
TERMS OF REFERENCE

PROCUREMENT OF PHOTOCOPYING / SCANNING MACHINE FOR FY 2025

SPECIFICATIONS

Background

The Embassy of the Philippines in lslamabad, Pakistan intends to lease

photocopier/;canning services through outsourcing of good quality, quick'

multifunctional and depqE1blqI99!!91
Obiective

To orovide the Embassy with quality photocopier/scanning servrces for a . ^^
period of srx months commencing from 0'1 January 2025 and effectlve unll Ju

June 2025
Technical Specifications

One brand of photocopying machines to the Embassy
(Four Multi-color).

All machines musl be latest year model and in

excellent working condition. and shall render seryices

for the estimated volume of 100'000 copies

Upon delivery. all photocopying machines shall be

insoected or checked by the Embassy to ensure that

all units passed the standard quality certification

STATEMENT
OF

COMPLIANCE

2.

l.

4. l\ilinimum of four (4) units with the following

specillcations:

A. Heavy-duty, copier-based' monochrome
photocopier (A5 to A3)for 3 units:
COPIER SPECIFICATIONS

. Black and white photocopier, printer and colored
scanner

. Copying process: Electrostatic laser copy,

tandem, indirect
. Toner system: Simitri@ HD polymerised toner

. Copy/print speed A4: UP to 36 cpm

. Copy/print speed A3; UP to 20 cpm

. Autoduplex speed A4; UP to 36 cpm

. Warm-up time: APProx. 30 sec "

o Copy resolution: 600 x 600 dpi

. Gradation: 256 gradations

SCANNER SPECIFICATIONS



. Scan Speed: Up to 70/70 opm (300 dpivia opt.

ADF) (mono/colouo Up to 4242 opm (600 dpi via

opt. ADF)
. Scan resolution Max.: 600 x 600 dpi
. Scan modes: Network TWAIN scan Scan-to-eMail

(Scan-to-Me) Scan-to-FTP Scan-to-SMB(Scan-
to-Home) Scan-to-Box Scan-to-WebDAV Scan-
to-DPWS Scan-to-UsB

. File formats JPEG; TIFF; PDF; Compact PDF;

Encrypted PDF; Outline PDF; Searchable PDF
(optional); XPS; Compact XPS

. Scan destinations: 2,100 (single + group); LDAP

support
. Scan functions: Annotation (text^ime/date) for PDF

up to 400 job Programs

PRINTER SPECIFICATIONS
Print resolution: Equivalent to 1,800 x 600 dpi
Controller CPU: MPC8533E @ 667 MHz

Page Description Language: PCL 6 (PCL 5e/c +

X13.0) Postscript 3 (CPSI 3016) XPS
operaUng systems: Windows 2000 Windows XP
(3264) Windows VISrA PA64 Wndows 7 (32164)

Vvlndows Server 2000 Windows Server 2003/2008
(32164),2008 R2 (64) Macintosh OS X 10.x Unix'

Linux, citrix

FAX SPECIFICATIONS
Fax standard: Super G3 (optional)
Fax transmission Analogue i-Fax lP-Fax
Fax resolution Max.: 600 x 600 dpi (ultra-fine)

Fax comDression MH; MR; MMR; JBIG
Fax modem Up to 33.6 KbPs

Fax destinations 2,100 (single + group)

Fax functions: Polling; time shift; PC-Fax: receipt to
confidential box; receipt to email/FTP/SMB; up to 400

D_b 
programs



. With automatic back to back copying and printing

. Electronic sorting

. USB-Ready connection

. Scan formats: JPEG, PDF, etc

. Prints actual usage for billing purposes

. No part of the machine should be exposed or
protruding, excePt bypass $ays

. The copiers must be compatible with the
Embassy's operating systems, applications and

software.

B. 1 unrt heavy-duty. copier-based
colored photocopiers/scanners (A5 to A3):

. Soeed Color/ Black and White: Up to 35 / 35 ppm

. Hard Drive / Processor / Memory: Minimum 250 GB

HDD / 1.2 GHz Dual-core / 2 GB system plus 1 GB
page memory

. ilo;nectivitv; 1o/1OO/1000Base-T Ethernet, High-

SDeed USEi 2.0 direct print, Wi-Fi Direct with Optional

Xerox@ USB Wireless Adapter
. Copy and Print Resolution: Copy: Up to 600 x 600

dpi: Prinl Up to '1200 x 2400 dpi
. Print Features: Print from USB, Encrypted Secure

Print, Xerox@ Earth Smart Driver Seftings' Job

ldentification, Booklet Creation, Store and Recall

Driver Settings, Bidirectional Status. Scaling, Job

Monitorinq. Xerox@ Color BY Words
. standard-Features Destlnations: Scan to Mailbox;

Scan to USB, Scan to Email, Scan to Network; File

Formats; PDF, PDF/A, XPS, JPEG' TIFF:
convenience Fealures; Scan to Home, Single Touch

Scan, Searchable PDF, Single/Multi-Page PDF / XPS

/ TIFF, Encrypted / Password Protected PDF'
Linearized PDF / PDF/A

he cooiers must be compatible with the Embassy's computer
perating systems, applications, and all relevant hardware

nd software.



v fcontractoitomgations
I

I The contractor shall provide the following:

2.

6.

7.

lf the unit cannot be repaired within the day, the
Contractor shall provide a service unit with similar
specifications the following working day not later than
twelve (12) noon.

For notifications after 3:00 p.m.,the technician shall be

deployed the next working day.

The Contractor shall have the necessary
capability, expertise, equipment, manpower and

flnancial resources, to undertake photocopying
and scanning requirements of the Embassy
estimated volume, for the duration of the contract
and any extensions thereof),
A certification that it is the exclusive distributor
(authorized partner) of the brand it will provide,

Technicians to conduct repairs during machine
breakdown and preventive maintenance for units
in the Embassy and who also shall be deployed
within h.vo (2) hours' notification.

Replacement machines with the same
specifications shall be delivered within two (2)

hours., if a unit is withdrawn for repair or because
it is broken. Failure to provide the replacement
within the required time shall result in a penalty of
PKR 1,500.00 per hour of delay except when
delay is caused by force majeure.

On-call Technicians from 8am to 5pm, (regular
working hours, Monday to Friday), includrng
weekends and holidaYS.;

A customer service supervisor/technician to

conduct inspection every month, including
preventive maintenance, of the units. He will also

serve as the liaison officer between the
Contractof and the Embassy.

"Hot Line" for technical services / assistance that
may be needed beyond the 8:00 a.m. to 5:00 p m

regular working hours, including weekends and

holidays.

5.

8. Free end-user trainings
upon deploJlqent.._._

to operate the machlnes





Duties of the Contractor

l. No machines shall be removed from the Emba

without the written express permission of

concerned section of the Embassy, accompanied by

written approval of the Administrative OfJicer, anyti

during the duration of the contract for repalrs a

replacement.

2. All expenses for the repair and replacement of spare
parts or consumable items' such as tone|s' shall be

exclusivelv on the account of the Contractor'

3. The Contractor shall have in storage in the Embassy

at least ten percent (10%) of the consumable items

neeoeo.

4. The Contractor shall physically turn over the

ohotocopier's hard disk to the Property or

Adminisiative Otficer if the machine has to be pulled

out of the Embassy for anY reason

5. The Contractor shall surrender all hard disks of the

units for destruction at the end of the contract

6. The Contractor shall turnover provide demo-units of

all machines for testing before Post-Qualification

7. The Contractor shall
hard and soft coPY

submit, on a quarterly basrs' a
of the Embassy's Photocopy

volume consumPtion, broken down bY month and

consumption Per Otfice.

8. The Contractor shall also provide one (1)

technician/operator for every venue, on a stand-by

basis, for the additional machines for the duration of

said events or official functions. charges for the

additional technician shall be included in the pfrce

breakdown of the bid documents

Charqes for the installation, pull-out' and use of any

of th;additional machines shall be based only upon

actual use
thereof.



. The Contractor shall include in its bid offef the following
rovtstons;

a) Uniform price per copy for the Embassy and
for events.

b) No minimum copies imposed on any and/or all
machines assigned to the Embassy

c) Allowance for two percent (2%) copy spoilage.

d) For machines to be used on events, there will
bea
minimum of 10,000 monochrome

^^^ia. ^^n.r hrhlo

Miscellaneous Provisions

The Embassy reserves the right to increase or decrease the
number of photocopying machines during the conhact perlod

and to provide moving services in case of commencement of
repaidng actavities in the Embassy. lf requested within the
last three (3) months of the contract, the Contractor shall
provide a photocopierwith same model as provided of higher
models that meet the technical specifications, as staled in

Guarantee

The Contractor shall guarantee a supply of original toners
and other spare parts to be supplied from the manufacturer
of the units and not replacement toners and spafe pans

The Contractor shall guarantee that all photocopying
machines shall not cause electrical/electronic interference
that can damage otfice computers. equipment and

aDDliances and shall not cause sudden electrical power
surges.

The Contractor shall ensure that the spent toner cartridges
and used spare parts are disposed of properly.

The Contractor must daspatch a Technician immediately
(within an hour or t\ivo) upon receipt of request from the
Embassy the purposes of troubleshoot. etc.

Terms ot Delivery

be delivered and functional before the start of

Item lll above.





vlll Contract Duration
The lease contract shall be for the period commencinc
on 01 Januarv 2023 and effective until 30 June 2023.

tx. Force Majeure

The Embassy reserves the right to amend and revise
the contract in the event that the repairing activities in

the Embassy commences during the contract period.

The Embassy reserves the right to terminate the
contract. with or without reason provided to the
Contractor. bv servino a written one (1) month Notice
Terms of Payment

a. The Contractor shall submit the monthly
billing of regular usage to the Administrative
Offlcer within the flrst ten (10) days of the
following month with the copies of required
documents needed for payment requested
by the Embassy.

b. Payments shall be made within thirty (30)

working days upon receipt of the monthly
invoice with the complete required
documents and audited by the Finance
Officer.

c. All taxes withheld shall form part of the
amount paid to the Contractor.

Bdder musl slale complanco lo each of lhe provisions n lhe Terms oI Rererencefiechfical
soocifcations as@ las iolhe schedule olRequ r€ments. Ths Slatemenlorcomp iance musl besigned

bi the autho. zed reoresentalive ollhe Bidd6r, wth prool of authorlv lo B gn and submil lhe b d lor and

n oeha i ot the A Ooir conerned. llthe B dder is a jo nt v6nture, th€ representative must have althorilv

lo "an lor a' d rl benalto'rh6 pe4.ec to re jofl venu e arldocLrenlary raq renelrs shoud be

sJb;rded on orbelo€ lhe deadl'ne lo'l.e subT ss ol ol b'ds

B.dde6 nusl s alF hare eltr compy o \o comply agarlsr ea(l0llhe itiv dual Darameie 5 0f

e.c1 spe('l'calrol slalng he co_espono ng perlo'ia1ce oaramele' ol lhe eqJipr'11 orered
garem;nb of comply" oi Nol comply musl be suppoded bv eviden@ n a Brdde6 Bid and c@ss_

ererenced to lhal evid;n@. Evidence sh.llbe n the form olmanufactlrels ln_amended sales lile6ture

unconditional stalenenls of specifca0on add compliance i6sued by the ma.ulaclu@r samples.

inde@ndenl test data etc., as app.oodate A stalemenl thal is not supponed bv eviden@ or B
sub;equenlly found to be @.l6dicled by the 4idence p@.led oll re.der lhe Bid under €valua0on

riabre for ej;dion a slatemenl eiiher m trE giddeB slatement ol complian@ or the suptortrns dideo@
fEl is lound lo b€ false eilhet duting aid evaluation. p6l qlalification or the execulion of lhe Cont6ct
may be eqarded as lauduot adl rendet lhe Bidder d supplier liable lo. pioseculion.



Approved On Behalf of the Philippine Embassy:

Conforme:
lSranature/sl
iNJme ot tn6 srooer/ Biddeis Authonzed Representative/sl

lPositionl
lDatel

Jurfi gAolo G. ALlx
Charge d'Affaires a.i

l0


