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H

TERMS OF REFERENCE

I. Project Information

a. Title: DSWD FO III: Preventive Maintenance of Split Type Air Conditioning Units in 
SWAD Aurora and SWAD Bataan

b. Duration: The project commences upon receipt of the Job Order up to the completion of 
the schedule provided in this Terms of Reference

c. Project Location: Sitio Hiwalayan, Barangay Bacong, San Luis Aurora and One 
Bataan Command Center Brgy Dona, Orani, Bataan

d. Proponent: Building and Grounds Management Section

e. Budgetary Requirement: Eighty-Four Thousand One Hundred Twelve Pesos and 
Ninety-Two Centavos (₱ 84,112.92)

f. Fund Source:

I. Rationale 

The DSWD Field Office III Admin Division provides leadership, staff expertise, and support in 
managing and administrating resources, facilities, and the physical infrastructure. One of its key 
priorities is to provide a conducive and comfortable working environment for SWAD Aurora and 
SWAD Bataan employees and stakeholders. This includes maintaining proper ventilation and 
temperature regulation, essential for creating a positive atmosphere for work.

To achieve this, it is recommended that preventive maintenance of air-conditioning units in the 
offices be conducted. These units are vital for regulating the ambient temperature and 
contributing to a well-maintained workspace, ultimately supporting the staff’s well-being and that 
of visitors and clients. The preventive maintenance of Split Type, Wall Mounted Air-Conditioning 
Units is crucial in ensuring the longevity and optimal performance of these units.

By conducting regular maintenance, it will enhance the quality of the air-conditioning units, 
prevent breakdowns, and prolong their useful life. This effort ensures that the working conditions 
remain comfortable and conducive to the efficient operation of the SWAD Aurora and SWAD 
Bataan, which ultimately contributes to a productive and positive atmosphere for all individuals 
within the office.

II. Objectives

1. Prolonging the Lifespan of the Air Conditioning Units;

2. Ensuring Consistent Comfort and Efficiency;

3. Preventing Breakdown;
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4. Reducing Energy Consumption;

5. Improving Air Quality;

6. Enhancing the Overall Operational Efficiency of the Office; and

7. Cost Savings in the Long Run.

III. Scope of Works

The scope of work for preventive maintenance of air conditioning units at the SWAD Aurora 
and SWAD Bataan should cover comprehensive activities to ensure the units operate 
efficiently and have an extended lifespan. Below is an outline of key tasks typically included in 
the scope of work for this type of maintenance:

1. Coordination to DSWD FO III
a) Scheduling: Coordinate with BGMS for the proper implementation schedule of the 

activities, if there were air conditioning units that are urgently needed for cleaning will be 
prioritized also, the service provider must be willing to conduct maintenance during 
weekends if necessary. 

b) Entry: The Service Provider must ensure coordination with the security guards and fill up 
the Service Provider's request for entry.

c) Implementation: The Service Provider must coordinate with the office heads before and 
after the activity and also must inform the status or findings of their air conditioning units.

2. Inspection and Assessment
a) Visual Inspection: Check the physical condition of all air conditioning units, including 

split-type, wall-mounted, and floor-mounted units.
b) Operational Test: Ensure all units are functioning properly by testing their cooling 

capacity, temperature settings, and modes of operation.
c) Airflow Check: Measure airflow rates to ensure air circulation is optimal for the 

designated space.

3. Cleaning 
a) Cleaning of Filters: Remove, clean, and/or replace air filters to maintain proper airflow 

and prevent dust accumulation that could reduce efficiency.
b) Cleaning of Coils: Clean the evaporator and condenser coils to ensure proper heat 

exchange and prevent inefficiency due to dirt buildup.
c) Cleaning of Drain Pans and Lines: Inspect and clean the condensate drain pans and 

lines to prevent blockages and the potential for water damage.
d) Cleaning of Evaporator and Condenser Fans: Ensure that the fans are free from dirt 

and debris to avoid malfunction or poor cooling performance.

3. Lubrication
a) Lubrication of Moving Parts: Lubricate the fan and motor components to prevent wear 

and tear and ensure smooth operation.
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4. Electrical System Checks
a) Inspect Wiring and Connections: Check the electrical wiring and connections for signs 

of wear or damage that could lead to failures or safety hazards.
b) Test Thermostat Calibration: Ensure that thermostats are calibrated correctly for 

accurate temperature regulation.
c) Check Capacitors, Relays, and Circuit Boards: Inspect electrical components such as 

capacitors, relays, and circuit boards for proper operation.

5. Refrigerant Level Check
a) Check Refrigerant Charge: Inspect refrigerant levels to ensure they are within the 

manufacturer’s specified range. If necessary, recharge the system with the correct amount 
of refrigerant.

b) Check for Leaks: Perform a leak test to identify and seal any refrigerant leaks that could 
reduce efficiency and cause system failure.

6. Inspection of Insulation
a) Inspect Insulation: Check the insulation around pipes, ducts, and the unit itself to ensure 

there are no damages, which could reduce cooling efficiency and energy performance.

7. System Performance Testing
a) Test Temperature and Humidity Levels: Ensure the unit is maintaining appropriate 

temperature levels and providing proper humidity control.
b) Check for Unusual Noises or Vibrations: Listen for any irregular sounds indicating 

problems such as misalignment or wear.
c) Ensure Proper Startup and Shutdown: Check that the unit starts and stops smoothly 

without issues.

8. General Maintenance Recommendations
a) Identify Potential Issues: Provide recommendations for any components that may need 

attention or replacement in the near future to avoid more costly repairs later.
b) Safety Check: Ensure that all safety mechanisms, such as circuit breakers and thermal 

cutoffs, are functioning correctly.

9. Documentation and Reporting
a) Maintenance Logs: Maintain detailed records of all maintenance activities, including 

inspections, cleaning, repairs, and any parts replaced.
b) Service Report: Submit a report on the condition of each air conditioning unit, highlighting 

any issues found and actions taken during the maintenance process. Service reports must 
be submitted to the BGMS along with the price quotation if there is needed for repair.

10. After the Activity
a) Client Feedback: Gather feedback on the performance of the air conditioning units post-

maintenance to ensure the service was effective.
b) Coordination: in case problems occur to the air conditioning units within the service 

duration or warranty, the Service Provider must immediately check the unit and repair it if 
possible. In case of replacement of parts is required, the service provider must submit a 
quotation within the day to the BGMS.

c) Checking: the service provider shall be required to be readily available in case a problem 
arises with the units’ operation and occurs within its service warranty. Immediate response 
or response time for service must be within the day. The service provider should also 
arrive with the complete tools and materials needed for the service to be delivered.
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d) Repair Quotation: Repair quotation based on the ACU findings/ analysis by the service 
provider during the scheduled inspection and PMS must be submitted automatically to the 
Building and Grounds Management Section with the project duration for appropriate 
action.

This scope of work is designed to ensure that all air conditioning units at the SWAD Aurora and 
SWAD Bataan are maintained to operate efficiently, remain reliable, and provide a comfortable 
working environment for staff and visitors. Regular preventive maintenance also helps extend 
the lifespan of the units and reduces the likelihood of unexpected breakdowns.

IV. Detailed Estimate 

The following are the air conditioning units of SWAD Aurora at Sitio Hiwalayan, Barangay 
Bacong, San Luis Aurora, and SWAD Bataan at One Bataan Command Center Brgy Dona, 
Orani, Bataan to wit;

ITEM 
NO.

Item Description Frequency PPE # UNIT PRICE TOTAL PRICE

SWAD AURORA

1 1

LOBBY GROUND 
FLOOR(2.5 HP Inverter 
Split Type, Wall Mounted 
ACU)

2  FO3-AC2-23-0001    ₱  1,356.66 ₱ 2,713.32

2 2
DRMM 1 (2.5 HP Inverter 
Split Type, Wall Mounted 
ACU)

2  FO3-AC2-23-0002    ₱  1,356.66 ₱ 2,713.32

3 3
DRMM 2 (2.5 HP Inverter 
Split Type, Wall Mounted 
ACU)

2  FO3-AC2-23-0003    ₱  1,356.66 ₱ 2,713.32

4 4
AICS (2.5 HP Inverter 
Split Type, Wall Mounted 
ACU)

2  FO3-AC2-23-0004    ₱  1,356.66 ₱ 2,713.32

5 5
SLP/PTL (2.5 HP Inverter 
Split Type, Wall Mounted 
ACU)

2  FO3-AC2-23-0005    ₱  1,356.66 ₱ 2,713.32

6 6
PANTAWID 1 (2.5 HP 
Inverter Split Type, Wall 
Mounted ACU)

2  FO3-AC2-23-0006    ₱  1,356.66 ₱ 2,713.32

7 7
PANTAWID 2 (2.5 HP 
Inverter Split Type, Wall 
Mounted ACU)

2  FO3-AC2-23-0007    ₱  1,356.66 ₱ 2,713.32

8 8
CONFERENCE 1 (2.5 
HP Inverter Split Type, 
Wall Mounted ACU)

2  FO3-AC2-23-0017    ₱  1,356.66 ₱ 2,713.32

9 9
CONFERENCE 2 (2.5 
HP Inverter Split Type, 
Wall Mounted ACU)

2  FO3-AC2-23-0018    ₱  1,356.66 ₱ 2,713.32

10 1
0

PANTRY SECOND 
FLOOR (2.5 HP Inverter 
Split Type, Wall Mounted 
ACU)

2

FO3-SPHV-AC2-
2023-02-0005

   ₱  1,356.66 ₱ 2,713.32
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11 1
1

ROOM 1 (2.0 HP Inverter 
Split Type, Wall Mounted 
ACU)

2
 FO3-SPHV-AC2-

2023-02-0001    ₱  1,356.66
₱ 2,713.32

12 1
2

ROOM 2 (2.0 HP Inverter 
Split Type, Wall Mounted 
ACU)

2 FO3-SPHV-AC2-
2023-02-0003

   ₱  1,356.66 ₱ 2,713.32

13 1
3

ROOM 3 (2.0 HP Inverter 
Split Type, Wall Mounted 
ACU)

2  FO3-SPHV-2023-02-
0004    ₱  1,356.66 ₱ 2,713.32

14 1
4

ROOM 4 (2.0 HP Inverter 
Split Type, Wall Mounted 
ACU)

2  FO3-SPHV-AC2-
2023-02-0002    ₱  1,356.66 ₱ 2,713.32

15 1
5

ROOM 5 (2.0 HP Inverter 
Split Type, Wall Mounted 
ACU)

2  FO3-AC2-2023-0008    ₱  1,356.66 ₱ 2,713.32

16 1
6

LOBBY THIRD FLOOR 
(2.5 HP Inverter Split 
Type, Wall Mounted 
ACU)

2
 FO3-AC2-23-0009    ₱  1,356.66 ₱ 2,713.32

17 1
7

PANTRY THIRD FLOOR 
(2.5 HP Inverter Split 
Type, Wall Mounted 
ACU)

2
 FO3-AC2-23-0016    ₱  1,356.66 ₱ 2,713.32

18 1
8

EVENT CENTER 1 (2.5 
HP Inverter Split Type, 
Wall Mounted ACU)

2  FO3-AC2-23-0010    ₱  1,356.66 ₱ 2,713.32

19 1
9

EVENT CENTER 2 (2.5 
HP Inverter Split Type, 
Wall Mounted ACU)

2  FO3-AC2-23-0011    ₱  1,356.66 ₱ 2,713.32

20 2
0

EVENT CENTER 3 (2.5 
HP Inverter Split Type, 
Wall Mounted ACU)

2  FO3-AC2-23-0012    ₱  1,356.66 ₱ 2,713.32

21 2
1

EVENT CENTER 4 (2.5 
HP Inverter Split Type, 
Wall Mounted ACU)

2  FO3-AC2-23-0013    ₱  1,356.66 ₱ 2,713.32

22 2
2

EVENT CENTER 5 (2.5 
HP Inverter Split Type, 
Wall Mounted ACU)

2  FO3-AC2-23-0014    ₱  1,356.66 ₱ 2,713.32

23 2
3

EVENT CENTER 6 (2.5 
HP Inverter Split Type, 
Wall Mounted ACU)

2

 FO3-AC2-23-0015    ₱  1,356.66 ₱ 2,713.32

SWAD BATAAN

24 1 BATAAN ACU 1 2  FO3-AC7-2024-05-
02-0001-BTAAN    ₱  1,356.66 ₱ 2,713.32

25 2 BATAAN ACU 2 2  FO3-AC7-2024-05-
02-0002-BTAAN    ₱  1,356.66 ₱ 2,713.32

26 3 BATAAN ACU 3 2  FO3-AC7-2024-05-
02-0003-BTAAN    ₱  1,356.66 ₱ 2,713.32

27 4 BATAAN ACU 4 2  FO3-AC7-2024-05-
02-0004-BTAAN    ₱  1,356.66 ₱ 2,713.32
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28 5 BATAAN ACU 5
2  FO3-AC7-2024-05-

02-0005-BTAAN    ₱  1,356.66 ₱ 2,713.32

29 6 BATAAN ACU 6 2  FO3-AC7-2024-05-
02-0006-BTAAN    ₱  1,356.66 ₱ 2,713.32

30 7 BATAAN ACU 7 2  FO3-AC7-2024-05-
02-0007-BTAAN    ₱  1,356.66 ₱ 2,713.32

31 8 BATAAN ACU 8 2
 FO3-AC7-2024-05-

02-0008-BTAAN    ₱  1,356.66 ₱ 2,713.32

TOTAL: ₱     84,112.92

V. Project Description

The Preventive Maintenance of Air Conditioning Units aims to ensure the optimal performance 
and longevity of the units installed in the SWAD Aurora and SWAD Bataan which will be 
serviced twice (Semi-Annually) within CY 2025.

VI. Contract Duration and Schedule

The project will commence upon the confirmation of the Job Order and will be implemented 
semi-annually for all air conditioning units listed in this Terms of Reference must be completed 
as follows:

ACTIVITY / SCOPE 
OF WORKS START FINISH DURATION 

First Preventive 
Maintenance

Upon Conforme of the 
Job Order Day 1 Day 70 70 days

Second Preventive 
Maintenance

After 70 Calendar 
days of the Job Order Day 71 Day 140 70 days

Failure to meet these deadlines will result in the service provider being subject to liquidated 
damages.

VII. Terms of Payment

1. The Payment for this project shall be made upon completion of the following activities/ 
scope of works:

Payment Tranches Outputs/ Deliverables

First Tranche Payment: 
50% of the total cost

Must complete the first preventive maintenance of all air 
conditioning units provided in this Terms of Reference and 
provide the accomplishment report and billing statement for 50% 
completion

Second Tranche 
Payment: 100% of the 
total cost

Must complete the second preventive maintenance of all air 
conditioning units provided in this Terms of Reference and 
provide the accomplishment report and billing statement for 
100% completion
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2. Payments shall be made within Thirty (30) calendar days upon receipt of all the required 
documents from the Building and Grounds Management Section. However, the service 
provider must expect delays in some cases of the government process

3. Payment shall be subject to applicable taxes, auditing, and accounting rules and 
regulations of DSWD relative to payment of procurement contracts.

VIII. Accountabilities

1. The Service provider shall ensure that the scope of work is precisely rendered within the 
duration.

2. The Service Provider shall ensure the quality of work with a minimum of six (6) months 
service warranty.

3. The Service Provider shall exercise diligence in performing its services to ensure that no 
illness, accident, or damage will happen to any SWAD Aurora and SWAD Bataan 
employees, clients, or properties. The service provider shall assume full responsibility for 
any claims or liabilities arising from illness, accident, and/or damage due to its acts of 
omission and negligence.

IX. Budgetary Requirement and Fund Source

Based on the stated presentation, it is highly recommended that this proposal be approved in 
the amount of ₱  84,112.92 chargeable against ______________________ funds.

Submitted By:                                                          
                     

CLEENTON P. CORONEL                                 
OIC Chief, Building and            
Grounds Management Section                        

                                          
Recommended as to purpose and necessity:

ALLAIN R. MALIT
OIC Chief, Administrative Division

Approved / Disapproved:

VENUS F. REBULDELA
Regional Director 


