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DEPARTMENT OF PUBLIC WORKS AND HIGHWAYS
OFFICE OF THE SECRETARY
MANILA

22 March 1881

DEPARTMENT ORDER )

NO. ZL
Series g1 /

Subject : GUIDELINES IN THE SUBMISSION OF SAMPLES,
PAYMENT OF TESTING FEES AND CHARGES, AND
REMITTANCE OF INCOME DERIVED FROM TESTING OF
CONSTRUCTION MATERIALS, LABORATORY EQUIPMENT
RENTAL AND OTHER RELATED SERVICES IN THE
CENTRAL/REGIONAL/DISTRICT OFFICES

In order to facilitate testing of samples submitted for
test and to ensure proper accounting of income generated by
the Central /Regional /District Offices, the attached
Guidelines on the Submission of Samples, Payvment of Testing
Fees and Remittance of Income Derived from Testing
of Construction Materials, Laboratory Equipment Rental and
other Related Services are hereby prescribed for the guidance
and compliance of all concerned, in addition to Department

Memorandum Circular No. 50, series of 1980.

This Order shall take effect immediately.
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Secretary

Attachment: As stated.
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REPUBLIC OF THE PHILIPPINES
DEPARTMENT OF PUBLIC WORKS AND HIGHWAYS
OFFICE OF THE SECRETARY
MANILA

GUIDELINES ON THE SUBMISSION OF SAMPLES, PAYMERT OF
TESTING FEES AND CHARGES AND REMITTANCE OF INCOME
DERIVED FROM TESTING OF CONSTRUCTION MATERIALS,
LABORATORY EQUIPMENT RENTAL AND OTHER RELATED SERVICES

- IN THE REGIONAL/DISTRICT OFFICES

A. Submission of Samples

1. A1l samplez of construction materials for testing
should be submitted either at the Regional or District
Laboratories of the Depariment in line with its
decentralization policy

2. A11 concerned agencies should comply with Ministry
Order No., 28, 3 1885 regarding the procedures for the
submission of samples.

Samples from DPWH projects that cannot be tested by the
Regiconal/District laboratories can be submitted to the
Burean of Research and S5tandards (BR3) laboratory.

Lok ]

ples from DPWH projects that can be tested by the
Reg onal/District Laboratories mav be submitted fto and
accepted by the BRS under exceptional cases, -
eguipment breakdown, and upon presentation of a req est
from the head of the concerned office.
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Samples from DPWH projects can likewise be submitied to
other private testing laboratories accredited by the
DPWH: provided that, the testing shall be witnessed by
an authorized representative of the office submitting
the sample.

£n

B. Pavment of Testing Feep/Eauipment Rentales

1. The Materisls Quality Control and Hydrology Division/
Quality Contrel Section of the Bureau of Research and
Standards/Begional/District Offices shall issue a
Statement of Account stating therein the nature of
sccount whether for Material Testing Fee or Bental of
Quality Control Egquipment.

3]

The Accounting Divisieon/3ection of the CFM3/CFMD/CFHM
Section, upon vreceipt of the Statement of Account,
shall issue the corresponding Order of Pavment to the
Collecting Officer, stating therein the following
informations:

a} Name of Payee

b} Hature of Payment

¢} Mode of Payment - cash or check (check no and
date)

d} Amocunt



e) Fund/Account Code to be credited

Upon receipt of the Order of Payment, the collecting
officer shall immediately record the receipt/collection
in the cash book specifically used for collections.

The Collecting Officer of the Cash (Cashier) Division/
Section/Unit ehall accept the payment made and issue
the corresponding official receipt stating therein the
following informations:

a) Name of Payee

b) Nature of Payment

¢} Check No. and date and amount paid
d) Fund paid and Account Codes credited

The Collecting QOfficer shall likewise indicate in the
blank provided in the Order of Payment the Official
Receipt No. and date.

The Collecting Officer shall remit on a daily or weekly
basis, as the case maybe the collections/ receipts to
the Bureau of the Treasury or to the authorized
Government Servicing Bank for the account of the BTR
supported by a Remittance Advice showing the following
informations:

2} Date of Remittance

b} Remittance Advice No.

¢} Period covered by the collection
d) Name and Address of Office

e} Fund and Account Code

£) Amount Remitted

g) Name of Collecting Officer

The Remittance Advice shall be duly validated by the
BTR/GSB.

The Collecting Officer shall submit a semi-monthly
Report of Collection (ROC) to the Chief Accountant,
supported by copies of Remittance Advices and Official
Receipts.

The Chief Accountant shall record the ROC in the
Journal of Collections and Deposits. Thereafter, the
ROC shall be submitted to the Resident COA Auditor for
post-audit and final safe keeping.

Upon receipt of the monthly abstract of remittances
from +the National Treasury, the remittances appearing
therein shall be counter-checked by the Chief
Accountant against the credits already given the
collecting officer concernsed and any discrepancy
discovered in the process shall be verified and



adjusted immediately or revorted to higher authorities.

C. Charged Account for DPWH Offices only

1

4,

All reaussts for testing of materisls on a charged
account shall be supported by a certification of the
Chief Accountant of the requesting office as to
availability of funds indicating therein the Obligation
NHumber and amount obligated.

The BRS/MQCH Division/Section shall issue the
corresponding Bill to the account of the regquesting
office to be signed by the Central OQOffice Chief
Accountant before forwarding to the office concerned.

A Summary of Bills Rendered supported by duplicate
copies of bills shall be submitted +to the Chief
Accountant on a monthly basis, showing the following
informations:

a} Bill No. and Date

b} Name and Address of Accountee

<)} Account Debited and Credited and Amcunt
d} Nature of Account (Testing Fee)

The Chief Accountant shall record the Summary of Bills
Rendered in the Journal of Bills Rendered,

For. further guidance of all concerned, the provisions of

Department Memorandum Circular No. B0, series of 1880 is
hereby reiterated.
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7. Upon rsceipt of the original Beport of Collsction,
thse Chief Acccountant shall ‘cross-check the
validated remitiance advices  against the

3

reaiftiances made by the collscting officer =i
the Bational Treasury or with the authorize :
government depository banks as appearing in  the :
statement of account current at the back o

wl

£ B
Heport of Collection. Afiter the cross-checking, i
and in the absence of any discrepancy, the Chisf
Accountant ghall ocredit ths account of ths
collecting officer.

3. Upon recsipt of  the menthly abstract of
remittances from the Hational Treasury, the ;
remittances appearing therein shall be  counter-
checked by the Chisef Accountant asainst ths
credits already given the cllecting cEfficar
concernad and any discrepancy discoverad in  the
process shall be verified and adjusted immediately
or reported to higher suthorities.

8. In case of retirsment or resignation by ths
collecting officers, btheir clearance shall be held
in sbeyance uniil thelir remittancss havs hosn
finally cleared by the Hational Treasury 4
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