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,';:‘T“&E“"“E Procurement of Goods and Services through Public Bidding
This process covers processing of pu-r-chases amounting P1 Million and above by the Bids |
SCOPE and Awards Committee (BAC) of the DILG XIII Regional Office. The process starts from

the receipt of approved and funded Purchase Request (PR) to posting of award in
PHILGEPS.

This is to define the jﬁrncu_fément process done thru Public Bidding in cnm_ﬁii,ance with
PURPOSE RA No. 9184 or the Government Procurement Reform Act and its Revised Implementing
Rules and Regulations (RIRR)

_ PROCESS DESCRIPTION o B
: INPUT PROCESS : OUTPUT
| ) ) Ap[-:rme:dP'ﬂ o Contractor
Requesting Unit »| PROCUREMENT OF GOODS | NRAaTE / supplier
with AND SERVICES THROUGH oot £rOppER
Ao PUBLIC BIDDING i
Attachments S
Step | Responsible A .
No. | Personnel e /A Details References
1 | GSSStaff Receive funded e Receive and log apprﬂ';réd and PR logbook
Purchase Request { | funded PR and check
PR) and supporting completeness of supporting PR together w/
documents documents as follow: - other documents if
1. Project Procurement any
Management
Plan(PPMP)

|
2. Market analysis | .
| .

s Check whether the supporting
documents are complete.

¢ [fincomplete, return to the end |
user for compliance. |

¢ Number the approved and
funded PR (year-series, 9999-
9999, e.g. 2015-0001)
submitted by the end user.

# Forward PR and supporting
| documents to the BAC
Secretariat for assignment.
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| Responsible
i‘:" Rerosesio PROCESS/ACTIVITY | oy l Eilsices
. ! : |
2 Bids and ' Receive approved | Receive and record approvedand | » PRand
Awards and funded Purchase funded PR and check supporting
Committee Request (PR) completeness of supporting documents
(BAC) documents as follow: (PPMP, APP,)
I Secretariat e Project Procurement Management | » Public Bidding
' Plan(PPMP) & AMP
! e Certificate of Availability of Funds Tracking Sheet
[CAF) s Procurement
s Quotations Timeline of
| »  Market analysis Activity

| | * Ifdeficiency is noted, return to
the end user for appropriate
action.
* Number the approved and funded
PR (vear-series, 9999-9999,eg. |
' 2015-0001) submitted by the end
user.

» Consolidate the received PR to
determine the Approved Budget
for the particular project, if more
than one (1) PR is submitted for

| public bidding.

| » Once, the ABC is determined,

| prepare a Procurement Timeline
of Activity which indicates the
ABC, the name of the project to be
procured and the schedule of the
procurement activities.

| 3 | BAC Secretariat, | Prepare Noticeof |« BAC Secretariat: Prepare « PRand
' Head of BAC | Meetingfor Pre- Transmittal and Notice of Meeting | supporting
Secretariat Procurement for the Pre-Procurement documents
| | Conferenceifthe |  Conference. (PPMP, APP,)
| ABCismorethan2 |® Headofthe BAC Secretariat:sign | e Procurement
| " million. If ABC is less the Transmittalwith attached Timeline of
| | than the amount Notice of Meeting and return the Activity
| indicated above, documents to the BAC Seretariat. | ¢ Transmittal
‘ ' proceed to step 8 » BAC Secretariat: Forward the Letter
tororare of duf.:l_.iments to the BAC # Notice of
documents to the EhajrperSDP for 1 | Meeting
| Technical Workin HPPruw_ilfslgnature ofthe Notice | « Public Bidding
g of Meeting & AMP
‘ Group) | Tracking Sheet |
|
4 BAC Sign the Notice of : e Sign the Notice of Meeting
| ]

Meeting for the Pre- Return the documents to the BAC
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| Step | Responsible ‘ - 5' ]
| No. | Personnel L /ACTIVITY | petails References J
! ! !
Chairperson i Procurement Seretariat '
Conference .
| |
BAC Secretariat | Disseminate Notice | ¢ Disseminate the Notice of Meeting
of Meeting for Pre- for Pre-procurement Conference
procurement to the BAC Members and the
Conference Technical Wﬂrkjng Gl‘ﬂup ['I'WG]
and End users.

5 BAC Member; Conduct a Pre- e The Pre-Procurement Conference |+ PRand |
TWG; Procurement is mandatory if the ABC is more supporting
Secretariat; End Conference to be than 2 Million pesos. The purpose documents
Ro— presided by the BAC of the Pre-Procurement » Procurement

Chairperson or in the Conference are the following: Timeline of
absence of the BAC ' o Confirm the description and Activity Notice
Chairperson, the scope of the contract, ABC, of Meeting
. Vice Chai E;"ﬂ]n and the contract duration;
i e o Ensure that the procurement |
is in accordance with the
project and Annual
Procurement Plans;
!
| * Determine the readiness of the
procurement at hand; including
‘ among other aspect the following:
| o Availability of appropriations
| | and programmed budget for
the contract
' o Completeness of the bidding
documents
o Finalize the procurement
timeline
¢ if the BAC finds any discrepancy
on the Technical Specification,
ABC, and the Bidding documents
the PR will be returned to the end
i user/TWG for revision, and revert |
to step 1
_f"-:;:,:x.
\:‘E‘piﬁ‘-&
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| Step | Responsible
'No. | Personnel PROCESS/ACTIVITY | patails References
6 | BAC- BAC Secretariat | » BAC Secretariat: Prepare Minutes | o Attendance
| Secretariat; | prepare minutes of of the Meeting. Log Book
Head of BAC the meeting of pre- s Public Bidding
procurement & AMP
Secretariat T — | Tracking Sheet
— | '
7 BAC Approve the Minutes o  Sign the Minutes of the Meeting; if | « Notice of !
Chairperson of the Meeting for there is correction/revision Meeting |
the Pre Procurement return to the BAC Secretariat for '
. | Conference appropriate action. i
| * Return the signed Minutes of the :
| | Meeting to the BAC Secretariat for
| o | filing.
8 | BAC Indorse the | » BAC Secretariat: Prepare Memorandum
| Secretariat; documents to the | Memorandum for the BAC-TWG Public Bidding
| Head of BAC TWGforthe | Transmitting the documents for & AMP
| Secretariat ; pr.eparatlan of | the preparation of bidding Tracking Sheet
Bidding Documents | documents with attached
documents which indicates the
title of the project, quantity, the |
ABC, and the technical !
specifications of the items to be
procured.
+ Head of BAC Secretariat: sign the |
transmittal and return the |
| documents to the BAC Seretariat.
* BAC Secretariat: Forward the
| documents BAC-TWG for
‘ preparation of Bidding
i Documents and [nvitation to Bid
I | |
9 | BAC-TWG; | Prepare Invitationto | « BAC TWG: Download the "« PRand
| ' BAC Bid and Bidding Philippine Bidding Documents supporting
) Documents from the Government documents
| Becxetanial, Procurement Policy Board (GPPB) | Public Bidding |
' Head of BAC website and fill up the form. & AMP |
s RS Prepare the Invitation to Bid. Tracking Sheet |
, Forward the filled up bidding Transmittal
. documents and Invitation to Bid Letter |
to the Secretariat. » Invitation to

BAC Secretariat: Prepare
transmittal letter with attached
Invitation to Bid.

Head of BAC Secretariat: Sign the

Bid
Bidding
Documents
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Step = Responsible |
Ho.p Personnel PROCESS/ACTIVITY | petafls | References
: . memo transmittal and return the |
documents to the BAC Seretariat. |
e BAC Secretariat: Forward the
documents to the BAC
Chairperson for approval and !
= signature of Invitation to Bid )
10 BAC Approve the ITB = Sign the ITB; if there is Invitation to
| Chairperson correction/revision return to the Bid
| BAC Secretariat for appropriate Procurement
action Timeline of
, e Return the signed ITB to the BAC Activity
_ . Secretariat —
11 | BAC | Post the Invitation to | ¢  BAC Secretariat: Post the IB as Invitation to
| Secretariat; Bid (ITB) and well as the Bidding Documents to Bid
ITo Bidding Documents the Philippine Government Bid documents
to the PhﬂGEPS: Procurement System (PhilGEPS), Public Bidding
| GSS DILG WEbS“’fr DILG website and conspicuous & AMP
conspicuous place :
and ﬁzvertiseﬁn the plae, _ Tracking Sheet
| - newspaperor | * Accomplish the Request for Recgiat oy
| general circulation Website Posting Slip for s:gnatu_re Website
(if the ABC of the Head of the BAC Secretariat. Posting Slip
| applicable) e Head of the BAC Secretariat: sign (FM-QP-R13-
the Request for Website Posting ORD-03-02)
| Slip.
' * BAC Secretariat: Forward the
! Request for Website Posting Slip
I I to the ITO
e [TO: Post the Invitation to Bid to
the DILG Website as per QP-R13-
ORD-03
| » NOTE:
ITB must be published in the
newspaper of general circulation
if the ABC exceeds the following:
| -Ten (10) Million - Goods
' -Fifteen (15) Million -
Infrastructure
‘ ' -Five (5) Million -
! Consultancy Services
12 : BAC- Prepare Noticeof | e BAC Secretariat: Prepare Procurement |
Secretariat; Meeting for the Pre- Transmittal Letter and Notice of Timeline of
| | Head of BAC Meeting for the Pre-Bidding Activi y N i
c‘;}*f g
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Responsible
Ferg’m] PROCESS/ACTIVITY ‘ Detafls P
| Secretariat bidding Conference Conference. ‘Transmittal
s Head of the BAC Seretariat: sign Letter
| the Transmittal Letter with e Notice of
attached Notice of Meeting and Meeting
| return the documents to the BAC | e Public Bidding
Seretariat & AMP
» BAC Secretariat: Forward the Tracking Sheet
documents to BAC Chairperson
for approval of Notice of Meeting, |
BAC Sign the Notice of | * Sign the Notice of Meeting; if
Chairperson Meeting there is correction/revision
. | return to the BAC Secretariat for
| appropriate action.
! | e Return the signed Notice of
' - Meeting to the BAC Secretariat.
BAC Secretariat | Disseminate Notice e Disseminate the Notice of Meeting
. of Meeting for Pre- for Pre-Bidding Conference to the
Bidding Conference BAC Members and the Technical I
Working Group (TWG), End users
| and Observers from Commission
i | on Audit (COA) and Non
| | Governmental Organizations
| (NGOs) through QP-R13-FAD-
| ! . 11(A-E) 18
| 13 | BACMembers; Conduct of Pre- » Conduct at least one (1) Pre- e PRand
_ BACTWG; BAC bidding Conference bidding Conference (at least 12 | supporting
| Secretariat; . calendar days before the deadline documents
Observers from for the submission and receiptof | ¢ Invitationto
:3]:];::;3“: bids, but not earlier than 7 . E;g ding
! (et L‘E:::tril:artda};s f].'ﬂm ﬂ;e PHILG}EF‘S Risipents
| Bidders . posting) to clarify and/or explain | o procurement |
any of the requirements, terms Timeline of |
| , and conditions and technical Activity '
| | specifications stipulated in the Transmittal
| Bidding Documents. Letter
. e The pre-bid conference shall H ﬁteggzice
dlscuss among other things the | | chj b of
eligibility requirements and the Meeting
technical and financial s Public Bidding
components of the contract to be Tracking Sheet |

| bid including questions and '
clarifications raised by the
! | prospective bidders before and
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Responsible ' ) '

| Personnel ] PROCESS/ACTIVITY 'I Details References
I N ‘ during th;&-pre-htd conference.
| 14 BAC- 1 Prepare Minutes of BAC Secretariat: Draft Minutes of | e Minutes of
| Secretariat; the Meeting for the the Meeting. Meeting
. Pre Bidding s Attendance
| Head nflfh’:[: ‘ Conference not later Sheet
| SRETRINE | than 5 calendar days
| | after the pre-bid
| conference
| |
| BAC Approve the Minutes Approve and Sign the Minutes of
person of the Meeting for e Meeting; if there is

Chair fthe M fi the Meeting; if th

' the Pre-bid correction/revision return to the
Conference BAC Secretariat for appropriate

15 | BACTWG;

BAC-
Secretariat;

' BAC
Chairperson;

ITO

action.
Return the signed Minutes of the
Meeting to the BAC Secretariat for |

15 | BAC-Secretariat = Post the Bid Bulletin

| filing. |
Prepare Bid Bulletin | « BAC TWG and Secretariat: |« Minutes of the
for any changes in Prepare the Bid Bulletin if there Meeting
the bidding are changes in the technical * Bidding
| documents/technical specifications, in the terms and Hocmments
sper:i.ﬁcatin ns, if not conditions as agreed upon by the
applicable,proceed BAC members and the bidders
to mext step | during the Pre-Bidding
Conference.
BAC Chairperson: review the Bid
| Bulletin. If found in order, .
‘ approved the Bid Bulletin; if there |
is correction/revision return to
BAC Secretariat for appropriate
action
BAC Secretariat: Post the Bid « FM-QP-R13-
. in PLHILGEPS, Bulletin to the Philippine ORD-03-02
m]:l:hpmt!t(: usngi_a":e Government Procurement System
F‘;'ilmilsncs :n d {;ltf.G (PhilGEPS)and conspicuous place.
Website Accomplish the Request for

Webiste Posting Slip for signature
of the Head of the BAC Secretariat. |
Head of the BAC Secretariat: sign
the Request for Website Posting
Slip.

BAC Secretariat: Forward the
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St"f‘ Raepensiie PROCESS/ACTIVITY | psails pEp—

1 Request for Website Posting Slip _

to the ITD

| » ITO: Post the Invitation to Bid to

| the DILG Website as per QP-R13-
ORD-03.

Note: Clarification on any part of the |
bidding documents or interpretation
| must be in writing and submitted to
| the BAC at least 10 calendar days
before the deadline set for the
submission and receipt of bids. The
BAC responds to the said request thru
issuance of Bid Bulletin, duly signed
by the BAC Chairperson, and to be
made available to all those who have
_ properly secured the bidding
| documents at least 7 calendar days
before the deadline for the |
submission and receipt of bids.

17 BAC Secretariat Prepare Noticeof | « BAC Secretariat: Prepare » Public Bidding
| Meeting for the Transmittal Letter and Notice of Tracking Sheet
Opening of Bids Meeting for the Opening of Bids. * Procurement
¢ Head of the BAC Seretariat: sign Timeline of
the Transmittal Letter with Activity
attached Draft Notice of Meeting | « Notice of
and return the documents to the | Meeting
BAC Seretariat.
o BAC Secretariat:
Forward the documents ;
| BAC Chairperson for
‘ | approval of Notice of

Meeting.

| BAC | Approve the Notice
| ' Chairperson for the Openingof | «  Approve and Sign the Notice of
Bids Meeting
* Return the documents to the BAC
S . Secretariat ) |
| 18 BAC Secretariat = Disseminate Notice e Disseminate the Notice of Meeting '
of Meeting for the | for Opening of Bids to the BAC
|
|

| Opening of Bids Members and the Technical

Working Group (TWG), End users
and Observers from Commission
on Audit {COA) and Non
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Step | _Hespnnsihle

No. | Peisimnal PROCESS/ACTIVITY | Darajie

References

: . ' Governmental Organizations

I
| (NGOs). i
19 | BACMembers; Conduct Openingof e Bidders submit their bids. The I PRand |
BAC TWG; BAC Bids BAC opens the technical eligibility supporting
Secretariat; | envelope of the bidders in public documents
Observers from to determine if bidders comply = HNoticeh
NF“‘ and COA; with the technical requirements Mfeeung
Bhicers prescribed by the IRR of RA 9184. : ﬁi‘:lts; pELhe
* [mmediately after determining + Bidding
the compliance with the Documents
requirements in the first ¢ Attendance
| envelope, the BAC open the Log Book
| financial envelope of eligible gidding
bidder/s. f}tuments .
| I : s Bid Bulletin, if
; : * The said envelope shall be open any
' on the same day. e Abstract of
e The BAC shall declare the lowest Canvass of
. calculated bidder (LCB) subject to Bids as Read
Fost qualification to be conducted
| by the TWG.
| BAC Secretariat: Prepare Abstract
of Bids as Read.
* BAC Members: sign the Abstract
of Bids as Read.
' 20 | BAC- Prepare Minutes of » BAC Secretariat: Prepare Minutes | « Attendance
Secretariat; the Meeting for the of the Meeting Log Book
Opening of Bids * Transmittal
;I:;':;fr?;c | | e Head nlf BAC Secretariat: sign the L-E_l:ter
i transmittal letter and return the e Minutes of the
| documents to the BAC Seretariat. Meeting
| |
| 21 | BAC Approve the Minutes | «  Sign the Minutes of the Meeting; if | » " Notice of
| Chairperson of the Meeting for there is correction/revision Meeting
the Opening of Bids return to the BAC Secretariat for | « Minutes of the
appropriate action. Meeting
* Return the signed Minutes of the

‘ _ | Meeting to the BAC Secretariat for
filing,
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Responsible
Plgreoarics PROCESS/ACTIVITY | paails Referenices
Prepare Letterto | « BAC Secretariat: prepare a Abstract of
Secretariat; Lowest/Single transmittal letter and letter to the Canvass of
Calculated Bidder Lowest Calculated Bidder (LCB) Bids as Read
(L./SCB) requiring them to submit the Post et
Qualification requirements powest/Sngle
3 Calculated
| e Head of the BAC Seretariat: sign Bﬂ‘;gg;
the Transmittal Letter and return ( )
the documents to the BAC
Seretariat.
» BAC Secretariat: Forward the
documents to BAC Chairperson
for approval of letter.
| BAC | Approve the letter to ' Sign the letter to L,/SCB, Abstract of
. Chairperson L/SCB | * Return the documents to the BAC Canvass of
| Seretariat. Bids as Read
| Letter to -
Lowest/Single
Calculated '
Bidder
| | (L/SCB)
BAC Send the letterto | & Send the letter to LCB through
Secretariat; L/SCB | QP-R13-FAD-11(A-E)
| | ®  Once the bidder submit the post
! Head of BAC qualification requirements, J
- Secretariat prepare a Notice of Meeting for
the Bid Evaluation and Post
Qualification of Documents.
s Head of the BAC Seretariat: sign
i the Notice of Meeting return the
documents to the BAC Seretariat.
= BAC Secretariat: Disseminate the
- Notice to the TWG and Observers. |
22 BAC/ BAC-TWG Conduct s BAC/BAC-TWG: Conduct ITB .
! Further/Detailed further /detailed evaluation of all Bid documents
Evaluation bids using non discretionary Attendance
‘ criteria in considering the (Log book)
following: Public Bidding
' o Completeness of the bid & AMP
‘ o Arithmetical corrections | Tracking Sheet
: Abstract of
‘ , Bids as read
Evaluation :
| . . report
23 ‘ BAC TWG; ConductPost- | e The BAC thru the BAC-TWG Eligibility
| Secretariat; | conduct a post qualification to documents of




DILG XIII (CARAGA)

\ QUALITY
/ PROCEDURE (QP)

QP- R13-FAD-04

Rewv, No. Eff. Date Page
oo _19._16.1? | 11 of 14
Step Responsible
Hu‘p Fe:nne! PROCESS/ACTIVITY | petails References
Observers from qualification verify, validate and ascertain all the bidder
NGOs/ COA statements made and documents | * Post
| representative submitted by the bidder with the | Qualification
| | Lowest Calculated Bid using the Ru_epc:rt :
: 2 e + Bid Evaluation
; non-discretionary criteria as Report
| stated in the Bidding documents. | _ Post |
' 1 BAC-TWG: Prepare a post Qualification |
qualification report if the bidder requirements
comply and responsive to the
requirements, the TWG
recommend the bidder to be
declared as the Lowest/Single
. Calculated and Responsive Bid.
; (L/SCRB);if non compliant
recommend disqualification of the
bidder.
24 | BAC Prepare BAC BAC Secretariat: Prepare * Resolution and
' Secretariat; Resolution Resolution recommendingthe | supporting
e i award of Contract to the L/SCRB documents
Sacretariat: with supporting documents. ®: IHditing
' ' BAC Secretariat: Forward the E]f: cy]::;enm
! BAC Members; docv::mem:: to the EFAE Members . [-)uglumetgts of
BAC Members: review the the bidder
| Hesolution and its supporting s Public Bidding |
! documents and if found in order, & AMP :
recommend approval of the BAC Tracking Sheet
Resolution; if there is
correction/revision return to BAC
Secretariat for appropriate action. |
BAC Chair: Approve the '
| | resolution; if there is
' ' correction /revision return to BAC
| Secretariat for appropriate action
; Return the approved Resolution
! to the BAC Secretariat.
’ 25 | BAC Prepare Notice of BAC Secretariat: prepare NOA | e Resolution |
Secretariat; Award which indicates that the bidder e NOA
' HOPE must submit a Performance Bond | ® Public Bidding
within ten (10) calendardays | & AMP
from the date received of the Trarking Sheet

NOA.
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Step | Responsible — m.“" oy
No. | Personnel o e Details References
N - = HOPE: sign the NOA
» Return the Document to the BAC
| | Secretariat
|
| ! o
26 BAC Serve the NOA to #» BAC Secretariat: servethe NOAto |« NOA ;
Secretariat; L/SCB the LCRB. ¢ Public Bidding |
L/SCRB ' ® L/SCRB: sign on the conforme Tracking Sheet |
Section of the NOA
' 27 | Lowest/Single | Submit Performance | ¢ Submit Performance Bond « NOA
Calculated and Bond ¢ Performance
Responsive Bond
Bidder(L/SCRB)
| ! _ -
28  BAC | Prepare contract/PO | ¢ For infra/services/consultancy: ¢ Resolution and
Secretariat; : BAC Secretariat prepare the supporting
Contract with TOR and the documents
[ uﬂihe. d | Transmittal Letter requesting for | * oA
| Secretariat; ' : + Performance
Contract Review Bond I
- Legal Officer; o Legal Officer:Review the Contract | , piddin g
| and prepare Contract Review (QP- Documents
R13-ORD-04). s POor Contract
| Return the documents to the BAC | » Legal Review
| Secretariat with the Contract » Public Bidding
| Review. & AMP
Tracking Sheet

For Goods: Prepare the PO which
indicates the PO Number,
information about the winning
supplier price/amount of the item
and the technical specification of
the item/goods to be procured.

Head of the BAC Secretariat:
review Contract or PO, if found in
order, sign the Transmittal Letter
For infra/services/consultancy:
BAC Secretariat transmits the
letter and contract for review of
the winning bidder through QP-
R13-FAD-11(A-E). If found by the
winning bidder to be order, print
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Step Responsible : _ ;
No. | Personnel PROCISS/ALTIVITY - Details References |I

i final contract in 6 copies and
HOPE signs the contract.
- For Goods: Regional Accountant
‘ | signs PO to certify fund |
| availability; and HOPE signs to
approve PO |
! o BAC Secretariat: Forward the PO
or Contract to the General ‘ |
‘ | Services Section

' 29 | General ~ ServethePOor | e Servethe PO or Contract tothe | e PO or Contract ‘
Services | Contract winning bidder, securing the {
- Section; signature of the bidder in the ‘ |
i | conforme Section in the PO or as
party of the contract.
| | ®  Added Step for Contract: Facilitate |
| | notarization of the contract. .

I ) | |

30 General Submit a copy of | . Frépare Memo Transmittal and | ¢ Memo
Services ‘ documents to COA | send copy of the transmittal to
Section; Contract/Purchase Order to COA | iﬂ"" ¥
: e Awar
| within five (5) working days from Contract/PO
the execution/receipt through
QP-R13-FAD-11(A-E) |

2

BAC Secretariat = Prepare Notice to [_- BAC Secretariat: Prepare the NTP "o Resolution and

Proceed (NTP) |  forapproval of the HOPE. supporting
| documents

|
W
‘ e NTP J

32 | HOPE . Approve the NTP | * Approve the NTP. Return e Resolution and |
| documents to BAC Secretariat. supporting |
. ‘ documents |
’_, . | | | ® NTP
33 | BAC Forwardthe NTPto e Forward the NTP to GSS for e NTP
Secretariat; the General Services deliveries. | ® Public Bidding
| | Section (GSS) ‘ & AMP
L | 1 B | Tracking Sheet |
|35 | General Serve NTPtothe | e Server the NTP to the winning e NTP |
Services | bidder or its ' bidders for deliveries

| -
Section, Staff authorize e Retrieve NTP and forward to BAC
representative Secretariat

|
—— —
—_—
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f::}‘ II::?;::::I“E PROCER/ACTIVIT Y ! Details References
36  BAC Secretariat Post Award  Post Award of Winning Supplier |« NOA
to PHILGEPS Web ‘ o BAC Resolution
» PO
| : ) = NTP |
37 | BACSecretariat | Maintain Records | s Receiving Officer: Maintain | e R13-SP-02
records in accordance with the = NTP
Control of Records Procedureand | ® Public Bidding
Masterlist of Records & ‘E‘Ml_}
Tracking Sheet |

Action Officer: Update the Proc
urement thru Public Bidding
Summary Log Sheet (R13-5P-02)

Ll

Definition of Terms:
ITO - Information Technology Officer

Legal References:

o COACircular No.2009-001 Subject: Restatement with amendment of COA Circular 87-278 and COA
Memorandum 2005-027 re: submission of copy of government contracts, purchase orders and their
supporting documents to the Commission on Audit

o R.A.9184 (An Act Providing for the Modernization, Standardization and Regulation of the

Procurement Activities of the Government and for other Purposes)

Prepared By Reviewed By Approved By

CHARISSA T. GUERTA DONALD A. SERONAY LILIBETH Al FAMACION, CESO III
BAC Chairman CAO/OIC - Asst. Regional Director ‘ Regional Director
Process Owner Regional QMR ‘ Top Management




DILG REGION XIII (CARAGA)
UALITY
BJECTIVE (QO)

DIVISION/FOU Finance and ﬁdmlnlslratltre Division
o PROCUREMENT OF GOODS AND SERVICES THRU PUBLIC HID!}ING
B - __ _ Key Performance lndicai:nrr;_ [I{F!] I _
Frequency of
Function Indicator/Formula Monitoring
| Objective Targe (if applicable) Results
Process the Processed PR& | 80%of PR A/B x 100% | Monthly
Procurement thru served NTP/PO | received
Public Bidding to winning A = Total no. of PRs processed (
supplier within served w/ NTP/PO to the
the winning supplier within 80
recommended calendar days
time: B - Total no. of PRs received
80 calendar
days for PR with
posting
|_ | requirements

Prepared By Reviewed By

/8

BAC Chairman CAO/OIC - Asst. Regional Director

Process Owner Regional QMR

CHARISSA T. GUERTA DONALD A. SERONAY LILIBETH

PDocument Code

[ Applicable |
Documents (e.g.
Tracker,

Rppomebler | onitoring og

Sheet, Summary

Log Sheet, Report,

= — _Memo, etc.)

GSS, BAC | » Purchase
Secretariat Request

» Purchase Order
Approved By

FAMACION, CESO III
Refional Director

Top Management , iy
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DILG REGION XII (CARAGA)

[ bocument Gote ]
PROCESS QUALITY MONITORING | QME-QP-R13-FAD-04
AND EVALUATION (QME) Rev.No. _Eff, Date

Finance and Adminfsﬁ‘aﬁﬁe bivislnn -

DIVISON /FOU
- s i S 2 B
$:¥;§;ED URE PROCUREMENT OF GOODS AND SERVICES THRU PUBLIC BIDDING

OBJECTIVE Processed PR & served NTP/PO to winning supplier within the recommended time: - ]
| STATEMENT | 80 calendar days for PR with posting requirements. — i o B
' CURRENT

PERIOD

INDICATORS | Jan | Feb | Mar | Apr | May | Jun | Jul | Aug [Sep [ Oct | Nov [ Dec [  Total

A | Total number of PRs processed (served w/ . . i - I F a
| NTP/PO) within80 days — b .

B | Total No.of PRsreceived | I A . i

C | Formula: A x 100 Target Result: 80% ' . Bl

I I - IR S | S N P

D | Gap Analysis: In case the objective is not met, put

your analysis why it is not met R ) - |

Reviewed By
/

Prepared By

/6

CHARISSA T. GUERTA
BAC Chairman CAO/OIC - Asst. Regional Director

Process Owner | Regional QMR
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; 08 (PSL) T

00| 101617
QUALITY OBJECTIVE: 1) Processed PR & served NTP/PO to winning supplier within the recommended Gme:

B0 calendar days for PR with posting requirementa,

FREQUENCY OF MONITORING:
COVERED PERIOD:

Due Date of Submission
Legend:
Objective Results
Operating Date of PO Total no. of PRs

No. Unit/End user PR No. Date of PR receipt R Recelved Sk et saarit U atasst Remarks/Particulars

1

r

3

4

=

[

¥

i)

Total 0 ] 0

Result

= J.ﬂ;?gf LD A SERONAY

Heglonal QME =




