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To: Assistant Schools Division Superintendent
T \'i..i o"inn fllriofq

Unit Heads
Bids and Awards Committee
Aii SDO Employees

1. To furlher strearnllne the procurement management process of the Schools
Division OtIce, all concerned are enjoined to strictly adhere to the revised
plrcc.Lii:ement pr:ccess flcr';chart herct* attarhed as Enclosure lJc. 1'

'2. Please be gruded a-ccordingly.

- ,-
D*![TE G. PARTTI{GAO, CESO 1rr

OiC - Schools iJivision Superintendent

&yal, @cellent,,%.au*tableand .#dicate d ta @wice
Address: Brgy. Rizal, Science City of Mufioz, 311$

Telephone Na,: {044} 8A6*L92;Email Addres+: munozscience-citry!@clepe!!.gst1=pb
DSCM-QMs-QMR-QsF-oog ft ev.o3 {o1,31.20}
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No.

il-I rlcys

1 to Division Memorandum

DETAILED

No" 10, s.2021

PROCURET}IE!{T TLOWCHAR?

f 5 rni*s

5 nrins

l$ mfns

j 5 ,ftrns

SUPPLY
5 mixs

.X.5 rni'fts

3'7 {rags

f 5 flrlnS

rn
t, t).',

Forsard the Purchase Req[est vtth approved
Project Proposal {for CIUIs aad INSET Fundsl

to the OSDS

Ch*k the IE*EeEeEt if
iactuded h tLe 4.FP srd

c*rtlfy if &rads are
aYaflable, 3i&?E: reqlire

sppleeertal PPIIP lf aot
iEcblded i! the ,A-PP"

Forqrattl to BAC Secretariat for
pssting orr PhiIGEPS rchsite

Prepar€ Request for quot*tlofl
{RF.Ql with specifications

Are thqe
wpplier r&o

slrEit
qtrot&tloq?

(ipen and evaluate en
ba$c the RFQ

Obt*in Price Quotations,
Reqr:est for PhiIGEFS fileg. I{trn

a*rd Bus, Persrit
Follow-up on the requked docurnents,

e"g. PhiIGEPS R.egistratiorr and Bqsiness
Permlt from the snpplier with the lowest

quotetionOpen and €saftrat* e$
banc the RF.Q

BUDGE? OF'FICER
15 ndrls

J$ mins



Check/revierr the proeureaeat d.ocumerrts

Frepare BAC Eesolutioa to award

Prepaf* Fxrehase Order
arrd assign P0 ausnber

ge q-$-E! e..E:H-83"&:i
-15 mins

&*fi
s.qse,€94ffi&:g:

15 mtns

&*$
lPw

if.#rs
7O mlns

Sertify funds
a?ailability

3$ ruins

I $ rnin$

L d&#

"? S mdns

.l5 $ir:-s

.$sss,srE*qa$i$as&
S rnins

.ffi!)strtrit'i&q.
lO rnina

&fi-qrlnusSAltI
5 mlns

&pg
5 ?nlr.s

i$,$cs{:r{lx& $,rs&tri
3A mins

$.UF"."?LY.
I5 mins

'l$ vr*n*

Require the supplier to sign
the t'conf,ormet' of the F0

Prepare papers for processi*g oftr [yrnent:
a, Obllgetion Request Status {SQS} or Eudget.
Utilization Retuest {BI}R}; and
b. Disburserrest Youcher
c, EIR Forim 9306 23OZ {if applieable}

aoe*lste
*ttschmea

Frocess {lnaneiatr elaim

It(, -- aDol€te

ffi atrct'n"rt?

=mrns \

,* / Certify cash

7 availabilityand
/ completeness

/ of d,acuments

/ Approval /

Prepare Inspectiorr a1rd Ac*eptance R€port {IAR} and
Iaventory Custodia:r Slip {ICS} fcr ite*rs belorB

IS,OOO.OO and Propert5r Acceptanee Receipt {PAR} for
items above 15,OOO,SS

,/

i1,3$_-S${,e,&},3.Ltlntt
5 mins

i (f :zl&r*


