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PRO
e "URE | PREPARATION OF ANNUAL PROCUREMENT PLAN

This process starts from preparation of Project Procurement Management Plan (PPMP)
SCOPE by respective divisions/units and preparation of Annual Procurement Plan( APP) up to

the submission of APP to DILG- Central Office and DBM - Procurement service ( PS)

To ensure that all procurement activities are properly observed as stipulated in the
PURPOSE by "

guidelines issued by the Government Procurement Policy Board (GPPB).

PROCESS DESCRIPTION

INPUT PROCESS OUTPUT
: APP g
PPMP Request Preparation of Annual APP Submission
End-User Procurement Plan to DBM and
+ DILGCO

Descriptive Statement: This process is in compliance with the requirement under RA 9184 to ensure the
implementation of procurement system for transparency and competetiveness.

Step | Responsible

PROCESS/ACTIVITY Details References
No. Personnel

1 | End Preparation of e Prepares PPMP for annual PPMP

User/Division PPMP requirement as to

Concerned supplies/equipment and services
in a given year

e Submit to Budget Section for
funding allocation

2 | Budget Section | Review PPMP e Evaluate PPMP to ensure funding | Operation Plan
allocation based on the and Budget
Agency'sBudget for the given year
according to Object of PPMP
Expenditures.

e Forward to BAC Secretariat

3 | BAC PPMP Consiolidation e Review Annual Procurement Plan | PPMP

Secretariat and APP preparation based on the consolidated PPMP APP

e Budget officer certifies the APP as
to availability of funds

o Forward ther APP to the Head of
Procuring Entity for

4 | Head of Approval of APP e ARD, for initial on the APP
Procuring ¢ Regional Director - approval on
Entity the

5 | GSS Submit approved ¢ Submit original copy of signed e ASPP ’

APP to DBM and APP to DBM-PS not later than consolid

DILG-CO Novembedr 30 of every year; ated

e Submit ecopy ( in PDF format)
to app.nga.ps@gmail.com

[ e Submit ecopy to DILG Central
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PROCEDURE
TITLE PREPARATION OF ANNUAL PROCUREMENT PLAN

This process starts from preparation of Project Procurement Management Plan (PPMP)
SCOPE by respective divisions/units and preparation of Annual Procurement Plan( APP) up to

the submission of APP to DILG- Central Office and DBM - Procurement service ( PS)
PURPOSE To.ens_ure that all procurement activities are properly observed as stipulated in the

guidelines issued by the Government Procurement Policy Board (GPPB).
PROCESS DESCRIPTION

INPUT PROCESS OUTPUT
; APP .

PPMP Request Preparation of Annual APP Submission

End-User > Procurement Plan to DBM and
> DILGCO

Descriptive Statement: This process is in compliance with the requirement under RA 9184 to ensure the
implementation of procurement system for transparency and competetiveness.

Step
No.

Responsible
Personnel

PROCESS/ACTIVITY

Details

References

1

End
User/Division
Concerned

Preparation of
PPMP

Prepares PPMP for annual
requirement as to
supplies/equipment and services
in a given year

Submit to Budget Section for
funding allocation

PPMP

Budget Section

Review PPMP

Evaluate PPMP to ensure funding
allocation based on the
Agency’sBudget for the given year
according to Object of
Expenditures.

Forward to BAC Secretariat

Operation Plan
and Budget

PPMP

BAC
Secretariat

PPMP Consiolidation
and APP preparation

Review Annual Procurement Plan
based on the consolidated PPMP
Budget officer certifies the APP as
to availability of funds

Forward ther APP to the Head of
Procuring Entity for

PPMP
APP

Head of
Procuring
Entity

Approval of APP

ARD, for initial on the APP
Regional Director - approval on
the

GSS

Submit approved
APP to DBM and
DILG-CO

Submit original copy of signed
APP to DBM-PS not later than
Novembedr 30 of every year;
Submit ecopy ( in PDF format)
to app.nga.ps@gmail.com
Submit ecopy to DILG Central

e ASPP
consolid
ated
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Process Summary Logsheet (PSL
QUALITY OBJECTIVE: Timely submission of Annual Procurement Plan to DILG-Central Office and DBM-PS
FREQUENCY OF MONITORING: Annual
COVERED PERIOD:
Due Date of Submission: On or before Nov. 30 of each year
Legend:
& . 5 — Objective Results .
No. -peratmg S . No. of PPMP submitted Date of APP submitted Remarks/Particulars
Unit/End User submitted Met Unmet Remarks, if unmet

1

2

3

4

5

6

7

8

Total
Result
EDGARDO T. CUBILLAS AVONALD A.SERONAY .
/Admin. Officer V CAO/ OIC-Asst. Regional Director
4 Process Owner Regional QMR
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) OB]ECTIVE (QO) Rev. No. Eff. Date Page

DIVISION/FOU Finance and Administrative Division, General Services Section
%‘,jrtll‘:w FROLEPURK Preparation of Annual Procurement Plan ( APP)
Key Performance Indicators (KPI) Applicable
Documents (e.g.
Frequency of Tracker,
Function _ Indicator/Formula Monitoring Re:ll::::;ts;:’,:: o Monitoring Log
Objective Target (if applicable) Results g Sheet, Summary
Log Sheet, Report,
Memao, etc.)
Formulation of Timely Onor e Expecrted date of Annual GSS, BAC e PPMP
Annual submission of before submission Secretariat e APP
Procurement Plan ( | APP to DILG November e Actual date of
APP) Central Office 30 of every submission
and DBM- year e No. Of days eklapsed =
Procurement Expected date of
service submission - Actual
date of submission

Prepared By Approved By

ED O T. CUBILLAS

Admin. Officer V

V
Process Owner Regional QMR Top Management
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) PROCESS QUALITY MONITORING QME-QP-R13-FAD-12_

’) AND EVALUATION (QME) R —
DIVISON/FOU FINANCE AND ADMINISTRATIVE DIVISION
-l;-:{-g‘(éEDURE PREPARATION OF ANNUAL PROCUREMENT PLAN (APP)
OBJECTIVE . - L
STATEMENT Timely submission of Annual Procurement Plan for submission to DILG Central Office and DBM-PS
CURRENT
PERIOD .
INDICATORS Total

YEAR1 YEAR 2 YEAR 3

Objective : Timely submission of APP to DILG Central and DBM - PS on or before November 30 each year.

A | Expected date of submission of APP to DILG-CO

and DBM-PS

B | Actual date of submission to DILG-CO and DBM -
PS

C | No. of Days Elapsed = Target Result: >0
A-B

D | Gap Analysis: In case the objective is not met, put
your analysis why it is not met

Note: For unmet targets, the QMS Secretariat will issue Corrective /Preventive Action Report (CPAR) duly signed by the DILG-XIII Deputy QMR.

Prepared By Reviewed By Approved By

EDGARDO T. CUBILLAS
‘Admin. Officer V

/ Process Owner Regional QMR Top Management

LILIBETH A. FAMACION,CESO III
Retional Director




