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TERMS OF REFERENCE
OFFICE SUPPLIES
FOR 2019

L. The Embassy of the Republic of the Philippines in the Kingdom of Bahrain
intends to  procure Office supplies specifically, bond paper, sign pen, folder and
others use in its day to day operation.

I1. Delivery and payment shall be in accordance based on the following schedule;
payment shall be made 15 days after delivery and issuance of invoice.

Unit Item Description May August | November TOTAL
Cartoon | Long Bond Paper 14 13 13 40
Cartoon | Short Bond Paper 17 17 16 50
pkt Rubber Band 100g 7 7 6 20
pkt Rubber Band 25¢g 7 7 6 20
box Sign Pen Black 1. (Sarasa) 4 3 3 10
box Sign pen Blue 1. 4 3 3 10
box Sign Pen Blue .5 4 3 3 10
box Ball Pen Red 4 3 3 10
box Ball Pen Black 4 3 3 10
box Sign Pen Black .5 4 3 3 10
box Ball Pen Blue 4 3 3 10
box Sign Pen (Scheider )Blue 4 3 3 10
box Sign Pen (Scheider )Black 4 3 3 10
pc Correction Roller 10 10 10 30
pc Blue Logbook 5 5 5 15
pc Analysis Book 1 1 2 4
pkt Typewritter Ribbon AX10 6 6
pkt Typewritter Liftoff 6 6
box Glue Stick 3 3 4 10
pack Paper Clip 5 5
pad Steno Book (notebook) 35 35 30 100
pc Plastic Folder Long & Short 20 15 15 50
pc Folder-paper (Square Cut) 100 100 100 300
pkt Parchment (Congueror paper) 2 2 1 5
pc CD WR 35 35 30 100
pad Post-it- 3x3 & 5x3 20 20 10 50
Pack | Binder Clip 3/4" and 1" 20 20 10 50
Cartoon | Stamp pad Ink- Black, Blue & Red | 3 3 3 9
Cartoon | Clear Tape %" X 36Y 3 3 3 9
Pc Staple remover SR 300 2 2 1 5
Pc Stapler (heavy duty) 2 2 2 6
Pc Black board eraser 2 2 2 6
Pc White Board with stand (small & big) 3 3
Box White Board marker Black & Red 2 2 2 6
pc Calculator 1 0 0 0
box Steel Fastener 6 6 6 6
pack A4 size envelope 1 1 1 1
pack | Legal size A 4 envelope 1 1 1 1
Pack | % size envelope 1 1 1 1
pcs File Box 20 20 20 20

[I. The completion of the delivery of the above listed item comprises one
contract/Purchase order.






