Berakas Power Company Sdn Bhd
Quotation Number: RFQ-2025-XXX		

QUOTATION NO. RFQ-2025-XXX
PROVISION OF MANPOWER SUPPLY AND ASSOCIATED SERVICES  
BILL OF QUANTITIES & CONDITIONS OF BID

1. The bid price for the works shall be fixed price lump sum and represents the full cost to the Client for the manpower services during the period determined.

2. Bidders must comply with all laws, regulations, and statutory requirements applicable in Brunei Darussalam.

3. All manpower supplied shall meet the minimum qualification criteria as stated in Appendix A.

4. The successful bidder shall undertake to complete the supply on time according to the agreed work schedule, from the date of PO issued by BPC. 

5. If there are queries about this BQ or the specifications, the bidder must obtain a written clarification from BPC before submitting his bid; after bid submission, the scope is deemed to be confirmed, and the bidder has satisfied himself as to the accuracy and completeness of his offer. Additional claims are not allowed post-award of the bid.

6. DOCUMENTS TO BE SUBMITTED

a. Company profile and relevant experience in similar manpower supply projects.
b. Copy of valid business license and relevant certifications.
c. CVs and related documents for all manpower services quoted.

 Bill of Quantities
	Item
	Description
	Unit
	Qty.
	Unit Rate
BND
	Amount
BND

	A
	Quotation for the Provision of Manpower Supply and Associated Services

	
	
	
	

	1

1.1
	Supply of Manpower Services

Provision of one (1) Document Controller in accordance with the scope outlined in Appendix A.

	

years

	

2
	
	

	
1.2
	
Provision of a Document Controller for an additional one (1) year (optional), as detailed in Appendix A.

	
year
	
1
	
	

	TOTAL AMOUNT OF BID (BND)
	



Amount in words (BND)…………………………………………………………………………………………………….
…………………………………………………………………………………………………………………………………
…………………………………………………………………………………………………………………………………

Delivery Time: ….….. weeks from Purchase Order Date. 
Quotation Validity: ……….
Payment Term: ________________

This Bid must be submitted electronically via the BPC website quotation link not later than 4:30pm, 28th November 2025.


_____________________________				 _________________________
(Signature and Company Stamp)				 (Contact mobile phone & Email)


_____________________________                                              __________________________
(Contact name)                                                                               (Date)






Appendix A

CCGT 120MW BKPS PROJECT
Position Title:
Document Controller (Project Services)


Brief Job Description:
This role is dedicated to the execution phase of the CCGT BKPS Project. Upon project completion, including finalization of contracts, submission of all as-built drawings and documents, and proper archiving on the BPC SharePoint system, the project team will be disbanded, and personnel will return to their regular duties.
· Duration: Approximately 2 to 3 years (December 2025 – December 2027)
· Reporting Line: Project Manager, CCGT BKPC 120MW Project 
· Primary Responsibility: Support the administration and control of project documentation, including drawings, correspondence, and registers. Coordination with internal teams, external organizations, and government agencies is essential.
Key responsibilities include:
· Drafting and maintaining internal and external document registers
· Managing project correspondence
· Liaising with BPC project team, Owner’s Engineer, and EPC contractor
· Supporting E&P projects through Primavera P6 for resource planning, scheduling, and reporting
· Implementing and maintaining document control processes across the department
· Assisting with vendor application and approval processes (local and international)

Number of Subordinate Employees:
None

Prerequisites of the Post:
· Minimum qualification: “A” Levels or equivalent; Diploma in Business Administration, Project Management, or related field preferred
· Experience in technical or project-based environments is beneficial
· Proficiency in reading and writing technical documents in English
· Strong written and verbal communication skills in English
· Computer literacy, especially in MS Word, MS Excel, and SharePoint
· Willingness to work project hours (Monday–Friday, 7:30 AM–4:30 PM), with flexibility for overtime and weekends as required (compensated per company policy)

Duties & Responsibilities:

· Maintain document control and reporting systems for all project documentation, including handover certifications
· Administer project files across SharePoint and local servers, ensuring all folders are current and complete
· Manage and monitor the document control process to ensure timely submission, review, and approval of documents
· Coordinate with private organizations, government agencies, and internal departments to facilitate smooth project communication
· Assist with resource allocation and project scheduling; prepare and issue monthly progress reports to the project team
· Schedule stakeholder and internal meetings, prepare and circulate minutes of meetings, and follow up on action items
· Track document reviews, communications, and information flow among stakeholders to ensure traceability
· Ensure document registers, logs, and trackers are regularly updated and maintained accurately
· Perform general office administrative tasks, including filing, record management, correspondence handling, and maintaining office supplies
· Assist in coordinating travel arrangements, visitor access, and logistics for project-related meetings or site visits
· Support the Project Manager and Resident Engineer in daily administrative and coordination tasks
· Perform other duties as assigned by the Project Manager or Resident Engineer
· Comply with all Safety Rules, System Operating Regulations, Risk Assessments & Method Statements (RAMS), and Standard Operating Procedures (SOPs)
· Stay informed of updates to safety and operational procedures
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