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REQUEST FOR QUOTATION

REFERENCE NO.: MR26-08-107

We are inviting all interested contractors/suppliers to submit their best quotation for the
PROCUREMENT OF TRAINING SERVICES FOR THE CONDUCT OF COMPLETE STAFF
WORKS TRAINING INCLUSIVE OF PROFESSIONAL FEES, TRAINING MATERIALS,
CERTIFICATES, WORKSHOP SUPPLIES, ADMINISTRATIVE COST, APPLICABLE TAXES,
AND OTHER INCIDENTAL EXPENSES:

OBJECTIVES

At the end of the training, participants shall be able to:

1.

N

Understand the principles, concepts, and importance of Complete Staff Work in public
administration.

Apply structured problem analysis and decision-making techniques.

Prepare Complete Staff Work papers that are concise, evidence-based, and decision-
oriented.

Formulate policy options and recommendations supporied by relevant legal, technical,
operational, and financial considerations.

Enhance technical writing, presentation, and briefing skills for executive decision-
making.

Promote a culture of accountability, critical thinking, and sound governance within the
organization.

SCOPE OF WORK

The training provider shall:

Design and deliver a comprehensive training program on Complete Staff Work.

Provide qualified resource speakers with expertise in governance, management, public
administration, and executive decision-making.

Facilitate interactive learning sessions using lectures, workshops, group discussions,
simulations, and case studies.

Conduct practical exercises involving the preparation and presentation of CSW papers.
Administer pre-iraining and post-tfraining assessments.

Provide training materials to assist the participants during the training.-

Facilitate participant evaluation and feedback activities.

Issue Certificates of Completion to participants who satisfy the attendance requirements.

TARGET PARTICIPANTS

The training shall be attended by approximately Sixty (60) employees, particularly:

Depariment Heads
Unit Supervisors
Attorneys



o Technical Staff

¢ Administrative Officers

¢ Planning Officers

e Other personnel involved in policy development, decision support, and management.

IV. TRAINING DURATION

e Duration: Two (2) to Three (3) Days
o Training Hours: 16—24 hours

» Venue: NDC Building

e Schedule: [TBD]

V. COURSE OUTLINE
The training shall cover, but not be limited to, the following topics:
Introduction to Complete Staff Work

o Definition and principles of CSW

» Historical background

« Importance in government operations

¢ Roles and responsibilities of staff officers

Problem ldentification and Situation Analysis

 Identifying organizational issues
¢ Root cause analysis

e Environmental scanning

¢ Data gathering and validation

Analytical Tools and Decision-Making

o Decision analysis techniques
e Risk assessment

o Stakeholder analysis

« Cost-benefit considerations

e Evaluation of alternatives

Developing Complete Staff Work Papers

e Elements of a CSW paper

e Executive summary

e Analysis

e Options development

e Recommended course of action
» Implementation considerations



Technical Writing for Decision Makers

Writing concise and persuasive reports
Policy briefs

Memoranda

Position papers

Briefing notes

Presentation and Executive Briefing

Presentation techniques

Defending recommendations

Handling executive queries
Communicating with senior management

Workshop

Participants shall prepare and present a Complete Staff Work paper based on an actual or
simulated organizational issue.

VI.

DELIVERABLES OF THE TRAINING PROVIDER

The training provider shall submit:
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Training design and methodology;

Session guides and presentation materials;

Participant handouts;

Pre-test and post-test results;

Certificates of Completion;

Compiled participant workshop outputs, such as completed CSW papers, presentation of
participants' recommendations and workplace action plans for applying CSW,; and

Terminal report summarizing the conduct of the training, including an overview of
participant outputs and key workshop outcomes.

QUALIFICATIONS OF THE RESOURCE SPEAKER(S)

The resource speaker(s) should possess the following qualifications:

At least five (5) years of experience in management, governance, public administration,
organizational development, or executive leadership;

Extensive experience in conducting CSW, policy analysis, strategic planning, or
executive decision-making training;

Excellent facilitation and presentation skills;

Preferably with experience in training government agencies;

Training reporis and participant’s Certificate of Completion / Attendance.



Vill. RESPONSIBILITIES

The Training Provider shall:
1. Deliver the approved fraining program.
2. Provide qualified facilitators and training materials.
3. Ensure quality learning activities.
4. Submit all required deliverables.

NDC shall:
1. Coordinate the schedule and venue.
2. Invite participants.
3. Provide logistical support.
4. Monitor attendance and training implementation.

IX. BUDGET

The Approved Budget for the Contract (ABC) shall be Two Hundred Fifty Thousand Pesos
(P250,000.00), inclusive of professional fees, training materials, certificates, workshop supplies,
administrative costs, applicable taxes, and other incidental expenses.

X. PAYMENT TERMS

Payment shall be processed subject to the submission of the following:
¢ Completion of the training;
o Submission of all required deliverables; and
o Other documentary requirements as may be required by NDC.

Approved Budget : £250,000.00 (VAT Inclusive)
Submission of Quotation and : September 29, 2026
Mode of Procurement : Small Value Procurement

Eligibility Requirements

1. Valid or Current Mayor’s Permit (certified true copy)

2. PhilGEPS Registration Certificate (certified true copy) or PhilGEPS Registration Number

3. Omnibus Sworn Statement (Notarized and in accordance with GPPB NGPA Standard
Forms downloadable at the GPPB Website)

Note: In lieu of the Mayor’s Permit and PhilGEPS Registration Number, you may submit a valid
Certificate of PhilGEPS Registration (Platinum Membership).



Please submit your quotation and eligibility requirements in a sealed envelope at the address
stated below.

Name of Bidder:

BIDS AND AWARDS COMMITTEE

National Development Company

7/F NDC Building, 116 Tordesillas St.
Salcedo Village, Makati City

Fax: 8840-4862

Attention: BAC Secretariat

Reference Number: MR26-08-107

All prices should be VAT inclusive. Further, please indicate in the quotation the following:

1. Terms of Payment — Government Terms

2. Delivery Period - As stated on the Terms of Reference
A

AGM LEOPOLDO JOHN F. ACOT
Chairperson, Bids and Awards Committee



