
 

 

 

ANNEX “D” 
Frequently Committed 

Errors 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Errors/Failures/Omissions How to Prevent 

Failure to submit a complete set of 

documents. 

Refer to the Checklist of Technical and 

Financial Documents on the last part of the 

Bidding Documents. Said Checklist is also 

attached as Annex “C” of the Invitation to Bid. 

Use the Table of Contents (Legal and Technical; 

Financial) for proper arrangement of 

documents. 

Typographical Error on Legal 

documents/Documents for Notarization 

(e.g., Omnibus Sworn Statement, Bid 

Securing Declaration, etc.) 

Use the forms/templates prescribed by the 

PCOO and attached as Annex “B” of the 

Invitation to Bid. Do not use  bidding 

documents you prepared for a previous project 

with another Government agency so as to avoid 

copy-paste errors. 

Failure to submit proof of identity of 

affiants as attachment of the documents 

for notarization (OSS, BSD, etc.) 

Make sure that the respective proof of identity 

(valid Identification: e.g., PRC ID, UMID, 

Passport, Comelec ID, etc.) of the affiant/s who 

executed the sworn statements are attached 

with the document and included in the Legal 

and Technical folder. 

 

All details in the "Jurat" and 

"Acknowledgement" must be filled in. (i.e 

government ID, description, and ID Number) 

Incomplete details on prescribed 

templates (e.g. Statement of all on-going 

contracts, Price Schedule form, etc.) 

Fill-out all the spaces/portions or 

cells/columns requiring details. Do not leave 

them blank. 

For the sales taxes and other costs, indicate the 

breakdown and refer to the column heading for 

the computation. 

Indicate zero “0” or dash “-” for items offered for 

free.  

Incorrect Passwords Test your passwords first before submitting 

your two (2) Zip Folders via email. 

Lack of Two-Factor Authentication Ensure that each of the zip folders and pdf files 

for the Legal and Technical requirements, as 

well as for the financial requirements are 

password protected. 

There must be, at least, four (4) unique 

passwords, to wit: 

1. Password no. 1 - Legal and Technical zip 

folder; 

2. Password no. 2 - Legal and Technical pdf 

file; 

3. Password no. 3 - Financial zip folder; and 

4. Password no. 4 - Financial pdf folder. 

Corrupted Zip Folders or PDF Files Send a test e-mail to self or other accessible e-

mail address/es. Download and attempt to 

open in different computer units and, if 

possible, using different operating systems 

(Mac/Windows). 

 

https://docs.google.com/document/d/1_qcxJKd3cyfety3LRl3lMTo9ftlkkpsO/edit
https://docs.google.com/document/d/1lNpZKjR6UJa1rfUjwDQY9dWfZZpsg7BG/edit
https://docs.google.com/document/d/1lNpZKjR6UJa1rfUjwDQY9dWfZZpsg7BG/edit
https://docs.google.com/document/d/1lNpZKjR6UJa1rfUjwDQY9dWfZZpsg7BG/edit

