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DTYISIOIIT MEMORAITDI'M
xo. 148 s. 2021

PROCUREMSI{T U.*IEAGEIUEIITT PROCT SS

To: Assistant Schools Division Superintendent
Division Chiefu
Unit Heads
Bids and Aq,ards Committee
Alt SDO Emp1o3,'ees

1. Pursuant to Regional Memcrandum No. 90, s. 2021 or the Implementation
('i Lridelircs orr tiir Fluuurrcuiciit fuiaiiagcrucrii S.rsluiit lui DepEd Rcgiurr 3, iliis
oflice enhanced the current procr-rrement {lowchart of the Schools Division
Office to involve all areas of procuremeat from planning, procurement process,
impiementaiion, monitoring anri payment as siipuiaied or1 iire saici
memorandum.

2. A11 concerned are enjoined to strictly adhere to the revised procurement
process flowchart hereto attached as Errclosure No. 1.

3. Please be guided accordiagly.
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No. 1 to Division Memorandum No. l{(, s.2A2l

BETAITED PRSCUREMEH? F"LOIryCHAR?

Prepare Slosk and. Financial Pla:r and
PPMP {based or rnarket safluelr rrith

required specs|

tnsr:re th*t $IFPs are
uploaded to PMI$

trrltrctlonal
Ilirlsions

PPA?

Frepare arxd submit APP
{C$E and non CSE}



.t. ; ,t4rLg

l$ ar{ns

i S nuln:

EAc- CtrArn
1^C mins

ti ii",

Forvard the purchase Rsquest ard approved Project
Fropos*l {f,or CtrlIIs and IITSE? Ful3.ds) to tke t{(}Pt

Ch*h tbe trE@r€mert if
iachrded i* tte AP? ud

ce{tltlr lf laads de
agailahle. HOTPI requlle

$ipple8eotsl PPIIEP iJ Eot
irctud€d ia the APP.

Forsgsd to BAC Secreta:iat for
postfurg oa PhiIGEPS rr*bslte

Prepate Request for Quotatlon
{RI.Q} uith speeiflastiail$

Are t&ere
upplie *Lo

subait
qEotatior?

Opea a*d evaluate en
banc the RFQ

Obtain Frice Qr:otatlons,
Reqaest for PktlGBF$ Reg. Iilam

a{rd Bus. Fermit Irrf,ors the lriflfiisg suppller / bidder;
Fellcr-up orx the requke{ d.ccurnents,

*.9, pktlGEPS Registratiozr and Bu$irless
Persilit *o*r the supplier sith the lowest

quotaticn
Oper and waluate en

banc the IIFQ

-I5 $rins

5 rnifl$

rIOPE
I5 mlru

YES

5 $tlrrs

I 5 r!i{rs

l5 rnins

J-7 d{r.lis



Frepare BAC Resaktica to award

Prepare P*rchase Order
arrd *ssign PO *aa'rber

.S $iin$

s.ss
$mfi&81*,q!.:.sf"

75 tnins

]-*&t.
ih.

HfigE
10 mins

f 5 mins

C*rttfy funds
availability

1A aixs

1A *tins

-t 5 miss

J.5 rnf es

-l ffiili$

-l O ,rifrg

n rttilfit

5 ffir{s

Iteq*ire the suppli€r to sign
th* "ecuforme" ofthe PO

Prepare paperE for pracessirg ofpaya*at:
a" ObIlga*iolr:le{uest Stat1rs {AR$} or Budget
{Itlfizatior. Request (BUR}; aad
b. Disbursement voucher
c, BIB Forrn 3306 23S? lifappteable)

cceptrete
attacLse

Frocess finareial cl*im

NO -/ maalete

,*"*--. rttrctlneoce

5 m{ns \-

^^ / Certifv cash

Y availability and

/ completeness
/ of docume$ts

/ Approval / 5

mol}itof, and ev*.luate the
Project I Inspe*t delivery

Tlpe of
tuffi@et

Moniter and eveluate statu.s of the projeet;
Conduct geriodie and ead peject inspecticn;

Issue eertii?cate ofproJect completio* aad
etgibility for paymerrt

IifF Rna??,rxlt$&s



Prepare Inspection end *cceptance Ileport {IAR}
and Iaventory Castodiaa Slip {ICS} for items belo*
15,OOO.OO and Psoperty "Aeceptance Receipt {FH,R}

firr itess above 15.OOO.OS I $ rnir.s

JS ffiin$

Divlqtorr $eld technical
dq$i{t*nc9 Team


