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To: Assistant Schools Division Superintendent
Division Chiefs
Unit / Section Heads
A11 SDO Perscnnel

The Schools Division Ofllce of Science CiS of Munoz issued Division
Memorandum No. 32'2, s. 2A')\ dated August 18, 2021, entitled
"Implementation of the Procurement Transaction Monitoring Too1" to
effectively monitor the status af a1i the procurement at hand of the Procuring
Entity and to keep track of the procurement documents by the respective End
Users or Program Ov,rrers.

Holever, it has been observed that t}re Proanremertt Transactian Mani.torirtg
?nnl s-eq nrrt rr,(r'!tlarl., enr'I nronerlv rr!ilizerl hy the F-nr.l - I lqerq / Prrr<rrqm

Orvners and concerrrecl personnel x'ho are involved in the updating of the
Praanremer,t, *Ionitai"ng Templ*te; thus, defeating the pur-pose of, the tocl to
provide a real-time monitoring of procurement transactiors.

In view of this, a detaited process on tntu to use tlze Proanrement Transaction
Itifonitoring Tool/Template hereto atlactwd as .Dnclosure No. I w,as created to
effectively guide a1l trnd Users and concerned personnel in the Schools
Division Office.
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4. For information, guidance, and compliance.
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Address: Brgy. Rizal, Science City af Muffoz, 3119
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Procurement Transaetiori Monitoring ?ool Process

End user I Program Owner

e Prcpaic Purchasc Rcqucst (PR) and input thc dctails of the Pui'chasc
Request (PR) I PPA in the Procurement Monitoring Tooi thru the link
https:llbit.lyl3LE0Trs. Fonvard the PR along with the pertinent
attachments to tjre OSL)S fc'r: annronr"iale ar:lion-
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Z. (Ifflce of the SXIS

r Upon receipt of the PR / PPA, the Admin staff of the OSDS wiil determine if
the details are encoded in the Prcc*reanent Monitoring Tempiate thr-u the

Q&r;at, @celle;rt, %cawrta*leand #&ic*ted to &,rice
Addressr Brgy. Rizal, Science City of Mufioz, 31L9
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linl< https:l lbit.\y/3cPRhQ8 clhen,'ise iniorrn ,J.le End user / Prcgran:
Or,l,ner to comply prior to approval of the PR.

o SDS evaluates the PR and pertinent attachments lbr approval,
o Adrnin Staff r-tpdates the Status on the Procnrement Monitoring Templa-te

ttrru the same tink by clicking the box in Column J (date and time is
orrtnmoticn-1!r, rernrrler'! nn the hiohlichtp/l cnlrrmn heqirlel nthen-.ioa slofa nnrLLUiuLu Urr uI( rut>j,ut>rrrlU !u.Ur^lri UUJiUL, Uaii\ I lii-t JUai. Uii

the remarks {Column BM} if ttrere are issues/concerns"

8. Supply Unit

r Issue PR Number
r Update the Status on the Prccurement Monitoring Ternpiate thrl-r the link

https:/ lbit.lyf ScPRhQg bg elicki*g the box in Column L {date and time
is automatically recorded on the highlighterl column beside| oiherwise state
on the remarks (Column BM! if there are issues/concerns.

r E'nnnrje PP nrrmher in falrrmn l\T

4" Budget Unit

r Check the PR 1 PPA if included in the APP.
r Ascertain the availability of funds.
o Update the Status on the Procurernent Monitoring Template thru the link

https:llbit.ly/3cPRhQ8 bg elieki*g tl:"e bax fn Column O {clate and time
is automatically recorded on the highlighted column beside| otherwise state
on the remarks {Column BM} if there an-e issues/concerns.

E PAf- S,oarafa*iaCgUVrU-U4ahL

c Past the pi'acurement on PhilG.EPS'$/ebsite if required.
r Update the Status on the Procurernent Monitoring Tempiate thru the link

https:/lbit.ly/3cPRhQ8 bg clicking the box in Column Q (date and time
is autarnaticaLll,'r'ecolded on the highlighted column beside! otherr.l.ise state
on the remarks (Column BlIl if there are issues/concems.

6. Bids and Award Committee

c Distribute canvass forms to the canvassers.
e Update the Status on t.l'e Procurement MonitoringTemplate thru the link

https://bit.1ylScPRhQ8 bg click:ing the box in Column S (date and time
is automaticaily recorded on the highlighted column beside! otherwise state
on the remarks {Column BMI if t}rere are issues/concerrs.

@yal, @cellent, .%countable and f#dicate d ft @rvice
Address: Brgy. Rizal, Science City sf Mufroz, 3319
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r Check if the RFQs were otrrncd and evatruated.
r Update the Status on the Procurement Monitoring Template thru the link

https://bit.lyl3cPRhQ8 bg clicking the bax in Columu U {date and time
is ar:t+r:iatically recor:ded c:r the highlighted cah:.mn trside! other".ise state
on the remarks {Column BM} if there are issues f concerns.

8. Supply Unit

r Prepare Abstract of Quotation and Purchase Order.
o Update the Status on the Procurernent Monitoring Template thru the link

https:/,rbit.lylScPRhQg bg cticking the bax in Colums AA {date and time
is automatically recorded on ihe highlighted column beside| otherv'ise state
on the remarks {Column BMI if there are issues/concerrrs.

O E!Afi Saarafariaf

Prepare BAC Resolution.
Update the Status on the Procurement Monit.oring Template thru the link
https:l/bit.1ylScPRhQg bg ctieking the box in Column AB (date and time
io arrinmatinolltr rprndad nn tlra hiohliohtcrl cnlrrmn l-reqidel 6+'fipnt'iqa clnla
iJ dUiUitlGULGu-i iLLUIui ir Uir ui! rr^brrubrr(Lu LUluria

on the remarks (Column BMI if there are issues/concerns.

Encode the $rinning supplier in Column W.

Encocl,e amot-t-nt of bid in eolutan X.

1O. Bids agrd Awards Cornmittee

r Sign BAC Resoiution and Abstract oi Canvass.
r Update the Status on ttre Procurement Monitoring Template thru the link

https:/lbit.tylScPRhQ8 bg clicking the box tn Columns AE, AG' AI, AK
or Atril {date and time is autouaticall,v recorded on the highiighted columns
beside) otherw"ise state on the remarks {Column BM} if there are
issues/concerns.

I I flffiiaa af rtlra (IFIS
V- lSL 9-sv

,r Sign BAC Resolution and Abstract o{'Canvass
r Admin Staffupdates the Status on the Prccurement Monitoring Template

tlrru the link https:l fbit.lyl ScPRhQB bg clicking the box in Column AO

!{pyal, @.cellent, ,.%.countable and Uddicatedto @rvice
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othennise state on the remarks {Co1umn BM} if there are issues/concerns.

12. Supply Unit

o Ensure that P0 is signed bv the winning suppiier.
r Update the Status cn the Prccurement Monitoring Template thru the link

httpsr/lbit.lylSePRhQ8 bg clicking the box in Columa A$, date and timc
is automaticaily recorded on the highlighted column beside) otherwise state
on the remarks {Column BM} if there are issues/concerns.

12 Fnlf 
- 

fTcao / Eloama Asnaovrvr i

c Prepai'e DV/ORS
r Update the Status on the Procurement Monitoring Template tleru the link

https://bit.1y/3cPRhQ8 bg elicking the box in Column AW {date and
time i-s auLornatjcslh.; l6csrrled on the highlighted co!,:mn besicle!

14. Budget Uait

r l{evieu, and sign the clocuments ibr Obiigation
r Update ttie Status on the Procurement Monitoring Template ttrru the link

https:l/bit.lylScPRhQg bg clicking the bax in Column AY {date and time
is automatically recorded on the highlighted column treside! otherq.ise state
on the remarks {Column BM} if there are issues / concerns.

15. Inspectorate Committee

r Ensure that- the items andlor services are tlelivered and inspected.
o Update the Status on the Procurement Monitoring Template thru the link

https:i /bii.iyl3cPRhQ8 bgr clicking tlrc box in Columa BA (date and time
is automatically recorded on the highlighted calumn beside| other.wise state
on the remarks {Co1umn BM} if there are issues / concerns.

15. Accounting Unit

r Review and sign the documents for disbursement.
r Upda.te tire Status on the Procurement Momtoring'Iemplate thru the link

https:l/bit.1ylScPRhQ8 by clicking the box in Column BC (date and tirne
is automatically recordecl on the highlighted column beside) othetwise state
orr the rernarks iColumn BilIi if ihrre are issues 7' concerns.

17. Offiee of the SDS

&yal:, @cellent, .%caaxa*leand'.@icatEd to @6,"vice
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r Admin Staff updates the Status cn the Procurernent Monitoring Template
thru t} e link httpsrl/hit"fyl3cPRhQS bg elieking the box in Column BE,
cl-ate anrl time rs automatically recorded on the highlighted colnmn beside!
otherwise state on the remarks {Column BM} if there are issues / concerns.

1a radGtl f?s:+

c Prepare check / pai'tnenl.
r Update ttre Status on the Procurement Monitoring Template thru the link

https:l lbit.ly/ScPRhQg bg elieking the box in Column BG {date and
lime is automaticalh, r'ecorder! on tle highlighled colurnn beside!

19. Cffice of the $DS

r Sign check.
o Admin Staff updates the Status on the Procurement Monitoring Template

thru the link httpstl lbit.lVlScPRhQB bg elicking the box in Column BI
(date and tisre is aut+uraticall-v reccrCeC cn the highlighted cclumn besi<1e)

2O. Cash Unit

r Palaoco rl:.orl, / narrmonl't \ rrLLl\ I l,u-, trrLr^(,

o Update the Status on the Procurement Monitoring Template thru the link
https:/lbit.lylScPKhQ8 bg clicking the box in Column BK iciate and
time is automaticall], r'ecor'<1ed on the highlighted coh-t-mn Lreside! other-u,'ise

state on the remarks {Colurnn BM} if there are issues / concerns.

O1 Fnrl lfear / tDramam Anrnarve-- I - -vt -8..-

o Chcck *&e status of ihcir procuremefit l-hru the link
https: / /bit.lyl3cPRhQ8

22. Concerned Units and Sections ia the Updating of the Monitoring TooI

. Resnlarlv undate the starrls of the monilorinc tooli<"5'

r Use PR number as the "primary key* in searching procurement
transactions in the procurement monitoring tool for easy navigation.

@yal, @cet1ent, ,%countable and ffidicated to @rvice
Address; Brgy. Rizal, Science City sf Mufroz, 3119
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