
Terms of Reference 
 

Project: Negotiated Procurement for the Consulting Services of 

Psychologist for the Office of the Ombudsman 

 

 
A. BACKGROUND 

The Ombudsman and his Deputies, as protectors of the people shall act promptly on 

complaints filed in any form or manner against officers or employees of the Government, or of 

any subdivision, agency or instrumentality thereof, including government-owned or controlled 

corporations, and enforce their administrative, civil and criminal liability in every case where the 

evidence warrants in order to promote efficient service by the Government to the people (Section 

13, R.A. No. 6770; see also Section 12 Article XI of the 1987 Constitution). 

As a development framework to guide the institution in its day-to-day operations, a 

Policy Thrust and 8-Point Agenda was formulated under the stewardship of the Hon. 

Ombudsman Conchita Carpio Morales.  Thereafter a series of reforms were initiated, among 

others are rationalization of the functional structure of the Office to identify gaps and overlaps in 

the discharge of various functions where issues and concerns affecting personnel shall be 

sufficiently addressed.   Aside from the capacity building needs of officials and employees in 

order to enhance their efficiency, effectiveness, transparency, accountability, credibility and 

responsiveness in the performance of the mandate and functions of the Office, there is a need to 

procure the services of a Psychologist who will conduct neuropsychological examination for 

shortlisted applicants to vacant positions and provide counseling to officials and employees.    

 

SCOPE OF WORK 
 

The Psychologist shall be responsible for the following: 

B.1. Conduct of neuropsychological examination of shortlisted candidates in the Central 

Office, Office of the Special Prosecutor, Offices of the Deputy Ombudsman for Luzon 

and MOLEO. 

 

B.2. Preparation and conduct of a counseling program and other psychological interventions 

to officials and employees of the Central Office, Office of the Special Prosecutor, 

Offices of the Deputy Ombudsman for Luzon and MOLEO. 

 

 

 

 



B. EXPECTED OUTPUTS 

 

The Psychologist shall deliver the following: 

Activities Deliverable/s Indicative Timeline 

1. Administer  neuropsychological 

examinations to shortlisted 

applicants – principal and 

alternate recommendee/s 

Neuropsychological 

Examination 

Results 

As scheduled by the HRMD 

2.  Submit neuropsychological 

examination report to the HRMD 

on Shortlisted applicants –

principal and alternate 

recommendee/s  

Neuropsychological 

Examination 

Report 

Within five (5) working days 

reckoned from the date of 

administration of examination. 

3.  Prepare a counselling program 

for officials and employees of the 

Office 

Counselling 

Program 

Within one month from 

engagement of service 

4. Conduct counselling and/or 

other psychological interventions 

as the need arises to concerned  

officials and employees of the 

Office whenever needed 

Report on 

counselling and 

psychological 

intervention actions 

done 

As scheduled by the HRMD as 

requested by the Head of the 

unit/Division/Bureau/Office 

where such counselling  or 

intervention is predetermined to 

certain official/s  and or 

employee/s  

5. Submission of monthly 

accomplishment report 

Monthly 

accomplishment 

Reports 

Every 5
th

 day of the following 

month 

6. Perform other related tasks as 

the need arises. 

As may be required As may be required 

 

C. DURATION OF SERVICE 

 The duration of service is twelve (12) months.  

 

D. INSTITUTIONAL ARRANGEMENT 

  

The Psychologist will report to the Assistant Ombudsman General Administration Office 

who will oversee the implementation of program.  The General Administration Office shall be 

responsible for monitoring the progress and deliverables of the Psychologist and shall issue the 

Certificate of Acceptance on submitted outputs copy furnished the Human Resource 

Management Division as a requirement for the processing of payments. 

E. Qualifications of a Psychologist (Natural Person, qualified by appropriate education, training 

and relevant experience to render any or all of the types and fields of Consulting Services, or 

a Juridical Person who will provide a Psychologist or s group of Psychologists with said 

qualifications. 

 



Education Master’s /Doctorate Degree in Psychology with specialization 

in counselling and/or clinical psychology. 

Experience At least five (5) years of recent experience in the 

administration, scoring, evaluation and interpretation of 

neuropsychological examination including the conduct of 

counselling  and other psychological interventions 

 

Training Relevant Training Hours which were not included as 

Continuing Professional Development credit units in securing 

License as Psychologist;  

Eligibility Licensed Psychologist 

 

F. WARRANTIES OF THE CONSULTANT 

 

G.1. The Consultant warrants that he or she shall conform strictly with all the conditions of 

this Terms of Reference. 

 

G.2. The Consultant in the performance of his or her services shall secure, maintain at his / 

her own expense all registration, licenses or permits required by law and shall comply 

with the rules, regulations and directives of Regulatory Authorities and Commissions. 

 

G.3. The Consultant shall coordinate with the authorized and/or designated personnel in 

the performance of his or her duties. 

 

 

G. CONFIDENTIALITY OF DATA 

 

 The Consultant warrants that he or she shall conform strictly to the terms and conditions 

of this Terms of Reference. In particular, he or she shall:  

H.1. be required to sign a non-disclosure agreement;  

H.2. warrant, represent and undertake reliability of the services required; 

H.3. agree to hold the Proprietary Information in strict confidence;  

H.4. agree not to reproduce, transcribe, or disclose the Proprietary Information to third 

parties without prior written approval from the Office of the Ombudsman; and  

H.5. uphold strict confidentiality of any and all information that will come to his or her 

knowledge.  

 

 



H. CONTRACT PRICE  

 

 The Consultant will be paid the amount of PhP 48,000.00 per month based on the 

computation of:  Php 1,000.00 per hour multiplied by at least four (4) hours of service in a 

day, three (3) times a week or forty eight (48) hours a month, as a professional fee which 

includes examination of shortlisted applicants and the conduct of counselling as programmed 

and as needed arises, for the duration of twelve (12) months, inclusive of applicable 

withholding taxes. In case where the number of hours rendered by the Consultant exceeds 48 

hours in a particular month, the Consultant shall be paid the amount of PhP 1,000 for every 

hour in excess.  Said amount was based on the Market Probe conducted by the HRMD (see 

Annex A).   The approved Budget for the Contract is computed at PhP 48,000.00/month X 12 

months = PhP 576,000. The corresponding Purchase Request is attached and made integral 

part of this Terms of Reference. 

 

 

I. SELECTION PROCESS 

 

The procurement of the Consultancy Service shall be through a competitive bidding as 

provided for under RA 9184 otherwise known as the Government Procurement Reform Act, 

particularly through the Quality-Based Evaluation.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



TPF 1.  TECHNICAL PROPOSAL SUBMISSION FORM 
 

 

[Date] 

 

HON. CONCHITA CARPIO MORALES 

Ombudsman 

Office of the Ombudsman 

Agham Road, Diliman, Quezon City 

 

 

Ladies/Gentlemen: 

 I/We, the undersigned, offer to provide the Consulting Services of Psychologist for the 

Office the Ombudsman in accordance with your Bidding Documents and our Bid.  We are 

hereby submitting our Bid, which includes this Technical Proposal, and a Financial Proposal 

sealed under a separate envelope.  

 I/We confirm that the information contained in the eligibility documents remain correct 

as of the date of bid submission. 

I/We acknowledge and accept the Procuring Entity’s right to inspect and audit all records 

relating to our Bid irrespective of whether we enter into a contract with the Procuring Entity as a 

result of this Bid or not. 

 We understand you are not bound to accept any Bid received for the selection of a 

consultant for the Project. 

 We acknowledge that failure to sign this Technical Proposal Submission Form and the 

abovementioned Financial Proposal Submission Form shall be a ground for the rejection of our 

Bid. 

 We remain, 

 

 

 

Yours sincerely, 

Authorized Signature: 

Name and Title of Signatory: 

Name of Firm: 

Address: 

 

 



TPF 2.  CONSULTANT’S REFERENCES 
 

 

Relevant Services Carried Out in the Last Five Years 

That Best Illustrate Qualifications 

 

Using the format below, provide information on each project for which your firm/entity, either 

individually, as a corporate entity, or as one of the major companies within an association, was 

legally contracted. 

Project Name: 

 

Country: 

Location within Country: 

 

Professional Staff Provided by Your 

Firm/Entity(profiles): 

Name of Client: 

 

N
o
 of Staff: 

Address: 

 

N
o
 of Staff-Months; Duration of Project: 

Start Date (Month/Year): 

 

Completion Date (Month/Year): Approx. Value of Services (in Current 

US$): 

Name of Associated Consultants, if any: 

 

N
o
 of Months of Professional Staff 

Provided by Associated Consultants: 

Name of Senior Staff (Project Director/Coordinator, Team Leader) Involved and Functions Performed: 

 

Narrative Description of Project: 

 

Description of Actual Services Provided by Your Staff: 

 

 

 

 

Consultant’s Name:  ____________________________________ 

 

 

 



TPF 3.  DESCRIPTION OF THE METHODOLOGY AND WORK PLAN 

FOR PERFORMING THE PROJECT 
 

 

 



TPF 4.  TEAM COMPOSITION AND TASK 
 

 

 

1.  Technical/Managerial Staff 

Name Position Task 

   

   

   

   

   

 

 

 

2.  Support Staff 

Name Position Task 

   

   

   

   

 

 

3  Where applicable, indicate relationships among the Consultant and any partner, the Procuring Entity, the Funding Source and other parties or stakeholders.  

 

 



 

TPF 5.  FORMAT OF CURRICULUM VITAE (CV) FOR PROPOSED 

PROFESSIONAL STAFF 
 

 

Proposed Position:    

 

Name of Firm:    

 

Name of Staff:    

 

Profession:    

 

Date of Birth:    

 

Years with Firm/Entity:   Nationality:    

 

Membership in Professional Societies:    

 

  

 

Detailed Tasks Assigned:    

 

  

 

Key Qualifications: 

 
[Give an outline of staff member’s experience and training most pertinent to tasks on project.  Describe degree of 

responsibility held by staff member on relevant previous projects and give dates and locations.  Use about half a 

page.] 

 

  

 

Education: 

 
[Summarize college/university and other specialized education of staff members, giving names of schools, dates 

attended, and degrees obtained.  Use about one quarter of a page.] 

 

  

 

Employment Record: 

 
[Starting with present position, list in reverse order every employment held.  List all positions held by staff member 

since graduation, giving dates, names of employing organizations, titles of positions held, and locations of projects.  

For experience in last ten years, also give types of activities performed and client references, where appropriate.  

Use about two pages.] 

  

 

Languages: 

 
[For each language, indicate proficiency: excellent, good, fair, or poor in speaking, reading, and writing.] 

 

  

 

Certification: 

 

I, the undersigned, certify that to the best of my knowledge and belief, these data correctly 

describe me, my qualifications, and my experience. 



 

Commitment: 

 

I also commit to work for the Project in accordance with the time schedule as indicated in the 

contract once the firm is awarded the Project. 

 

 

 

 

 Date:    
[Signature of staff member and authorized representative of the firm] Day/Month/Year 

 
Full name of staff member:  _______________________________________________  

Full name of authorized representative:  ______________________________________  

 
 

 

 

SUBSCRIBED AND SWORN to before me this __ day of [month] [year] at [place of 

execution], Philippines. Affiant/s is/are personally known to me and was/were identified by me 

through competent evidence of identity as defined in the 2004 Rules on Notarial Practice (A.M. 

No. 02-8-13-SC). Affiant/s exhibited to me his/her [insert type of government identification card 

used], with his/her photograph and signature appearing thereon, with no. ______.  

 

 

Witness my hand and seal this ___ day of [month] [year].  

 

 

 

NAME OF NOTARY PUBLIC 

 

  

Serial No. of Commission ___________  

Notary Public for ______ until _______  

Roll of Attorneys No. _____  

PTR No. __, [date issued], [place issued]  

IBP No. __, [date issued], [place issued]  

Doc. No. ___  

Page No. ___  

Book No. ___ 

Series of ____. 

 

 

 

 

 

 

 

 

 

 

 



 

FPF 1.  Financial Proposal Submission Form 

 

HONORABLE CONCHITA CARPIO MORALES 

Ombudsman 

Office of the Ombudsman 

Agham Road, North Triangle 

Diliman, Quezon City 

 

 

 

Attention: HON. MARILOU B. ANCHETA-MEJICA 

  The Chairperson 

  Bids and Awards Committee 

 

 

Dear Madame: 

 The undersigned, offer to provide the Consulting Services of Psychologist for the 

Office of the Ombudsman (QN 2017-0187-OCT) in accordance with your Invitation to Bid 

and submitted eligibility and technical documents, the sum of 

___________________________________________ (P_____________), being the financial 

proposal for this project shall be binding upon as subject to the modifications resulting from 

Contract negotiations, up to expiration of the bid validity period of twelve (12) months. 

 

I acknowledge and accept the Procuring Entity’s right to inspect and audit all records 

relating to our Bid irrespective of whether we enter into a contract with the Procuring Entity as a 

result of this Bid. 

 

I confirm that I have read, understood and accept the Terms of Reference (TOR), the 

provisions relating to the eligibility of Consultant and the applicable guidelines for the 

procurement rules of the Funding Source, any and all Bid bulletins issued and other attachments 

and inclusions included in the Bidding Documents sent to us.  

 

I understand you are not bound to accept any Bid you receive. 

 

 I remain, 

 

 

 

 

                   Yours sincerely, 

 

 

                      ____________________________ 

                  Consultant                                                                                               

   (Signature over printed name) 

 

 

 

 



 

OMNIBUS SWORN STATEMENT 
 

REPUBLIC OF THE PHILIPPINES ) 

CITY/MUNICIPALITY OF ______ ) S.S. 

 

 

AFF IDAV IT  

 

I,   [Name of Affiant], of legal age, [Civil Status], [Nationality], and residing at [Address of 

Affiant], after having been duly sworn in accordance with law, do hereby depose and state that: 

 

1. Select one, delete the other: 
 

If a sole proprietorship: I am the sole proprietor or authorized representative of [Name of 

Consultant] with office address at [address of Consultant]; 

 

If a partnership, corporation, cooperative, or joint venture: I am the duly authorized and 

designated representative of [Name of Consultant] with office address at [address of 

Consultant]; 

 

2. Select one, delete the other: 
 

If a sole proprietorship: As the owner and sole proprietor or authorized representative of 

[Name of Consultant], I have full power and authority to do, execute and perform any 

and all acts necessary to participate, submit the bid, and to sign and execute the ensuing 

contract for [Name of the Project] of the [Name of the Procuring Entity][insert “as 

shown in the attached duly notarized Special Power of Attorney” for authorized 

representative]; 

 

If a partnership, corporation, cooperative, or joint venture: I am granted full power and 

authority to do, execute and perform any and all acts necessary to participate, submit the 

bid, and to sign and execute the ensuing contract for [Name of the Project] of the [Name 

of the Procuring Entity], accompanied by the duly notarized Special Power of Attorney, 

Board/Partnership Resolution, or Secretary’s Certificate, whichever is applicable;  

 

3. [Name of Consultant] is not “blacklisted” or barred from bidding by the Government of 

the Philippines or any of its agencies, offices, corporations, or Local Government Units, 

foreign government/foreign or international financing institution whose blacklisting rules 

have been recognized by the Government Procurement Policy Board; 

 

4. Each of the documents submitted in satisfaction of the bidding requirements is an 

authentic copy of the original, complete, and all statements and information provided 

therein are true and correct; 

 

5. [Name of Consultant] is authorizing the Head of the Procuring Entity or its duly 

authorized representative(s) to verify all the documents submitted; 
 

6. Select one, delete the rest: 
 

If a sole proprietorship: The owner or sole proprietor is not related to the Head of the 

Procuring Entity, members of the Bids and Awards Committee (BAC), the Technical 

Working Group, and the BAC Secretariat, the head of the Project Management Office or 

the end-user unit, and the project consultants by consanguinity or affinity up to the third 

civil degree; 
 
 



 

If a partnership or cooperative: None of the officers and members of [Name of Bidder] is 

related to the Head of the Procuring Entity, members of the Bids and Awards Committee 

(BAC), the Technical Working Group, and the BAC Secretariat, the head of the Project 

Management Office or the end-user unit, and the project consultants by consanguinity or 

affinity up to the third civil degree; 
 

If a corporation or joint venture: None of the officers, directors, and controlling 

stockholders of [Name of Consultant] is related to the Head of the Procuring Entity, 

members of the Bids and Awards Committee (BAC), the Technical Working Group, and 

the BAC Secretariat, the head of the Project Management Office or the end-user unit, and 

the project consultants by consanguinity or affinity up to the third civil degree; 
 

7. [Name of Consultant] complies with existing labor laws and standards; and 
 

8. [Name of Consultant] is aware of and has undertaken the following responsibilities as a 

Bidder: 
 

a) Carefully examine all of the Bidding Documents; 
 

b) Acknowledge all conditions, local or otherwise, affecting the implementation of the 

Contract; 
 

c) Made an estimate of the facilities available and needed for the contract to be bid, if 

any; and 
 

d) Inquire or secure Supplemental/Bid Bulletin(s) issued for the [Name of the Project]. 
 

9. [Name of Bidder] did not give or pay directly or indirectly, any commission, amount, fee, 

or any form of consideration, pecuniary or otherwise, to any person or official, personnel 

or representative of the government in relation to any procurement project or activity. 
 

IN WITNESS WHEREOF, I have hereunto set my hand this __ day of ___, 20__ at 

____________, Philippines. 

 

   

      ______________________________________ 

      [Bidder’s Representative/Authorized Signatory] 

 

SUBSCRIBED AND SWORN to before me this __ day of [month] [year] at [place of 

execution], Philippines. Affiant/s is/are personally known to me and was/were identified by me 

through competent evidence of identity as defined in the 2004 Rules on Notarial Practice (A.M. 

No. 02-8-13-SC). Affiant/s exhibited to me his/her [insert type of government identification card 

used], with his/her photograph and signature appearing thereon, with no. ______.  

 

Witness my hand and seal this ___ day of [month] [year].  

 

NAME OF NOTARY PUBLIC 

 

 

  

Serial No. of Commission ___________  

Notary Public for ______ until _______  

Roll of Attorneys No. _____  

PTR No. __, [date issued], [place issued]  

IBP No. __, [date issued], [place issued]  

Doc. No. ___  

Page No. ___  

Book No. ___ 

Series of ____. 

 



 

Office of the Ombudsman 

Bids and Awards Committee 

Project:  Consultancy Services of Psychologist for the Office of the Ombudsman 

 

Qualification of Consultant – 50%           Work Experience – 15 % Current Workload- 35% 

Education Training   

 

Minimum requirement:  

Post-graduate Degree in Psychology 

 

Relevant Training Hours which 

were not included as Continuing 

Professional Development credit 

units in securing License as 

Psychologist 

Minimum requirement: 

Relevant Experience: 

At least five (5) years of recent experience in 

the practice of psychological assessment and 

counseling and/ or clinical psychology  similar 

to the project 

 

 30 Points  20 Points  15 Points 35 Points 

Doctorate Degree in Psychology with 

specialization in Psychological 

assessment   and counselling /or 

clinical psychology. 

 

Eligibility: Licensed Psychologist 

30 51-more 20 Over 10 yrs   15 Clarity of approach 7 pts Max 

At least Master’s Degree in 

Psychology with specialization in 

Psychological assessment   and 

counselling /or clinical psychology. 

 

Eligibility: Licensed Psychologist 

25 
 

46-50 
18 Over 7 to 10 yrs -  12 

Feasible Plan 7 pts Max 

Comprehensiveness 7 pts Max 

Innovativeness 7 pts Max 

 

Master’s Degree  in Psychology with 

specialization in other areas of 

specialization 

 

Eligibility: Licensed Psychologist 

10 45 15 5 to 7 yrs 10 Quality of project problems, risk and solutions 7 pts Max 



 

 


