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GUIDELIIYTS E.CIR A TfiORT EFFICIT$T JTITD EFTTC?TIIE COI{DUCT AITD
IMPLEMEUT*rIOIT OT AI,I" FR$CI'REMEITT AC?IIIITIES OF.AI,L COIICERNED

IIY ?I{E SCI{OOLS DfiIISIOl{ OFFICE

Assistant Schools Division Superintendent
CID and SGOD Chiefs
Unit / Section Heads
A11 SDO Personnel
A11 Others Concerned

The Bids and Art'ards Committee {BAC), together u.it}r the mernbers of the EIAC
Secretariat and Technical Working Group, convened on January 11, 2022,
anrl inviterl the Inspectorate Team, Frogran Ow'ners w{th big ticket projects,
and the canvassers to discuss issues, ccncerns, and recommendations in
relation to the proculerneni actjvities of iire Schoois Division Oifice fcr FY
2021.

Stipulated in BAC Resolutjon llo. 2022-01-002 dated January LB, 2O'22, are
the recommendatiotrs of the BAC, BAC Secretariat, Technical Working Group,
Inspectorate Team, Program Or*rrers and Canvassers to be implemented by
the Schools Division O{fice effectir.e irnruediatel3;.

For the implementation of the School-Based Feeding Program, the folloir{ng
shal1 be observed / foliorvecl:

The partner agenc-v must submit the liquidation report on time to avoid clelay
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conference to provide a bufler stock af the mea-1s to be sened and it rt.i1l he
stipulated in the contract.
Peedback rnust also be obtaiaerl from the benef,ciaries f learrrers as basis for
the plan of action f,or the next SBFP to avoicl I eliminate ttre apprehensions of
teachet's a*d, I or parents on receiving bad orders due to uncontrolled
circumstances.
The date on t1e submissioa af liquidatian repcrt *rust be stipulated in the
contract to avoid dela3r in the paJimenl
The percentage of buffer stocks must be deter:nined.
A survey tool must be created to gather feedba*k lrom teachers and parents.
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For the implementation of the Basic Educational Facilities Fund the foilowing
shall be abserved I followed.

The prospective tiidders must be inforrned during the pre-bid conference on
the conduct of pre-assessment and site inspec.tion of the schoolltruildings b.v
the prospective bidders.

r include as one of the requirements in the bid document the said pre-
assessment and site inspection.
The Cefiificate of Inspeclion issued by the Division trngineer must be included
irr'iire ieulurical i'equiremenis io be subniiited b.v tiie prospeciive bici,jers.
Pre-construction meeting must be conducted to be attended b5, the r,,,.inniag
bidder, Division Engineer and the School Head concer-ned before the
implementation of the project tc discuss the program of works and all the
details of the project. The area manager may also be invited.
Site inspection must be scheduled with the TWG and Division Engineer to the
BEFF projects during and after construction before the preparation of billing
documents. The project engineer must alsa be inlbrmed of the inspection
schedule tc adrlress the problems arising from the result of inspection.
Coatractors must be informed that cleaaiag of tJe construction premises
must be done after a day's rnork.
Eird-users rnus| irrform iire Divisio* Elgirreer i;f aiii' i"epair- to 

.be 
rjone wiifriri

the warrantl period.
Invite concerned School Heads involved in the project during conduct of BAC
meetjngs lor them be ariented oa the proceedings af the project to be done.
Provide a copy of Program of Works to the School Heads lor guidance anrl
reference purpose.
Provide a copy of the schedule to the BAC for inforrnation and provide feedback
on the conducted inspectian.

For the implementation of ttre Catering Seruices in SDO Programs, Projects,
and Activities the foilolr.ing shall be abserved / follcured:

The end-users must ccmmunicate with the supplier prior to the activity to
ensure the specifications of ttre foods ta be served.

. Suppliers must comply u'ith tbe speci{ications indicated in the Purchase
Order.
Suppliers must use presentable packaging and condiments must be inciuded
if possihle.
Suppliers must observe time of deliverl', 9-1Oam forAM snacks, 11-11:30 for
lunch and 2-3pm for P&{ snacks.

. Purchase Order must be provicled ta the inspectorate team to serve as basls
for their inspection.
Stipuiare in iire contract oiioorl for tire suppiiers ro provide trash bags in evel-1l
activitrz for proper disposal of usecl eating utensils.
Provide the supplier on the result of inspection on a timel-v- manner.
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o Report the results andf ar observations during conduct of inspection to the

BAC.
Reflect in the routing slip the notes of the inspectorate as to the compliance
of the supplier to the technical specifications indicated in the purchasi orrler
for the accountant to do the necessary actions as to the pavment.

For the procurement of SLMs, USB ar:d Printer the follor,ving shall Lre observed
/ fo11o*'ed:

Advice the seruice providers to strictiy folfuru'the date specilied in the contract
to avoid delays on itre distribution of modules to schools.
Return the defective items to the service pror,ider for replacement.
conduct a thorough market survey lor a user-friend11, printer.

7. For the effective and eff,cient price canvassing the following must Lre
urideriakert b"_v ttre designated caiivasscrs f errri -ubci-s;

r Ensure that all items to br procured are available Lrefore leaving the canvass
form.

r Wait for the canvass fonn to be filled-up 1ry the supplier specially fbr smali
amount procurements"

r obtain a copy of price list from regular suppiiers on a monthly basis.r Bnd - users ma-y add n mark-up of 109iron the prevailing market price to avoicl
recanvassing due to insufficicnl, A-BC.

8. The following tasks sha11 aiso be observerl and io1lowec1, to w-it:

r End-users, specifically those rvith big ticket projects shall present their project
proposals to the BAC prior to approval ts discuss the strategies for the
program implementation. The BAC x.ill provide manclatory technical
assistance to prcgram owners u.ittr big ticket projects amountitg io pS00,000
and above.

o The BAC shal1 conduct an trPA fat 2A23 for CStr which are not available at
DBM-PS.

r All end-users must utilize the Procurement Monitoring Tool for efficient
monitaring of procurement activitie s.

' They must at all times rnonitor the status of their proculements from the said
IUUl.

r Concerned units must also update tfre status nf the tool so that the end-gsers
are a$,are of the r,vhereabouts of their documents;

' Members af t.he BAC, BAC Secmtariat and TWG must prioritize BAC activities
until the procurement at hand are completed.

r End-users must prepare procurenent documents at least a month before the
activitv to give ample tjme for tl e procurement process.

r End-users must make a thorough market surve,r. analysis of the items to be
procured to avoirl delay and failure nf procurement orocess.
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r End-users must carefuli;,'identify and plan their PPAs an<1 must see to it that

it is included in the APP.
r Use of available online platfor:rn for post qualification.

bid discussions must be made as to the bringiag
documents for simultaneous verification of TWG;

r Strictly no brand narues to the canvass form and
technical specs of the items to be prccured;

r Strengtiren the market suruey ana15-sis af the end
opinion on the items to i:e procured.

If possible , during pre
of original copies of

ersure the complete

user. include expert's

l:e punciual and iiiust

representatives before

BAC ivieinbers, tsAC Seci'etarta-l, arlci'r-he TWG sirouid
reiigiouslv attend ai1 BAC meetings and actjvities.
Purchase Order must be duly signed by auttrorized
payment cf supplier.

9. For the information, guidance. and compliance of a1I concerned.

,^ -: 

^F-,U.^J (F1/
DAIS?g c. PARTTI{GAO, Cp6O Vr

Officer-in-Charge
OIIice of the Schools Division Superintendent
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