KOLIN PHILIPPINES INT’L.,  INC. AUTHORIZED SERVICE PARTNER AGREEMENT
This agreement is entered into by and between:

KOLIN PHILIPPINES INT’L., INC., a corporation duly organized and existing under the laws of the Philippines with principal office at Kolin Building, 1854 Santa Rita Street, Guadalupe Nuevo, Makati City, represented herein by its Service  Manager, Mr. Alvin C. De Rivera.

and

ROLIKA REFRIGERATION AND AIRCONDITIONING SERVICES, a single proprietorship duly licensed and registered, under the laws of the Philippines with principal place of business  at Diversion Road Barangay Molave Catarman Northern Samar, represented herein by its Proprietor Mr. Robert P. Bustillo.
WITNESSETH
[image: image1.png]


That KOLIN PHILIPPINES INT’L., INC. and ROLIKA REFRIGERATION AND AIRCONDITIONING SERVICES, agree as follows:

APPOINTMENT AND ACCEPTANCE
Subject to the terms and conditions (ANNEX A) contained herein, KOLIN PHILIPPINES INT’L., INC. Hereby appoints ROLIKA REFRIGERATION AND AIRCONDITIONING SERVICES covering the area of Northern Province of Samar .
ROLIKA REFRIGERATION AND AIRCONDITIONING SERVICES, binds itself to conduct servicing on the products manufactured and sold in the Philippines by KOLIN PHILIPPINES INT’L., INC. and ROLIKA REFRIGERATION AND AIRCONDITIONING SERVICES. hereby accepts  the appointment hereunder.

2.0
TERM ( ANNEX B)

*For Newly Accredited ASP

This Agreement shall commence on April 1, 2025, and shall remain in effect until September 30, 2025, as a conditional agreement. Subject to a satisfactory performance evaluation during this period, the Agreement shall be automatically renewed and remain in effect until March 31, 2026.

Thereafter, and subject to the results of the annual performance evaluation and the submission of required renewal documents, the Agreement may be renewed effective April 1, 2026.

Either party may terminate this Agreement by providing written notice at least three (3) months prior to its expiration, or any time prior to expiration if deemed necessary.

*For Annual Renewal

This Agreement shall commence on April 1, 2025, and shall remain in effect until March 31, 2026. Subject to the results of the annual performance evaluation and the submission of required renewal documents, the Agreement may be renewed effective April 1, 2026.

Either party may terminate this Agreement by providing written notice at least three (3) months prior to its expiration, or at any time to expiration if deemed necessary.

AFTER-SALES-SERVICE POLICY
ROLIKA REFRIGERATION AND AIRCONDITIONING SERVICES, shall provide after-sales service to any holder of KOLIN PHILIPPINES INT’L., INC. products upon presentation of any of the following:
A fully accomplished Warranty Certificate issued by KOLIN PHILIPPINES INT’L INC. to its authorized dealers; and/or
A Sales Invoice or Official Receipts; and/or
A valid Warranty Registration Code issued upon successful online warranty registration.
This Agreement shall apply to WHITELINE products covered by applicable and existing warranties assumed by KOLIN PHILIPPINES INT’L., INC.
For out warranty unit, ROLIKA REFRIGERATION AND AIRCONDITIONING SERVICES shall charge the holder of KOLIN PHILIPPINES INT’L. INC. products the standard service rates for the repair/services rendered (ANNEX C).
ROLIKA REFRIGERATION AND AIRCONDITIONING SERVICES, warrants the quality of workmanship and process undertaken by the shop for a period of ninety (90) days counted from the date of service completion, actual release and delivery of each and/or job order to the respective customer.
4.0
SERVICE STANDARDS
Must adhere to the service standards set by KOLIN PHILIPPINES INT’L., INC. to achieve its commitment of “Customer Satisfaction”, thereby contribute to the  maintenance and enhancement of the KOLIN brand image.

Assigned Job
Rendering of service and installation of KOLIN products assigned to your office shall not be sub-contracted to another party

Field Servicing Speed of Response
Shall attend to service requests within 72 hours from date of customer call (SJR date)

Shop Repair Time
Repair turnaround time of seven (7) days from date of unit pull-out, shall maintain 
 a complete file of service records and documents for easy reference.

REPORT SUBMISSION
ROLIKA REFRIGERATION AND AIRCONDITIONING SERVICES shall submit to KOLIN PHILIPPINES INT’L., INC. accurate reports, free from any false information, regarding all performed after-sales service, requests for direct call control numbers and statement of account for Service Rebate Claims (ANNEX B).
Feedback – daily submit report on the status / job done on assigned job.

Direct call – daily submit list of customers subject for request of control no.

Statement of Account – SOA for labor subsidy claim shall be submitted not later than 15th and 30th day of the month.

TRAINING AND ORIENTATION FOR NEW APPLICANT
KOLIN PHILIPPINES INT’L., INC. shall provide ROLIKA REFRIGERATION AND AIRCONDITIONING SERVICES, the training and orientation for the following:

Operation guidelines – owners and office staff

Product and technical – technician and technical staff

7.0
TECHNICAL ASSISTANCE/SERVICE INFORMATION

KOLIN PHILIPPINES INT’L., INC. shall grant ROLIKA REFRIGERATION AND AIRCONDITIONING SERVICES, access to Kolin Online Technical Support Page. This page shall include periodic updates to service manuals, service bulletins, and product information, which ROLIKA REFRIGERATION AND AIRCONDITIONING SERIVCES shall utilize in the provision of after-sales service.

KOLIN PHILIPPINES INT’L., INC. shall likewise provide from time to time the technical skills upgrading seminar to Authorized Service Partner technicians.

8.0
SIGNBOARD

KOLIN PHILIPPINES INT’L., INC. can provide signboards upon requests  to make it 
known to the public as the Authorized Service Partner (ASP) of KOLIN products.

For
ASP
having
their
own
signage,
secure
from
KOLIN
PHILIPPINES INT’L., INC. the official KOLIN brand logo.

9.0
LIABILITY TO LOSS OR DAMAGE TO THE PRODUCTS


ROLIKA REFRIGERATION AND AIRCONDITIONING SERVICES, warrants to KOLIN PHILIPPINES INT’L., INC. that it has obtained all legal governmental and other approvals, permission and clearances necessary to consummate the transactions, including without limitation to After-Sales-Service contemplated by this Agreement. ROLIKA REFRIGERATION AND AIRCONDITIONING SERVICES, further contemplated by this Agreement.
ROLIKA REFRIGERATION AND AIRCONDITIONING SERVICES, further warrants to KOLIN PHILIPPINES INT’L., INC. all its service personnel engaged in After-Sales-Service. Loss or damage to the products during servicing and in the possession of ROLIKA RERIGERATION AND AIRCONDITIONING SERVICES shall be borne by ROLIKA REFRIGERATION AND AIRCONDITIONING SERVICES indemnifying the owner of the product to the full extent of the loss or    damaged. However, the amount shall in no case be more than the declared value.
10.0
SUPPLY OF SERVICE PARTS

ROLIKA REFRIGERATION AND AIRCONDITIONING SERVICES, may request spare parts by submitting a fully accomplished Parts Order Form to KOLIN PHILIPPINES INT’L., INC. These spare parts are strictly not for resale and are intended solely for the purpose of servicing and repairing of KOLIN products.

KOLIN PHILIPPINES INT’L., INC. Shall supply the requested spare parts to ROLIKA REFRIGERATION AND AIRCONDITIONING SERVICES via courier or any other available means.

For warranty spare parts, the shipping cost shall be free of charge. All defective spare parts must be returned to KOLIN PHILIPPINES INT’L., INC. Within the specified time frame indicated in ANNEX B.
11.0
SERVICE FACILITIES AND PERSONNEL

To ensure the safety and efficient delivery of services to customers, ROLIKA REFRIGERATION AND AIRCONDITIONING SERVICES agrees to maintain the following at all times.

Adequate tools and equipment
Appropriate modes of transportation

A secured storage location for spare parts, tools and equipment

Competent office staff

Well trained NCII / NCIII certified technicians
Throughout the term of this agreement, ROLIKA REFRIGERATION AND AIRCONDITIONING SERVICES assures KOLIN PHILIPPINES INT’L., INC. that only technicians listed in the ASP Accredtitation Form - who have been trained by KOLIN PHILIPPINES INT’L., INC. Will be assigned to perform servicing of KOLIN products.

Any changes or replacements involving office staff or technicians declared in the ASP Accreditation Form must be formally communicated in writing to KOLIN PHILIPPINES INT’L., INC. within seven (7) working days from the date of employment or change.


DANGEROUS DRUGS

KOLIN PHILIPPINES INT’L., INC. and ROLIKA REFRIGERATION AND 
AIRCONDITIONING SERVICES agrees to explicity prohibits.

The use, possesion, solicitation for, or sale of drugs on company premises or while performing an assignment.

Being impaired or under the influence of dangerous drugs away from the company, if such impairment or influence adversely effects the employee’s work performance, the safety of the employee or of others, or puts at risk KOLIN PHILIPPINES INT’L., INC. and ROLIKA REFRIGERATION AND AIRCONDITIONING SERVICES’ reputation.

Possesion, use, solicitation for, or sale of dangerous drugs away from the company premises, if such activity or involvement adversely effects the employee’s work performance, the safety of the employee or of others, puts at risk KOLIN PHILIPPINES INT’L., INC. and ROLIKA REFRIGERATION AND AIRCONDITIONING SERVICES’ reputation.

The presence of any detectable amount of dangerous drugs in the employee’s system while at work, while on the premises of the company, or while the company business. ‘Dangerous Drugs” includes those listed in the Schedules annexed to the 1961 Single Convention on Narcotic Drugs, as amended by the 1972 Protocol, and in the Schedules annexed to the 1971 Single Convention on Psychotropic Substances as enumerated in the attached annex of R.A. 9165.

13.0
WARRANTY SUBSIDY


KOLIN PHILIPPINES INTL., INC. Shall provide ROLIKA REFRIGERATION AND 
AIRCONDITIONING SERVICES, with parts and labor subsidy.

Parts Subsidy
All parts used in servicing warranty units shall be applied by KOLIN PHILIPPINES INT’L., INC. Upon request (ANNEX B).
Labor Subsidy
The labor rate schedule on per unit basis shall be paid by KOLIN PHILIPPINES INT’L., INC. upon claim (ANNEX C).

13.0
AUDIT AND INSPECTION

KOLIN PHILIPPINES INT’L. INC. shall have the right to conduct inspection at any given time during this agreement to counter check service capabilities and shop facilities of ROLIKA REFRIGERATION AND AIRCONDITIONING SERVICES.
14.0
CONFIDENTIALITY

During the term of this Agreement and hereafter, ROLIKA REFRIGERATION AND AIRCONDITIONING SERVICES, shall treat any proprietary confidential or personal information obtained or endorsed in relation to After-Sales-Service as confidential and shall not, without the prior written consent of KOLIN PHILIPPINES INT’L. INC. disclose to any third party nor use the same other than for After-Sales-Service hereunder.ROLIKA REFRIGERATION AND AIRCONDITIONING SERVICES. shall be jointly and separately liable for any violation against  the Data Privacy Act.

15.0
DUE AUTHORIZATION

Either party represents to the other that its signatory has the corporate power and authorization to execute this Agreement.

16.0
TERMINATION OF DEFAULT

Either party shall have the right to terminate this Agreement if the other party fails to perform any obligation under this Agreement by giving thirty (30) days written notice unless the failure is cured within such period.

17.0
TERMINATION UPON BANKCRUPTCY

If either party shall become bankrupt, commence a voluntary proceedings for liquidation, place if affairs in the hands of receiver, enter into any composition for the benefit of creditor, be consolidated or merged with a third party, or become nationalized or confiscated or expropriated, then the other party shall have the option to terminate this Agreement immediately by giving written notice of termination.

ASSIGNMENT
This Agreement may not be assigned in whole or in part by either party without the written approval of the other party.

IN WITNESS WHEREOF, the parties have caused their respective representative, each duly authorized, to execute this Agreement made in duplicate originals and retain one each.

KOLIN PHILIPPINES                                ROLIKA REFRIGERATION AND

INT’L. INC                                                 AIRCONDITIONING SERVICES

BY:
BY:

ALVIN C. DE RIVERA
ROBERT P. BUSTILLO

Service Manager
Proprietor

Signed in the presence of:


ACKNOWLEDGMENT
REPUBLIC OF THE PHILIPPINES
) S.S. MAKATI CITY
)

BEFORE ME, Notary public for and in    


this    


day of

 
 2025 personally appeared Mr. Alvin C. De Rivera for KOLIN PHILIPPINES INT’L. INC. with passport no. P7901562A issued on July 11, 2018 at DFA Lucena in his capacity as Service Manager of KOLIN PHILIPPINES INT’L. INC. and Mr. Robert P. Bustillo , with residence certificate no ___. issued on

 
 at
in his capacity as the Proprietor of ROLIKA REFRIGERATION AND AIRCONDITIONING SERVICES known to me and known to be the same person who executed the foregoing Authorized Servicing Agreement in their respective capabilities and have acknowledged that the same is their free and voluntary act and deed of the corporation/partnership they represent.

IN WITNESS WHEREOF, I have set my hand and notary seal at the place and on date first above written.


Notary Public

Doc. No.  
            Page No.  

 Book No.  

 Series of 2025

ANNEX A ACCREDITATION PROCEDURES

Submission of the following:
Letter of Intent
Company Profile
Table of Organization
Office and Shop Location Map
3R Photo of Office Frontage, Inside Office and Shop
Office and Shop Lay-out
Submit scan copies of Service Forms
Service Call Report / Service Job Report
Service Invoice
Official Receipt
Pull-out Receipt
Delivery Receipt
Installation Survey Form
Start-up Checklist
Submit scan copies of the following documents:
Business Permit for the Year
DTI Registration for Single Proprietorship
SEC Registration for Partnership and Corporation with Articles of Partnership / Corporation
DTI Business Name Registration
TESDA National Competency Certificate of Technician
BIR Certificate of Registration (BIR form 2303)
Certificate of Good Credit Standing (Bank Certificate)
Fire Safety Inspection Certificate
With Fast and Reliable Internet Connection
Must have a Current Bank Account (Checking Account)
Accomplish ASP Accreditation Form
Service Accounting  Supervisor shall accomplish ASP Assessment Sheet, forwards to Service Department and Finance Department for further accreditation processing
Approval and Endorsement by Service Manager
Conduct ocular inspection of office and shop
Collect surety bond of Php10,000.00
Conduct operation guidelines orientation
Conduct product and technical orientation
Issuance of conditional contract agreement
Conduct performance evaluation
Issuance of ASP certificate
REF CODE : ANNEX-A-1911-00

ANNEX B IMPLEMENTING GUIDELINES

TERMS AND CONDITIONS

Conditional contract (probationary period) of six months from appointment date for new service enterprise.

Automatic renewal of one (1) year contract after passing the six (6) months probationary period for new service enterprise.

Automatic renewal of one (1) year contract after passing the annual performance evaluation for accredited Authorized Service Partner. However, submission of ASP accreditation form for renewal and the renewed documentary requirements shall not be later than March 31st of the following year.

ORDERING OF OUT WARRANTY SPARE PARTS

ASP shall send Parts Order via e-mail.

Head Office – parts@kolinphil.com.ph
Pampanga branch – info.pampanga@kolinphil.com.ph
Dagupan branch – info.dagupan@kolinphil.com.ph
Bacolod branch – info.bacolod@kolinphil.com.ph
Cebu branch – info.cebu@kolinphil.com.ph
Ilo-Ilo branch – info.iloilo@kolinphil.com.ph
CDO branch – info.cdo@kolinphil.com.ph
Davao branch – info.davao@kolinphil.com.ph
ASP is entitled to 20% trade discount on spare parts purchases.

ASP credit term is based on approved credit limit and payment shall be in cash or thirty (30) days Post Dated Check, whichever is applicable.

Overpricing of spare parts to customer is not allowed. ASP who will bill the customer more than the official SRP shall incur penalties as follows:

1st Offense – written warning

2nd offense – trade discount of 20% shall be reduced to 10% only on succeeding purchases.

Sales Return guidelines:

ASP representative must present valid ID and original copy of SJR

ASP may return the spare parts within seven (7) working days from SJR date, otherwise the goods will not be accepted.

ASP must return the spare parts in good condition, re-saleable and sealed to its original packaging, otherwise the goods will not be accepted.

Sales return is subject to the following:

1st time – written notice shall be given stating that 15% restocking fee will be imposed on succeeding sales return transaction

2nd time – 15% restocking fee will be charged to ASP.

ORDERING OF WARRANTY SPARE PARTS


ASP shall send Parts Order via e-mail.

ASP shall provide a clear copy of Sales Invoice / Official Receipt as proof of purchase.

ASP shall provide a clear copy of Service Call Report / Service Job Report indicating the job done, duly signed by the customer.

ASP is obliged to return the defective spare parts after replacement

ASP within Metro Manila / within City Limit – return defective parts within seven (7) working days from KOLIN issuance date

ASP outside Metro Manila / outside City Limit – return defective parts within fourteen (14) working days from KOLIN issuance date

FORMAT: PARTS ORDER – see figure 1

JOB ACCEPTANCE AND REPORT SUBMISSION

ASP shall notify KOLIN whether the relayed job is accepted or not. Job acceptance notification shall be done within two (2) hours from time of e-mail. This will give KOLIN enough time to re-assign the job to another ASP available.

ASP shall submit daily report on the performed after sales service to customer for both relayed jobs and direct calls. The report shall be submitted via e-mail a day after promised date given to customer.

FORMAT: DAILY SCHEDULE FEEDBACK – see figure 2

BILLING SUBMISSION

ASP shall submit Statement of Account (SOA) to Service Accounting for labor subsidy claim. These are claims for the following services rendered:

Warranty Repair – check-up and repair rendered within one (1) year from unit purchase date

SAC Installation – applies only to installation of Split-type Air-conditioner

Note: Accomplish separate SOA for installation rebate, do not combine with  TS/Repair Job.

Deadline for submission of SOA:

Services rendered on first (1st) half of the month – shall be submitted not later than end of the current month

Service rendered on second (2nd) half of the month – shall be submitted not later than 15th day of the following month

Labor subsidy claim is valid only upon submission of the following documents (attachment to SOA):

Clear copy of Sales Invoice / Official Receipt

Clear copy of Service Call Report / Service Job Report indicating the job done, duly signed by the customer

Survey form and start-up checklist duly signed by the customer

Statement of Account is subject for review and validation. The following shall make the claim invalid:

Late request of direct call control number

It is proven that customer’s unit is out of warranty

Tampered Sales Invoice / Official Receipt purchase date

Service Call Report / Service Job Report has tampered dates and no customer signature

Late submission and incomplete attachment to SOA

Unit faulty operation due to the following:



Dirty unit clogged airfilters.

Water splashing sound due to non-removel of drain plug.

 Insect infestation.

Improper use.

Improper installation, lack of ventillation and under capacity unit.

Fortuitous event.

Labor subsidy will be paid based on standard rates (see ANNEX C).

Releasing of payment to ASP will be made two (2) weeks after received date of SOA. FORMAT: STATEMENT OF ACCOUNT – see figure 3

REQUEST FOR DIRECT CALL CONTROL NO.

ASP shall submit a report via google spreadsheet requesting for direct call control number. Control no. is the SJR no. that will be generated in our service system and will be your reference number in claiming payment for labor subsidy.

This shall apply to warranty repair and SAC installation  requested by the customer direct to your office.

Control No. Requests for Warranty Repairs

Repairs arising from installation defect / workmanship will not be valid unless the problem occurs on the product itself within one (1) year from official purchase date.

Complete unit performance data must be provided upon requests of control no., otherwise the request will be invalid. Test data shall include discharge temperature, intake temperature, ampere, wattage, voltage and pressure.

Control No. Requests for Installation Job

Installation of unit to establishment with ongoing renovation / construction

Copper tube lay-out and other works to be done prior to mounting of IDU & ODU is equivalent to one (1) control no. per unit

Mounting of IDU & ODU is equivalent to one (1) control no. per unit

Start-up of unit is to be done different from date of installation is equivalent to one (1) control no. per unit

One (1) cycle installation process

Copper tube lay-out, mounting of IDU & ODU and start-up is to be done simultaneously – equivalent to one (1) control no. per unit

Start-up of unit is to be done different from date of installation – equivalent to one (1) control no. per unit

Control no. shall be requested at least one (1) day ahead of service schedule.

In case of control no. requested on the same day of service schedule, request shall be made not later than 3:00pm.

Control no. generated from our service system will be e-mailed to your office within two (2) days from date of request.

Note: One (1) SJR will serve one (1) job per unit

Late requests of control no. shall make the claim invalid.

FORMAT: REQUEST FOR DIRECT CALL CONTROL NO. – see figure 4

PERFORMANCE EVALUATION

Annual performance evaluation shall be conducted as a basis in determining eligibility for contract renewal.

The following are the criteria for evaluation:

Customer Satisfaction
-
15%

Based on telephone survey

Speed of Response
-
30%

No. of customers attended within Three (3) days / 72 hours

Timely Submission of Report
-
7.5%

Feedback on the status of assigned job shall be submitted a day after promised date given to customer

Accuracy of Report
-
7.5%

Accuracy of feedback on the status of assigned job

Backjob
-
30%

Backjob should not be more than 2% of assigned job

Timely Submission of Billing
-
5%

On time submission of SOA

Accuracy of Billing
-
5%

Accuracy of submitted SOA

Total
100%

REF CODE : ANNEX-B-1911-01

ARRANTY SUBSIDY
KOLIN PHILIPPINES INT’L. INC. shall provide ROLIKA REFRIGERATION AND AIRCONDITIONING SERVICES, with parts and labor subsidy.

Parts Subsidy
All Parts used in servicing warranty units shall be supplied by KOLIN PHILIPPINES INT’L. INC. upon requests (ANNEX B)

Labor Subsidy
The labor rate schedule on per unit basis shall be paid by KOLIN PHILIPPINES INT’L. INC. upon claim. (Annex C)

13.0
AUDIT AND INSPECTION

KOLIN PHILIPPINES INT’L. INC. shall have the right to conduct inspection at any given time during this agreement to counter check service capabilities and shop facilities of ROLIKA REFRIGERATION AND AIRCONDITIONING SERVICES.
14.0
CONFIDENTIALITY

During the term of this Agreement and hereafter, ROLIKA REFRIGERATION AND AIRCONDITIONING SERVICES, shall treat any proprietary confidential or personal information obtained or endorsed in relation to After-Sales-Service as confidential and shall not, without the prior written consent of KOLIN PHILIPPINES INT’L. INC. disclose to any third party nor use the same other than for After-Sales-Service hereunder.ROLIKA REFRIGERATION AND AIRCONDITIONING SERVICES. shall be jointly and separately liable for any violation against  the Data Privacy Act.

15.0
DUE AUTHORIZATION

Either party represents to the other that its signatory has the corporate power and authorization to execute this Agreement.

16.0
TERMINATION OF DEFAULT

Either party shall have the right to terminate this Agreement if the other party fails to perform any obligation under this Agreement by giving thirty (30) days written notice unless the failure is cured within such period.

17.0
TERMINATION UPON BANKCRUPTCY

If either party shall become bankrupt, commence a voluntary proceedings for liquidation, place if affairs in the hands of receiver, enter into any composition for the benefit of creditor, be consolidated or merged with a third party, or become nationalized or confiscated or expropriated, then the other party shall have the option to terminate this Agreement immediately by giving written notice of termination.

ASSIGNMENT
This Agreement may not be assigned in whole or in part by either party without the written approval of the other party.

IN WITNESS WHEREOF, the parties have caused their respective representative, each duly authorized, to execute this Agreement made in duplicate originals and retain one each.

KOLIN PHILIPPINES                                ROLIKA REFRIGERATION AND

INT’L. INC                                                 AIRCONDITIONING SERVICES

BY:
BY:

ALVIN C. DE RIVERA
ROBERT P. BUSTILLO

Service Manager
Proprietor

Signed in the presence of:


ACKNOWLEDGMENT
REPUBLIC OF THE PHILIPPINES
) S.S. MAKATI CITY
)

BEFORE ME, Notary public for and in    


this    


day of

 
 2025 personally appeared Mr. Alvin C. De Rivera for KOLIN PHILIPPINES INT’L. INC. with passport no. P7901562A issued on July 11, 2018 at DFA Lucena in his capacity as Service Manager of KOLIN PHILIPPINES INT’L. INC. and Mr. Robert P. Bustillo , with residence certificate no ___. issued on

 
 at
in his capacity as the Proprietor of ROLIKA REFRIGERATION AND AIRCONDITIONING SERVICES known to me and known to be the same person who executed the foregoing Authorized Servicing Agreement in their respective capabilities and have acknowledged that the same is their free and voluntary act and deed of the corporation/partnership they represent.

IN WITNESS WHEREOF, I have set my hand and notary seal at the place and on date first above written.


Notary Public

Doc. No.  
            Page No.  

 Book No.  

 Series of 2025

ANNEX A ACCREDITATION PROCEDURES

Submission of the following:
Letter of Intent
Company Profile
Table of Organization
Office and Shop Location Map
3R Photo of Office Frontage, Inside Office and Shop
Office and Shop Lay-out
Submit scan copies of Service Forms
Service Call Report / Service Job Report
Service Invoice
Official Receipt
Pull-out Receipt
Delivery Receipt
Installation Survey Form
Start-up Checklist
Submit scan copies of the following documents:
Business Permit for the Year
DTI Registration for Single Proprietorship
SEC Registration for Partnership and Corporation with Articles of Partnership / Corporation
DTI Business Name Registration
TESDA National Competency Certificate of Technician
BIR Certificate of Registration (BIR form 2303)
Certificate of Good Credit Standing (Bank Certificate)
Fire Safety Inspection Certificate
With Fast and Reliable Internet Connection
Must have a Current Bank Account (Checking Account)
Accomplish ASP Accreditation Form
Service Accounting  Supervisor shall accomplish ASP Assessment Sheet, forwards to Service Department and Finance Department for further accreditation processing
Approval and Endorsement by Service Manager
Conduct ocular inspection of office and shop
Collect surety bond of Php10,000.00
Conduct operation guidelines orientation
Conduct product and technical orientation
Issuance of conditional contract agreement
Conduct performance evaluation
Issuance of ASP certificate
REF CODE : ANNEX-A-1911-00

ANNEX B IMPLEMENTING GUIDELINES

TERMS AND CONDITIONS

Conditional contract (probationary period) of six months from appointment date for new service enterprise.

Automatic renewal of one (1) year contract after passing the six (6) months probationary period for new service enterprise.

Automatic renewal of one (1) year contract after passing the annual performance evaluation for accredited Authorized Service Partner. However, submission of ASP accreditation form for renewal and the renewed documentary requirements shall not be later than March 31st of the following year.

ORDERING OF OUT WARRANTY SPARE PARTS

ASP shall send Parts Order via e-mail.

Head Office – parts@kolinphil.com.ph
Pampanga branch – info.pampanga@kolinphil.com.ph
Dagupan branch – info.dagupan@kolinphil.com.ph
Bacolod branch – info.bacolod@kolinphil.com.ph
Cebu branch – info.cebu@kolinphil.com.ph
Ilo-Ilo branch – info.iloilo@kolinphil.com.ph
CDO branch – info.cdo@kolinphil.com.ph
Davao branch – info.davao@kolinphil.com.ph
ASP is entitled to 20% trade discount on spare parts purchases.

ASP credit term is based on approved credit limit and payment shall be in cash or thirty (30) days Post Dated Check, whichever is applicable.

Overpricing of spare parts to customer is not allowed. ASP who will bill the customer more than the official SRP shall incur penalties as follows:

1st Offense – written warning

2nd offense – trade discount of 20% shall be reduced to 10% only on succeeding purchases.

Sales Return guidelines:

ASP representative must present valid ID and original copy of SJR

ASP may return the spare parts within seven (7) working days from SJR date, otherwise the goods will not be accepted.

ASP must return the spare parts in good condition, re-saleable and sealed to its original packaging, otherwise the goods will not be accepted.

Sales return is subject to the following:

1st time – written notice shall be given stating that 15% restocking fee will be imposed on succeeding sales return transaction

2nd time – 15% restocking fee will be charged to ASP.

ORDERING OF WARRANTY SPARE PARTS


ASP shall send Parts Order via e-mail.

ASP shall provide a clear copy of Sales Invoice / Official Receipt as proof of purchase.

ASP shall provide a clear copy of Service Call Report / Service Job Report indicating the job done, duly signed by the customer.

ASP is obliged to return the defective spare parts after replacement

ASP within Metro Manila / within City Limit – return defective parts within seven (7) working days from KOLIN issuance date

ASP outside Metro Manila / outside City Limit – return defective parts within fourteen (14) working days from KOLIN issuance date

FORMAT: PARTS ORDER – see figure 1

JOB ACCEPTANCE AND REPORT SUBMISSION

ASP shall notify KOLIN whether the relayed job is accepted or not. Job acceptance notification shall be done within two (2) hours from time of e-mail. This will give KOLIN enough time to re-assign the job to another ASP available.

ASP shall submit daily report on the performed after sales service to customer for both relayed jobs and direct calls. The report shall be submitted via e-mail a day after promised date given to customer.

FORMAT: DAILY SCHEDULE FEEDBACK – see figure 2

BILLING SUBMISSION

ASP shall submit Statement of Account (SOA) to Service Accounting for labor subsidy claim. These are claims for the following services rendered:

Warranty Repair – check-up and repair rendered within one (1) year from unit purchase date

SAC Installation – applies only to installation of Split-type Air-conditioner

Note: Accomplish separate SOA for installation rebate, do not combine with  TS/Repair Job.

Deadline for submission of SOA:

Services rendered on first (1st) half of the month – shall be submitted not later than end of the current month

Service rendered on second (2nd) half of the month – shall be submitted not later than 15th day of the following month

Labor subsidy claim is valid only upon submission of the following documents (attachment to SOA):

Clear copy of Sales Invoice / Official Receipt

Clear copy of Service Call Report / Service Job Report indicating the job done, duly signed by the customer

Survey form and start-up checklist duly signed by the customer

Statement of Account is subject for review and validation. The following shall make the claim invalid:

Late request of direct call control number

It is proven that customer’s unit is out of warranty

Tampered Sales Invoice / Official Receipt purchase date

Service Call Report / Service Job Report has tampered dates and no customer signature

Late submission and incomplete attachment to SOA

Unit faulty operation due to the following:



Dirty unit clogged airfilters.

Water splashing sound due to non-removel of drain plug.

 Insect infestation.

Improper use.

Improper installation, lack of ventillation and under capacity unit.

Fortuitous event.

Labor subsidy will be paid based on standard rates (see ANNEX C).

Releasing of payment to ASP will be made two (2) weeks after received date of SOA. FORMAT: STATEMENT OF ACCOUNT – see figure 3

REQUEST FOR DIRECT CALL CONTROL NO.

ASP shall submit a report via google spreadsheet requesting for direct call control number. Control no. is the SJR no. that will be generated in our service system and will be your reference number in claiming payment for labor subsidy.

This shall apply to warranty repair and SAC installation  requested by the customer direct to your office.

Control No. Requests for Warranty Repairs

Repairs arising from installation defect / workmanship will not be valid unless the problem occurs on the product itself within one (1) year from official purchase date.

Complete unit performance data must be provided upon requests of control no., otherwise the request will be invalid. Test data shall include discharge temperature, intake temperature, ampere, wattage, voltage and pressure.

Control No. Requests for Installation Job

Installation of unit to establishment with ongoing renovation / construction

Copper tube lay-out and other works to be done prior to mounting of IDU & ODU is equivalent to one (1) control no. per unit

Mounting of IDU & ODU is equivalent to one (1) control no. per unit

Start-up of unit is to be done different from date of installation is equivalent to one (1) control no. per unit

One (1) cycle installation process

Copper tube lay-out, mounting of IDU & ODU and start-up is to be done simultaneously – equivalent to one (1) control no. per unit

Start-up of unit is to be done different from date of installation – equivalent to one (1) control no. per unit

Control no. shall be requested at least one (1) day ahead of service schedule.

In case of control no. requested on the same day of service schedule, request shall be made not later than 3:00pm.

Control no. generated from our service system will be e-mailed to your office within two (2) days from date of request.

Note: One (1) SJR will serve one (1) job per unit

Late requests of control no. shall make the claim invalid.

FORMAT: REQUEST FOR DIRECT CALL CONTROL NO. – see figure 4

PERFORMANCE EVALUATION

Annual performance evaluation shall be conducted as a basis in determining eligibility for contract renewal.

The following are the criteria for evaluation:

Customer Satisfaction
-
15%

Based on telephone survey

Speed of Response
-
30%

No. of customers attended within Three (3) days / 72 hours

Timely Submission of Report
-
7.5%

Feedback on the status of assigned job shall be submitted a day after promised date given to customer

Accuracy of Report
-
7.5%

Accuracy of feedback on the status of assigned job

Backjob
-
30%

Backjob should not be more than 2% of assigned job

Timely Submission of Billing
-
5%

On time submission of SOA

Accuracy of Billing
-
5%

Accuracy of submitted SOA

Total
100%
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