losses, liabilities, or expenses arising from the Contractor's acts, 

omissions, negligence, or failure to comply with applicable laws and regulations. 

10. The CONTRACTOR shall secure and submit all required bonds, permits, insurance, work schedules, 

manpower schedules, safety plans, methodologies, product data, and other documents required for 
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project implementation. 

11. The CONTRACTOR shall ensure the quality, performance, appearance, and proper functioning of all 

works and shall protect existing structures and facilities from damage during construction. 

12. The CONTRACTOR shall provide and enforce appropriate safety measures, including the use of 

personal protective equipment (PPE), fire extinguishers, barricades, warning signs, and other safety 

devices required in the work areas. 

13. The CONTRACTOR shall provide suitable storage and safekeeping of materials and equipment and 

shall be responsible for the medical requirements and welfare of its personnel. 

14. The CONTRACTOR shall maintain good housekeeping throughout the project and shall be 

responsible for the hauling and proper disposal of debris and waste materials generated by the works. 

15. Any damage to existing structures, utilities, finishes, equipment, or adjacent properties caused by the 

Contractor shall be repaired or replaced at the Contractor's expense and to the satisfaction of PCED. 

16. The CONTRACTOR shall conduct all necessary testing, inspections, corrections, and punch-list 

works and shall ensure that the completed project is fully functional and ready for acceptance. 

17. All works shall be executed in accordance with approved plans, specifications, manufacturer 

recommendations, and good engineering practice. PCED reserves the right to reject any materials or 

workmanship found to be defective or not in accordance with the Contract Documents. 

18. The Contractor shall verify all dimensions and existing site conditions prior to commencement of 

works. All labor, materials, equipment, tools, accessories, fasteners, sealants, consumables, and 

incidental items not specifically enumerated in the Bill of Quantities but necessary to complete the 

works in accordance with the approved plans, Technical Specifications, Terms of Reference, 

applicable codes, and good engineering practice shall be deemed included in the contract cost. No 

additional payment shall be made for such items unless covered by an approved variation order. 

19. The CONTRACTOR shall inspect the site and ascertain all conditions affecting the work. Failure to 

do so shall not relieve the CONTRACTOR from completing the project within the contract duration 

and shall not constitute grounds for additional compensation except through an approved Variation 

Order. 

20. Any ambiguity, discrepancy, or clarification regarding the Contract Documents shall be referred to 

PCED in writing. Written interpretations and instructions issued by PCED shall form part of the 

Contract Documents. 

K. Inspection and Testing  

1. A joint inspection between the CONTRACTOR and PCED Representative shall be conducted prior to 

commencement of works to verify existing conditions and the scope of work. 

2. The CONTRACTOR shall permit and facilitate inspection of the works by PCED, its authorized 

representatives, and government authorities having jurisdiction at all reasonable times during project 

implementation and upon completion. 

3. The CONTRACTOR shall be responsible for conducting all inspections, tests, and quality control 

procedures required by the Technical Specifications and applicable standards. Costs associated with 

such inspections and tests shall be deemed included in the Contract Price. 

4. The CONTRACTOR shall provide safe access, temporary platforms, ladders, and other means 

necessary to facilitate inspection and testing activities. 

5. The CONTRACTOR shall submit two (2) copies of inspection reports, test results, and other quality 

assurance documents to PCED. Any additional tests required by PCED due to non-compliance or 

defective workmanship shall be at the expense of the CONTRACTOR. 

6. Any work, materials, or workmanship found to be defective or non-compliant with the approved plans, 

Technical Specifications, Terms of Reference, or applicable standards shall be corrected, repaired, or 

replaced by the CONTRACTOR at no additional cost to PCED. 
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7. Final acceptance of the project shall be subject to the satisfactory completion of all required 

inspections, tests, punch-list items, and submission of all required turnover documents, as determined 

by PCED. 

 

L. Terms of Payment  

1. 1st Release: Twenty (20%) of the project cost representing mobilization upon submission of list of 

construction materials and consumables, securing necessary permits, safety signages and 

paraphernalia, shop drawings and project Bar Chart/S-Curve and PERT/CPM Network Diagram. 
 

2. 2nd Release: Percentage accomplishment must be at least 20% Progress Billing. The contractor shall 

submit the following: 

a) Statement of work accomplishment (SWA) indicating the percentage of work progress signed 

by the contractor. 

b) Pictures of the project together with color coded plans showing actual progress. 

c) Billing cost. 

d) Updated Work Schedule (target vs accomplishment). 
 

3. Percentage progress billing shall be allowed for at least every 20% completed work. The 

contractor shall submit the following: 

a) Statement of work accomplishment (SWA) indicating the percentage of work progress signed 

by the contractor. 

b) Pictures of the project together with color coded plans showing actual progress. 

c) Billing cost. 

d) Updated Work Schedule (target vs accomplishment); and 

e) FOR FINAL BILLING include: Certification issued by the contractor and approved by the 

Construction Management, stating that the Project has been completed in accordance with 

the approved plans. 

f) Contractors shall also submit their proposed terms of payment as part of their financial 

proposal. 
 

4. 10% Retention Fee: To be deducted from every progress billing until works equivalent to fifty percent 

(50%) of the value of works, as determined by Project Management, is accomplished. If, after fifty 

percent (50%) completion, the work is satisfactorily done and on schedule, no additional retention shall 

be made; otherwise, the ten percent (10%) retention shall continue to be imposed. To be released upon 

end of the warranty period. 
 

M. Deviations/Changes in the Plans and Contract 

In the event that there will be changes on the approved plans and contract, the CONTRACTOR shall secure 

the approval of the Project Management Team and PCED prior to revision and implementation. The 

CONTRACTOR is expected to have visited the site, examined and assessed the constraints, and conditions 

of the Project, reviewed all Plans, Scope of Works, and Specifications. Failure to execute such pre-

requisites prior to submission of proposal shall be deemed as its own risk and thereby allowing no further 

adjustment in cost after the proposal has been accepted and duly confirmed. 
 

N. Submission of Bids Requirements  

All Proposals must be submitted, at the minimum, with the following information: 

1. PhilGEPs registration Platinum membership; 

2. Mayor’s Permit; 

3. Omnibus Sworn Statement (notarized); 

4. PCAB license (applicable to the project) 

5. Company Profile; 
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6. List of Completed Projects similar to the project in the past five (5) years; 

7. Site Inspection Certificate  

8. Bill of Quantities               
 

O. Warranty Coverage 

1. The CONTRACTOR shall warrant that all materials furnished and workmanship performed under this 

Contract are free from defects and conform to the approved plans, Technical Specifications, and Terms 

of Reference. The warranty period shall be one (1) year from the date of final acceptance by PCED, 

without prejudice to applicable warranties prescribed by law. 

2. The CONTRACTOR shall remain liable for any damage to adjacent works, finishes, equipment, or 

facilities resulting from defective materials or workmanship attributable to the project. 

3. Repairs or replacements performed under the warranty shall not relieve the CONTRACTOR of its 

obligations under the Contract, and the affected portions shall remain subject to the same warranty 

conditions. 

4. Final release of any retention money or warranty security, if applicable, shall be subject to the 

satisfactory performance of the works and compliance with the warranty obligations in accordance 

with applicable laws, rules, and regulations. 
 

P. Liquidated Damages 

Failure to comply with the terms and conditions of the contract will result in the payment of 

corresponding penalties/liquidated damages in the amount to 1/10 of 1% of the cost of the unperformed 

portion for every day of delay or any violation against the PCED. Once the cumulative amount of 

liquidated damages reaches 10% of the contract, PCED shall rescind the contract, without prejudice to 

other courses of action and remedies open to it. 
 

Q. Pre-termination of Contract 

1. The contract may be pre-terminated by PCED upon notice of any violation of the terms of the contract. 

In case of pre-termination, the contractor shall be informed seven (7) days prior to such termination. 

2. In case of pre-termination, the contractor shall be liable to additional damages equivalent to 5% of the 

contract price. 

3. PCED have the right to blacklist the contractor in case of pre-termination.  


