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Republic of the Philippines
Bepartment of Education

REGION III - CENTRAL LUZON )
SCHOOLS DIVISION OFFICE - SCIENCE CITY OF MUNOZ

January 25, 2021

DIVISION MEMORANDUM
No. 30 s 2021

REVISED PROCUREMENT MANAGEMENT PROCESS

To: Assistant Schools Division Superintendent
Division Chiefs
Unit Heads
Bids and Awards Committee

All SDO Employees

1. To promote a transparent and efficient procurement management process, all
.SDO employees are enjoined to strictly follow the Revised Procurement
Management Process in the procurement of goods and services hereto attached
as Enclosure No. 1 effective immediately.

2. Please be guided accordingly.
DANTE G. PARUNGAO, CESO VI

DEP - ED OIC - Schools Division Superintendent
SCIENCE CITY OF MUNOZ
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“Enclosure No. 1 to Division Memorandum No. ;g, s. 2021
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DETAILED PROCUREMENT FLOWCHART
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Prepare Request for Quotation
{RFQ) with specifications
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Follow-up on the required documents,
e.g. PhilGEPS Registration and Business
Permit from the supplier with the lowest
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banc the RFQ

quotation
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Prepare Abstract of Quotation
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Check/review the procurement documents ;
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Prepare BAC Resolution to award
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Return to End-user for ‘
completion Sign the BAC -
resolution Bal
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Prepare Inspection and Acceptance Report {IAR) and
Inventory Custodian Slip {(ICS) for items below S
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Prepare papers for processing of payment:
a. Obligation Request Status {(ORS) or Budget
Utilization Request (BUR); and END-USER
b. Disbursement voucher 15 mins
c. BIR Form 2306 2307 (if applicable}
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