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OFFICE OF THE SECRETARY

MANILA
September 29, 1988
DEPART T ORDER )
7
No. SUBJECT : GUIDELINES ON PRE-CONSTRUCTION
Series of 1988 /% ACTIVITIES, CONTRACT PROCESSING,
X—X—X—X=-X=X—-X—X—X) AND PRE-PAYMENT REVIEW BY THE

IMPLEMENTING OFFICES

In line with the continuing efforts to improve the frontline
services delivery program of the government, the following
guidelines on procedures, documentary requirements, and set time
frames relative to pre-construction activities, contract
processing, and the pre-payment review by the Implementing
Offices in connection with the implementation of infrastructure
projects are hereby prescribed to be strictly observed :

A. TIME FRAME

Activity No. of Working Days
1. Preparation of Tender Documents 8 - 15
2. Prequalification of Contractors 10 - 20
3. Bid Preparation and Bidding 5 = 60
4. Evaluation of Bids and Award 5 = iz
5. Contract Processing, Review and Approval 5 = 10
6. Issuance of Notice to Proceed 1
7. Pre-Payment Review by Implementing Office 3 - 4

The lower limit of the range shall apply to projects
costing P5.0 million and below, while the upper 1limit, to
projects worth more than P5.0 million.

B. DOCUMENTARY REQUIREMENTS

The following documents are required for submission by the
contractor to the Prequalification, Bidding and Award Committee
(PBAC) or the Implementing Office, as the case may be

1. Prequalification of Contractors (for submission to PBAC)
a. Detailed statement of completed construction
projects in the last 3 years
b. Detailed statement of on-going/awarded and approved
contracts
c. Actual employment or contract to employ project
manager/engineer
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d. Organization chart

e. Qualification and experience data sheet of key
personnel

f. List of owned/leased equipment pledged exclusively
for the project

g. Letter authorizing DPWH to verify submitted
documents
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2. Preparation and Bidding (for submission to PBAC)

Bid Proposal

Bid Bond

Authority of person signing the Bid/Tender documents
Organization chart

Construction Methods

Construction Schedule

Equipment Utilization Schedule

Manpower Schedule
. Detailed estimates

Cash flow

U DQ HhDQAQ O

3. Contract Processing, Review and Approval

(for submission to the Implementing Office)
a. Performance Bond
b. Approved PERT/CPM
c. Certificate of Cash Deposit
d. Cash Flow
e. Contract(s) of lease on equipment intended for

exclusive use in the project

f. Contract duly signed by the Contractor
g. Notice of Award with Conforme

4. Pre-Payment Review by Implementing Office
As prescribed under Department Oorder No. 55, Series of
1988, dated July 27, 1988.

C. PROCEDURAL GUIDELINES

The procedural flow charts of the subject activities are
herein attached as Annexes A to G.

For the purpose of effectively monitoring compliance to the
time frame requirements of Activities 1 to 6, all Implementing
Offices are required to submit the following to the Project
Monitoring Division of the Monitoring and Information Service :

1. On a quarterly basis, the Pre-Construction Schedule, by
category, by project, of all projects planned to undergo
one or more of the six pre-construction activities during
the quarter for which the schedule is prepared, using the
attached format, Annex H, not later than the 25th day of
the month immediately preceding - the gquarter being
scheduled.



2. On a monthly basis, the Pre-Construction Status Report,
by category, by project, indicating the actual dates of
start and completion of each activity during the month
reported, using the attached format, Annex I, not later
than the 7th day of the month following the month being
reported.

For the purpose of monitoring compliance to the requirements
of Activity 7 (Pre-Payment Review by the Implementing Office),
the Routing Form prescribed under Department Order No. 55, series
of 1988, shall be used.

The Monitoring and Information Service shall recommend to
the concerned Undersecretary appropriate disciplinary measures to
be taken against those who will fail to comply with this Order.

All Implementing Offices shall cause the dissimination of
the salient provisions of this Order to all contractors
accredited in their respective registries of contractors.

All Orders, Circulars and/or Memoranda which are
inconsistent herewith are hereby modified, amended, or revoked
accordingly.

This Order shall take effect immediately.
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Q—’

J. NERY/ FERRER
Secretary
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Annex A : Process Ficw Chari
PREPARATION OF TENDER DOCUMENTS

IMPLEMENTING OFFICE

. 9

APPROVING AUTHORITY

*

TIME FRAME

. Concerned staff drafts bid/tender

documents .

. Technical

staff
bid/tender documents.

reviews draft

N{
74
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documents .

\\r 3. Reviews draft bid/tender

5
IQ4. Approves bid/tender

J documents .

O

Iransmits
documents
publication of
Secretariat .

A)

approved
and

bid/tender
request for
bidding to PBAC

* APPROVING AUTHORITIES :

below Pl .OM
Pl .OM - P5.0M
P5.0M - P1O.OM
Above  PLO.OM

District Engineer
Regional Director
Undersecretary Concerned

Secretary

—

5 - 10 days
(2) 1 -2 days
(3) 1 - ¢

days

(4) & (5) 1 day
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Annsx 2 : Precess Fiow Char!

F  JUALIFICATION OF CONTRACT! 3

s

PBAC

BIDDERKS

APPROVING AUTHORITY *

TIME FRAME
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Q

i

Secretariat 'prepares Invitation
for Prequalification and Bidding
and Letters requesting publica-

tion to 3 newspapers

circulation.

of general

2. PBAC Chairman approves invitation

35

Secretariat
requesting

Invitation to

companies.

transmits

letters

publication/approved

publicaticn

4. Secretariat 1ssues Prequalifica-

tion documents

contractors.

to interested

g
3
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<::> . Secretariat evaluates submitted

-

I

Prequalification

documents and

submits evaluation repoft to PBAC

PBAC

deliberates

and prepares

resolution on prequalification /

predisqualification.

8. PBAC members sign resolution.

. Accomplishes

documents and submits the

to PBAC.

Frequalification
same

Q

——F —
10.

Secretariat

serves notice of

prequalification/predisqualifi-
cation te bidders/implementing

office.

* APPROVING AUTHORITIES :

PO .5M & below -

>PO .5M - P3.0M
>P3.0M - P10 .0M
Above  PIO.OM - Secretary

Undarsecretary Concerned

District Engineer
Regronal Drrector

4

j. Approves resolution

(9= 18-

(4) & (%)
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deadiine
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5-10 days
(G) < o f,i:i:';‘b
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I = 2 days

2 days

(10} 1 day

TOTAL
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] Annex ¢ : Process Fiow Chart
BID PREPARATION AND BIDDIN
PBAC SECRETARIAT pr 8 A.C ESTIMATT¥C COMMITTEE APPROVING AUTHORITY * TIME FRAME
1. Secretariat issues bid/ (1) & (2)
tender documents to Within deadline
prequalified bidders. specified in the
Invitation :
.“‘9(:;)?. Prepares bid proposal and 5-60 days
| stubmits the same with all
‘J the requirements to PBAC.
AT 10:00 A .M. OF BIDDING DAY
3. Receives sealed bids. {3) to (5)
4. Deposits submitted bids 1/2 hotr
in safe.
5. Advises Estimating Com-
mittee to start prepa-
ration of Agency Estimate.
- G R ““"‘““"“) 6. Prepares Agency tstimate. (6) to (8}
7. Subspits Agency Estimate 4 hours
. to PBAC.

- “”><:;>5. Approves Agency Estimates

3LPM. AAJ
¢
A

T

9. Opens and examines the sub (9) te (13}
mtted requirements of each i 2 hours
bid, accomplishes checklists
and determines whether there
are at least two participating
bidders.

10. AAE is opened and read publicly.

11. Reads Bid Proposals and records
the same in the Abstract of Bids.

12. Each member signs the Abstract of
Bids, the bid bond, and the amount
of the bid.

13. Turns-over the bid documents to
the lmplementing Office for
evaluation.

S
[_C OTALS ¢ |

FOR BID PREPARATION - 5 - 60 days
FOR BIODING PROPER : S=l/2 = 6-1/% houps]

* APPROVING AUTHORITIES :
Pl.OM & below - District Engineer
>P] .OM - P5.0M - Regional Director
>P5 OM - P10.OM - Undersecretary Concerned
Above P10.0M - Secretary
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Annex D : Process Fiow Char
EVALUATION OF BIDS AND AWARD

' |
IMPLEMENTING OFFICE P B A C l APPROVING AUTHORITY ™ - TIME FRAME
L
. Receives all bid documents. (1) to (3)
i b days
2. Conducts prelimnary

evaluation of all bids,
makes comments and recom-

mendations.

3. Prepares and submits
Evaluation Report.

-~ — ‘;Qd PBAC  Secretariat  reviews (4) & %)
2

biddiny documents and 2 - 3 days

Evaluation Report.

PBAC Secretariat schedules
regular meeting for final

o

resolution of award.
Dratts Resolution of Award

6. PBAC en hanc reviews/signs ) (6) } - 2 days
Resolution of Award.

i
4

C\ 7. Apoproves Resolution of Award. (7) 1/2 - | day

Ve

8. Prepares / issues Notice of i (8) 1/2 - i day

Award to winning bidder.

TOTAL :

9 = 12 ddys
L

* APPROVING AUTHORITIES :
PO.5M & below - District Engineer
PO .5M - P3.0M - Regional Director
>P3.0M - P10.OM - Undersecretary Concerned
Above P10 .0M

Secretary
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Annex E : Process Flow Chart
CONTRACT PROCESSING, REVIEW, AND APPROVAL

~

ADTHORITY 3
CORTRACTIOR TEPLEXENTING OFFICE EOLLERSBIP C 04 CONSYRUCTIOR 0NIY w ECAL THIT RECONMENDIBS | APPROVING AUTRORITY | TINE FRARE
l APPROVAL
D
1. Prepares Draft Contract. (1) -2 daye
- () 20, Tesces 01 (22) to (4)
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ﬁv‘ contract requirements. gn
/\\”v 4. Sigrz contract as witzess.
i 1
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i sions of the contract.
I
{ ,
i w\\;dm. feviens contract docusents/ (6) 1 day
checks and verifies Letter(s)
m of Credit and Perforaance
” Fond.
_
> . Initials coriact {1) te (8!
R { - 1 days
: . kpproves contract
O¢ - .
w §. Receiver approved contract.
. mL
f/(
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Ld-10 devg |
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PFOSKE - PLOK - .




Department Order Ne. , S. /988
Annex F : Process Flow Chart
ISSUANCE OF NOTICE TO PROCEED

] INPLEMENTING OFFICE | CONTRACTOR TINE FRAME

(E

S
L. Recelves approved contract. L day
2. Preparas notice to proceed
and 1s55ues te centractor.
|
W\

(:;) Receives notice to firoceed
|

Ak

(EN)

| TOTAL : 1 day

t [ad of Fre-Coastruction Phase,
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Annex G : Process Flow Chart
CONTRACT PRE-PAYMENT REVIEW

CHIEF
CONTRACTCER IMPLEMENTINE OFFICE ACCCUNTING CASHIER COMPTRC.LERSHIP STENINE/COUNTERSIBNINS TIME FRANE
& FINANCIAL MANASZEENT AUTEORITIES
1. Prepares
supporting
subeits ¢ )
lzplesenti
\\\:/“. Feviexs subeitted billing / ) & (3) -
dccurents -4 deys
o

End of Pre—~FPayment Review \

T
—

JE. Initiale vouzher/check

vouzher/check
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: A-DATE SYTARTED
Department of Pub... Works and Highways B - DATE COMPLETED

PRE- CONSTRUCTION STATUS REPORT

|
For the Month of ___ ,|I9__ AENE = J;
6216512 |3 |22
3| 85|50 |2, | B8 i
IMPLEMENTING OFFICE: 28| 5% |£5|3% | 52| e
PROJECT CATEGORY: s 38| %= | 33| g% Ly
PROJECT-ID NAME OF PROJECT 0| ¥y |25|2%| 82|88
A
8 |
A
B
A
B
A
B —
A |
. =
A —
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A
B
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B
A
B
A
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B
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A
B
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B — e
A |
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Submitted by:

Department Order No. yS. 1988
ANNEX | Head of Implementing Oitice




	Page 1
	Titles
	;e.B ~ 't? a'c.,. Tt I??? (,"',' 
	DEPARTMENT'OF PUBLIC WORKS AND HIGHWAYS 

	Images
	Image 1
	Image 2


	Page 2
	Page 3
	Images
	Image 1


	Page 4
	Titles
	Annex A : Process Flow Char~ 
	r--··-·--------·-----r 
	! 
	I IMPLEMENTING OFFICf I' 
	I I 
	-·----·----·~lQ4. 
	CV 
	------------_._-_._--_._._---------- 
	• APPROVING AUTHORITIES: 
	~---- .. _-~ .. -' 

	Images
	Image 1


	Page 5
	Titles
	DfJPortment orae« /'/c. 1 s, /988 
	Anno,x B : Proces:;; FloW Char: 
	I p. _B_A_r._~. __ ~_l_. __ B =~--IAPP~OV!N_G_A_U._·;·_~O_R_IT_Y_.J __ T_IM_E_F_RA_M __ E_I 
	cr 
	01. 
	J' 
	I 
	_______________ . J 
	• 
	-----_ .. ------------------------_.- 
	Above PIO.ON 

	Images
	Image 1
	Image 2
	Image 3


	Page 6
	Titles
	( 
	Annex C: Process Flow Chart 
	P8AC SEC_RE._T_AR_I_A_T __ '- __ " "~p '.~. C=C:1MAP" COMMI1_T_E.E_...-._A_P_PR_O_VI_N_G AU_T_HORlTY 
	T'-----·-- 
	~ TIME FRA~lf 
	i 
	-------------------_._---- 
	( 
	~ 
	FOR BID PRE PARATI Oii 
	L~o_~aAC. 
	3 P.M. 
	AT 10:00 A.N. OF BIDDING DAY 
	L-----<?2 
	._._--~ 
	* APPROVING AUTHORITIES: 

	Images
	Image 1
	Image 2
	Image 3
	Image 4


	Page 7
	Titles
	Deoartrnent Order M,' -, , s. /988 
	Annex 0 : PrOC8s3 Flow Char 
	~ I 
	__ •. ~~P.LEMENTI NG OFFICE I , P B _A_c L. A __ PP_R_O_V_I_N_G._A_U_T_HO_R_!T_Y_._~L_ __ T_IM_E_F_R_AJi_IE_ 
	~ L __ ~~ __ --==-,_=9 !. 
	CV 
	* APPROVING AUTHORITIES : 

	Images
	Image 1
	Image 2
	Image 3


	Page 8
	Titles
	s 
	"" 
	I I 
	~ 
	~~ 
	"" 
	"" 
	..•. 
	•... - 
	- 
	~- 
	....• 
	-_. ) 
	,l.- 
	1- .... -0 
	~" 
	e, ;;."" 
	o ~ 
	::;- 
	.•. 
	I 
	r~ 
	I E 
	§~~ 
	;:':::~ 
	•••••• C>. 
	~ ~ g 
	~ ~ ~ 
	<> - ~ 
	~ :.: ;; 
	- -. 
	<0 
	• 
	... 
	'-- ~ 
	~~~_.n~=::: 
	~~C:lloO ­ 
	~:i'1~~ 
	~, «:)..~ "'" 
	~~ ;~ ::. ~ 
	..•.... 
	~ ~ ':!. 
	'> 
	~ 
	;:: 
	.. 
	'" 

	Images
	Image 1
	Image 2
	Image 3
	Image 4
	Image 5
	Image 6
	Image 7
	Image 8
	Image 9
	Image 10
	Image 11
	Image 12


	Page 9
	Titles
	I 
	G~p) 
	[ 
	C? 
	C==TOTAL 1 day 

	Images
	Image 1


	Page 10
	Titles
	n 
	..., 
	f~~ ;; n 
	, r"" 
	D '" 
	'" .~ 
	'" 
	~ 
	~ 
	I 
	;.- ~ ~ ::; 
	•. ". .. ..., ...., 
	!!" V1 ~ -o 
	~ .•.•.• n 
	", 
	C.: .- 
	m 
	~ ~ 
	~ ,~ 
	~ 
	~ 
	'" 
	r- 
	~ 
	~ ~ 
	! ;: .. ~~ 
	•••• -~ .t) 
	", :,; " 
	'" ~ ~ 
	~ .+ 
	r: ?~ ~~ 
	m 
	~'~----o 
	~ ~':l 
	~ 0: I 
	.•.. "' 
	C: ;1: 
	r-;; 
	:r. r'I 
	13 ~ 
	z 
	~ 

	Images
	Image 1
	Image 2
	Image 3
	Image 4
	Image 5
	Image 6
	Image 7
	Image 8

	Tables
	Table 1
	Table 2


	Page 11
	Titles
	, ..• 
	w 
	ii: 
	o 
	C) 
	••• 
	0- 
	~ 
	o 
	~ 
	o 
	••• 
	- 
	- 
	o 
	.E 
	­ 
	Q. 
	-E 

	Images
	Image 1
	Image 2
	Image 3
	Image 4


	Page 12
	Tables
	Table 1



