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DIVISIOI{ MEMORANDUM
No. L26 , s. 2022

RTITIRATIOI{ Olt TIIE ITTILIZA?IOIE OI. PROCURTMEIIT TRAIIISACTIOIIT
EilOlrITlOEIfiG 1IOOL

To: AssistantSchoolsDivisionSuperintendent
Division Chiefs
Unlrt / Sectioa Heads
Al1SDO Persan:rel

The Schools Division O{lice of Science CrB' of Munoz issued Division
Memorandum No. 322, s" '2O2L dated August 18, 2A21, entitled
"Implementation of the Procurement Transaction Monitoring Tool" to
effectively monitor the status of all the procurement at haad of the Procuring
trntity and to keep track of the procurement documents by the respective End
Users or Prcgram 0r,l'nei:s.

However, it has been observed ttrat t}re Proasrement Transactian MonitorinE
?ool sras not regularly and properly utilized by the End - Users / Program
C-",'ners and ccnccrrred personnel u.'ho are invalved in the updating of *Jrc

Proanrement Manitaring Temptate; thus, defeating the purpose of the tool to
provide a real-time monitoring of procurement transactions.

in view of this, a detailed.process *n ?taw to use the Procurem.ent Transaction
Monitaring Taal/Templste tzereto atlached as ArlnexAu.as created to effectively
guide all Bnd Users and concerned personnel in the Schools Division Office.

For information, guidance, and compliance.

1-,
DAISTE g. PARUITGAO, CESO V
Schmls Divisian Superintendent
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Froctrrement Transactior Monitoring Tool Process

1. End user I ?rogram Owner

. Prepare Furchase Request {PR} and input the detgils cf t}re Purchase
Request {Ptt} / PPA in t}re ftucurement Monitoring Tool thru the link
https://bit.ly/Slt0Ifs. Forward ttre PR aloagwith the pertinent
attachments to tlre OSDS for appropriate action.

2022 PROCUREMENT ?RAI\ISACTION
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2. Office of the SDS

o Upon receipt of the PR / PPA, the Admin staff of the OSDS will determine if
the details an-e encoded in the Pr*curement Moaitoring Terrplate thru the
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Owner to comply prior to approval of the pR.
o sDS evaruates the pR a',d pertinent atJachments far approvar,o Admin staff updates the status on the Procurement Morritoring Templatethru the same rirji* bg cticking the bax in cor,mn r {r1ate ani time isautomaticaliv recorded on the hrghlighted column beside| ottrerwise state onthe rerrrarks {col*inx Eii irthere are issues/concerns.

3. Supply Unit

r lssue PR Numlrer
r frpdate the *status oa the Plccurement &{crrit*ring Template thru tire linkhttps:/lbit'lylSDNXCVx bg etieking the baxin columa K {date and timeis automatically recorded on the highlighted column beside| otherwise stateon trre remarks {columu Er} if there are issues/concerns.

4. Budget Unit

o Check the pR / ppA if inctuded in the App.r Ascertain the availatrilig, of funds.
r update the status on the Procureraent Monitoring Template thru the 1inkhttps://bit'ly/SDltxcvx bg clicking the baxin cotumn M {date and timeis au'r-omaticali.y recorclecl *n ilie trightigirteci roiurrc tresieiei otuierwise staieon tJle remarks {column Br} if there are issues/concerns.

5. BAC Secretariat

r Post the procurement on philGEps Weh,site if required.r update ihe siatus on the ProculEment i!{onitnring Tempiate thru t}re iinkhttps;//bit'ly/3DlrxcYx bg eli.,*:i*g tlrc baxia calrrl',a o {date anrl t_in:eis automatically recorded on the hightighted coLumn beside| otherwise stateon the remarks {corumn Brr if there are issues/concems.

6. Technical lllorking Group

r Distribute canvass forms to the carvassers.o update the status on the Procurernent Monitoring Temptate thru t1.e linkhttps:l/bit'1y/3D1YXCVx bg etieking the boxin column e (date and timeis automatically recarrled an the highlighted column nesiael oirrerwise statecr ihe rema-t1cs {cortrrcn Br} ii thei:e are issues/corcer:is.

7. BAC Secretariat
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. Check if the RFQs were sperled and evaluated"
. upilate tlie statii.s oa tlie Profurefii€nt Moliitoftuig Tempiate tiuu tlie lirrk

http*:l/bit.Iy/3DlllXGllx W *lic,kiW *lw hw ia Calun*n S {d.ate and time
is automatically reccrded on the highlighted column beside| otherwise state
on ttre remarks {Colura BI} if there are issues / eoncerns.

8. Supply Unit

o Prepare Abstract of Quotatioa and purchase Order.
r Update the Status on ttre Procurement Monitoring Template t}lru the liuk

https://hit.lylSDtrXCVx bg clickitrg tl,rle bolx in Colurn U (date and time
is automatically record.ed on tle highlighted column hesidef otherwise state
on the remarks {C*lumn BI} if t}rerr ar= issues/crncerns.

9. BAC Secretartat

o Encode the winning supplier on the Pracurement Monitoring Template
{Coluam W}"

. Frepare BAC Resolutioa"
r Update tJre Status on the Procurement Monitoring Template thn the link

https:/lhit.lylSDl[X$Vx bg elic*j;ng the box in Columr Z (date and time
is automatically recorded on ttre hightighted column besidef otherwise state
on t]:e remarks fCalumn BII if ther* are issues/cor:cerns.

10, BAC

. Sign BAC Resolution and Ahstract of Ca:rvass.
r Update ttre Status on ttre Procuremeat Monitoriag Template thru the link

https://bit.Iyl3Dilxstrx bg eliekirrq t w hp,x. in soluans AC, At, Ac, Ar
or AK {date and time is automaticallSr recorded on the highlighted columns
beside| otherwise state on the resaarks (cotuaa Br| if there a_re

issuesfconcerns.

11. Office of the SDS

r Sign BAC Resolutioa and Abstract of Canvass
. Admin Stalf updates tlre Status oa t}re Procurement Msnitoring Template

thru the link httpszl fbit.ly{EDfrXCVx bg cttckittg the baxin Colurna AM
(date and time is automatically recorded on ttte highlighted column beside|
otherudse state on the remarks {Calnan BIf if there are issues/concerns.

12. Supply Uait

&yal, @cetlent, .ffcountable and @dicaredta @rvice
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. Ensure that PO is signed hy the supplier.
. Update the Status oa tlie PttelriEinerit Maiiit*riilg Template tlirri the link

tttp*f/hit.ly/3DtrX$Vx bgt c'li*kittg *he bax ia Sclusn AO* date and .

time is automatically recorded on the highlighted column beside! otlrerwise
state on the remarks {Colu"'s Bl} if there are issuesfconcerns.

13. tnd - User / Progran Omner

. Prepare DVIORS

. Update the Status on the Pracurement Monitoring Template tlru the link
https://bit.IylSrllEXCarx bg clir'king tlre bax. in column AS {date and
time is automatically reccrded on the highlighted column beside!

14. Budget Unit

. Review and sign the documents for Obligation

. Update the Status on ttre Procurement Monitoring Template thru the link
https://htt,ty/Sxlsxcvx bg clickbq tlrc bax in column AU {date and
time is automatically recorded on tlle highlighted columa beside| otherwise
state on the remarks {Column B$ if there are issues f concerns.

15. Inspectorate Conemlttee

I Ensure that the items and/or sersices are delivered and iaspected.
t Update ttre Status on the Prncurement Monitoring Template thru the link

https:llbit'ly/3DltxcYx bg clieking tlrc bax in cotumn As {date and
time is automatically recorded on the highlighted column beside| otherwise
state on the remarks {Column 3I} if there are issues / concerns-

16. Accounting lllltt

. Review and sign tlre documents far disbursement.

. Update the Status on tlre Procuremeni Moreitoring Template thru the link
https:/lbit.Iy/SDlsxCYx bg cltckittg t * b*x la column AV (date and
time is auttrmatically recorded an tlre highlighted column b*side| otherwise
state on tlre remarks {Columr B$ if there are issues / concerns.

17. Oflice of the $DS

r Review and sign the documents.
. Admin Staffupdates tlre Statns oa the Procurereent Monitoring Template

tlru the link httpstl lbit.lylSDlltXCYx hg cltekilng tlw baxire Column BA,

,,#*r. &yal,6cetlent, %cau*ta*leand -ffdicated to @rvice

f..'p;q1'1 Address: Brgy. Rizal, Science City of Mufroz, 3319
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o Prepare check / payment.
. Update the Statr;s on the Procurement Monitoring Template thrr the link

https:l/btt.lyl3DltXCVx bg clielcitg th.e bax in Column BC (date and
time is automatically recorded on ttre highlighted column beside|

19. Oflice of the SDS

r Sign check.
. Admin Staffupdates the Status on t}.e Procurement Monitoring Template

thru the link https:l lbit.ly|SDIYXCIIx bg clicking the box tn Column BE

{date and time is automatically recorded on the highlighted column beside}

2O. Cash Unit

. Release check / payment.
o Update the Status on the Procurement Monitoring Template ttrru the link

https://bit.lyl3DlfXCVx hg clicking tIrc box in Column BG {date and
time is automatically recorded on tlee highlighted column beside| otherwise
state on the remarks {Columa BII if ttrere are issues f concerns.

21. End - User / Program Owaer

. Monitor tJre status of the procurement thru the link
http* I / bit.ly I SDITXCVx

@pyal, @,cellent, ,%Ecauntable and @dicatedto @rvice
Address: Brgy. Rizal, Science City cf Muffoz, 3119
Telephone No.: (044) 806 -2792; EmailAddress:
DSCM -QM S-QM R-QSF-008Rev.03(0 1.31, 20)
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date ard fi*e is automatiially recorded on ttre highlighted column beside|

otherwise $tate on the remarks {Caliiian BI} if there are issues / eoneerns.


