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Republic of the Philippines
DEPARTMENT OF PUBLIC WORKS AND HIGHWAYS
OFFICE OF THE SECRETARY

Manila

FEB 2 8 2017

DEPARTMENT ORDER ) SUBJECT: Issuance of a Standard Procedures
3 2 Manual for the Regional and District
NO.

Engineering Offices
Series of 201@ 23.09.17

N N N

In order to ensure consistency in the delivery of services and to reduce variation within a
given process, the Department has established a harmonized organizational framework
through the issuance of a Standard Procedures Manual. This Manual contains detailed step-
by-step instructions on how to do the tasks that are essential and who is responsible for these
tasks. ~

The benefits of having the Manual are: i) reduced learning curve for new employees; ii)
ensured business continuity; and iii) standardized processes. Therefore, all Regional and
District Engineering Offices are hereby directed to implement the Standard Procedures
Manual.

Since the Standard Procedures Manual is a living document, any proposed revisions shall be
forwarded to the Overall Quality Management Representative.

Copies of this Manual (DPWH-SPM) will pe provided by the Records Management Division
(RMD) of the Human Resource and Adrfiinistrative Service (HRAS).

BAYEC.
Dfficer-in-Charge

. 11.1.3 NJM/NSP

Department of Public Works and Highways
Office of the Secretary

WIN7P01515
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Office Content Name Code
Office of the Regional | Organizational and Functional Profile DPWH-SPM

Director

Legal Staff

Functional Chart of Legal Staff

DPWH-SPM-LS-00

Process Flow

1. Preparation of Legal Instruments

DPWH-SPM-LS-01

2. Review, Interpretation and Processing of Contract
Agreements / Other Instruments

DPWH-SPM-LS-02

3. Action on Complaints

DPWH-SPM-LS-03

4. Appearance in Courts and Other Administrative Bodies

DPWH-SPM-LS-04

5. Rendition of Legal Advice

DPWH-SPM-LS-05

Procurement Staff

Functional Chart of Procurement Staff

DPWH-SPM-PRS-00

Process Flow

1. Procurement Procedure for Civil Works

DPWH-SPM-PRS-01

2. Procurement Process thru Public Bidding (P50T and
above)

DPWH-SPM-PRS-02

3. Procurement Process thru SVP and Shopping (P50T
below)

DPWH-SPM-PRS-03

4. Eligibility Process

DPWH-SPM-PRS-04

5. Process in the Opening, Evaluation and Post
Qualification of Bids

DPWH-SPM-PRS-05

Information and
Communication
Technology Staff

Functional Chart of Information & Communication
Technology Staff

DPWH-SPM-ICTS-00

Process Flow

. Wide Area Network Management and Maintenance

DPWH-SPM-ICTS-01

. Adding/Setting of Users Network Account

DPWH-SPM-ICTS-02

. Preventive Maintenance

DPWH-SPM-ICTS-03

. eNGAS and eBudget Backup Procedure

DPWH-SPM-ICTS-04

. eNGAS and eBudget Backup Submission

DPWH-SPM-ICTS-05

. Procurement of IT Equipment Process

DPWH-SPM-ICTS-06

. Request for User Account / Access Process

DPWH-SPM-ICTS-07

. Request for Hardware Repair Process

DPWH-SPM-ICTS-08

OO0 N U WIN |-

. Request for Hardware/Software/Application Installation
Process

DPWH-SPM-ICTS-09

10. Request for Inspection for IT Equipment Process

DPWH-SPM-ICTS-10

Public Affairs and
Information Staff

Functional Chart of Public Affairs and Information Staff

DPWH-SPM-RPAIO-
00

Process Flow

1. Public Information Process Flow

DPWH-SPM-RPAIO-
01

2. Citizens Feedback Management Center

DPWH-SPM-RPAIO-02

Planning and Design
Division (PDD)

Organizational Chart of Planning and Design Division

DPWH-SPM-PDD-00

Process Flow

1. Management of the Annual Visual Road Condition
Assessment and Road Inventory Survey

DPWH-SPM-PDD-01

2. Management of Annual Bridge Condition and Inventory
Inspection Survey for all National Bridges

DPWH-SPM-PDD-02
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Office Content Name Code

Planning and Design
Division (PDD)

3. Validation of Projects for Inclusion in the Proposed
Annual Infrastructure Program

DPWH-SPM-PDD-03

4. Conduct of Parcellary Survey

DPWH-SPM-PDD-04

5. Conduct of Detailed Engineering Activities

DPWH-SPM-PDD-05

6. Conduct of Environmental Impact Assessment (EIA)
Activities

DPWH-SPM-PDD-06

Construction Division
(CD)

Organizational Chart of Construction Division

DPWH-SPM-CD-00

Process Flow

DPWH-SPM-CD-00

1. Project Documentation

DPWH-SPM-CD-01

2. Project Implementation

DPWH-SPM-CD-02

3. Performance Evaluation

DPWH-SPM-CD-03

4. Monitoring and Evaluation

DPWH-SPM-CD-04

Maintenance Division
(MD)

Organizational Chart of Maintenance Division

DPWH-SPM-MD-00

Process Flow

1. Process in the Inspection/Validation on the Routine
Maintenance Activities Along National Roads and Bridges
Undertaken by the District Engineering Offices

DPWH-SPM-MD-01

2. Process in Evaluating and Monitoring the Repair/
Maintenance of National Roads and Bridges, Flood
Control/Drainage Structures and Other Public Buildings
Implemented by the District Engineering Offices (DEOs)

DPWH-SPM-MD-02

3. Process in Assisting the Conduct of Road Condition
Assessment and Other Infrastructure Projects

DPWH-SPM-MD-03

4. Process in Pre-positioning of Resources and Monitoring
on the Situation of National Roads and Bridges During
Disasters/Calamities

DPWH-SPM-MD-04

5. Process in the Operation of Weighbridge Station

DPWH-SPM-MD-05

6. Process in the Preparation of Various Reports

DPWH-SPM-MD-06

7. Process in the Preparation of the Annual Maintenance
Work Program/Performance Budget for National Roads
and Bridges

DPWH-SPM-MD-07

8. Process in the Evaluation and Prioritization of Projects
under Repair/Maintenance of Flood Control & Drainage
Structure (FC/D) & Other Public Building (OPB)

DPWH-SPM-MD-08

9. Process in the Evaluation of Contract Related
Documents/MOA and Monitoring of Implementation of
Special Local Road Fund (SLRF) Project Funded Under
Motor Vehicle User’s Charge (MVUQ)

DPWH-SPM-MD-09

10. Monitoring on the Removal of Obstruction Within the
Road Right-of-Way Undertaken by the District Engineering
Offices (DEOs)

DPWH-SPM-MD-10

11. Process in the Evaluation/Processing Request for
Excavation Permit

DPWH-SPM-MD-11

12. Inspection or Validation of Calamity Damaged
Infrastructure

DPWH-SPM-MD-12
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Quality Assurance
and Hydrology
Division (QAHD)

Organizational Chart of Quality Assurance and Hydrology
Division

DPWH-SPM-QAHD-00

Process Flow

1. Conduct of Soil Survey and Subsurface Exploration

DPWH-SPM-QAHD-01

2. Conduct of Hydrologic Survey and Data Collection

DPWH-SPM-QAHD-02

3. Implementation of Quality Assurance in the Project

DPWH-SPM-QAHD-03

4. Testing of Construction Materials

DPWH-SPM-QAHD-04

5. Approved Sources of Naturally Occurring and
Manufactured Construction Materials

DPWH-SPM-QAHD-05

Administrative

Organizational Chart of Administrative Division

DPWH-SPM-AD-00

Division (AD) Process Flow
1. Recruitment, Selection and Placement of New Hires and | DPWH-SPM-AD-01
Promotion of Employees
2. Issuance of a Permanent Appointment DPWH-SPM-AD-02
3. Leave Administration DPWH-SPM-AD-03
4. Issuance of Service Record and Certificate of DPWH-SPM-AD-04
Employment
5. Hiring of Job Order Personnel Procedure (RO) DPWH-SPM-AD-05
6. Preparation of Annual Training Calendar DPWH-SPM-AD-06
7. Implementation of Annual Training Calendar DPWH-SPM-AD-07
8. Retrieval of Documents DPWH-SPM-AD-08
9. Disposal of Records DPWH-SPM-AD-09
10. Preparation and Update of Property Acknowledgment | DPWH-SPM-AD-10
Receipt
11. Custodianship of Supplies and Materials DPWH-SPM-AD-11
12. Disposal of Unserviceable Properties DPWH-SPM-AD-12
13. Payment of Remittances/Payables DPWH-SPM-AD-13
14. Issuance of Official Receipts DPWH-SPM-AD-14
15. Preparation of Disbursement Voucher for Payroll DPWH-SPM-AD-15
16. Dissemination of Department of Public Works and DPWH-SPM-AD-16
Highways Central Office Issuances and Other Documents
17. File Management DPWH-SPM-AD-17
18. Document Tracking System Center DPWH-SPM-AD-18
19. Incoming Documents Procedure DPWH-SPM-AD-19
20. Outgoing Documents Procedure DPWH-SPM-AD-20
Financial Organizational Chart of Financial Management Division DPWH-SPM-FMD-00

Management Division

(FMD)

Process Flow

1. Recording of UACS-GAA

DPWH-SPM-FMD-01

2. Recording of Receipt of Allotment

DPWH-SPM-FMD-02

3. Setup of Beginning Balance for Extended Allotment for
Locally Funded Projects and MOOE

DPWH-SPM-FMD-03

4. Request for Special Budget

DPWH-SPM-FMD-04

5. Issuance of Obligation Request and Status (ORS)

DPWH-SPM-FMD-05

6. Fund Transfer to Other Agencies (Regional Office to
Other Agency)

DPWH-SPM-FMD-06

BE CERTAIN THAT THIS IS THE CURRENT VERSION BEFORE USING THIS DOCUMENT




Issue Date:
Department of Public Works and Highways FEB 2 8 2017
Standard Procedures Manual Doc. Code: DPWH-SPM-TOC
for Regional & District Engineering Offices Revision No.: 0
Table of Contents Page No. 40f5
Office Content Name Code
Financial 7. Preparation of Yearly Budget Execution Documents DPWH-SPM-FMD-07

Management Division
(FMD)

(BEDs) No. 1 Financial Plan (Consolidated Regionwide)

8. Monthly Statement of Allotment, Obligation and
Balances (SAOB) and Other Financial Reports (Regional
Office Proper)

DPWH-SPM-FMD-08

9. Monthly Statement of Allotment, Obligation and
Balances (SAOB) and Other Financial Reports
(Consolidated)

DPWH-SPM-FMD-09

10. Preparation of Quarterly Budget and Financial
Accountability Reports (BFARs) — FAR No. 1, FAR No. 1-A,
& FAR No. 1-B (Regional Office Proper)

DPWH-SPM-FMD-10

11. Preparation of Quarterly Budget and Financial
Accountability Reports (BFARs) — FAR No. 1, FAR No. 1-A,
& FAR No. 1-B (Consolidated)

DPWH-SPM-FMD-11

12. Engineering and Administrative Overhead (EAO)
Utilization — Locally Funded Projects (Regional Office
Proper & Consolidated Regionwide)

DPWH-SPM-FMD-12

13. Recording of Advice of Notice of Cash Allocation
Issued (ANCAI)/Notice of Transfer Allocation (NTA)

DPWH-SPM-FMD-13

14, Issuance of Certificate of Availability of Funds (CAF)

DPWH-SPM-FMD-14

15. Processing of Disbursement Voucher (DV)

DPWH-SPM-FMD-15

16. List of Due and Demandable Accounts Payable with
Advice to Debit Account (LLDAP-ADA) (External and
Internal Creditor)

DPWH-SPM-FMD-16

17. Issuance of Special Action Committee (SAC)
Certification for Bonds and/or Letter of Credits

DPWH-SPM-FMD-17

18. Report of Checks Issued (RCI)

DPWH-SPM-FMD-18

19. Report of Collection and Deposit (RCD)

DPWH-SPM-FMD-19

20. Order of Payment

DPWH-SPM-FMD-20

21. Preparation of Tax Remittance Advice (TRA)

DPWH-SPM-FMD-21

22. Fund Transfer from Other Agencies (Trust Receipts-
MOA with the Central Office)

DPWH-SPM-FMD-22

23. Liquidation of Fund Transfer to Other Agencies
(Regional Office to Other Agency)

DPWH-SPM-FMD-23

24. Bank Reconciliation for All Fund / Accounts

DPWH-SPM-FMD-24

25. Purchase Order

DPWH-SPM-FMD-25

26. Issuance of Inventory Item

DPWH-SPM-FMD-26

27. Book-Up of Property (Donation / Turn-Over)

DPWH-SPM-FMD-27

28. Disposition of Property

DPWH-SPM-FMD-28

29. Financial Statements (Regional Office Proper)

DPWH-SPM-FMD-29

30. Consolidation of Financial Statements and Other
Financial Reports (Regionwide)

DPWH-SPM-FMD-30
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Equipment Organizational Chart of Equipment Management Division DPWH-SPM-EMD-00

Management Division
(EMD)

Process Flow

1. Preventive Maintenance Program of Land-Based
Equipment and Motor Vehicles

DPWH-SPM-EMD-01

2. Maintenance of Land-Based Equipment and Motor
Vehicles in the Regional Offices

DPWH-SPM-EMD-02

3. Maintenance of Water-Based Equipment

DPWH-SPM-EMD-03

4. Dredging Operation of Water Based Equipment

DPWH-SPM-EMD-04

5. Dry Docking of Repair of Water Based Equipment

DPWH-SPM-EMD-05

6. Disposal of Equipment, Motor Vehicle and Waste
Materials

DPWH-SPM-EMD-06

7. Issuance of Clearance for Equipment and Other
Obligations

DPWH-SPM-EMD-07

8. Equipment Deployment for Disaster Response

DPWH-SPM-EMD-08

9. Lease/Rental of Equipment From Private Lessors and
Local Area Contractors

DPWH-SPM-EMD-09

10. Maintenance of Land-Based Equipment and Motor
Vehicles in the District Engineering Offices

DPWH-SPM-EMD-09
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Procurement Staff Public Affairs and Information Staff
OFFICE OF THE ASSISTANT
REGIONAL DIRECTOR
DISTRICT
ENGINEERING
SEEWES Support Staff
EQUIPMENT QUALTTY
PLANNING & CONSTRUCTION MAINTENANCE MAINTENANCE ASSURANCE & ADMINISTRATIVE FINANCE
DESIGN DIVISION DIVISION DIVISION DIVISION HYDROLOGY DIVISION DIVISION
DIVISION
Contract Maintenance Equipment Quality Rz::)nuarge Accountin
— Planning Section Management Inspectorate — Custody & — Implementation 1 Management ] Section 9
Section Section Control Section Section S ge
| ection
; ; Performance ; Equipment ; C i
Highways Des Maintenance quipme Materials apacity :
L ‘g?;ion 9 1 Evaluation | Management | [|  Operations | Testing Section | [ Development Budgat Section
Section Section Section Section
Bridges & Other Monitoring ; Hydrology Records
—  Public Works — Evaluation N Areasitézg)r:nent s Section —| Management
Design Section Section Section
.. i Floating i
Engineering : . H Supply &
Surveys & ! ESq”"t)_meL“ ' || Property
|  Investigation ection ' Management
Section | Regmr;(sl i, V1, ! Section
Flood Control,
Social & L_|  Cash Section
— Environmental
Section

BE CERTAIN THAT THIS IS THE CURRENT VERSION BEFORE USING THIS DOCUMENT



Department of Public Works and Highways issue Date: | FEB 2 8 2017
Standard Procedures Manual Doc. Code: DPWH-SPM
for Regional & District Engineering Offices Revision No.. 0
Organizational & Functional Profile Page No. 20f13

OFFICE OF THE REGIONAL DIRECTOR
ORGANIZATIONAL CHART

REGIONAL DIRECTOR

INFORMATION &

LEGAL STAFF PROCUREMENT STAFF COMMUNICATION PUBLIC AFFAIRS &

ASSISTANT
REGIONAL DIRECTOR

OFFICE OF THE REGIONAL DIRECTOR FUNCTIONS

OFFICE OF THE REGIONAL DIRECTOR

w N

© 0o N o o1

10.

1.

Provides overall supervision to the Regional and District Engineering Offices (DEOs) in the exercise of their
functions;

Coordinates with other agencies and local government units in the exercise of its functions;

Approves and recommends approval of Programs of Work, plans, specifications, estimates, Time
Suspension/Extension, Variation Orders and contracts/MOASs;

Approves procurement of goods, consultancy services and civil works projects;

Approves appointments, transfers, designations, leave of absence/s, and other administrative actions;
Approves disbursement vouchers and other financial transactions;

Approves the utilization, preventive maintenance and repair of land and water-based equipment;
Recommends appointments of District Engineers, Assistant District Engineers, and Division Chiefs;
Coordinates with Regional/Provincial Disaster Risk Reduction and Management Council in times of calamities
and other disasters;

Monitors the implementation of UPMO and other special projects implemented by the Central Office and
recommends corrective measures when necessary; and

Approves donations and disposals of unserviceable equipment and other physical assets.
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OFFICE OF THE REGIONAL DIRECTOR FUNCTIONS

LEGAL STAFF

Assists the Regional Director on all legal matters involving enforcement and administration of laws;

Prepares memoranda of agreement and other legal instruments pertaining to the activities of the region and the District
Engineering Offices under its jurisdiction;

Reviews, interprets and processes contract agreements and other instruments entered into by the Region and the
District Engineering Offices under its jurisdiction;

Conducts investigations and hearings on complaints and grievances against officials and employees arising from
violations of laws, office rules, and regulations, prepare decisions, rulings or opinions on those cases and submit
recommendations to appropriate authorities;

Facilitates the acquisition of right-of-ways for infrastructure projects and other physical assets including its transfer in
the name of DPWH;

Appears in legal courts and other administrative bodies for cases where DPWH or its officials are parties and acts as
collaborating or Special Counsel with the Office of the Solicitor General,

Provides legal assistance to the different units of the Regional and District Engineering Offices within its jurisdiction;
Issues certificates of pending administrative cases.

PROCUREMENT STAFF

Manages procurement activities and processes of the Regional Office including provision of Secretariat and technical
support services to the Regional Bids and Awards Committee;

Prepares and consolidates Procurement Monitoring Reports of the District and Regional Offices for submission to
Bureau of Procurement;

Monitors compliance of procurement guidelines by DEOs

Reviews, evaluates and consolidates the District Engineering Offices Annual Procurement Plans (DAPP), Prepare the
Regional Project Management Plan (RPPMP) and the Regional Annual Procurement Plan (RAPP) for approval by the
Regional Director and submission to the Procurement Service;

Prepares and processes bid, tender documents and contracts and recommend for approval by the Regional Director;
Reviews and evaluates approved budgets for the contract (ABC) and unit prices of projects to be bid within the District
and Regional Offices;

Coordinates with other DPWH BAC and other agencies regarding accreditation and status of contractors transacting
business in the office;

Maintains a Regional data base of prevailing prices and cost estimates of goods, civil works and consulting services.
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OFFICE OF THE REGIONAL DIRECTOR FUNCTIONS

INFORMATION & COMMUNICATION TECHNOLOGY STAFF

1. Manages and maintains the wide area network of the Region which includes the network infrastructure, enterprise servers
and technology environment for both voice and data;

2. Ensures that Region mission-critical networks are operational and that downtimes, if unavoidable, are reduced to the

minimum;

Provides support for application deployment, including application distribution and configuration management;

Helps users from the Region in the resolution of ICT problems;

Tracks ICT problems and recommends enhancements and training needs;

Ensures that work stations and other peripherals are operational and that downtimes, if unavoidable, are reduced to the

minimum;

Provides application user support services including user coordination;

8. Submits promptly all ICT reports to the Information Management Service, Central Office;

9. Provides support services to Regional web data sources.

o N B

=~

PUBLIC AFFAIRS & INFORMATION STAFF

1. Implements the Department's social marketing (development communication) programs and projects in coordination with
the Stakeholders Relations Service (SRS);

2. Communicates to the public the Region’s programs, projects, and services, and its role and contribution in the
infrastructure development;

3. Provides timely calamity reports (travel advisories) to SRS and local media, in coordination with the Region’s Maintenance
Division;

4. Establish networking relationship with Public Information Offices of other agencies at the Regional level and represents
the Region in the Inter-Agency Development Communications Program and its implementation ;

5. Manages the Region's customer feedback mechanism (Citizens Feedback Management, and Internal Stakeholders
Survey) and recommends to Regional Management Committee (ManCom) areas for improvement based on analytics;

6. Manages the Region's social mobilization programs and projects such as CSO consultations, dialogues with stakeholders,
and community social responsibility (CSR) projects; and

7. Performs other communications and advocacy functions as may be assigned by the Regional Director.
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PLANNING & DESIGN DIVISION
ORGANIZATIONAL CHART
OFFICE OF THE DIVISION CHIEF
SUPPORT STAFF
PLANNING HIGHWAYS BRIDGES & OTHER ENGINEERING SURVEYS| [FLOOD CONTROL, SOCIAL
SECTION DESIGN SECTION PUBLIC WORKS & INVESTIGATION AND ENVIRONMENTAL
DESIGN SECTION SECTION SECTION

PLANNING AND DESIGN DIVISION FUNCTIONS

= o0

Prepares plans and designs in accordance to pertinent laws, policies, standards, guidelines and procedures for roads,
bridges, flood control systems, buildings and other public works projects.

Reviews, formulates and consolidates the annual infrastructure program of the Region within the medium term
infrastructure development programs on the basis of planning application inputs, master plans, feasibility/ pre-
feasibility studies on infrastructure projects;

Manages data collection and performs data quality checking as inputs to planning applications.

Conducts detailed engineering surveys and investigations including parcellary survey of road right-of-way, and
prepares the appropriate design following the design development stages of all infrastructure projects of the regional
office and recommends approval of prepared plans and designs to the Central Office;

Prepares programs of work (POW) and detailed estimates for infrastructure projects including the preparation of the
Approved Budget for the Contract (ABC);

Reviews and recommends approval of plans and POW;

Reviews as-staked plans, variation orders, as-built plans of the regional office projects and by the DEOs;

Provides technical assistance to DEOs, consultants, local government units and other agencies in the region on
planning, design, and social assessment analysis;

Facilitates and recommends existing roads to be candidate for conversion; and

Coordinates with Regional DENR-EMB offices regarding issuance of ECCs/ CNCs and compliance with ECC
provisions.
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CONTRUCTION DIVISION
ORGANIZATIONAL CHART
OFFICE OF THE DIVISION CHIEF
Support Staff
[ I
CONTRACT MANAGEMENT PERFORMANCE PERFORMANCE
SECTION EVALUATION SECTION EVALUATION SECTION

CONSTRUCTION DIVISION FUNCTIONS

RS

Supervises/implements infrastructure projects in accordance with approved plans and specifications;

Oversees, assists, inspects, and monitors infrastructure projects implemented by the District Engineering Offices
(DEOs), Local Government Units (LGUs) and other government agencies including those covered by Memoranda of
Agreement;

Evaluates and processes contract related documents for civil works projects submitted by the DEOs, LGUs and other
government agencies for endorsement to Central Office;

Evaluates, processes and recommends approval of Variation Orders, As-Staked Plans, As-Built Plans, time
suspension/resumption, time extension, implementation schedule;

Participates in the conduct of assessment of performance of civil works contractors and further recommending
blacklisting thereof of erring contractors;

Monitors compliance for the region and DEO projects with noted defects/deficiencies as reported by Inspectorate Teams
for its rectification and submission to the Central Office; and

Consolidates and updates data in the Project Monitoring System (PMS)/Project and Contract Management Application

(PCMA).
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MAINTENANCE DIVISION
ORGANIZATIONAL CHART
OFFICE OF THE DIVISION CHIEF
Support Staff
- |
INSPECTORATE MAINTENANCE
SECTION MANAGEMENT SECTION

MAINTENANCE DIVISION FUNCTIONS

10.

Implements guidelines and procedures for effective maintenance of national roads and bridges including safety
measures and ensure that the annual maintenance works/programs/ performance budget are properly
implemented;

Evaluates and prioritizes projects under the Flood Control/Drainage Structures (FC/D) and Other Public Buildings
(OPB) and monitors implementation by the DEOs in accordance with existing standards and guidelines;
Inspects/monitors other maintenance projects implemented by DEOs in accordance with existing standards and
guidelines;

Evaluates contract related documents for SLRF projects submitted by the DILG for approval by the RD/Secretary
of DPWH and monitors implementation by the LGUs in accordance with existing standards and guidelines;
Assists in the conduct of assessment on the condition of national roads & bridges and other infrastructure project;
Ensures pre-positioning of manpower and equipment resources and monitors situation of national roads and
bridges during disasters and calamities;

Conducts inspection/validation of calamity-damaged infrastructure submitted by the DEOs for submission to the
Central Office for funding;

Monitors removal of obstruction within the Road Right of Way undertaken by the DEOs;

Evaluates/processes requests for Excavation Permits submitted by utility companies/agencies thru the DEO in
accordance with existing guidelines;

Supervises the operation and maintenance of permanent weighbridge and mobile truck weighing stations
(ATOME);

BE CERTAIN THAT THIS IS THE CURRENT VERSION BEFORE USING THIS DOCUMENT




Department of Public Works and Highways issue Date: | FEB 2 8 2017
Standard Procedures Manual Doc. Code: DPWH-SPM
for Regional & District Engineering Offices Revision No.. 0
Organizational & Functional Profile Page No. 80f13

QUALITY ASSURANCE AND HYDROLOGY DIVISION

ORGANIZATIONAL CHART
OFFICE OF THE DIVISION CHIEF
Support Staff
QUALITY IMPLEMENTATION MATERIALS TESTING HYDROLOGY
SECTION SECTION SECTION

QUALITY ASSURANCE AND HYDROLOGY DIVISION FUNCTIONS

10.

Monitors the implementation of Quality Assurance Program of the Region and District Engineering Offices
(DEOs) in accordance with the quality assurance policies of the Department;

Evaluates quality control documents and reports submitted by the DEOs to ensure compliance with the
policies/issuances by the Department;

Conducts testing of construction materials for projects undertaken by the Region, UPMO, DEQs, LGUs and other
government and private entities;

Operates and maintains Regional testing equipment and to monitor the reliability and accuracy of testing
equipment/apparatus of the DEO laboratories according to standards;

Reviews and recommends for approval of Quality Control Programs (QCPs) prepared by the contractor's
Materials Engineer,

Identifies and recommends sources of naturally occuring and manufactured construction materials to the Bureau
of Research and Standards (BRS);

Conducts sub-surface exploration survey and test pitting for foundation design of roads, bridges and other
structures ;

Validates request of the DEOs related to soil re-classification proposed for variation order;

Operates and maintains network of stream gauging stations to gather, analyze and consolidate hydrologic data
for the management of water resources; and

Conducts and participates in inspection of projects for purposes of Billing, Issuance of Certificate of

Completion/Acceptance in the Regional implemented projects and Quality Audit in the DEO.
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ADMINISTRATIVE DIVISION
ORGANIZATIONAL CHART
OFFICE OF THE DIVISION CHIEF
Support Staff

I I I

HUMANRESOURCE || HUMANRESOURCE | | RECORDS MANAGEMENT | | SUPPLYANDPROPERTY CASH SECTION

MANAGEMENT SECTION | | DEVELOPMENT SECTION SECTION MANAGENENT SECTION

ADMINISTRATIVE DIVISION FUNCTIONS

9.

w

5.
6.
7

8.

Informs/recommends to the Regional Director matters pertaining to human resources management, human
resource development, records management, cash management, supply and property management and other
general administrative services;

Implements the laws, rules, regulations and policies on recruitment, selection and placement, merit promotion,
performance evaluation, salary and other employee benefits administration, incentive award system, employee
relations, personnel welfare services and separation benefits;

Maintains and updates the Personnel Information System (PIS) in the Regional and District Engineering Offices;
Coordinates, administers and evaluates human resource development programs and other learming and
development interventions;

Coordinates the provision of services relative to employee counseling and welfare benefits;

Provides a healthy working environment;

Establishes and maintains records management system for the Regional Office, provides messengerial services
and maintains a library, if any;

Implements and maintains an efficient and cost effective system on supply and property management;

Monitors and evaluates the performance of outsourced security and janitorial personnel; and

10. Administers effective and efficient cash management;
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FINANCIAL DIVISION
ORGANIZATIONAL CHART
OFFICE OF THE DIVISION CHIEF
} Support Staff
ACCOUNTING BUDGET
SECTION SECTION

FINANCIAL AND MANAGEMENT DIVISION FUNCTIONS

O o LN

0 N

Provides the Regional Office with coordinated services on budgeting, cashiering, accounting and other financial

services;

Implements and improves Financial Management and Internal Control System;

Prepares, analyzes and consolidates budget proposals for the Region;
Undertakes budget execution and accountability;

Adopts, maintains sound financial, accounting and cash management system;
Prepares management reports and advises the Regional Directors and District Engineers on matters relating to fiscal

administration;

Provides technical assistance to District financial management personnel;

Prepares and submits accountability reports as required and mandated

by law.
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EQUIPMENT MANAGEMENT DIVISION

ORGANIZATIONAL CHART
OFFICE OF THE DIVISION CHIEF
Support Staff
[ ]
EQUIPMENT CUSTODY & EQUIPMENT OPERATIONS AREA EQUIPMENT
CONTROL SECTION SECTION SECTION

EQUIPMENT MANAGEMENT DIVISION FUNCTIONS

—_

Prepares and consolidates Annual Procurement Plan for the maintenance and repair of existing equipment fleet;

2. Prepares and recommends for approval Program of Works/Purchase Request for equipment due for minor/major
repair;

3. Recommends to the Regional Director equipment allocation distribution per DEO;

4. Manages and monitors equipment fleet forimmediate use in times of calamities and emergency situations(quick
response);

5. Prepares and undertakes Equipment Disposal Program, including waste materials;

6. Recommends outside repair for units that cannot be undertaken by administration which require specialized skills;

7. Assists the Supply and Property Management Section of Administrative Division in the LTO registration of equipment
and service vehicles of the Regional Office;

8. Assists the Supply and Property Management Section of Administrative Division, in the conduct of regular
inventory of physical assets in accordance with existing rules and regulations;

9. Undertakes land-based and water-based equipment Preventive and Corrective Maintenance, including land-based
rehabilitation, dredging operation and recommends dry docking works for water-based equipment, if any;

10. Prepares and issues equipment clearance for Contractors undertaking DPWH projects; and

11. Determines appropriate cost of equipment with regards to rental accuracy to be used in times of calamities and

emergency situations;
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OFFICE OF THE DISTRICT ENGINEER
Procurement Staff
Information and Communication
Technology Staff
Public Information Staff
OFFICE OF THE ASSISTANT DISTRICT
ENGINEER
Support Staff
PLANNING & CONSTRUCTION MAINTENANCE QUALITY HUMAN RESQURGE FINANCIAL
DESIGN SECTION SECTION SECTION ASSURANCE & ADMINISTRATIVE MANAGEMENT
SECTION SECTION SECTION
Planning Unit Contract Maintenance Quality Human Resource
9 Management Unit Management Unit —  Implementation —  Management & Accounting Unit
Unit Development Unit
| Highways Design Contract Claims Equipment Materials Testing Records )
Unit Unit Management Unit Unit Management Unit Budget Unit
Bridges & Other Monitoring and Supply & Property
|  Public Works |  Evaluation Unit Unit
Design Unit
Engineering
I Surveys & ™ Cash Unit
Investigation Unit
Environmental, || General Services
—|  Social & Right of Unit
Way Unit
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DISTRICT ENGINEERING OFFICE

DISTRICT OFFICE FUNCTIONS

Implements laws, policies, rules and regulations for effective planning, design, construction, and maintenance of
infrastructure projects.

Undertakes the planning, design, construction and maintenance of all infrastructure projects in coordination with
concemed stakeholders;

Implements infrastructure projects in accordance with approved plans, specifications, and approved contract;
Provides supervision, technical, legal, administrative support, and contract management to the DEOs in the exercise
of their functions;

Assists other agencies and local government units in the planning and design of infrastructure projects, as necessary;
Reviews and evaluates plans and Programs Of Works (POWSs) of local roads and other infrastructure receiving
national government funds;

Conducts continuing consultations and dialogues with stakeholders in connection with the implementation of DPWH
projects;

Prepares, consolidates and submits all relevant information required by the Department and other stakeholders.
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OFFICE OF THE REGIONAL DIRECTOR FUNCTIONS

LEGAL STAFF

. Assists the Regional Director on all legal matters involving enforcement and administration
of laws;

Prepares memoranda of agreement and other legal instruments pertaining to the activities
of the region and the District Engineering Offices under its jurisdiction;

Reviews, interprets and processes contract agreements and other instruments entered into
by the Region and the District Engineering Offices under its jurisdiction;

. Conducts investigations and hearings on complaints and grievances against officials and
employees arising from violations of laws, office rules, and regulations, prepare decisions,
rulings or opinions on those cases and submit recommendations to appropriate authorities;
Facilitates the acquisition of right-of-ways for infrastructure projects and other physical
assets including its transfer in the name of DPWH;

. Appears in legal courts and other administrative bodies for cases where DPWH or its officials
are parties and acts as collaborating or Special Counsel with the Office of the Solicitor
General;

Provides legal assistance to the different units of the Regional and District Engineering
Offices within its jurisdiction;

. Issues certificates of pending administrative cases.
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1.0

2.0

3.0

Purpose

To ensure that all legal instruments prepared by the Office, are in compliance with existing laws,
rules/regulation and policies, and to enter into thereon with clear understanding of the surrounding
nature and conditions of said legal instruments.

Definition of Terms

Legal Instruments — used for any formally executed written documents that can be formally
attributed to its author, records, and formally express a legally enforceable act, process or
contractual duty, obligation, or right, and therefore evidences that act, process, or agreement.

Procedure

Process Flow

( Start )

\ 4

Receive request for
preparation of legal
instruments

v

Gather necessary
information

!

Draft the corresponding
legal instrument

Submit the
corresponding legal
instrument for
revision/approval of the
Regional Director

'

Have the copies of the
legal instrument be
signed by the concerned
parties

v
End

Responsible

Legal Staff

Legal Staff

Legal Staff

Legal Staff

Legal Staff

Details

Receive request for preparation of legal
instruments  (e.g.  Memorandum  of
Agreement, Contracts), routed from the
Regional Office/District Engineering Offices

Gather applicable data related to said
request (e.g. nature of the legal instrument,
parties thereto, effectivity, validity, etc.)

Once pertinent data are gathered, draft the
requested legal instrument.

Submit initial draft of the legal instrument
prepared, if returned by the Regional
Director with corrections, revise accordingly,
otherwise, prepare final draft of the legal
instrument.

Once approved, have the copies of the legal
instrument signed by the concerned party.
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4.0 References

5.0

Revised Rules on Administrative Cases in the Civil Service (RRACCS)

RA 6713 or the " Code of Conduct and Ethical Standards For Public Officials and Employees" and

RA 9485 or the "Anti Red Tape Act of 2007".

Records

Legal Instruments
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1.0 Purpose

To guarantee that all reviews, interpretations and process employed are in accordance with existing

laws, rules/regulations and/or policies.

2.0 Definition of Terms

Contract of Agreement — a written document containing an agreement between two parties to

provide service.
3.0 Procedure

Process Flow

Receive instructions for
review, interpretation,
and processing of
contract agreements

A4

Research on applicable
laws, rules/regulations,
and policies

v

Submit
comments/revision/
recommendation

A\ 4

Consult the Regional
Director/District Office
Concerned

Responsible

Legal Staff

Legal Staff

Legal Staff

Legal Staff

Details

Contract agreements and other legal
instruments are received from the Regional
Offices and District Engineering Offices by
the Legal Unit for review, interpretation
and/or processing.

Research on applicable laws, rules/
regulations, and policies necessary for the
review, interpretation and processing of the
legal instruments

Applying the related laws, rules/regulations
and existing policies, submit initial
report/comment on the subject request.

Consult the Regional Director/District Office
concerned relative to the request of the
advice. If submitted report has corrections,
revise accordingly. Otherwise, submit final
copy of said report, for approval
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Agreements/Other Instruments ge e
Process Flow Responsible Details

) Legal Staff Have the Regional Director approve the

Submit final :
report/reply on the request for legal advice.

report/comment/ Pork/Eeply 9 g

recommendation for
approval of the Regional
Director

A\ 4
Approve final

report/commend/
recommendation

v

Furnish the requesting
party of the approved
copy of the report

End

4.0 References

Revised Rules on Administrative Cases in the Civil Service (RRACCS)

Regional Director Regional Director approves the report.

Legal Staff Send report/comment/recommendation to
the concerned party for appropriate action.

RA 6713 or the "Code of Conduct and Ethical Standards For Public Officials and Employees" and

RA 9485 or the "Anti Red Tape Act of 2007".
5.0 Records
Legal Instruments

Contract Agreements
Approved Recommendation Report
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1.0 Purpose

To ensure that all complaints are acted upon receipt in accordance with the Revised Rules on
Administrative Cases in the Civil Service (RRACCS), RA 6713, otherwise known as the "Code of
Conduct and Ethical Standards for Public Officials and Employees"”, and RA 9485, otherwise known as
the "Anti Red Tape Act of 2007", and other applicable laws.

2.0 Definition of Terms

Complaint - any claim or grievance against officials and employees arising from violations of law,
office rules and regulations.

Person complained of refers to a person who is the subject of a complaint but who is not yet issued
a notice of charge/s or formal charge by the disciplinary authority.

Respondent refers to the person who is issued a notice of charge/s or formal charge by the
disciplinary authority.

Disciplinary Authority refers to the person or body duly authorized to impose the penalty provided
for by law or rules.

Prima Facie Case to signify that upon initial examination, sufficient corroborating evidence appears
to exist to support a case.

3.0 Procedure

Process Flow Responsible Details
( Start )
A
Receive Complaint for Legal Staff The Legal Unit/Legal Officer receives the
appropriate action complaint, for appropriate action.
A\ 4
Prepare a memorandum Legal Staff The person who is the subject of the
to the DWPH complaint is issued a memorandum
official/employee directing him/her to submit
concerned in the subject comment/counter-affidavit/explanation
complaint within five (5) days from receipt of the
Memorandum.
A
Gather pertinent data Legal Staff It involves fact a fact- finding investigation
surrounding the or an ex-parte examination of records and
complaint / Conduct documents submitted by the complainant
preliminary investigation and the person/s subject of the complaint.
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Process Flow

®

Determine a Prima
Facie Case

v

Furnish copies of the
report to parties of
interest

Submit report to the
Regional Director for
information and further
instruction

l

End

4.0 References

Revised Rules on Administrative Cases in the Civil Service
RA 6713 or the "Code of Conduct and Ethical Standards F

Responsible

Legal Staff

Legal Staff

Legal Staff

RA 9485 or the "Anti Red Tape Act of 2007".

5.0 Records

Details

If there is a Prima Facie Case, the Office will
issue a formal charge to the subject person
complained of, otherwise the complaint will
be dismissed and the Office will furnish a
copy of the investigation report to the
complainant.

Send copies of investigations report to the

concerned parties

Furnish report to the Regional Director and
await further instruction

Approved Investigation Report is with Records Section, Administrative Division.
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1.0

2.0

3.0

Purpose

To guarantee that the DPWH and/or its District Offices are duly represented in cases where the
Office or its officials are parties in court and/or any administrative body, and extend any legal

service related thereto.

Definition of Terms

Court — a place where legal cases are heard.
Administrative Body — any government agency where administrative cases are heard.

Procedure

Process Flow

Receive instructions from

the Regional Director

A

Gather necessary
information needed for
said hearing

|

Attend
court/administrative
body hearing

l

Report to the Regional
Director the findings

End

Responsible

Legal Staff

Legal Staff

Legal Staff

Legal Staff

Details

The Legal Unit/Legal Officer receive
instructions from the Regional Director to
attend and to represent the Office to the
court during administrative hearing.

Gather surrounding facts or information
relative to the hearing to be attended.

Applying the related laws, rules/regulations
and existing policies, submit initial
report/comment on the subject request.

Report to the Regional Director the findings,
resolution and/or other information derived
from the hearing
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4.0 References

Revised Rules on Administrative Cases in the Civil Service (RRACCS)
RA 6713 or the "Code of Conduct and Ethical Standards For Public Officials and Employees" and

RA 9485 or the "Anti Red Tape Act of 2007".

5.0 Records

Hearing Findings, Resolutions and Other Information Reports
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1.0

2.0

3.0

Purpose

To ensure that all requests for information/legal advice/legal opinion are acted upon in accordance
with RA 6713, otherwise known as the "Code of Conduct and Ethical Standards for Public Officials and
Employees" and RA 9485, otherwise known as the "Anti-Red Tape Act of 2007".

Definition of Terms

Legal Advice is generally defined as the assessment and application of principles of law to a

particular factual situation.
Procedure

Process Flow

Receive request for legal
advice

\ 4

Research on applicable
laws, rules/regulations,

and policies

Gather surrounding facts
/ circumstances

Prepare Draft report
regarding the instruction
/ request for rendition of

legal advice

Responsible

Legal Staff

Legal Staff

Legal Staff

Legal Staff

Details

Receive Instruction for comment/
recommendation / advise involving matters
on the enforcement of law, from the
Regional Director / Assistant Regional
Director / District Engineers

Research  applicable laws, existing
rules/regulations and policies that address
said request for legal advice

Gather information or data surrounding the
nature of said request

Applying the related laws, rules/regulations
and existing policies, submit initial
report/comment on the subject request
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Process Flow Responsible Details

®)
1

Consult the Regional
Director / District Office
concerned

Legal Staff

v
Submit final report on
the legal advice/opinion
rendered, for approval

Legal Staff

Submit final report on Legal Staff

the legal advice/opinion
rendered, for approval

l

End

4.0 References

Consult the Regional Director/ District Office
concerned relative to the request for advice.
If submitted report has corrections, revised
accordingly. Otherwise, submit final copy of
said report, for approval.

Have the Regional Director approve the
report/reply on the request for legal advice

Furnish the requesting party of the
approved copy of the report addressing the
request for legal advice

Revised Rules on Administrative Cases in the Civil Service (RRACCS)
RA 6713 or the "Code of Conduct and Ethical Standards For Public Officials and Employees" and

RA 9485 or the "Anti Red Tape Act of 2007".
5.0 Records

Legal Advice

BE CERTAIN THAT THIS IS THE CURRENT VERSION BEFORE USING THIS DOCUMENT



eliuely ‘ealy Hod ‘aAlq oejuog
shemybiH pue s)10pM 21jqnd jo Jusdwpedaq
saulddijiyd au3 jo dignday




Department of Public Works and Highways lssueDate: | FEB 2 8 2017
Standard Procedures Manual Doc. Code: DPWH-SPM-PRS-00
for Regional & District Engineering Offices Revision No.: 0
Functional Chart of Procurement Staff Page No. 1of1

OFFICE OF THE REGIONAL DIRECTOR FUNCTIONS

PROCUREMENT STAFF

sk 4

Manages procurement activities and processes of the Regional Office including provision of
Secretariat and technical support services to the Regional Bids and Awards Committee;
Prepares and consolidates Procurement Monitoring Reports of the District and Regional
Offices for submission to Bureau of Procurement;

Monitors compliance of procurement guidelines by DEOs

Reviews, evaluates and consolidates the District Engineering Offices Approved Annual
Procurement Plans (DAPP), Prepare the Regional Project Procurement Management Plan
(RPPMP) and the Regional Annual Procurement Plan (RAPP) for approval by the Regional
Director and submission to the Procurement Service;

Prepares and processes bid, tender documents and contracts and recommend for approval
by the Regional Director;

Reviews and evaluates approved budgets for the contract (ABC) and unit prices of projects
to be bid within the District and Regional Offices;

Coordinates with other DPWH BAC and other agencies regarding accreditation and status of
contractors transacting business in the office;

Maintains a Regional data base of prevailing prices and cost estimates of goods, civil works
and consulting services.
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1.0

2.0

Purpose

Transparency in the procurement process and competitiveness by extending equal opportunity to
enable private contracting parties who are eligible and qualified to participate in public bidding and to
provide timely provisions of Infrastructure Projects

Deﬁhition of Terms

Republic Act 9184 - refers to the the Government Procurement Reform Act

Procurement - refers to the acquisition of Goods, Consulting Services and the contracting for
Infrastructure Projects by the Procuring Entity.

HOPE - refers to the Head of the Procuring Entity

BAC - refers to the Bids and Awards Committee

BAC - TWG - refers to the Bids and Awards Committee Technical Working Group

PDD - Planning and Design Division

NOA - Notice of Award

Bidding Documents - refers to the documents issued by the Procuring Entity as the basis for the
prospective bidders bid, furnishing all information necessary for the prospective bidder to prepare a
bid

Bid - refers to a signed offer or proposal submitted by a Supplier, Manufacturer, Distributor,
Contractor or consultants in response to the bidding documents

PhilGEps - refers to the the Philippine Government Electronic Procurement System

ITB - refers to the Invitation to Bid

LCB - Lowest Complying Bidder

LCRB - Lowest Complying Responsive Bidder

C.D. — Calendar Days

3.0 Procedure

Process Flow Responsible Details

( Start )

A 4

Publish Invitation to Bid BAC Secretariat BAC Secretariat facilitates publication in the

including posting at the National Newspaper of  nationwide

DPWH and Philgeps circulation at the same time post at the
Website DPWH and PhilGeps Website.

Seven (7) C.D.
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Process Flow Responsible Details

Issue bidding
documents to
Prospective Bidders

Conduct Pre-Bid
Conference

v

Conduct eligibility
processing of
contractors

Conduct Opening of
Bids

v

Conduct Bid
Evaluation and
Ranking

|

BAC, BAC-TWG and
Observers

BAC, BAC Secretariat,
TWG, Prospective
Bidders and
Observers

BAC Secretariat

BAC, BAC Secretariat,
TWG, Concerned
PDD Engineers,
Prospective Bidders
and Observers

BAC, BAC-TWG and
Observers

BAC Secretariat issues Bidding Documents
to Prospective Bidders or Bidders that can
be downloaded at the DPWH or PhilGeps
Websites.

Max period from last date of ITB:
50 M and below - 50 C.D.
Above 50 M - 65 C.D.

BAC conducts Prebid Conference to discuss
among others the eligibility requirements,
technical and financial components of the
contract to be bid.

At least 2 C.D. from last date of
advertisement

BAC Secretariat receives Prospective Bidders
Bid Proposal. BAC thru the Secretariat
conducts eligibility processing of
contractors.

BAC Chairman announces eligible bidders
before the opening of bids. BAC with the
assistance of the TWG conducts preliminary
evaluations of bids of eligible bidders using
the non-discretionary Pass or Fail criteria.
At least 12 C.D. from the Prebid
conference

The BAC thru the TWG conducts detailed
evaluation of bids to determine the lowest
calculated Bidder.

50 M and below - 5 C.D.

Above 50 M - 7 C.D.
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Process Flow Responsibie Details

Conduct Post
qualification

\4

Prepare Resolution and
Award of contract
(NOA)

v

Forward Contract for
Signing and Approval

|

Issue Notice to Proceed
(NTP)

End

4.0 Reference
Revised IRR of RA 9184

BAC, BAC-TWG and
Observers

The HOPE, BAC, BAC-
TWG, BAC Secretariat
and Observers

The HOPE, BAC, BAC-
TWG, BAC Secretariat
and Observers

BAC Secretariat

Department Order No. 64, Series of 2012

Office Order dated June 02, 2014

5.0 Record

Approved Contract including all its supporting documents.

The BAC thru the BAC-TWG conducts Post
qualification of the lowest complying bidder
to determine its responsiveness and prepare
the Post qualification report and submit to
the BAC for deliberation.

7-30 C.D.

BAC deliberates and recommends award to
the LCRB for approval of the HOPE. BAC
Secretariat prepares the Resolution and
Notice of Award. BAC Secretariat facilitates
receipt of the NOA to the Contractor once
approved by the HOPE.

50 M and below - 4 C.D.

Above 50 M - 7 C.D.

BAC Secretariat forwards the preparation of
contract to the Implementing Office.

10 C.D. from the receipt of Notice of
Award

BAC Secretariat prepares the NTP, Assistant
Regional Director initials and HOPE
approves. Issue to contractor after
approval.

50 M and below — 2 C.D.

Above 50 M - 3 C.D.
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1.0 Purpose

Transparency in the procurement process and competitiveness by extending equal opportunity to
enable suppliers who are eligible and qualified to participate in the public bidding and to provide timely
provisions of goods and services.

2.0 Definition of Terms

BAC - Bids and Awards Committee

Bidding Documents - refers to the documents issued by the Procuring Entity having all the
necessary information regarding the subject procurement and shall be used and duly accomplished by
the prospective suppliers, to be submitted on the scheduled submission of bids.

Bid - refers to a signed offer or proposal submitted by suppliers, manufacturers, distributors,
contractors or consultants in response to the ITB/Bidding Documents

HOPE - Head of the Procuring Entity

PhilGEPS - Philippine Government Electronic Procurement System

ITB - Invitation to Bid

LCB - Lowest Complying Bidder

LCRB - Lowest Complying Responsive Bidder

C.D. - Calendar Days

3.0 Procedure

Process Flow Responsible Details
Prepare Invitation to BAC Chairman The BAC thru the BAC Secretariat prepares
BID (ITB) and ITB and forwards to the BAC Chairman for

BAC-Secretariat signature.

A 4

Post ITB at the DPWH BAC-Secretariat BAC Secretariat posts ITB at the DPWH &
and PhilGEPS websites PhilGEPS websites and other conspicuous
places reserved for this purpose in the
premises of the procuring entity.

Local Newspaper = P1 Million — P2 Million
National Newspaper = Above P2 Million
(IRR of RA9184.Sect.21.2.2)

Seven (7) C.D.

and conspicuous places

A

Issue Bidding
Documents to
Prospective Suppliers

BAC-Secretariat and BAC Secretariat issues and make available

Prospective Suppliers the bidding of documents starting from the
1%t day of advertisement up to the date of
submission of bids.

¢ Maximum of forty five (45) C.D.

(D
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Process Flow Responsible Details
Conduct Pre-Bid BAC, BAC conducts Pre-Bid Conference to discuss
BAC-TWG, among others the eligibility requirements,

Conference

Submit bids on or
before the deadline

Conduct Preliminary
Evaluation of Bids

Conduct Opening of
Bids

Conduct Evaluation and
Ranking of Bid

Prepare Abstract of
Sealed/Open Canvass

l

Conduct Post
Qualification

|

BAC Secretariat,
Prospective Suppliers

Prospective Suppliers

BAC Secretariat

BAC,
BAC-TWG,
BAC-Secretariat,
Prospective Suppliers,
Observers and
End-users

BAC,
BAC-TWG, and
BAC-Secretariat

BAC-Secretariat

BAC,
BAC-TWG
BAC-Secretariat, and
End-Users

technical and financial components of the
subject procurement to be procured.

P1 Million and above

P1 Million and below, depends upon the
decision of the BAC (IRR of RA
9184.Sect.22.1).

One (1) C.D.

The prospective suppliers submit bids on or
before the deadline set by the BAC.

BAC with the assistance of the TWG
conducts preliminary evaluation of bids
using the non-discretionary Pass or Fail
criteria to determine the complying bids.

The BAC Chairman announces the
complying bids and instructs the TWG to
open and evaluate the Financial Proposals
of complying Technical Proposals only.

At least twelve (12) C.D. from the Pre-Bid
conference/

The BAC thru the TWG conducts detailed
evaluation of bids to determine the lowest
calculated bidder.

A maximum of seven (7) C.D.

abstract of
read and as

BAC Secretariat prepares
sealed/open canvass as
evaluated

One (1) C.D.

The BAC thru the TWG conducts Post-
qualification of the LCB to determine its
responsiveness and prepare the Post-
qualification Report for submittal to the BAC
for deliberation.

A maximum of seven (7) C.D.
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Process Flow Responsible Details

Prepare Resolution and HOPE, BAC, BAC recommends award to LCRB thru

BAC-TWG, Resolution for approval of the HOPE.

Notice of Award (NOA)

Prepare Contract for
sianature of ARD

Approve Contract

v

Issue Notice to Proceed
(NTP)

Forward approved
Contract and conformed
NTP to SPMS

End

BAC-Secretariat,
FMD, Observers
and End-users

ARD,
BAC-Secretariat,
FMD and Suppliers

Assistant Regional
Director
HOPE

ARD, HOPE,
BAC-Secretariat and
Suppliers

Records Section,
BAC-Secretariat and
SPMS

BAC Secretariat prepares Resolution and
NOA and facilitates receipt of the Approved
NOA to the concerned suppliers.

BAC Secretariat furnishes copy of approved
and conformed NOA to end-users for
preparation of memorandum requesting
FMD the issuance of ObR and CAF.

BAC Secretariat posts the Approved and
conformed NOA.

A maximum of seven (7) C.D.

BAC Secretariat prepares the contract,
Assistant Regional Director enters into
contract for DPWH.

FMD testifies as to availability of funds.

Ten (10) C.D.

ARD enters into contract for DPWH and
approves by the HOPE.
A maximum of fifteen (15) C.D.

BAC Secretariat prepares NTP forward to
the HOPE for approval; BAC Secretariat
facilitates the issuance of approved NTP to
concerned suppliers and for notarization of
the approved contract.

Three (3) C.D.

Record Section forwards the approved
contract, conformed NTP, together with the
set of contract documents to Supply and
Property Management Section (SPMS) for
delivery of goods procured within the time
specified in the contract.

BAC Secretariat posts the approved contract
duly notarized at the DPWH & PhilGEPS
websites.
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4.0

5.0

References

Revised IRR of R.A. 9184 and latest GPPB issuances
Checklist of required documents

Price Quotations with conditions of sale and brochures of specifications of goods and equipment to be

procured
Records

Approved Contract including all its supporting documents

BE CERTAIN THAT THIS IS THE CURRENT VERSION BEFORE USING THIS DOCUMENT




Department of Public Works and Highways tssue Date: | FEB 2 8 2017
Standard Procedures Manual Doc. Code: | DPWH-SPM-PRS-03
for Regional & District Engineering Offices Revision No.: 0
Procurement Process Thru SVP and Shopping Page No. lof3

1.0 Purpose

Transparency in the procurement process and competitiveness by extending equal opportunity to
enable suppliers who are eligible and qualified to participate in the alternative mode of procurement
thru Small Value Procurement (SVP) and Shopping and to provide timely provisions of goods and
services.

2.0 Definition of Terms

BAC - Bids and Awards Committee

Bidding Documents - refers to the documents issued by the Procuring Entity having all the
necessary information regarding the subject procurement and shall be used and duly accomplished by
the prospective suppliers, to be submitted on the scheduled submission of bids.

Bid - refers to a signed offer or proposal submitted by suppliers, manufacturers, distributors,
contractors or consultants in response to the ITB/Bidding Documents

HOPE - Head of the Procuring Entity

PhilGEPS - Philippine Government Electronic Procurement System

ITB - Invitation to Bid

LCB - Lowest Complying Bidder

LCRB - Lowest Complying Responsive Bidder

C.D. - Calendar Days

3.0 Procedure

Process Flow Responsible Details
( Start )
A\ 4
Prepare Agency BAC-Secretariat BAC Secretariat prepares APR to be faxed to
Procurement Request PS-DBM, upon receipt of approved Purchase
(APR) Request (P.R.) for category of goods that
can be procured at the PS-DBM.
One (1) C.D.
A\ 4
Prepare Request for BAC Chairman BAC Secretariat prepares remaining items
Quotation (RFQ) and from P.R. which are not available from the
BAC-Secretariat PS-DBM; BAC Chairman signs the RFQ.
One (1) day

O,
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Process Flow Responsible Details

O
1

Post RFQ to DPWH
Website and PhilGEPS

Distribute RFQ to at
least 3 Prospective
Suppliers

!

Submit price quotations
to BAC

Prepare Abstract of
Quotations

\4

Conduct Opening of
Bids

A

Conduct Evaluation and
Ranking of Bid

A\ 4

Prepare Abstract of
Sealed/Open Canvass

BAC Secretariat

BAC-Secretariat and
Prospective Suppliers

Prospective Suppliers

BAC Secretariat

BAC Observers and
End-users

BAC,
BAC-TWG, and
BAC-Secretariat

BAC-Secretariat

BAC Secretariat posts approved RFQ at the
DPWH & PhilGEPS websites

P50 Thousand and above (IRR of RA
9184 — Appendix 18.3.d.ii)

Seven (7) C.D.

BAC Secretariat distributes RFQ to at least
three (3) suppliers of known qualifications
which will be invited to submit proposals
Seven (7) C.D.

Prospective Suppliers submit proposals on
or before the deadline set by BAC

BAC Secretariat prepares the Abstract of
Quotations after the deadline for submission
of price quotations.

BAC together with Observers and End-users
conducts the opening of bids.

Seven (7) C.D. from the 1st day of
advertisement.

The BAC thru the TWG conducts detailed
evaluation of bids to determine the lowest
calculated bidder.

A maximum of seven (7) C.D.

BAC Secretariat prepares abstract of
sealed/open canvass as read and as
evaluated

One (1) C.D.
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Process Flow Responsible Details

Prepare Resolution and HOPE, BAC,

Notice of Award (NOA) BA(I?ASC-TV\éaG" :
-Secretariat,

FMD, Observers
and End-users

Prepare Purchase Order HOPE,
(P.0) BAC-Secretariat,

FMD and Suppliers

Approve P.O. Records Section,
SPMS, Suppliers and
BAC Secretariat
v
End

4.0 References

Revised IRR of R.A. 9184 and latest GPPB issuances
Checklist of required documents

BAC recommends award to LCRB thru
Resolution for approval of the HOPE.

BAC Secretariat prepares Resolution and
NOA and facilitates receipt of the Approved
NOA to the concerned suppliers.

BAC Secretariat furnishes copy of approved
and conformed NOA to end-users for
preparation of memorandum requesting
FMD the issuance of ObR and CAF.

BAC Secretariat posts the Approved and
conformed NOA

A maximum of seven (7) C.D.

BAC Secretariat prepares the P.O. FMD to
testify as to availability of funds and
forwards to the HOPE for approval of P.O.

A maximum of fifteen (15) C.D.

Records Section forwards the approved and
conformed P.O. to the Supply Property
Management Section (SPMS) for delivery of
goods procured within the time specified in
the P.O.

BAC Secretariat posts the approved contract
duly notarized at the DPWH & PhilGEPS
websites.

Price Quotations with conditions of sale and brochures of specifications of goods and equipment to be

procured
5.0 Records

Approved P.O. including all its supporting documents
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1.0 Purpose

Transparency in the procurement process and competitiveness by extending equal opportunity to
enable private contracting parties who are eligible and qualified to participate in public bidding

2.0 Definition of Terms

BAC - refers to the Bids and Awards Committee

BAC - TWG - refers to the Bids and Awards Committee Technical Working Group

DEO - refers to the District Engineering Offices

GOP — Government of the Philippines

Bid - refers to the signed offer of the contractor in response to the bidding documents.

Bidder - refers to a contractor competing for the award of contract in any procurement by the GOP

3.0 Procedure

Process Flow Responsible Details

Submit Bid Proposal Prospective Bidder  Prospective Bidder submits Bid Proposal
to BAC Secretariat upon payment of a non-refundable fee.

Receive Bid proposals BAC Secretariat, BAC Secretariat receives Bid proposals

and place in the Bid Regional Office and are placed in the Bid Box
Box
v
Submit request for DEQ’S BAC DEO’s submit request for Eligibility
Eligibility Processing Secretariat Processing together with the Contract

profile and list of participating bidders.

Conduct Eligibility BAC Secretariat The BAC thru the BAC Secretariat

Processing conducts electronic eligibility Processing
when all bids are received and recorded.
Encode contract profile and other data
such as PCAB License, Name of
Prospective Bidder.

()
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Process Flow Responsible Details
Print Eligibility Result BAC Secretariat BAC Secretariat submits result to the BAC
and submit to BAC Chairman for Signature (for Regional office)
Chairman for
signature

\ 4

Forward Signed BAC Secretariat For DEO’s the BAC Secretariat forward
Results to the results to the Records Section once signed
Records Section of by the BAC Chairman.
DEOs
A
End

Note: The eligibility process is undertaken after deadline of submission of bids and eligibility of prospective
bidders is announced before the opening of bids.

4.0 Reference

IRR of RA 9184
Department Order No. 64, Series of 2012

5.0 Record

Eligibility Processing Results
Record Book
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1.0 Purpose
Transparency in the procurement process and competitiveness by extending equal opportunity to
enable private contracting parties who are eligible and qualified to participate in public bidding

2.0 Definition of Terms
BAC - refers to the Bids and Awards Committee
Bid - refers to a signed offer or proposal submitted by a supplier, manufacturer, distributor, contractor
or consultant in response to the Bidding Documents
MR - refers to Motion for Reconsideration

3.0 Procedure

Process Flow Responsible Details
( Start )
Open Bids BAC, BAC TWG The BAC through the assistance of TWG
(first envelope / shall open the first envelopes of prospective
technical proposal), bidders in public to determine each bidder's
Preliminary compliance with the documents required for
Examination of Bids eligibility and for the technical

requirements.

A 4

Check submitted BAC, BAC TWG The BAC/TWG shall check the submitted
documents against documents of each bidder against a
checklist of required checklist of required documents to ascertain

documents if they are all present using a non-

discretionary "pass/fail" criterion.

In case one or more of the requirements in
the first and second envelope of a particular
bid is missing, incomplete or patently
insufficient, and/or if the submitted total bid
price exceeds the ABC, the BAC shall rate
the bid concerned as "failed".

@
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Process Flow Responsible Details
If bid signifies Motion for
@ Reconsideration (MR), retain financial

document:

Contractor’'s MR — 3 days
BAC resolves MR — 7 days

If Failed, return the unopen financial
documents.

If Motion for Reconsideration of the
bidder is accepted, the BAC TWG will
proceed with the opening of the second
envelope, otherwise it will be returned
to the bidder unopened.

BAC, BAC TWG Immediately, the BAC shall forthwith
open the second bid envelope of each
remaining eligible bidders whose 1%
envelopes was rated "passed".

Open
(second envelope /
financial proposal)

Only bids that are determined to contain
all the bid requirements for both
components shall be rated "passed" and
shall immediately be considered for bid
evaluation and comparison.

v

BAC TWG The BAC TWG shall immediately conduct
a detailed evaluation of all bids using
non-discretionary criteria in considering
the following:

a. Completeness of the bid;

b. Arithmetical corrections.

If non-responsive, not considered for
comparison.

50 M and below - 5 days

Above 50 M — 7 days

Evaluate Bids

v

(&
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Process Flow Responsible Details

Conduct Post
Qualification

¥
Submit reports for
deliberation

\ 4

End

Reference

Revised IRR of RA 9184 and latest GPPB Issuance

Bidding Documents
Checklist of required documents

BAC TWG

BAC TWG

The BAC TWG shall verify, validate, and
ascertain all statements made and
documents submitted by the bidder with
the Lowest Calculated Bid, using non-
discretionary criteria.

Notify the lowest bidder of its
postdisqualification and proceed with
the postqualification of the 2nd lowest
bidder and so on.

30 days

The BAC TWG shall submit to the BAC
reports of Bid Evaluation and Post
Qualification for deliberation and BAC
recommends award to LCRB.

Latest Monitoring Reports from Regional Offices and District Engineering Offices

Latest CPES Rating report
Department Orders

Technical and Financial Documents submitted by the contractors/suppliers

Record

Report of Bid Evaluation
Report of Post Qualification
Minutes of Bid Opening and Deliberation
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Revision No.: 0

Page No. lof1

OFFICE OF THE REGIONAL DIRECTOR FUNCTIONS

INFORMATION AND COMMUNICATION TECHNOLOGY (ICT) STAFF

. Manages and maintains the wide area network of the Region which includes the network
infrastructure, enterprise servers and technology environment for both voice and data;
. Ensures that Region mission-critical networks are operational and that downtimes, if

unavoidable, are reduced to the minimum;

. Provides support for application deployment, including application distribution and

configuration management;
Helps users from the Region in the resolution of ICT problems;

. Tracks ICT problems and recommends enhancements and training needs;

. Ensures that work stations and other peripherals are operational and that downtimes, if

unavoidable, are reduced to the minimum;

. Provides application user support services including user coordination;

. Submits promptly all ICT reports to the Information Management Service, Central Office;

. Provides support services to Regional web data sources.
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1.0 Purpose

To ensure that voice and data communication are operational and that downtimes, if unavoidable,
are reduced to minimum.

2.0 Definition of Terms

DPWH Wide Area Network refers to a network connecting the voice and data of the Central
Office, Regional and District Engineering Offices.

WAN connectivity refers to a bidirectional or symmetric telecommunications line between two or
more locations provided by Telecommunication Companies.

Voice and data communication refers to the exchange of information between two or more
parties whether digital or analog.

Downtimes refers to time during which unit is not working.
Down/Up refers to status of connectivity within the wide area network

Modem (modulator-demodulator) refers to a device or program that enables a computer to
transmit data over telephone or cable lines

PABX (Private Automated Branch Exchange) refers to an automatic telephone switching system
that provides intercommunication between a large number of telephone stations in an organization.

Reboot refers to restarting a hardware device.

Ping refers to a network diagnostic tool used primarily to test the connectivity between two nodes
or devices.

Troubleshoot refers to tracing or correcting faults in a mechanical or electronic system.

Escalate (or Escalation), in IT Service Management, refers to the reassigning of incidents/issues to
a higher tier support group due to lack of expertise.

3.0 Procedures

Process Flow Responsible Details
( Start )
: ICT Staff Check/ t d
o ta eck/inspect communication devices
Check Connectivity (Routers, Switches, Modems, PABX

and other peripherals) status whether
down or up. Check connectivity using
Ping command or network monitoring
tool.

\ 4
O
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Process Flow Responsible Details
l ICT Staff If there is connectivity problem,
Isolate the problem troubleshoot/isolate the problem by
checking modem/router for error alerts.
Reboot the device with error alerts and
test the connectivity.
Once the problem is resolved, update
monthly report.
ICT Staff If the problem cant be resolved,

Log incident to the
DPWH IT Service Desk

|

Escalate the incident to
NAS, IMS

A 4

Isolate the problem

Resolve the problem

v

Notify ICT Staff

v

Update monthly report

End

IT Service Desk

Network
Administration
Section (NAS), IMS

Service Provider

NAS, IMS

ICT Staff

coordinate with the IT Service Desk
(ITSD) for assistance and take note of
the ITSD incident/ticket number on the
record book.

Escalate the incident to the Network
Administration Section for resolution.

Isolate the problem and escalate to the
service provider.

Resolve the problem according to its SLA
with the Department and inform NAS
once the problem is resolved.

Notify the ICT staff that the problem was
resolved.

Record the activity/incident to the
Monthly Server and Network Monitoring
Report which is submitted to IMS every
month
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4.0

5.0

Reference

Department Order No. 135, Series of 2014 - Redefining the Duties and Responsibilities of
Central, Regional and District Engineering Offices in the Implementation of the Communication

Network and Application Systems.
Record
IT Service Desk ticket/email notification

Network Administration Section’s email notification
Monthly Server and Network Monitoring Report
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1.0 Purpose
To ensure that users are correctly added or included in the Department’s communication network.
2.0 Definition of Terms

DPWH Wide Area Network refers to a network connecting the voice and data of the Central
Office, Regional and District Engineering Offices.

Network Account refers to account used to be able to access data on the wide area network.

Intranet refers to a secure and private enterprise network that shares data or application
resources via internet protocol (IP).

3.0 Procedures

Process Flow Responsible Details

( Start ’

Receive Request

Information and Receive approved Intranet Request
Communication Form from concerned division/unit.
Technology (ICT)

Staff
A 4
Evaluate Request ICT Staff Evaluates the request for possible
l account duplication
Add/Set User ICT Staff Adds/sets user account if not yet
Network Account existing or resets/edits for expired users
account
File Request ICT Staff Files request
End
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4.0 Reference

Department Order No. 135, Series of 2014 - Redefining the Duties and Responsibilities of
Central, Regional and District Engineering Offices in the Implementation of the Communication
Network and Application Systems.

Department Order No. 13, Series of 2015 — Policies and Guidelines on the Use of DPWH
Information and Communications Technology (ICT) Resources

5.0 Record

Approved intranet request form
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1.0 Purpose

To ensure that all Information and Communication Technology (ICT) equipment are operational
and that downtimes, if unavoidable, are reduced to minimum.

2.0 Definition of Terms

Preventive Maintenance refers to routine/scheduled inspection on ICT equipment.

ICT Equipment refers to diverse set of technological tools and resources used to communicate,
create, disseminate, store and manage information, such as desktop computers, laptop
computers, printers, IP phones, etc.

Hardware refers to all equipment involved in the operations of a computer system, including, but
not limited to, computers, data communications equipment, workstations, and various peripherals
such as printers and plotters.

3.0 Procedures

Process Flow Responsible Details

( Start )

y

ICT Staff Prepare quarterly schedule of preventive
Prep:gﬁe%ﬁgt L maintenance of ICT equipment and
should be approved by the Head of
Office and disseminated to concerned

offices.
Cor::juct ICT Staff Checks/inspects ICT equipment of its
. condition per approved quarterly
prgventlve schedule  of regular  preventive
malntenance maintenance program of ICT equipment.

Fills-out the ICT Preventive Maintenance
Checklist.
Resolve problems ICT Staff Resolve problems encountered if any.
A
Prepare Report ICT Staff Prepare Preventive Maintenance Report.
- ICT Staff Submit the Preventive Maintenance
Submit Report .
Report to Head of Office, attention the
L concerned offices and copy furnished
A IMS.

End
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4.0 Reference

Department Order No. 135, Series of 2014 - Redefining the Duties and Responsibilities of
Central, Regional and District Engineering Offices in the Implementation of the Communication

Network and Application Systems.
5.0 Records
Schedule of Preventive Maintenance of ICT Equipment

Preventive Maintenance Checklist
Monthly Preventive Maintenance Report
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1.0 Purpose

To ensure that the eNGAS and eBudget are backed-up regularly and backup files are secured
and available at all times.

2.0 Definition of Terms
eNGAS and eBudget (Electronic New Government Accounting System and Electronic Budget
System) refers to the application systems developed by the Commission on Audit to automate

the financial processing and recordkeeping of government agencies.

Backup or the process of backing-up refers to the copying and archiving of the computer data
so it may be used to restore the original after a data loss event.

Script refers to a small non-compiled program written for a scripting language or command
interpreter.

3.0 Procedures

Process Flow Responsible Details
( Start )
Run Backup ICT Staff Run the back-up procedure of eNGAS and

Procedure eBudget daily at 5 pm or later.

If the backup is not successful, check the
backup script if correct or if the name of the
database being backed-up is correct and
online.

A4

Copy backup files
to external storage
or burn to DVD

ICT Staff Copy the backup files to an external
repository or burn to DVD and store it to a
safe place. Ensure that the backup files can
be retrieved easily at all times.

End

4.0 Reference

Department Order No. 31, Series of 2016 — Assignment of a Repository Server for the
Preservation of Historical Data of eNGAS and eBudget Systems

5.0 Records
Softcopy stored on external storage or DVD
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1.0 Purpose

To ensure that the eNGAS and eBudget backups are consolidated and submitted to the Financial
Management Service (FMS) and the Information Management Service (IMS) every month.

2.0 Definition of Terms
eNGAS and eBudget (Electronic New Government Accounting System and Electronic Budget
System) refers to the application systems developed by the Commission on Audit to automate the
financial processing and recordkeeping of government agencies.

Backup or the process of backing-up refers to the copying and archiving of the computer data so
it may be used to restore the original after a data loss event.

File Transfer Protocol (FTP) refers to a client/server protocol used for transferring files to or
exchanging files with a host computer.

3.0 Procedures

Process Flow Responsible Details

Consolidate all
backup files

l

ICT staff Consolidate all backup files submitted by the
District Engineering Offices (DEOs) not later
than the 20™ of the month.

. ICT Staff Copy and restore the backup files to the
Chec;:):a Z(r::(:rz Hes eNGAS server and check for errors.
If errors are found, request for an updated
backup from the concerned DEOs.

ICT Staff Submit consolidated backup files to FMS and
IMS. Upload the backup files to the FTP
server for advance copy.

Submit Backup

End

4.0 Reference

Department Order No. 31, Series of 2016 — Assignment of a Repository Server for the
Preservation of Historical Data of eNGAS and eBudget Systems

5.0 Records
Email notification
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1.0 Purpose
To ensure proper procurement of IT equipment is complied.
2.0 Definition of Terms

Technical Specification refers to the detailed description of technical requirements or features
of a product or solution.

ICT Equipment refers to diverse set of technological tools and resources used to communicate, create,
disseminate, store and manage information, such as desktop computers, laptop computers, printers, IP
phones, etc.

3.0 Procedures

Process Flow Responsible Details

Receive request

ICT Staff Receive request for technical specifications
for procurement of ICT equipment and

software from concerned Division or DEO
A 4
Review/evaluate request ICT Staff Review/evaluate request for correctness.
\ 4
ICT Staff If letter request is correct/complete, indorse
Indorse/return request to IMS thru IT Service Desk for processing,
otherwise, return to concerned

Division/DEQOs for appropriate corrections.

ICT Staff Forward IMS's response to the concerned
Forward IMS' response Division/DEO.
\ 4
ICT Staff : . '
Record/file a copy of the File photocopies of the request and IMS
request response.
y
End
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4.0

5.0

Reference

Department Order No. 135, Series of 2014 — Redefining the duties and Responsibilities of
Central, Regional and District Offices in the Implementation of the Communication Network and

Application System

Department Order No. 13, Series of 2015 - Policies and Guidelines on the Use of DPWH

Information and Communications Technology (ICT) Resources

Department Order No. 10, Series of 2015 — Guidelines of Procurement, turnover, Disposal,
and Inventory of Information and Communications Technology (ICT) Resources

Records

Photocopy of request from concerned Division/DEO
Photocopy of IMS' response
Log book
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1.0 Purpose

To ensure that only authorized users have access to the Department’s Information Systems.

2.0 Definition of Terms

Access refers to the permission, right or ability to use DPWH application systems.

Account refers to authenticated relationship between user and computer, network or information

service.

Application Systems refer to systems and processes or solutions to which a computer program or

software is applied, such as the Civil Works Registry, RBIA and the like.

3.0 Procedures

Process Flow

( Start )

4

Receive request

v

Evaluate request

A\ 4

Approve the Request

v

Process the request

l

Verify access and inform
the end-user

l

File requests

End

Responsible

ICT Staff

ICT Staff

IMS Director

IMS Staff

ICT Staff

ICT Staff

Details

Receive accomplished request form for
email, internet, or application access from
end-users.

Check if the request form is properly
accomplished and signed. If the request
form is OK, IT Service Desk will forward to

IMS Director, otherwise return to end-user
for correction.

Approves and signs the request form.

Process the request and inform ICT Staff
of the result.

Verify access and inform end-user.

File request form.
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4.0 Reference

Department Order No. 135, Series of 2014 — Redefining the duties and Responsibilities of Central,
Regional and District Offices in the Implementation of the Communication Network and Application

System

Department Order No. 13, Series of 2015 — Policies and Guidelines on the Use of DPWH

Information and Communications Technology (ICT) Resources

Department Order No. 10, Series of 2015 — Guidelines of Procurement, turnover, Disposal, and
Inventory of Information and Communications Technology (ICT) Resources

5.0 Records

Photocopy of Request Form

IT Service Desk report/email notification
CWR Access Request Form

MYPS Access Request Form

PIS Access Request Form

E-NGAS Access Request Form

RTIA Application Request Form

TAS Access Request Form

PCMA Access Request Form
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1.0 Purpose
To ensure that hardware problems are resolved within a reasonable time.
2.0 Definition of Terms

Hardware refers to all equipment involved in the operations of a computer system, including, but not limited to,
computers, data communications equipment, workstations, and various peripherals such as printers and plotters.

ICT Equipment refers to diverse set of technological tools and resources used to communicate, create,
disseminate, store and manage information, such as desktop computers, laptop computers, printers, IP phones,
etc.

3.0 Procedures

Process Flow Responsible Details

Receive request

ICT Staff Receive request from end-users for repair
of ICT equipment thru email, telephone
call, walk-in or IT Service Desk.

\4

Check for warranty and
isolate the problem

ICT Staff Checks if the ICT equipment is under
warranty and endorse to supplier if ever.
Otherwise, check if equipment is still
repairable and if not mark “for disposal”.

ICT equipment that needs part
replacement will be provided by the end-
user.

v

ICT Staff ICT Staff will now inform the end-user of
the action that needs to be taken. If the
ICT equipment is still under warranty, the
ICT Staff will report and forward to
concerned supplier. Otherwise they will do
the repair themselves.

Inform end-users of status

v

: ! ICT Staff/Supplier The ICT equipment will undergo the
Rapair ICT eqUipment necessary repair/s. Once done, the ICT
staff will endorse the equipment to the
end-user.
ICT Staff File the signed form for documentation

File ﬁg#ﬁ;?:pgftdate and generate Monthly Help Desk Report
from IT Service Desk for submission to
l IMS, Central Office.

End
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4.0 Reference

Department Order No. 135, Series of 2014 - Redefining the duties and Responsibilities of Central, Regional
and District Offices in the Implementation of the Communication Network and Application System

Department Order No. 13, Series of 2015 - Policies and Guidelines on the Use of DPWH Information and
Communications Technology (ICT) Resources

Department Order No. 10, Series of 2015 — Guidelines of Procurement, turnover, Disposal, and Inventory of
Information and Communications Technology (ICT) Resources
5.0 Records

ICT Request Form
Monthly Help Desk Report
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1.0 Purpose
To ensure the proper installation of hardware, software and application systems.
2.0 Definition of Terms

ICT Equipment refers to diverse set of technological tools and resources used to communicate, create, disseminate,
store and manage information, such as desktop computers, laptop computers, printers, IP phones, etc.

Hardware refers to all equipment involved in the operations of a computer system, including, but not limited to,
computers, data communications equipment, workstations, and various peripherals such as printers and plotters.

Software refers to the programs that run on a computer and performs certain functions.

Application Systems refer to systems and processes or solutions to which a computer program or software is
applied, such as the Civil Works Registry, RBIA and the like.

3.0 Procedures

Process Flow Responsible Details

Receive request for
installation

ICT Staff Receive request from end-users or
instructions from IMS.

\4

Verify/evaluate request

ICT Staff Verify if hardware is compatible with
the end-user’s computer, or if the
software/application is properly
licensed and compatible with the
end-user’s computer.

Otherwise, inform end-user that
his/her request was disapproved due
to incompatibility with his/her
computer or improper license.

v

ICT Staff Install the

instoll berdare; hardware/software/application.

software/application

\4

ICT Staff File request and update monthly

File request and consolidate ' UE
report for submission to IMS.

monthly report

y

End
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4.0

5.0

Reference

Department Order No. 135, Series of 2014 — Redefining the duties and Responsibilities of Central,
Regional and District Offices in the Implementation of the Communication Network and Application

System

Department Order No. 13, Series of 2015 — Policies and Guidelines on the Use of DPWH Information

and Communications Technology (ICT) Resources

Records

ICT Request Form
Monthly Report
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1.0 Purpose

To ensure that the IT equipment procured undergone the necessary inspection and that it conforms to the
specifications provided by IMS.

2.0 Definition of Terms

Technical Specification refers to the detailed description of technical requirements or features of a product or
solution.

ICT Equipment refers to diverse set of technological tools and resources used to communicate, create,
disseminate, store and manage information, such as desktop computers, laptop computers, printers, IP phones,
etc.

3.0 Procedures

Process Flow Responsible Details

ICT Staff Receives request for inspection of

Recelveiraquest ICT equipment from the Supply

l Officer.

ICT Staff Conduct inspection the ICT
Conduct inspection and equipment and ensure that the
prepare recommendation prescribed specifications are met.

If specifications are met,
recommend for acceptance,
otherwise, recommend for non-
acceptance.

ICT Staff File inspection report.

File inspection report

l

End
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4.0 Reference

Department Order No. 135, Series of 2014 — Redefining the duties and Responsibilities of Central,
Regional and District Offices in the Implementation of the Communication Network and Application System

Department Order No. 13, Series of 2015 — Policies and Guidelines on the Use of DPWH Information
and Communications Technology (ICT) Resources

Department Order No. 10, Series of 2015 — Guidelines of Procurement, turnover, Disposal, and
Inventory of Information and Communications Technology (ICT) Resources

5.0 Records

Inspection Report
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Department of Public Works and Highways e et | FEB 2 8 207
Standard Procedures Manual [Or (Colee i B PA OOl
for Regional & District Engineering Offices Revision No.: 0
Functional Chart of Public Affairs and Information Staff | Page No. lofl

OFFICE OF THE REGIONAL DIRECTOR FUNCTIONS

PUBLIC AFFAIRS & INFORMATION STAFF

1. Implements the Department’s social marketing (development communication) programs and
projects in coordination with the Stakeholders Relations Service (SRS);

2. Communicates to the public the Region’s programs, projects, and services, and its role and
contribution in the infrastructure development;

3. Provides timely calamity reports (travel advisories) to SRS and local media, in coordination
with the Region’s Maintenance Division;

4. Establish networking relationship with Public Information Offices of other agencies at the
Regional level and represents the Region in the Inter-Agency Development Communications
Program and its implementation ;

5. Manages the Region’s customer feedback mechanism (Citizens Feedback Management, and
Internal Stakeholders Survey) and recommends to Regional Management Committee
(ManCom) areas for improvement based on analytics;

6. Manages the Region'’s social mobilization programs and projects such as CSO consultations,
dialogues with stakeholders, and community social responsibility (CSR) projects; and

7. Performs other communications and advocacy functions as may be assigned by the Regional
Director.
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1.0

2.0

3.0

Purpose

To serve as a systematic guide in the conduct of tasks for the purpose of implementing the
social marketing programs of the Department in order to strengthen its relationship with
external stakeholders.

Definition of Terms

IEC Materials — Information, Education, and Communication Materials

News clippings — Cutting-out of articles from newspapers

News Article — News article related to the DPWH that are published on newspapers and online
Information Officer — Writer/producer of information/communication requirements

News Release/s — News article related to the DPWH that are produced by the DPWH information
officers, and are disseminated to the media.

Photo Release/s - Photographs related to the DPWH that are taken by official DPWH
photographers, and are disseminated to the media.

IDTS — Internal Document Tracking System

DPWH website — Official website is jyww.dpwh.gov.ph}

Procedure

Process Flow Responsible Details

( Start )

Administrative Assistant Receive request/instruction from Office
of the Regional Director. Request
received will be encoded in the IDTS

Receive request/
from Regional
Director

l

Public Information Officer  Evaluate the request of the RD such as
production / revision of :
« News/Photo Release
 Travel Advisory (during calamity)

Evaluate
Communication
Requirements

« Letter to the Editor

» Messages / speeches

 IEC Materials Development

« Website Content Management

v

Public Information Officer  Materials presented once approved by
the RD will be forwarded and
dessiminated

Present to RD
recommended
materials
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Process Flow Responsible Details

®)
|

Disseminate
communication
requirements

Administrative Assistant/Clerk

A

Monitor produced
materials

Public Information Officer

Hle Docuitienits Administrative Assistant/Clerk

A 4
End

Disseminate communication
requirements and produced materials
thru :

e Email

e Fax

e Publication on the DPWH
website

e Registered Mail

PIO perform routine monitoring of
outputs or produced materials

News Monitoring:

This involves scanning of
broadsheets, tabloids and news
websites on a daily basis, except
weekends. Weekend issue of
newspapers are still scanned on
weekdays

Standard template for every article
includes the name of the newspaper,
page number, the title and body of
article, date of publication, and name
of writer/s. Only phrase/s that
supports the title of the article is/are
highlighted.

Web/Social Media Management
Conduct of review on content/data of
the DPWH website to check if all
data are updated

Determination of next steps for the
improvement of the website

Archiving of all documents and
resources for future reference

File produced materials for future
reference
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4.0 Reference

DPWH Quality Management System Manual

Section XXIV, Article II of the 1986 Constitution

“The State recognizes the vital role of communication and information in nation-building)”

Executive Order 124 (dated January 30, 1987)

“Creation of Public Information Division of then, Ministry of Public Works and Highways”

Executive Order 366 (dated May 11, 2005)

“Strategic review of the operations and organizations of the Executive Branch to improve public service
delivery”

Department Order No. 45, Series of 2012

“Update, maintenance and quality assurance of DPWH website”

5.0 Records

Sample of draft, edited and final news release with remarks
Printed email showing news release dissemination
Monitoring report

Daily Quick Response Desk Report
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Revision No.: 0

Page No. 1of 2

1.0 Purpose

The CFMC of the Stakeholders Relations Service - Stakeholders Affairs Division (SRS-SAD) is
established to respond to customers' concerns and/or assess customer satisfaction through effective

feedback mechanism.

2.0 Definition of Terms

CFMC - Citizen's Feedback Management Center
CSR - Customer Service Representative

Ticket - is a mechanism used in CFMC to track the detection, reporting and resolution of some type of

a problem or concern.

3.0 Procedure:

Process Flow Responsible

( Start )

Receive ticket from DPW: CustomteE_Service
CSR epresentative
Register ticket in the RPAIO Staff
log box.
RPIO Head

Evaluate concern

Regional Public Affairs

Encode and submit )
and Information Office

reply

l

End

Details

As soon as a DPWH Customer
Service  Representative  receives
complaint/ concern from a
stakeholder through the DPWH Dial
165-02, they then cascade the
escalated ticket through Regional
Public Affairs and email to the
concerned Regional Information
Office Public Affairs and Information
Office.

Upon receipt of the ticket, RPAIO
staff registers it in the logbook and
forwards to RPAIO Head for
appropriate action.

RPAIO Head provides needed action
for escalated tickets. Evaluates the
concern and makes a reply within 10
days from the receipt thereof.

Submits the reply using the 165-02
Teleserve Webpage.
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4.0 Reference
RA 6713 Anti Red Tape Law
5.0 Records

Feedback /Reply
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Department of Public Works and Highways tssue Date: | FEB 2 8 2017
Standard Procedures Manual Doc. Code: | DPWH-SPM-PDD-00
for Regional & District Engineering Offices Revision No.: 0
Organizational Chart of Planning and Design Division Page No. 1of1
PLANNING & DESIGN DIVISION
ORGANIZATIONAL CHART
OFFICE OF THE DIVISION CHIEF
SUPPORT STAFF
BRIDGES & ENGINEERING FLOOD CONTROL,
PLANNING HIGHWAY OTHER PUBLIC SURVEYS & SOCIAL AND

SECTION DESIGN SECTION WORKS DESIGN INVESTIGATION ENVIRONMENTAL

SECTION SECTION SECTION

PLANNING AND DESIGN DIVISION FUNCTIONS
1. Prepares plans and designs in accordance to pertinent laws, policies, standards, guidelines

and procedures for roads, bridges, flood control systems, buildings and other public works
projects.

Reviews, formulates and consolidates the annual infrastructure program of the Region
within the medium term infrastructure development programs on the basis of planning
application inputs, master plans, feasibility/ pre-feasibility studies on infrastructure projects;
Manages data collection and performs data quality checking as inputs to planning
applications.

Conducts detailed engineering surveys and investigations including parcellary survey of road
right-of-way, and prepares the appropriate design following the design development stages
of all infrastructure projects of the regional office and recommends approval of prepared
plans and designs to the Central Office;

Prepares programs of work (POW) and detailed estimates for infrastructure projects
including the preparation of the Approved Budget for the Contract (ABC);

Reviews and recommends approval of plans and POW;

Reviews as-staked plans, variation orders, as-built plans of the regional office projects and
by the DEOs;

Provides technical assistance to DEOs, consultants, local government units and other
agencies in the region on planning, design, and social assessment analysis;

Facilitates and recommends existing roads to be candidate for conversion; and

. Coordinates with Regional DENR-EMB offices regarding issuance of ECCs/ CNCs and

compliance with ECC provisions.
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Management of the Annual Visual Road Condition
Assessment and Road Inventory Survey

Page No. 1of4

1.0 Purpose

To measure and record the condition throughout the road system. It also provides a sequence of
record/condition that can be analyzed to indicate performance trends and condition data for analysis in
the Pavement Management System (PMS), Routine Maintenance System and eventually for budgeting
in the Multi-Year Programming System (MYPS). It ensure that policies, processes and procedures for
the collection of road condition and road inventory data are properly observed in order to provide
comprehensive and appropriately accurate road and bridge information.

2.0 Definition of Terms

Road and Bridge Information Application (RBIA) is the DPWH official central database for
network level of road and bridge related data.

Annual Visual Road Condition (RoCond) Survey to assess the condition of the road by
measurement, recording and evaluating the various pavement distresses in the existing road network.

Road Inventory Survey is the process of collecting information concerning any changes to the
network such as the completion of construction on a new road or the conversion of a road to DPWH

responsibility.

Road Condition Data Entry System (RoCond DES) refers to the stand alone program used in
encoding of RoCond Survey data prior to uploading in the Central Office server.

3.0 Procedure

Process Flow Responsible Details

Prepare and issue pre-
printed condition
inspection form

|

Regional RBIA The Regional RBIA Coordinator prepares

Coordinator and issue pre-printed condition inspection
form to their  respective  District
Coordinators.

- District RBIA The District RBIA Coordinators and District
Conduct Annual Visual
Road Condition Coordinators / RoCond Survey Teams conduct RoCond
RoCond Survey Assessment and Road Inventory Survey
Assessment and Road T i il ¢ eollactd ke
Inventory Survey eams including ¢ ecking of collected condition
and inventory data.

The sequence and detailed day to day
operation of the data collection is under the
control of the District Coordinators, the

! Regional  Coordinators  will  supervise/
65 . monitor the conduct of survey done by the

District Coordinators.

BE CERTAIN THAT THIS IS THE CURRENT VERSION BEFORE USING THIS DOCUMENT




Department of Public Works and Highways tssue Date: | FEB 2 8 2017
Standard Procedures Manual Doc. Code: DPWH-SPM-PDD-01
for Regional & District Engineering Offices Revlsion: K. 0
Management of the Annual Visual Road Condition
Assessment and Road Inventory Survey Page No: 2of4
Process Flow Responsible Details

Check data collected

v

Encode Data

l

Review and validate
Data

Coordinate/Supervise
the Conduct of the
Survey and Conduct
Random Validation

Submit RoCond
Assessment and Road
Inventory Survey Data

A 4

®

Planning and Design
Sections (PDS),
District Engineering
Offices (DEOs)

District Coordinators
(DC)

Regional
Coordinators

Planning Section,
Planning and Design
Division (PDD),
Regional Office (RO)

Planning and Design
Sections, District
Engineering Offices
(DEOs)

The PDDS of the DEO check thoroughly the
data collected before encoding the data into
the RoCond DES within the given time
frame of four months prior submission to
PDD, RO, per directive/ Memorandum from
Central Office and RO.

The DC encodes the data using the RoCond
DES and will be submitted to the Regional
Office (electronic and hard copies).

The Regional Coordinators will review and
validate the data and ensure its accuracy
before uploading the collected data to the
Central Office Server using the RoCond
Database File Uploader.

If it does not pass the validation and quality
check, field re assessment must be
conducted by the District Coordinators.

The RBIA Regional Coordinators coordinate
with the DEO coordinators for the conduct
of random validation, supervise the
assessment or surveys and conduct random
field validation/verification to ensure that
data collection and quality assurance
procedures are correctly applied by the
survey teams.

The District RBIA Coordinators submit
RoCond Assessment and Road Inventory
Survey Data to PDD, RO thru the RBIA
Regional Coordinators for quality checking.
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Process Flow

Conduct Quality Check
of Submitted Road
Condition and Inventory
Data

Upload Road Condition
and Inventory Data

End

Responsible

Planning Section,
Planning and Design
Division (PDD),
Regional Office (RO)

Planning Section,
Planning and Design
Division (PDD),
Regional Office (RO)

Details

The RBIA Regional Coordinators undertake
quality check of data prior to uploading in
the database to ensure the quality,
completeness and accuracy of outputs. If
discrepancies are noted, RBIA District
Coordinators are advised to immediately
rectify and resubmit to RO the revised
files/data. If there's a need to revalidate,
RBIA Regional and District Coordinators
jointly conduct field validation/verification of
said noted discrepancies.

The RBIA Regional Coordinators uploads the
road condition and inventory data which
passed the quality check using Confirm
Enterprise Application.

Note: If dubious data entries-are identified
by the Statistics Division (SD), Planning
Service after uploading, RBIA Regional and
District Coordinators are advised to
correct/rectify discrepancies noted and re-
upload  corrected/updated files.  SD
personnel also conduct field validation and
undertake spot checks of condition and
inventory data, if there are queries on its
validity. Importing of data to RBIA and
Report Generation is done by SD, Planning
Service Central Office.
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4.0

5.0

References

Department Order No. 54, Series of 2004

Visual Road Condition Assessment Manual, Philippine Version No. 12 (July 2012)

Road Network Definition and Inventory Update Manual

Road Data Collection, Quality Assurance and Management Manual, March 2004

Theories and Procedures of Road and Bridge Information Application

Records

Generated CY 2014 Road Condition Data as of December 15, 2014
Road inventory database files (Confirm Enterprise)
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1.0

2.0

3.0

Purpose

To provide accurate and consistent inventory information and regular data on the condition status of
national bridges required in the Road and Bridge Information Application (RBIA) for the operation of
the BMS and that will serve as the basis in the selection and prioritization of bridge projects for major
maintenance and replacement/construction under various bridge programs.

Definition of Terms

Bridge Management System (BMS) is a computer-based system that keeps the inventory
information and monitors the condition of each national bridge.

Condition Inspection (Type 2) is a type of bridge inspection with a purpose of monitoring and
rating the condition of a bridge structure as a basis for identifying current maintenance needs, and
forecasting future bridge intervention requirements and estimating future funding requirements. All
information collected during a condition inspection is recorded or referenced on a Condition Inspection
Form (CIF).

Inventory Inspection (Type 5) is a type of bridge inspection with a purpose of obtaining a
standardized series of data items that enables the geometry, construction and function of a bridge to
be identified and described. All information collected during a bridge inventory inspection is recorded or
referenced on an Inventory Inspection Form (IIF).

Bridge Inventory & Condition (BIC) is a stand-alone utility program that will facilitate the encoding
of bridge's general feature data, bridge's element data (span, abutment, pier) and maintenance data
(routine and major).

CONFIRM is a database program that stores bridge inventory and condition data and guides the
DPWH Planning Service in the preparation of bridge programs.

Procedure

Process Flow Responsible Details

BMS Regional Thru memorandum from the Planning
Coordinator Service, DPWH Central Office, the Division
Chief instructs the BMS Regional
Coordinator to prepare Memorandum for
BMS District Coordinators to conduct

Prepare/Recommend
approval of Memorandum
to conduct actual Bridge
Condition and Inventory

Inspection Survev

actual Bridge Condition and Inventory
Inspection Survey.

BE CERTAIN THAT THIS IS THE CURRENT VERSION BEFORE USING THIS DOCUMENT




Department of Public Works and Highways tssue Date: | FEB 2 8 2017
Standard Procedures Manual Doc. Code: DPWH-SPM-PDD-02
for Regional & District Engineering Offices Ravision No.s 0
Management of Annual Bridge Condition and
Inventory Inspection Survey for all National Bridges | Page No. 20f3
Process Flow Responsible Details

O,
[

Approve Memorandum to
conduct verification and
validation

A\ 4

Disseminate approved
Memorandum to DEOs

A 4

Conduct actual Bridge
Condition and Inventory
Inspection Survey

Conduct workshop for the
preparation of quality
bridge survey data

|

Transfer the bridge data of
accomplished IIF and CIF
into BIC Stand-Alone
Program

A 4

Consolidate bridge data
and conduct quality check

Regional Director

Records Section

Accredited bridge
inspectors of DEOs

BMS Regional
Coordinator

BMS District Coordinators

BMS Regional
Coordinator

Approves the Memorandum to conduct
actual Bridge Condition and Inventory
Inspection Survey

The Records Section of the Administrative
Division disseminates the Memorandum to
District Engineering Offices (DEOs) for
compliance upon approval of the Regional
Director.

The accredited bridge inspectors of each
DEO conduct actual Bridge Condition and
Inventory  Inspection  Survey and
accomplish IIF and CIF within a given
time frame.

After the conduct of survey, the BMS
Regional Coordinator conducts workshop
for the preparation of quality bridge
survey data.

The BMS District Coordinators transfer the
bridge data of accomplished IIF and CIF
into BIC Stand-Alone Program to create
files for the three survey type during the
said workshop: Inventory, Major and
Minor  Maintenance; label bridge
photographs (site visit, mandatory,
inventory and condition defects photos)
using the file naming format; and prepare
sketches showing the necessary defects
on attributes.

The BMS Regional Coordinator
consolidates these bridge data and
conducts quality checking to ensure that
all data are complete, correct and
accurate before uploading to CONFIRM.
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Process Flow Responsible Details
Upload to CONFIRM BMS Rggional The BMS I_Regional Coordipator up!oads
Coordinator BMS Data into CONFIRM in compliance
with the Memorandum from the Planning
Service, DPWH Central Office, Manila and
proceeds to that Office if there are errors
encountered during the uploading.
End

4.0 Reference
Bridge Management System Bridge Inspection Manual, Version 6.0
5.0 Records

Electronic Files of IIF and CIF, BIC Files, Bridge Photographs, Sketches and memorandums relative to
the conduct of annual bridge condition and inspection survey
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1.0

2.0

Purpose

To conduct verification and validation of roads and bridge data and produce complete, correct, quality
and accurate list of uploaded roads and bridge data/outputs in the Planning application to be used as
basis for the identification and prioritization of roads and bridge projects for Asset Preservation, Road
Upgrading, Network Development (Road Widening) and construction and maintenance of bridges for
inclusion in the Annual Infrastructure Program.

Definition of Terms

Annual Infrastructure Program - refers to the list of proposed projects that rank high in priority
within the Medium Term Program, and that are technically ready for actual implementation during the
year (i.e. with substantially complete detailed engineering.

Asset Preservation — refers to the preservation of existing assets (infrastructure projects) especially
roads. As HDM-4 outputs, asset preservation involves preventive maintenance, rehabilitation,
reconstruction and upgrading of damaged paved national roads

BMS Output — is a generated list of bridges with corresponding bridge data based on the
Bridge Management System (BMS) — is a computer-based system that keeps the inventory
information and monitors the condition of each national bridge.

Coordinators — refers to the RBIA, BMS and PMS Coordinators from the Central Office, Regional and
District Engineering Offices.

Highway Development Management-4 (HDM-4) — refers to the analytical tool which handles
PMS and interfaces with RBIA for data storage and Multi-Year Programming and Scheduling
Application. It is used to generate optimum multi-year works programs for the given budget
constraint, who will ensure that long term targets can be met.

Pavement Management System (PMS) — refers to the system developed to provide DPWH with
analytical tool for use in the planning process for management of the Philippines national road
network. This is the official procedure or system to monitor the pavement condition of the national
roads and to prepare annual work programs for asset preservation and network development project.

Planning Applications Output — generally refers to the applications used by the Planning Service
such as BMS, RBIA, PMS and RTIA (Road and Traffic Information Application).

Road and Bridge Information Application (RBIA) - refers to the DPWH official central database
for network level of road and bridge related data repository for network level.

Road Upgrading — refers to paving of the unpaved sections of the national roads particularly with
concrete.

Unconstrained - refers to no limit/budget ceiling
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Road Widening —refers to the expansion of the carriageway width by at least 3.05m, equivalent to
an additional lane to increase road capacity. The criterion for widening is the Volume Capacity Ratio
(VCR) which should be greater than or equal to 0.6.

3.0 Procedure

Process Flow Responsible Details

v

Receive Validation Form for
Unconstrained Work
Program from PS, CO

Regional and District Upon receipt of the Memorandum and
Planning Validation Form for Unconstrained Work
Chiefs of PDD, RO Program from Planning Service, the
Division Chief advises the PMS and BMS
Regional Coordinators to send Memo to
DEOs to start validation and verification

of the projects included in the list.

A
Conduct validation survey

for list of Generated List of
Projects

District RBIA, PMS and The Coordinators together with the
BMS Coordinators District Planning Engineer prepare and
update the data of the generated list of

Planning Application and the uploaded

inventory and condition of BMS Outputs

within a given time frame based on the

validation conducted using the prescribed

format. This is in coordination with the

Construction and Maintenance Engineers

and Assistant and District Engineers of the

DEOs who review/check/verify these data.

A 4

Conduct Workshop for the
preparation of validated list

Planning and Design After the conduct of validation, the
Sections, District Coordinators together with the Planning
Engineering Offices Engineers conduct workshop to prepare
(DEOs) Planning and update data of the generated list of
Engineers Planning application, quality review and
check the validated list, to ensure that all
data are complete, correct and updated
and that there are no overlapping of
projects. The workshop also includes the
preparation of validated list of bridge
inventory and condition data. The quality
assurance/review and checking are in
coordination with the Assistant Chief and
Division Chief of PDD, Assistant Regional

Director and Regional Director.

v

-
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Process Flow Responsible Details
-
Regional RBIA and PMS  The Coordinators together with the

Conduct Quality Assurance
/review of validated list
Check

Coordinators

A 4

Prepare Consolidated
Validated List of Projects

Planning Section,
Planning and Design
Division, RO

Recommend Approval the
Validated List of Projects

Planning and Design
Division Chief

A\ 4

Approve Consolidated
Validated List of Projects

Regional Director

Submit Approved
Consolidated Validated List
of Projects to
Planning Service, Central
Office

Regional Office

End

Planning Section Chief of PDD conducts
quality assurance/reviews, checks and
prepares the final consolidated validated
list of HDM-4 Outputs and ensures that all
data for the BMS is completed, correct
and updated based on the workshop
conducted using the prescribed format.

The Coordinators together with the
Planning Section Chief of PDD prepares
final consolidated validated list of HDM-4
Outputs based on the workshop
conducted using the prescribed format.

The chief of Planning and Design Division
recommends approval of the prioritized
projects.

The Coordinators prepare the Approve
Consolidated Validated List of Projects and
priority bridges for various programs.

The Coordinators, Assistance Division
Chief, Division Chief, Assistant Regional
Director and Regional Director initials,
signed and submits the approved
Consolidated Validated List of Projects to
Planning Service, Central Office before the
deadline, for their evaluation, selection,
prioritization and inclusion under the
DPWH Regular Annual Infrastructure
Program.
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4.0 Reference

Guidelines, Instructions Memorandum for the Process of Validation and Filling up the list
Department No. 234, Series of 2004: Implementation of the Pavement Management System (PMS)
Latest Straightline Diagram for all National Roads

5.0 Records

Validated Consolidated List/Outputs for Asset Preservation, Road Upgrading and Road Widening
Projects
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1.0 Purpose

To identify affected lots within the right of way limit and segregate the affected portion for the
purpose of registering them in favor of the government. The alignment to be used shall be based

duly on approved design plan.

2.0 Definition of Terms

Parcellary Plan: A plan of a single parcel of property or a portion thereof of needed for government
infrastructure projects, showing the boundaries, areas, the remainder, improvement, access,

ownership and other pertinent information.

3.0 Procedure

Process Flow

( Start )

Receive request for
parcellary survey

Schedule the conduct of
actual survey

Conduct research with the
Assessor’s Office (Tax
Mapping), DENR and/or
LRA & Register of Deeds
and survey

Plot data gathered from the
actual survey

Responsible

Chief, Planning & Design
Division (PDD)

Chief, Engineering
Surveys & Investigation
Section

Engr II (Geodetic Engr.)
Engr. II (GE/CE)
Survey Team

Engr. II (Geodetic Engr.)
Engr. II / Cad Operator

Details

The Chief PDD receive the request from
the Construction Division or Legal Unit for
parcellary survey of Project Affected
Persons property to determine the actual
areas affected and forward to the Chief,
Engineering Survey & Investigation
Section.

The Chief of Engineering Surveys and
Investigation Section schedule the survey
with landowners in coordination with
Construction Division or Legal Unit.

The Geodetic Engr. conduct research with
the Assessor's Office (Tax Mapping),
DENR and/or LRA & Register of Deeds
and survey. The technical description
shall be secured from the DENR/LRA
and/or Register of Deeds, while actual
survey is on-going

Once all the data are gathered, the Engr
II plot the data to show the extent of
affected area for each property owner.
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Process Flow

)

o

Prepare, check and review
the Parcellary Plan

Approve the Parcellary Plan

End

4.0 Reference

Responsible

Section Chief (SC)

Division Chief (DC)

Assistant Regional
Director (ARD)

Regional Director

Various Department Orders and Issuances
Republic Act Number 8974, otherwise known as “An Act To Facilitate The Acquisition Of Right-Of-
Way, Site Or Location For National Government Infrastructure Projects And For Other Purposes
Infrastructure Right of Way Manual
Republic Act Number 10752, otherwise known as “An act Facilitating The Acquisition of Right-of-Way,
Site or Location For National Government Infrastructure Projects,” or “The Right-of-Way Act”

5.0 Records

Details

The SC prepare, DC check and review the
Parcellary Plan while the ARD validate the
correctness of the actual area affected.

Final review shall be done by the Regional
Director and if found correct and
compliant to existing policies, laws and
regulations, the Regional Director
approves the Parcellary Plan.

Sketch Plan (File with Legal Unit)
Approved Parcellary Plan
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1.0 Purpose

To ensure that all surveys and investigations, DED plans are prepared in accordance with standard
specifications for highways, bridges and flood control structures in order to come up with the most
functional and cost-effective infrastructure design.

2.0 Definition of Terms

Detailed Engineering Design (DED Plans) refers to all details of a project showing the contours,
comprehensive description of vertical and horizontal controls, elevations, distances and azimuths of
tangents, PI and stations, elements of curves, super elevation, design speed, profile and typical cross-
sections.

Survey is the activity involved in gathering all necessary data for the preparation of detailed
engineering design plans.

Soil investigation is the activity conducted to determine the soil classification within the project.
Quantity Estimates refer to the calculation of quantities per item of work in a particular project.

Detailed Unit Price Analysis (DUPA) is calculations per item of work showing the details of
estimates for manpower, materials and equipment including other contingencies.

Program of Work (POW) refers to the total cost for a particular project taking into consideration
the road right-of-way and engineering and administrative overhead. It shall include, among other
things, the estimate of work items, quantities cost and a PERT/CPM network of the project activities.

Approved Budget for the Contract (ABC) refers to the document which is being used as basis for
the bidding of infrastructure projects.

3.0 Procedure

Process Flow Responsible Details

Receie ] nf¢rastru e Enginegring Surveys & The.Chief, ESIS upon receipt of the DPWH

Programs (based on NEP) Investigation Section Regional Office Infra_stru_cture 'Program

(ESIS) (based on NEP) and with instruction from

the Chief of the Planning and Design

Division, properly inform the recipients

and the DPWH-DEO and LGU regarding
the project.

In order to solicit suggestions and
recommendations and iron out possible
problems on site a meeting with
stakeholder is conducted that would be

<"> , used in the conduct of survey.
A
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Process Flow Responsible Details
Organize Survey Team and ESIS ;Ic')he. tEiSIS organize jur;:/ey tele'lm_s, prepars
Prepare logistics gistics and conduct preliminary an
route surveys.
Conduct Preliminary ESIS _The " 1I:E_SIS cdonductt preliminagy
Investigations and route Myestdaiions  and  route  SUhEY O
surveys determine the physical location and other
design elements for roads; bridge site
surveys; hydrologic survey for flood
control structures; and tagging.
ESIS The ESIS plot the acquired survey data as

Plot survey data

Check and Review Plotted
Survey Data

|

Undertake Evaluation of the
Data

v

Prepare design analyses,
specifications and
preliminary design scheme

Section Chief, ESIS

Highway Design Section
(HDS),
Bridges and Other Public
Works Design Section
(BOPWDS)

HDS, BOPWDS

reference for road, bridge and/ or flood
control design.

Incorporating suggestions and
recommendations of the LGU and DEO,
the plotted survey data are checked and
reviewed by the Section Chief to suit
actual field condition before it is finalized.

The HDS & BOPWDS undertake initial
evaluation of the data and develop a
preliminary design scheme incorporating
the initial requirements of design such as
but not limited to design parameters and
criteria; geological/ geotechnical,
horizontal and vertical alignment/ control,
and right-of-way requirements.

During the design process, basic
considerations are presented such as
surprise changes in alignment, grades and
sight distances, etc. which might need
additional information or survey data. This
should be gathered back at the site
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Process Flow Responsible Details

B

Conduct of Test Pitting and
Sub-Surface Exploration

Calculate Design
Parameters

Review preliminary design
scheme

Discuss with the Designer
the Comments and
Suggestions

Quality Assurance and
Hydrology Division
(QAHD)

HDS

Section Chief, Division
Chief,
Regional Director

Section Chief, Division
Chief,
Regional Director

Once road alignment is determined, test
pitting and sub-surface exploration survey
should be done by the Quality Assurance
and Hydrology Division to determine the
type of materials in the pavement
structure and the underlying subgrade
soil. This will be used as reference for
pavement design analysis for roads;
structural analysis for buildings and
bridges; slope stability analysis; and
hydrologic/ hydraulic and scour analysis
for bridge and flood control structures.
The data shall be provided back to the
concerned section for the calculation of
design parameters.

Upon the receipt of the result of the test
and sub-surface explanation by Quality
Assurance Hydrology Division, Highway
Design Section, proceeds with the
calculation of the Design Parameters

When preliminary design is completed,
the plans shall be reviewed by the
concerned Section Chiefs, Division Chief
and the Regional Director prior to its
finalization.

Concerned Section Chief, Division Chief
and Regional Director shall discuss with
the Designer(s) about their comments,
suggestions and corrections on the
preliminary design scheme. If there is a
need to revise preliminary design scheme,
this shall be returned to the concerned
designer. If additional data is required,
return to Engineering Surveys and
Investigation Section.
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Process Flow Responsible Details

Finalize Design Scheme HDS, BOPWDS _For the finalized . .d_esign scheme,
incorporate  the initial comments/

recommendations on the preliminary

design schemes and final results of

Review and Evaluate Final
Design Plan

l

Recommend Approval

v

Approve the Final Design
Plan/Submit to the Central
Office for review and
approval

Received Approved Plans
and Quantities

O,

Division Chief,
Regional Director

Division Chief,
Regional Director

Regional Director/
Undersecretary/Assistant
Secretary

HDS, BOPWDS

engineering surveys.

The final design schemes are reviewed
and evaluated and final comments/
recommendations are provided.

Concerned Section Chief, Division Chief
and Regional Director shall discuss with
the Designer(s) about their comments,
suggestions and corrections on the final
design scheme. If there is still a need to

revise final design scheme, this shall be
returned to the concerned designer.
Otherwise, print the plans for approval.

If there are no corrections, final design
plans shall be approved including the
summary of quantities and specifications.
If within the delegated authority of the
Regional Director, all concerned approve
and affix signature on the design plan.
Otherwise, submit to the Central Office for
further review by the Bureau of Design
(BOD) and approval.

Upon the receipt of the approved plans
and quantities, based on the approved
quantities and plans, study on the scope
of work, construction specifications and
typical drawings in the plan approved plan
is conducted. The Construction
methodology particularly on special items
and extraordinary site conditions or
situations shall be familiarized by
consulting from knowledgeable technical
personnel like the Project Engineer.
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Process Flow Responsible Details

O,
l

Secure References

of Work

Prepare DUPA and Program

Review POW

Finalize DUPA and POW

Recommend Approval
DUPA and POW

Approve Final DUPA and
POW

Prepare ABC

HDS, BOPWDS

HDS, BOPWDS

SC Design Section

HDS, BOPWDS

Section Chief, Division
Chief,

Regional Director

HDS, BOPWDS

Secure references such as approved
quarry maps, disposal sites (distances),
terrain of the project, Construction Cost
Information System (CCIS), ACEL rates
quotations/canvass for materials (not
common) for use in the cost analysis

The programmer starts preparing the
POW once all the data requirements are
available. This will be coordinated from
time to time with the designer in order to
come up with the exact limits of the
project.

The Design Section Chief reviews and
checks the POW. As soon as it is found
correct, it is forwarded to the Division
Chief for final review

Finalize the DUPA and POW. Project
duration shall be computed and RROW
budget shall be incorporated as estimated
by the Engineering Surveys and
Investigation Section.

The Section Chief and Division Chief
initials the Final DUPA and POW.

The Assistant Regional Director and
Regional Director signs the DUPA and
POW. If there are inconsistencies with
existing guidelines, the DUPA and POW
shall be revised accordingly.

Approved POW shall be the basis in the
preparation of ABC
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Process Flow Responsible Details
T — Division Chief The Division Chief reviews the prepared

Approved Budget for the Contract and

approval
PP recommend approval if found correct and
consistent.
Approve ABC Regional Director The Regional Director approves the ABC.
End

4.0 Reference

American Association of State Highway and Transportation Official (AASHTO)
Standard Specifications for Highways and Bridges, 16th Edition, 1996

2013 DPWH Standard Specifications, Volume II, Highway, Bridges and Airports
Design Guidelines, Criteria and Standards for Public Works and Highways, Volume II

A Policy on Geometric Design of Highways and Streets 1990 (AASHTO)

Road Works Safety Manual, Temporary Signing and Traffic Management for Maintenance and
Construction

Works on Roads and Bridges, February 2004

Highway Safety Design Standards, May 2012

Relevant Department Orders/Issuances

Elementary Surveying, 3rd Edition, 1987

Training Manual on Pavement Design, May 2014

Training Manual on Highway Design with Computer Application (Using Civil 3d), May 2014

National Structural Code of the Philippines, 2010 Edition (Electronic File)

ASEP Steel Handbook, Volume 1, 3rd Edition 2004

BP 344 Accessibility Law

Foundation Analysis and Design, 4th Edition, Joseph E. Bowles

Training/Workshop for the Proposed DPWH LRFD Bridge Seismic Design Specification (DPWH Guide
Specification)

Bridge Repair Manual

Department Order No. 72, s. 2012 "Guidelines and Procedures in the Preparation of Approved
Budget for the Contract (ABC)"
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5.0

Memorandum Circular No. 42, s. 2010, "ACEL Guidebook 2009 as Approved for use of DPWH"

Department Order No. 40, s. 2009, "Construction Material Price Data Established by ROPMC/
copMC"

Department Order No. 44, s. 2012, "Standardization of Construction Duration of DPWH Project"

Department Order No. 56, s. 2005, "Guidelines for the Implementation of DOLE

Department Order No. 13, s. 1998, "Safety and Health"

Department Order No. 3, s. 2010, "Guidelines on the Acquisition of Motor Vehicles for Use in
Infrastructure Projects Supervision"

Quarterly Construction Cost Information System (CCIS)

Records

Survey field notes, electronic files of design schemes, approved DED plans, back up computations,

design analyses
Approved POW and ABC, DUPA per project on file (electronic copy available)
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1.0 Purpose

To identify, predict and evaluate the possible environmental effects of all proposed infrastructure
projects, to ensure compliance of all existing environmental laws and to secure ECC and/or CNC from
EMB-DENR for proposed all infrastructure projects.

2.0 Definition of Terms

Environmental Impact Assessment (EIA) refers to the process that involves evaluating and
predicting the likely impacts of a project (including cumulative impacts) on the environment during
construction, commissioning, operation and abandonment. It also includes designing appropriate
preventive, mitigating and enhancement measures addressing these consequences to protect the
environment and the community’s welfare. Environmental Compliance Certificate (ECC) is a
document issued by EMB-DENR after a positive review of the ECC application, certifying that based on
the representations of the proponent, the proposed project will not cause significant negative
environmental impact.

Certificate of Non-Coverage (CNC) is a certification issued by EMB-DENR to certify that the project
is not covered by the Environmental Impact Statement (EIS) System and poses no environmental
threat so it is not required to secure ECC.

Initial Environmental Examination (IEE) is a document in the form of a checklist describing the
environmental condition of the project area including potential impact, formulation of mitigation
measures and preparation of institutional requirements and environmental monitoring.

3.0 Procedure

Process Flow Responsible Details

( Start )

v

Conduct environmental
assessment at project
site

Environmental, Social Upon receipt of the list of projects based on
and Right-of-Way NEP, conduct environmental assessment,
Section DEOs/ROs take pictures with geographical
coordinates (geo-tagging) and gather all
necessary data and information at the

project site.

A

Conduct Project
Screening

Environmental, Social To determine whether the project warrants
and Right-of-Way  for a CNC or an ECC, conduct project
Section screening thru EMB-DENR website. Supply
necessary project information such as the
project type and project size in the website
which  automatically prompts  which
document should be applied for. If project
requires for a CNC, proceed with the
preparation of project description. If project
requires for an ECC, proceed with the
v preparation of the IEE Checklist.

@

BE CERTAIN THAT THIS IS THE CURRENT VERSION BEFORE USING THIS DOCUMENT




Department of Public Works and Highways tssue Date: | FEB 2 8 2017
Standard Procedures Manual Do, Codey | DPWIH-SPH-POD-06
for Regional & District Engineering Offices Revision No.: 0
Conduct of Environmental Impact Assessment
(EIA) Activities Page No. 203
Process Flow Responsible Details

Prepare Project
Description/ Fill up Initial
Environmental
Examination (IEE)
Checklist

Upload Project
Description/IEE Checklist
including other
requirements in the EMB-
DENR website

End

Environmental, Social
and Right-of-Way
Section

Environmental, Social
and Right-of-Way
Section

If CNC is to be complied, prepare
description of the project. The description
should contain the type of proposed
infrastructure (e.g., road, bridge, building or
flood control), scope of work, location map
of the project, municipalities to be traversed
or affected by the project, justification for
and benefits from the project and other
relevant technical information (e.g., length,
width of right-of way).

If ECC is to be complied, fill up with the
necessary information all fields in the IEE
Checklist which can be downloaded from
the EMB website. The information includes
project description, existing environmental
condition in the project area, possible
environmental impacts, mitigation measures
and institutional requirements for
environmental monitoring.

Upload Project Description/ IEE checklist
including other requirements such as
pictures of project site with geographical
coordinates, map and other data in the
EMB-DENR website for review and approval.
Status of the CNC and ECC applications may
also be viewed in the website for
monitoring. The documents are issued
within usually 15 working days unless
additional requirements must be complied.
The approved CNC/ECC is issued online and
can be downloaded from the website.

Note: An account must first be made in the
EMB-DENR website before any application
can be made.
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4.0

5.0

References

P.D. 1586 or the Philippine Environmental Impact Assessment Law

Procedural Manual for DENR Adm. Order 2003-30 (DAO 03-30)

Social and Environmental Management System (SEMS) Operations Manual, April 2003

Records

Approved ECCs and CNCs
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CONSTRUCTION DIVISION
ORGANIZATIONAL CHART
OFFICE OF THE DIVISION CHIEF
SUPPORT STAFF
CONTRACT PERFORMANCE MONITORING
MANAGEMENT EVALUATION SECTION EVALUATION SECTION

SECTION

CONSTRUCTION DIVISION

. Supervises/implements infrastructure projects in accordance with approved plans and
specifications;

. Oversees, assists, inspects, and monitors infrastructure projects implemented by the District
Engineering Offices (DEOs), Local Government Units (LGUs) and other government agencies
including those covered by Memoranda of Agreement;

. Evaluates and processes contract related documents for civil works projects submitted by
the DEOs, LGUs and other government agencies for endorsement to Central Office;

. Evaluates, processes and recommends approval of Variation Orders, As-Staked Plans, As-
Built Plans, time suspension/resumption, time extension, implementation schedule;

. Assists the BQS in the implementation of the CPES during the conduct of assessment of
performance of civil works contractors and further recommending blacklisting thereof of
erring contractors;

. Monitors compliance for the region and DEO projects with noted defects/deficiencies as
reported by Inspectorate Teams for its rectification and submission to the Central Office;
and

. Consolidates and updates data in the Project Monitoring System (PMS)/Project and Contract
Management Application (PCMA).
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1.0 Purpose
To check, evaluate, process and recommend approval of project documents implemented by Regional

and District Engineering Offices.
2.0 Definition of Terms

Pre-Clearance for Variation Order is the request for authority of the implementing body to the Head
of Office to any possible changes encountered may either be increase/decrease in quantities of work
items, including the introduction of new work items that are not included in the original contract.
Variation Order may either be in the form of either a change order or extra work order. It refers to
any increase/decrease in quantities, including the introduction of new work items that are not included
in the original contract, provided it shall not exceed 10% of the original contract amount.

Billings and Payments refers to payments made for work accomplished by the contractor on a
monthly basis.

Work Suspension refers to suspension of work wholly or partially for such a period as may deemed
necessary, due to force majeure or any fortuitous events and other related circumstances encountered
during construction.

Time Extension refers to the extension of contract duration due to any additional work of any kind or
other related circumstances that occurs during construction.

3.0 Procedure

Process Flow Responsible Details

Receive and forward

documents to the Division V],
Chief DoTS Officer

Administrative Aide  Receiving/Recording of documents from
District Engineering Offices and Contractors

Issue instruction to Chief, Construction  Issue instruction/direction to Assistant

Section Chief Concerned Division Chief/Section Chief concerned

. Section Chief, Documents were checked, reviewed and

Brgcesy Froject DodHinen’S Construction evaluated by the concerned Section Chief as
Technical Staff to correctness of documents:

* Pre-Clearance for Variation Orders (5days)

* Variation Orders (5days)

*  Work Suspension/Resumption and Time
Extension Orders (2days)

* Progress Billings (3days)

If discrepancies were noted, return the
documents to the concerned Project
Engineer from Regional Office, District

Engineering Offices and Contractors for
A corrections
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Process Flow Responsible Details

Asst. Division Chief, Affix initial and signature
Division Chief

Recommend for approval

Forward documents to Administrative Aide Documents forwarded to the higher
Office of the Assistant VI, authorities for approval depends on the level
DoTS Officer, of authority per D.O. 100, series of 2015
Assistant Regional
Director,
Regional Director

Regional Director or
Regional Director

End

4.0 References

D.O. 38, series of 2016, Guidelines on the Preparation, Approval and storage of "As-Built" plans of
Infrastructure projects

D.O. 15, series of 2016, Guidelines on the Processing and Approval of "As-Staked" Plan

D.O. 186, series of 2015, Revised Limits of Delegated Authority to Regional Directors and District
Engineers to approve Detailed Engineering Design, As-Staked and As-Built Plans

D.O. 156, series of 2015, Implementation of the Document Tracking System (DoTS) for Civil Works
Projects

D.O. 125, series of 2015, Limiting the Total Payment for Progress Billings of All Locally -Funded
Projects to 95% and 90% of their Respective Total Contract Costs

D.O. 144, series of 2016, Re-Issuance of D.O. No. 100 S. of 2015, Issuance and approval of Contract
Work Suspension Order, Work Resumption Order and Contract Time Extension

D.O. 28, series of 2015, Specific Guidelines to manage and control Variation Orders for DPWH
Infrastructure contracts

D.0. 116, series of 2016, Revised Standard Formats and Guidelines for Policy Issuances and
Correspondences

D.O. 69, series of 2013, Amendment to D.O. No. 57 S. of 2012, on the Approval of Time
Suspension/Resumption Order

Handbook on Philippine Government Procurement, Sixth Edition, 2012

5.0 Records
Approved Project Documents implemented by Regional Office on file
Completed Projects Storage Room (Construction Room)
On-going Projects : Cabinets A, C, D, F, Gand H
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1.0

2.0

Purpose

This is one of the functions of the Contract Management Section specified for the supervision of projects
being implemented.

Definition of Terms

Pre-Construction Conference is a meeting attended by the implementing office and the contractor,
both defining the project scope, schedule, and cost as early as possible with the most efficient use of
resources and money. It involves performing preliminary planning and engineering in order to define the
project, identify potential issues, and analyze cost impacts.

As-Stake Survey refers to the establishment of project limits, horizontal and vertical ground control
points in accordance with the approved plans and specifications.

Variation Order refers to the instruction issued by the Implementing Unit to cover any
increase/decrease in quantities, including the introduction of new work items that are not included in the
original contract or reclassification of work items that are either due to change of plans, design or
alignment to suit actual field conditions resulting in disparity between the pre-construction plans used for
purposes of bidding and the "as staked plans" or construction drawings prepared after a joint survey by
the contractor and the Government after award of the contract. A Variation Order may either be in the
form of either a "Change Order" to cover any increase/decrease in quantities of original work items in
the contract, or "Extra Work Order" to cover the introduction of new work necessary for the completion,
improvement or protection of the project which was not included as items of work in the original
contract.

Control of Work refers to the familiarization on the ensuing processes, as well as the specifications, in
order to attain consistency/uniformity in implementing project.

Control of Materials ensures the highest quality of work, minimizes cost of maintenance, and facilitate
realization of the design life of the structure.

Documentation refers to the presence of documents required during the construction process even
after completion of the project.

Billings and Payments refers to partial payments for work completed or accomplished, usually a
month, during a construction period.=

Pre-Final Inspection is requested by the contractor and usually conducted by field personnel when the
project is substantially completed (above 95% completed) and prepare punch-list for noted defects to be
corrected by the contractor.

Final Inspection for Completion refers to the inspection conducted by Regional Inspectorate Team
consists of Division Chiefs (or representatives) to verify if the project is in good quality, free from any
defects/deficiencies.

Certificate of Completion issued to the contractor to certify the projects has been satisfactorily
completed in accordance with the Plans and Specifications of the Contract.

Final Payment refers to the final payment for works accomplished by the contractor.

Defects Liability Period for all infrastructure facilities shall be one (1) year from project completion up
to final acceptance.
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Final Inspection for Acceptance refers to the inspection conducted by Regional Inspectorate Team
consists of Division Chiefs (or representatives) including the District Engineer (or representative) where
the project was implemented to verify if the project is in good quality, free from any defects/deficiencies.

Certificate of Acceptance a document issued after the one-year warranty period (liability period) and
after all defects and failures have been corrected.

Rectifications refers to the actions taken on the noted defects/deficiencies by the implementing office.

Defects/Deficiencies refers to major and minor damaged noted during the conducted inspection.

3.0 Procedures

Process Flow

( Start )

v

Receive approved
Notice to Proceed (NTP)

Vv

Prepare and Issue Project
Designation Order (PDO)

A

Approve PDO

4

Familiarize Approved Plans,
Specifications and Contract
Documents

A 4

Conduct
Pre-Construction
Conference

Responsible

Administrative Aide
VI

Chief, Construction
Division (CD)

Regional Director

Project Engineer,
(Engr. II/Engr. III)
Project Inspector
(Engr. II/Engr. I/
Engineering Asst.)

Regional
Director/ARD
Construction Division
Team,
Contractors and
Stakeholders

Details

Receives approved NTP and records to
logbook

The Chief, CD shall assign a Field Personnel
to be in-charge of the project and to
prepare PDO

Approves the submitted Project Designation
Order

The Project Engineer shall be familiarized
with the Approved Plans, Specifications and
Contract Documents to have a full grasp
and knowledge of the basic information on
how to  effectively manage the
implementation of the project

Discuss and clarify important matters
involved in the project implementation with
representatives from Contractor side such
as the Owner (if available), Project Manager
and Project Engineer
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Process Flow Responsible Details

™

.

Conduct Joint Field
As-Staked Survey

A

Coordinate, Send
Notices/Letters

Supervise the
implementation of
construction activities

Project Engineer and
Project Inspector
(from DPWH)
Representative/s
from Planning &
Design Div.
Representative/s
from Contractor side

Project Engineer

Project Engineer,
Materials Engineer
and
Project Inspector

Identify and establish the project limits,
horizontal and vertical ground control points
in accordance with the approved plans and
specifications including the identification of
Right-Of-Way (ROW), if any,
aerial/underground utilities that will affect
the project implementation. This will be
conducted with representatives from
Contractor side such as Project Engineer,
Geometric Control Engineer and Survey
Team

The Project Engineer shall coordinate with
the concerned entities public/private
utilities companies, barangay officials and
affected landowners) by writing notices with
enclosed Straight Line Diagram for
information

Supervise the implementation of
construction activities in accordance with
the approved Plans and Specifications
- Supervision of Work
- Control of Materials
- Documentations
- Billings and Payments
- Other Management Control
- Conduct Assessment by
QAU, CPES and other
monitoring government
agencies
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Process Flow Responsible Details
Construction Coordinates/informs  District  Engineering

Coordinate DEOs on the
scheduled inspection

4

Checks As-Stake/Variation
Order/ As-Built Plan

y

Conduct Pre-final
Inspection

L\ 4

Prepare Punch-list of noted
defects/deficiencies

Technical Staff

Construction
Technical Staff

Project Engineer,
Materials Engineer,
Project Inspector,
Contractor

Project Engineer,
Materials Engineer,
Project Inspector,

Offices on the scheduled inspection and
evaluation of their respective projects. Also,
Prepare checklist documents necessary for
field inspection and evaluation

If discrepancy/deviation from design plans,
Variation Orders may be issued by the
procuring entity to cover any
increase/decrease in quantities, including
the introduction of new work items that are
not included in the original contract or
reclassification of work items that are either
due to change plans, design or alignment
to suit actual field conditions. This will be
reported to the head of the Implementing
Office.

The Construction Staff shall check the As-
Staked / Variation Order / As-Built Plan
before the conduct of the pre-final
inspection

Conduct an inspection on the project from
beginning to end for a detailed inventory of
work items

The PEs, MEs, and PIs shall prepare the
punch-list of noted defects/ deficiencies that
shall be rectified by the Contractor
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Process Flow Responsible Details

Conduct Final Inspection

A

Issue Certificate of
Completion

A

Request Final Payment

A 4

Compile Documents for
Safekeeping

Conduct Pre-final
Inspection for
Acceptance

Conduct final Inspection
for Acceptance

®

Inspectorate Team
from R.O.

Regional Director

Contractor

Administrative Aide
VI

Project Engineer,
Materials Engineer
and Project Inspector

Inspectorate Team
from R.O. and
representative from
DEO concerned

The Inspectorate Team shall conduct the
final inspection by verifying if the noted
defects were already rectified by the
contractor and that the project is now free
from any deficiencies

The Regional Director shall issue a
certificate that the project has been
satisfactorily completed in accordance with
the Plans and Specifications of the Contract

Upon receipt of COC, the Contractor shall
request for payment on the remaining
amount payable under the Contract

Consolidate, compile and safe keep all
pertinent documents related to the project
for future reference under the Construction
Division.

Conduct an inspection on the project from
beginning to end for a detailed inventory of
work items

Prepare Punch-list of noted
defects/deficiencies for rectification of the
Contractor

Noted defects/ deficiencies already rectified
by the Contractor

A joint final inspection for acceptance
shall be conducted to verify if the noted
defects were already rectified by the
contractor. All defects and failure that
occurred during the warranty period shall be
rectified by tne contractor at his own
expense and duly certified by the
Project Engineer
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Process Flow Responsible Details

®

Issue Certificate for Final Assistant Regional ~ The Asst. RD shall recommends for the

Acceptance Director, issuance of the Certificate of Final
Regional Director Acceptance and shall be forwarded to the
RD for approval.
\4
End
References

D.O. 38, series of 2016, Guidelines on the Preparation, Approval and Storage of "As-Built" plans of
Infrastructure projects

D.O. 15, series of 2016, Guidelines on the Processing and Approval of "As-Staked" Plan

D.O. 186, series of 2015, Revised Limits of Delegated Authority to Regional Director and District
Engineers to approve Detailed Engineering Design, As-Staked and As-Built Plans

D.O. 156, series of 2015, Implementation of the Document Tracking System (DoTS) for Civil Works
Projects

D.O. 125, series of 2015, Limiting the Total Payment for Progress Billings of all Locally-Funded
Projects to 95% and 90% of their Respective Total Contract Cost

D.O. 144, series of 2016, Re-Issuance of D.O. No. 100 S. 2015, Issuance and Approval of Contract
Work Suspension Order, Work Resumption Order and Contract Time Extension

D.0. 99, series of 2015, Requirements for Issuance of Certificate of Completion and Certificate of
Acceptance for Infrastructure projects

D.O. 28, series of 2015, Specific Guidelines to manage and control Variation Orders for DPWH
Infrastructure contracts

D.O. 69, series of 2013, Amendment to D.O. No. 57 S. 2012 on the Approval of the Time Suspension
and Resumption Order

D.O. 55, series of 1994, Standards for Photographs for Progress Billings for Road Infrastructure
Projects

Handbook on Philippine Government Procurement, Sixth Edition, 2012

Implementing Rules for Infrastructure Projects pursuant to IRR of R.A. 9184

Road Safety Manual

Records

Approved Project Documents implemented by Regional Office on file
Completed : Storage Room (Construction Division)
Projects
On-going Projects : Cabinets A, C, D, F, Gand H
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Purpose

To perform periodic field inspection assessment to monitor the implementation of infrastructure
projects conducted by District Engineering Offices within the Region and to participate in the
monitoring activities for the repair on the noted defects/deficiencies by the inspectorate/evaluation
team of Central Office on the performance of civil works conducted by the contractors within the

Region.

Definition of Terms

Rectifications refers to the actions taken on the noted defects/deficiencies by the implementing

office.

Defects/Deficiencies refers to major and minor damaged noted during the conducted inspection.
Exit Dialogue/Conference refers to the discussion on the findings of inspection conducted.

3.0 Procedure

Process Flow

v

Receive Memorandum
from Central Office for the
Schedule of Inspection

A 4

Prepare Memorandum

Approve Memorandum

Evaluate and inspect
projects identified by the
Inspectorate Team

l

Prepare Checklist
documents

Responsible

Administrative Aide VI

Section Chief

Division Chief (DC),
Assistant Regional
Director,
Regional Director

Inspectorate/Evaluation
Team (Central Office or
Regional Office)

Project
Engineers/Inspectors

Details

Receive and record the Memorandum from
Central Office with Schedule of Inspection
and forwarded to the Division Chief for
instruction

Prepares Memorandum to all District
Engineers/OIC-District Engineers relative to
the Schedule of Inspection and forwards to
Division Chief for approval

The Division Chief (DC) and the Asst
Regional Director (ARD) recommends the
memorandum for approval of the Regional
Director (RD)

Coordinates/informs the District
Engineering Offices on the schedule of
inspection and evaluation of their
respective projects.

Prepare checklist documents necessary for
field inspection and evaluation
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Process Flow Responsible Details

O
l

Prepare Field Inspection
Report

A 4

Conduct Exit Dialogue/
Conference

Consolidate and submit
rectification reports

Prepare Inspection Reports
with Photographs

A

Prepare Memorandum
disseminating the result of
performance evaluation

Disseminate results of
performance evaluation
conducted to District
Engineering Offices

End

Regional Office)

Inspectorate/Evaluation Conducts  exit
Team (Central Office or Contractor  and

Regional Office),
Chief, Construction
Division,
Project Engineers
/Inspectors

Project

Engineers/Inspectors

Section Chief
Technical Staff

Section Chief

Division Chief,
Assistant Regional
Director,
Regional Director

Inspectorate/Evaluation Prepares report on the findings noted
Team (Central Office or during field inspection

conference  with  the
Implementing  Office

personnel to inform/discuss results

of the findings

Consolidates and submits the corrective
measures taken by the Contractor on the
noted defects/deficiencies of the projects
being inspected  with photographs
(before, during and after)

Prepare Inspection Reports for the repairs
made on the inspected projects with
photographs

Prepares Memorandum to all District
Engineers/OIC-District Engineers
disseminating the result of performance
evaluation conducted

Recommends and approves the

Memorandum
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4.0 References

D.O. 187, series of 1995, Implementation of Constructors' Performance Evaluation System (CPES)
Memorandum/Directives from DPWH Central Office

Implementing Rules for Infrastructure Projects pursuant to IRR of R.A. 9184

Road Safety Manual

5.0 Records

Rating and Final results for Performance of Constructors Evaluation on file
CPES Cabinet : Folder 403 -4 -F1toF5
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1.0 Purpose

To consolidate, prepare, and submit reports, requests and other documents pertaining to projects
implemented by Regional and District Engineering Offices to Central Office.

2.0 Definition of Terms

Back-Up Report refers to the database (PMS) containing project reports by the Regional and District
Monitors being programmed into the PMS.

Project Monitoring System (PMS) a reporting system that adopts a standard reporting format that
covers all regular and outside funded projects under the DPWH Infrastructure Program.

Monthly Reports refers to the accomplishment reports submitted by the Project Engineers to the
Regional and District Monitors concerned every 25th day of each reporting month.

Regionwide Summary is the consolidated report of all individual projects implemented by the
Regional Office and District Engineering Offices, prepared and encoded in excel for eventual submission
to the Central Office.

Project Monitoring Division - Bureau of Construction (PMD-BOC) is the one responsible for the
consolidation of Nationwide Monthly Reports.

3.0 Procedure

Process Flow Responsible Details

( Start )

A 4

Receive requests for
Revision and Inclusion of

Administrative Aide Receive Requests for Revision and
Inclusion of Projects in the PMS from DEOs

Projects and RO
A
Receive Back-Up database Data Encoder I Receive Back-up database from PMD-BOC
from PMD-BOC thru e-mail (Intranet)
A
Check and Review Back-Up Data Encoder I, Check and Review Back-Up Database for
Database Section Chief Monthly Report from PMD-BOC, Central
Office
A
Check. review and evaluate Section Chief Documents were checked, reviewed and
' documents evaluated by the concerned Section Chief
and if no corrections were noted it will be

forwarded for approval. Otherwise, it will
be returned to PMD-BOC for the necessary
corrections.
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Process Flow

Check, review and evaluate
backup

A\ 4

Forward corrected backup
to DEOs

A

Check back-up database

l

Load Back-up Report

Request for Revision and
Inclusion of projects

A 4

Recommend for
approval

4

Forward documents to
Central Office

End

Responsible

Section Chief,
Data Encoder I

Data Encoder I

Section Chief,
Computer Operator I

Details

Back-up were checked, reviewed and
evaluated by the concerned Section Chief
and Data Encoder prior to dissemination
to DEOs for update.

Corrected Back-up will then be forwarded
to DEOs for updating of Monthly
Accomplishment Report

The CO I checks the back-up database to
ensure that there are no more corrections
to be made.

If no further corrections were noted,
loading of Back-Up Report of DEOs and
R.O. will be undertaken, for submission
thru e-mail (Intranet) to PMD-BOC, Central
Office

Assistant Division Chief, Request for Revision and Inclusion of

Division Chief

Assistant Regional
Director,
Regional Director

Administrative Aide VI

projects in the PMS will be forwarded to the
Assistant Division Chief to affix initial and to

the Division Chief for signature

Affix initial of Assistant Regional Director

and signature of the Regional Director for
submission to Central Office

Releasing of documents for approval of the
request for revision and inclusion of
projects by the approving authority.
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Monitoring and Evaluation Page No. 30f3

4.0 References

5.0

Memorandum dated December 03, 2015, Changes to Project Monitoring Functions

D.O. 65, series of 2014, Enhanced Project Monitoring

D.O. 82, series of 2013, Implementation of ePLC, Merged Monitoring Reports and ePLC Exception
Reports

D.O. 134, series of 2004, Revised Submission Deadlines of Project Monitoring Reports

D.O. 161, series of 2004, Maintenance and Updates of the DPWH Website

D.0. 183, series of 1996, Project Reporting Procedures for Infrastructure Programs

M.O. 007, series of 1987, Implementation of Project Monitoring System

Reports required by the Office of the President and other concerned agencies.

Records
Regionwide Summaries implemented by Regional Office and District Engineering Offices on file

Approved copy of Requests for Inclusion in the PMS on file
Approved copy of Requests for Revision of planned implementation schedule in the PMS on file
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Department of Public Works and Highways issve pate; | FEB 2 8 2017
Standard Procedures Manual Doc. Code: | DPWH-SPM-MD-00
for Regional & District Engineering Offices Revision No.: 0
Organizational Chart of Maintenance Division Page No. lofl

MAINTENANCE DIVISION
ORGANIZATIONAL CHART

OFFICE OF THE DIVISION CHIEF

Support Staff
INSPECTORATE MAINTENANCE MANAGEMENT
SECTION SECTION

MAINTENANCE DIVISION FUNCTIONS

10.

Implements guidelines and procedures for effective maintenance of national roads and
bridges including safety measures and ensure that the annual maintenance
works/programs/ performance budget are properly implemented;

Evaluates and prioritizes projects under the Flood Control/Drainage Structures (FC/D) and
Other Public Buildings (OPB) and monitors implementation by the DEOs in accordance with
existing standards and guidelines;

Inspects/monitors other maintenance projects implemented by DEOs in accordance with
existing standards and guidelines;

Evaluates contract related documents for SLRF projects submitted by the DILG for approval
by the RD/Secretary of DPWH and monitors implementation by the LGUs in accordance with
existing standards and guidelines;

Assists in the conduct of assessment on the condition of national roads & bridges and other
infrastructure project;

Ensures pre-positioning of manpower and equipment resources and monitors situation of
national roads and bridges during disasters and calamities;

Conducts inspection/validation of calamity-damaged infrastructure submitted by the DEOs
for submission to the Central Office for funding;

Monitors removal of obstruction within the Road Right of Way undertaken by the DEOs;
Evaluates/processes  requests for  Excavation  Permits submitted by utility
companies/agencies thru the DEO in accordance with existing guidelines;

Supervises the operation and maintenance of permanent weighbridge and mobile truck
weighing stations (ATOME);
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Standard Procedures Manual
for Regional & District Engineering Offices

Process in the Inspection/Validation on the Routine
Maintenance Activities along National Roads and
Bridges Undertaken by the District Engineering Offices

Department of Public Works and Highways Issue Date: | FEB 2 8 2017

Doc. Code: DPWH-SPM-MD-01

Revision No.: 0

Page No. 1of 2

1.0 Purpose:

To ensure that DEOs comply with the procedural guidelines as well as prescribed response time for
rectifying defects/deficiencies pursuant to the Department Order (D.O.) 41, series 2016, otherwise
known as “Amended Policy Guidelines on the Maintenance of National Roads and Bridges”.

2.0 Definition of Terms:

Rectification refers to DEO action taken on the noted defects/deficiencies.
Defects/Deficiencies refer to major and minor damage on carriageway and roadside stipulated in

D.O. 41, series 2016 and poor condition of gravel roads.

Findings refer to actual noted defects/deficiencies through field inspection/validation.
Exit Conference refers to the discussion on the findings of inspection/validation conducted.

3.0 Procedure:

Process Flow

( Start )

Prepare memorandum

A

Conduct monthly
inspection

v

Take photos of defects

Conduct Exit
Conference

®

Responsible

Maintenance
Inspectorate Section

Maintenance
Inspectorate Section

Maintenance
Inspectorate Section

Maintenance
Inspectorate Section

Details

Prepares memorandum in compliance to
memorandum with the subject: Regional
Maintenance Inspectorate Team.

Conducts once a month inspection on the
condition of national roads and bridges or
validation on the rectification of noted
defects/deficiencies undertaken by the
DEOs.

Takes pictures on the noted
defects/deficiencies

Conducts exit conference with the District
Maintenance Engineer (DME) and
Maintenance Point Persons (MPPs) on the
findings/noted defects/deficiencies of the
conducted inspection/validation.
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Department of Public Works and Highways tssue Date: | FEB 2 8 2017

Standard Procedures Manual Doc. Code: | DPWH-SPM-MD-01

for Regional & District Engineering Offices

Process in the Inspection/Validation on the Routine | ¢'°" No- B
Maintenance Activities along National Roads and 5 of 2
Bridges Undertaken by the District Engineering Offices Page No. °
Process Flow Responsible Details
Prepare and Submit Maintenance _ Prepares report using form MP-1 (BOM-
Report Inspectorate Section  MPP-INS) for inspection and/or form MP-2

(BOM-MPP-VAL) for validation.

Submit report to the Regional Director thru
the Chief, Maintenance Division within five
(5) days from the date of exit conference.

End

4.0 References:

D.O. 41, series of 2016, Amended Policy Guidelines on the Maintenance of National Roads and
Bridges

Memorandum re: Regional Maintenance Inspectorate Team

Philippine Highway Maintenance Management Manual

Pocketbook on Routine Maintenance

D.O. 94, series of 2014, Technical Manuals and Guidelines on Road and Bridge Maintenance and
Inspection

5.0 Records:

Report on the Inspection of Defects/Deficiencies - Form MP-1 (BOM-MPP-INS)
Report on the Inspection/Validation of Defects/Deficiencies - Form MP-2 (BOM-MPP-VAL)
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Department of Public Works and Highways
Standard Procedures Manual

for Regional & District Engineering Offices

Process in Evaluating and Monitoring the

Repair/Maintenance of National Roads and Bridges,
Flood Control/Drainage Structures and Other Public
Buildings Implemented by the District Engineering

Offices (DEOs)

Issue Date: | FEB 2 8 2011
Doc. Code: DPWH-SPM-MD-02
Revision No.: 0

Page No. lof1

1.0

2.0

3.0

Purpose

To ensure that the repair/maintenance of national roads and bridges, flood control/drainage structures
and other public buildings implemented by the District Engineering Offices (DEOs) are in accordance
with the existing standards and guidelines.

Definition of Terms

Plans refer to the design scheme of the project
Program of Work (POW) refers to documents which contains the name of project, fund source,
general scope of work to be done with corresponding estimated cost for a particular project. The
project cost includes direct cost (labor, material and equipment), indirect cost (Overhead,
Contingencies & Miscellaneous and profit), Engineering and Administrative Overhead (EAO) and
payment for Road Right of Way, if any.

Procedure

Process Flow

( Start )

Conduct Inspection

Prepare Report

Furnish concerned
DEO of Inspection
Report

A 4

End

4.0 Reference

5.0 Record

Inspection Report

Responsible

Maintenance

Inspectorate Section

Maintenance

Inspectorate Section

Maintenance

Inspectorate Section

Approved plans and POW (DEO file)

Details

Conducts once a month field inspection to
monitor that project implementation is in
accordance with the approved plans, POW
and schedule.

Renders report on defects/deficiencies
observed (if there is any).

Furnish concerned DEO of Inspection Report
with the instruction to explain/rectify noted
defects.

BE CERTAIN THAT THIS IS THE CURRENT VERSION BEFORE USING THIS DOCUMENT




Department of Public Works and Highways Tssue Dater FEB 2 8 7017

Standard Procedures Manual Doc. Code: DPWH-SPM-MD-03

for Regional & District Engineering Offices reisian Ho.: 0

Process in Assisting in the Conduct of Road Condition
Assessment and Other Infrastructures Projects Page No. Lof2

1.0

2.0

3.0

Purpose

To ensure that defects/deficiencies noted by the Bureau of Maintenance (BOM) Inspectorate in the
conduct of assessment including rectification works undertaken by the District Engineering Offices
(DEOs) are correct and properly complied with.

Definition of Terms

BOM Inspectorate refers to technical personnel from the Central Office who will conduct the
assessment.

Assessment refers to the act of making judgment about the condition of national roads and
bridges, and other infrastructures, based on set criteria.

Defects/Deficiencies refer to major and minor damage on carriageway and roadside stipulated in
D.O. 41, series 2016 and poor condition of gravel roads.

Condition refers to the physical state or present appearance of the national roads and bridges, and
other infrastructure.

Other Infrastructures Projects refers to the maintenance of flood control/drainage structures,
other public buildings, and calamity related projects.

Procedure
Process Flow Responsible Details
( Start )
v
Assist in the conduct of Maintenance Assists the BOM inspectorate in the conduct
inspection of actual Inspectorate Section  of inspection on the actual condition of
condition national roads and bridges, and other
infrastructures.
Take note of the Maintenance Takes note on the observed defects/
observed defects Inspectorate Section  deficiencies.

Maintenance Certifies as to the correctness of the
Inspectorate Section  jnspection report Form MP-1 (BOM-MPP-
INS) prepared by BOM inspectorate.

Certify inspection report
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Department of Public Works and Highways S FEB 2 8 2017
Standard Procedures Manual Doc. Code: DPWH-SPM-MD-03
for Regional & District Engineering Offices Revidion e 0
Process in Assisting in the Conduct of Road Condition
Assessment and Other Infrastructures Projects Page No. 20f2
Process Flow Responsible Details

Assist in the conduct of
validation

A\ 4

Provide technical
assistance

Certify Validation
Report

End

4.0 References

Memorandum from the Director, Bureau of Maintenance

Maintenance
Inspectorate Section

Maintenance
Inspectorate Section

Maintenance
Inspectorate Section

Assists the BOM inspectorate in the conduct
of validation on the rectification of
defects/deficiencies noted.

Provide technical assistance to the DEOs in
the proper rectification of noted
defects/deficiencies following prescribed
response time stipulated under section 3.c.1
of D.O. 41, s. 2016.

Certifies as to the correctness of report on
the validation defects/deficiencies Form MP-
2 (BOM-MPP-VAL) prepared by BOM
inspectorate.

D.O. 41, series of 2016, Amended Policy Guidelines on the Maintenance of National Roads and

Bridges

5.0 Records

Report on the Inspection of Defects/Deficiencies - Form MP-1 (BOM-MPP-INS)
Report on the Inspection/Validation of Defects/Deficiencies - Form MP-2 (BOM-MPP-VAL)
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Department of Public Works and Highways
Standard Procedures Manual
for Regional & District Engineering Offices
Process in Pre-Positioning of Resources and Monitoring | Revision No.:
on the Situation of National Roads and Bridges
During Disasters/Calamities

Issue Date: FEB 2 8 Zﬂl?

Doc. Code: DPWH-SPM-MD-04

0

Page No. 1of 2

1.0 Purpose

To ensure that manpower and equipment resources are pre-positioned on areas where it is needed
and accurate information disseminated to motorists and the general public on the condition of national
roads and bridges during disasters/calamities.

2.0 Definition of Terms

Pre-Position refers to an act of placing or stand-by equipment and manpower ready for deployment.
Disaster refers to a sudden calamitous event bringing great damage, loss, or destruction.
Calamity refers to an event that causes great harm and suffering.

PAGASA refers to Philippine Atmospheric, Geophysical and Astronomical Services Administration
Activates refers to make active or more active.
Deactivates refers to make inactive or ineffective.

3.0 Procedure

Process Flow

( Start )

Prepare memorandum re:
Pre-position of Resources

Submit collated Forms to
BOM, Central Office

®

Responsible

Maintenance
Inspectorate Section

Maintenance
Inspectorate Section

Details

At the first advisory from PAGASA (usually
accessed thru print and broadcast media)
re: impending typhoon/storm that s
expected to hit/affect our area of
responsibility, prepares memorandum to
affected DPWH-DEOs to submit reports on
Disaster Operation Center Activation (BOM-
SDMCD Form 2015-01) and the Pre-
Positioning of Assets (BOM-SDMCD Form
2015-02).

Submits the collated Forms 01 & 02 to
Bureau of Maintenance, DPWH- Central
Office.
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Department of Public Works and Highways 1ssue Date: | FEB 2 8 2017
Standard Procedures Manual Doc. Code: | DPWH-SPM-MD-04
for Regional & District Engineering Offices
Process in Pre-Positioning of Resources and Monitoring | Revision No.: 0
on the Situation of National Roads and Bridges —
During Disasters/Calamities Ll ©
Process Flow Responsible Details
Activate Regional Disaster Maintenance Activates the Regional Disaster Monitoring
Monitoring Team Inspectorate Section Team 24-hour operation to monitor the
situation of national roads and bridges.
Submit Situational Report Maintenance Submits situational report every six (6)

v
Deactivate Regional

returns to normal.

4.0 Reference:

Inspectorate Section  hours using the BOM-SDMCD-Form 2015-03
to the Central Office.

Maintenance Deactivates the 24-hour operation of the
Disaster Monitoring Team Inspectorate Section  Regional Disaster Monitoring Team upon the
advisory of PAGASA if weather condition

D.O. No. 15, series of 2015, subject: “Guidelines to Ensure Disaster Preparedness of DPWH Field
Offices in Promptly Responding to Typhoons and Other Calamities Including Criteria in the Release of

Calamity Funds”.

5.0 Records:

BOM-SDMCD Form 2015-01: Disaster Operation Center Activation Report
BOM-SDMCD Form 2015-02: Pre-Positioning of Assets

BOM-SDMCD Form 2015-03: Situational Reports on Major Roads and Bridges
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Department of Public Works and Highways sue Date FEB 2 8 2017
Standard Procedures Manual Doc. Code: DPWH-SPM-MD-05
for Regional & District Engineering Offices Revision No.: 0
Process in the Operation of Weighbridge Station | Page No. 1of 2

1.0

2.0

3.0

Purpose

To ensure implementation of the Anti-Truck Overloading Enforcement on freight trucks and trailers
passing the national roads and bridges pursuant to Republic Act No. 8794, MVUC law.

Definition of Terms

Republic Act No. 8794 (R.A. 8794) — “an act Imposing a Motor Vehicle User’s Charge on Owners
of all Types of Motor Vehicle and for other Purposes”, signed into law on June 27, 2000.
Weighbridge refers to large platforms scale set flush on the road to accommodate trucks/trailers for
weighing. These are installed at strategic locations along our arterial roads to regulate the overloading
of trucks/trailers.

Anti-Truck Overloading refers to guidelines limiting trucks to use the national roads to allowable
axle load/GVW.

Motor Vehicle User’s Charge (MVUC) refers to the corresponding fee charged to the owner of a
motor vehicle and collected as part of the annual registration of a vehicle to the Land Transportation
Office.

Gross Vehicle Weight (GVW) refers to the total weight of the freight trucks and trailers

Weigh bills refers to a document issued by a carrier that describes the goods to be transported
ATOME - Anti-Truck Overloading Mobile Enforcement

TOP —Temporary Operator’s Permit

Procedure
Process Flow Responsible Details
( Start )
Conduct Field Weighbridge 1. Determines passing loaded
Operation Station/ATOME Staff tru;ks/trailers _ o
2. Guides truck/trailer to weighing
platform
3. Requires driver to present the
following:

a. Certificate of Registration;
b. Weigh Bills; and
c. Driver’s License.
Weighs truck/trailer per axle/GVW
Determines overload by computing the
difference between allowable weight
against the actual weight.
6. Issues TOP to drivers of overloaded
truck/trailer.
7. Consolidates daily = apprehension
report, prepare monthly report and
v submits to Maintenance Inspectorate

@ Section

n b
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4.0

5.0

Department of Public Works and Highways fssue Date: FEB 2 8 2017
Standard Procedures Manual Doc. Code: DPWH-SPM-MD-05
for Regional & District Engineering Offices Revision No.: 0
Process in the Operation of Weighbridge Station | Page No. 20f?2
Process Flow Responsible Details
Review and Maintenance Reviews and consolidates submitted reports

Consolidate Reports Inspectorate Section

v

Review and Sign Section Chief Reviews and signs consolidated reports
Reports Assistant Division
Chief
Division Chief
Y
Asst. Regional Submits report to the Bureau of Quality and

Submits Reports

References

Director Safety, DPWH and furnishes Land
Regional Director ~ Transportation Office in the Region for the
imposition of penalty

Republic Act No. 8794 - Imposition of Motor Vehicle User’s Charge on Owners of all types of Motor
Vehicles and for other purposes circularized under Department Memorandum Circular No. 75, Series of
2000.

Joint Circular dated Nov. 19, 2001 — Memorandum of Agreement (MOA) between Department of
Public Works and Highways (DPWH), Department of Transportation and Communications (DOTC) thru
Land Transportation Office (LTO) and Department of Interior and Local Government (DILG) thru
Philippine National Police — Traffic Management Group (PNP-TMG) in the assignment of
responsibilities.

Department Order No. 11, Series of 2010 — Management of Weighbridge Stations to the Regional
Maintenance Division.

Memorandum dated May 16, 2013 — Revised IRR of R.A. 8794, MVUC Law - Restriction on both the
Allowable Vehicle Axle Load of 13,500 kilograms and the Gross Vehicle Weight based on the approved
revised Maximum Allowable from 18,000 kilograms to 45,000 kilograms depending on the number of
configuration of trucks/trailers effective June 1, 2013.

Records
Daily Summary of Weighbridge Operation

Monthly Report on Apprehension
Report of Traffic Count (trucks/trailers only)
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Department of Public Works and Highways fssue Date: FEB 2 8 2017
Standard Procedures Manual Doc. Code: DPWH-SPM-MD-06
for Regional & District Engineering Offices Revision No.: 0
Process in the Preparation of Various Reports Page No. 10of2

1.0 Purpose

To ensure compliance with the memorandum issued from Central Office (C.0.) and other agencies.

2.0 Definition of Terms

Memorandum refers to a communication that contains instruction, directives, advisory or

information.

Consolidated report refers to a regionwide summary of the submitted reports/data required.

3.0 Procedure

Process Flow

( Start )

Prepare Memorandum

v

Sign Memorandum

L 2

Transmit Memorandum

Check/Review
Submitted Reports

y

Prepare consolidated
report

Responsible

Maintenance
Management Section/
Maintenance
Inspectorate Section

Division Chief/
Asst. Regional
Director/
Regional Director

Records Section
(Administrative
Division)

Inspectorate Section

Inspectorate Section

Details

Upon receipt of the memorandum/ directive
from Central Office/other agency, prepares
memorandum to District Engineering Offices
(DEOs).

Division Chief, Assistant Regional Director
and Regional Director are signatories of the
memorandum.

Records Section transmit the memorandum
to Inspectorate Section.

Checks/reviews submitted reports

Advises DEO to correct/modify report, if
report is incomplete or with correction/s.

Prepares consolidated report
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Department of Public Works and Highways e FEB 2 8 2017
Standard Procedures Manual Pioe. Bode; LRS- ME- 06
‘I for Regional & District Engineering Offices Revision No.: 0
Process in the Preparation of Various Reports Page No. 20f2
Process Flow Responsible Details
Review and Sign Section Chief Reviews and signs report
Assistant Division
Chief
Division Chief
Assistant Regional
Director
Regional Director
A\ 4
Submit Report Records Section Transmits report to Central Office/Other
(Administrative Agencies
Division)

=

4.0 Reference

Memorandum from concerned official

5.0 Record

Consolidated Report
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Department of Public Works and Highways Issue Date: FEB 2 8 2017
Standard Procedures Manual P DPWH-SPM-MD-07
for Regional & District Engineering Offices ' '
Process in the Preparation of the Revision No.: 0
Annual Maintenance Work Program/
Performance Budget for National Roads and Bridges| Page No. 1of2

1.0 Purpocse

To ensure that the Annual Maintenance Work Program/Performance Budget (AMWP/PB) for national
roads and bridges is properly prepared based on the existing guidelines and procedures.

2.0 Definition of Terms

Planning Values refers to a numerical input to either a work program or performance budget.

Annual Maintenance Work Program/ Performance Budget (AMWP/PB) refers to the annual
work program expressed in pesos required for the resources needed to accomplish the program. An
annual performance budget is prepared for each district by applying daily resource costs to the

numbers of workdays in the annual work program.
Performance Budget — refers to the annual work program expressed in pesos required for the
resource needed to accomplish the program.
Standard Unit Cost refers to the planning values of one unit of measurement of resources used in

the preparation of the AMWP/PB.

3.0 Procedure

Process Flow

( Start )

Prepare memorandum
to DEOs re: submission
of updated Planning
Values

Submit updated
Planning Values

Evaluate and Review
Data

A4

Consolidate and
Summarize Data

i

Review, sign and submit
to BOM

Responsible

Maintenance Mgt.
Section

District Engineering
Office

Chief, Maintenance
Mgt. Section

Assistant Division
Chief
Division Chief

Assistant Regional
Director
Regional Director

Details

Upon receipt of memorandum from the
Bureau of Maintenance (BOM) to submit
updated Planning  Values, prepares
memorandum to DEOs and set deadline.

District Engineer Offices submit updated
Planning Values on or before the set
deadline.

Evaluates and reviews the data submitted

by DEOs

Consolidates/summarizes data

Reviews, signs and submits to BOM
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Department of Public Works and Highways 1s5ue Date: FEB 2 8 2017
Standard Procedures Manual T I ——
for Regional & District Engineering Offices
Process in the Preparation of the Revision No.: 0
Annual Maintenance Work Program/
Performance Budget for National Roads and Bridges| Page No. 20f2
Process Flow Responsible Details

Prepare AMWP/PB

Evaluate AMWP/PB

Consolidate AMWP/PB

Review and Approve
AMWP/PB

Receive Approved
AMWP/PB

End

4.0 Reference

Memorandum from the Director, Bureau of Maintenance

Maintenance Mgt.
Section

Maintenance Mgt.
Section

Assistant Division
Chief
Division Chief

Assistant Regional
Director
Regional Director

Maintenance
Management Section

Upon receipt of memorandum from the
BOM to prepare the AMWP/PB, prepares
memorandum to DEOs and set deadline.

Evaluates and reviews the documents
submitted by DEOs

Consolidates/summarizes documents of
DEOs

Reviews, signs and submits to BOM

Upon receipt of approved AMWP/PB,
prepares memorandum to the District
Engineers (DEs), furnishing copy with the
advice that AMWP/PB should be adhered to
and followed for the prudent and efficient
implementation of all repair and
maintenance activities and strict compliance
to the provisions of D.O. 41, series of 2016,
for the successful attainment of our goals in
achieving a well maintained road network in
compliance with the memorandum from the
Undersecretary for Technical Services.

Memorandum from the Undersecretary for Technical Services

5.0 Record

Consolidated Data
Consolidated AMWP/PB
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Standard Procedures Manual
for Regional & District Engineering Offices

Department of Public Works and Highways Issue Date: | FEB 2 8 2017

Doc. Code: DPWH-SPM-MD-08

Process in the Evaluation and Prioritization of Projects | Revision No.: 0
under Repair/Maintenance of Flood Control & Drainage
Structure (FC/D) & Other Public Buildings (OPB) Page No. lof1

1.0 Purpose

To identify/prioritize projects for the Repair/Maintenance of Flood Control & Drainage Structures and
Other Public Buildings, as basis in the preparation of the proposed budget allocation.

2.0 Definition of Terms

Flood Control and Drainage Structure refers to existing structures such as slope protection, river
bank protection, concrete lined canals, revetment, gabions, etc. for repair/maintenance.

Other Public Buildings

repair/maintenance.

3.0 Procedure
Process Flow

( Start )

y

Prepare memorandum to
DEOs

v

Evaluate and review list
of priority projects

\ 4

Consolidate list of
priority projects

|

Review and sign
consolidated list of
projects

End

4.0 References

Responsibile

Maintenance Mgt.
Section

Assistant Division
Chief

Division Chief

Assistant Regional
Director
Regional Director

Memorandum from Bureau of Maintenance.
Latest Inventory of Flood Control & Drainage Structures and Other Public Buildings.

5.0 Record
List of Proposed Projects

refers to existing national government owned buildings for

Details

Upon receipt of memorandum from the
Bureau of Maintenance (BOM) to submit list
of priority projects, prepares memorandum
to DEOs and set deadline.

Evaluates and reviews the list of priority
projects submitted by DEOs

If there are no more corrections,
consolidate/summarize list of priority
projects of DEOs

Reviews, signs and submits to Bureau of
Maintenance (BOM)
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Department of Public Works and Highways Issue Date: |FEB 2 8 2017

Standard Procedures Manual

for Regional & District Engineering Offices Doc. Code: | DPWH-SPM-MD-09

Process in the Evaluation of Contract Related

1.0

2.0

3.0

Documents/MOA and Monitoring of Implementation Revision No.: 0
of Special Local Road Fund (SLRF) Project Funded
Under Motor Vehicle User’s Charge (MVUC) Page No. 1ord
Purpose

To facilitate early approval of the MOA for SLRF projects and ensure that the projects are
implemented by the LGUs in accordance with existing standards and guidelines.

Definition of Terms

Memorandum of Agreement (MOA) refers to an agreement entered into by and between the
DPWH, DILG and Local Government Unit for the implementation of SLRF projects.

Local Government Unit (LGU) refers to administrative and political government unit subsidiary to
the national government which could itself consist of sub-units as in the case of a province or a
municipality.

Special Local Road Fund (SLRF) refers to 5% of the revenue collected under the MVUC Fund and
to be used for maintenance of local roads, traffic management and road safety devices.

Motor Vehicle User’s Charge Fund (MVUC) refers to a corresponding fee charged to the owner of
a motor vehicle and collected as part of the annual registration fee of a vehicle to the Land
Transportation Office.

Department of Interior and Local Government (DILG) refers to an agency mandated to
exercise general supervision over the LGUs and is tasked to strengthen the capability of LGUs in the
delivery of devolved services including the maintenance and construction of local roads and to
coordinate the activities undertaken by LGUs.

Procedure
Process Flow Responsible Details
( Start )
\ 4
Evaluate MOA Maintenance Upon receipt of MOA from DILG, reviews as
Management Section to the completeness and correctness of the

required documents.

For MOA with incomplete/incorrect
documents, return to DILG with the advice
to complete / correct the required
documents and return same for further

evaluation
Submit MOA to Maintenance For complete documents, submit to :
approving authority Management Section a. Regional Director for approval for
projects costing = ®5 Million -
£10.0 Million

b. DPWH Secretary for Review and
approval for projects costing above
£10.0 Million

@
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Department of Public Works and Highways Issue Date: | FEB 2 8 2017
Standard Procedures Manual
for Regional & District Engineering Offices Doc. Code: | DPWH-SPM-MD-09
Process in the Evaluation of Contract Related ..
Documents/MOA and Monitoring of Implementation | R€Vision No.: ¢
of Special Local Road Fund (SLRF) Project Funded
Under Motor Vehicle User’s Charge (MVUC) Page No. 20f 3
Process Flow Responsible Details

Transmit Approved MOA

Prepare Memorandum
to FMD to release funds

v

Release Funds to LGU

Monitor Project
Implementation

A

Submit
Accomplishment
Report

Conduct regular
inspection

y

Conduct Joint Final
Inspection

Regional Director

DPWH Secretary

Maintenance
Management Section
Assistant Division
Chief
Division Chief

Maintenance
Management Section
Assistant Division
Chief
Division Chief

Finance and

Management Division

Maintenance
Management Section

Maintenance
Management Section

Maintenance
Management Section

Maintenance
Management Section

For approval for projects costing > P5
Million - £10.0 Million

For Review and approval for projects
costing above £10.0 Million

Transmit Approved MOA to LGU;
cc: DILG

Upon approval of MOA, prepares
memorandum to Financial and Management
Division to obligate and release funds to
LGU

As soon as LGU receives approved MOA, the
proponent starts the implementation of the
projects.

Submits accomplishment report every 15% &
30" of the month to Monitoring Section of
Construction Division

Inspects from time to time the progress of
project implementation

Upon completion of the project, LGU
requests DPWH-RO and DILG for a Joint
final inspection
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Department of Public Works and Highways Issue Date: | FEB 2 8 2017
Standard Procedures Manual
for Regional & District Engineering Offices Doc. Code: | DPWH-SPM-MD-09
Process in the Evaluation of Contract Related -
Documents/MOA and Monitoring of Implementation | ReVision No.: .
of Special Local Road Fund (SLRF) Project Funded
Under Motor Vehicle User’s Charge (MVUC) Page No. 30f3
Process Flow Responsible Details

If there are noted defects, advices LGU to

submit rectification report together with
pictures indicating before, during and after
rectification works

Issue Certificate of
Project Completion

End

4.0 References

v Transmit documents to LGU

Maintenance Issues certificate that the project has been
Management Section satisfactorily completed in accordance with
the Plans and Specifications

Memorandum of Secretary Rogelio L. Singson dated November 9, 2015, Subject: “Guidelines on the
Implementation of Projects under the Special Local Road Fund (SLRF) of the Motor Vehicle User’s

Charge Law”.
Release of Sub-Allotment Release Order (SARO)

5.0 Records

Memorandum of Agreement (MOA)
Monthly Progress Report

Final Inspection Report

Certificate of Completion
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Department of Public Works and Highways Issue Date: | FEB 2 8 2017

Standard Procedures Manual Doc. Code: | DPWH-SPM-MD-10

for Regional & District Engineering Offices
Monitoring on the Removal of Obstruction Within the | Revision No.: 0

Road Right-of-Way Undertaken by the District

Engineering Cffices (DEOSs) Page No. 1of2

1.0

2.0

3.0

Purpose

To validate/monitor the removal of obstructions within the road right-of-way undertaken by the
District Engineering Offices (DEOSs).

Definition of Terms

Right-of-way refers to the area between boundaries held in trust for the Republic of the Philippines
either prescribed by the statute under the Authority or acquired through a fee or easement. It shall
include the carriageway, curb and gutter, sidewalks, shoulders, canals and other portions within the
defined road right-of-way.

Obstructions refer to structures that are located along the right-of-way either temporary or
permanent structures such as building s, houses, shanties, stores, shops, stalls, sheds, canopies,
billboards, signage, advertisements, fences, walls, railings, basketball courts, barangay halls, garbage
receptacles and the likes; posts and towers of electric cooperatives and major electric power
distribution lines, cables of phones and mobile service providers; driveways and ramps occupying or
protruding to the sidewalk; trees, shrubs and plant boxes; humps; dumping and storage of
construction materials such as sand, gravel, cement, lumber and steel bars, earth spoils, waste
materials, debris, embankment; vehicles and equipment including junked items that are parked,
occupying or protruding the sidewalk or shoulder; vending, repair of vehicles and other businesses
within the sidewalk and other parts of ROW.

Procedures

Process Flow Responsible Details

( Start )

Conduct Field Validation Maintenance Conducts semestral validation/ monitoring
Management Section of the submitted inventory and report on

the removal of obstructions within the right-
of-way of national roads.

Maintenance Prepares report on the findings/

Prepare Report ] i
Management Section observations.

Inform DEO of the noted inconsistency in
the report submitted and advise to rectify
accordingly.

A

Submit Report Maintenance Submits report to the Secretary, copy

Management Section furnished the Bureau of Maintenance
(BOM), every end of the 1% and 2™
v semester of the year.

End
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Standard Procedures Manual Doc. Code: | DPWH-SPM-MD-10

for Regional & District Engineering Offices
Monitoring on the Removal of Obstruction Within the | Revision No.: 0

Road Right-of-Way Undertaken by the District
Engineering Offices (DEOSs)

Page No. 20f 2

4.0 References

Department Order No. 73 Series of 2014, “Prohibited Uses within the Right-of-Way of National Roads”
5.0 Records:
Report on the validation/monitoring

Inventory of Obstructions within the Right-of-Way of National Roads (submitted by DEO)
Status Report on the Removal of Obstructions (submitted by DEOs)
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Department of Public Works and Highways
Standard Procedures Manual

for Regional & District Engineering Offices Bevigion Na.: 0
Process in the Evaluation/
Processing Request for Excavation Permit

Issue Date: FEB 2 8 20"

Doc. Code: DPWH-SPM-MD-11

Page No. 1of2

1.0 Purpose

To ensure that all the required documents are complied with per Department Order (D.O.) 26, series
of 2011: Policy on Diggings/Excavations by Private and Public Utilities

2.0 Definition of Terms

Excavation Permit refers to permit issued by the DPWH Regional Director, allowing utility
companies to undertake road excavation along national roads

3.0 Procedures

Process Flow

( Start )

v

Evaluate Documents

—

Issue Excavation Permit

Return Approved Permit

End

Responsible

Maintenance
Management Section

Assistant Regional
Director
Regional Director

Maintenance
Management Section

Details

Upon receipt of request from Utility
Companies/Agencies thru the  DEO,
evaluates request as to the completeness of
the required documents per DO 26, series
of 2011

For request with incomplete / incorrect
documents, returns to DEO with the advice
to complete / correct the required
documents and resubmit same for further
evaluation

For complete documents, submit to RD for
approval

Reviews, Recommends and Approves Permit

with restoration costs of more than
£500,000.00 per DO 124, series of 2014

Returns approved permit to concerned DEO
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Department of Public Works and Highways Issue Date: FEB 2 8 2017
Standard Procedures Manual Doc. Code: DPWH-SPM-MD-11
for Regional & District Engineering Offices Revision: No.: 0
Process in the Evaluation/
Processing Request for Excavation Permit Page No. 2 0f 2

4.0 Reference
D.O. 26, series of 2011; Policy on Diggings/Excavations by Private and Public Utilities on National
3?3?5124, series of 2014; Amendment to D.O. 26 Series of 2011 “Policy on Diggings / Excavations by
Private and Public Utilities on National Roads”

5.0 Record

Copy of Approved Excavation Permit (MM - 5)

BE CERTAIN THAT THIS IS THE CURRENT VERSION BEFORE USING THIS DOCUMENT




Department of Public Works and Highways
Standard Procedures Manual

for Regional & District Engineering Offices
Process in the Inspection/Validation of Calamity
Damaged Infrastructures

Issue Date: FEB 2 8 ZB”

Doc. Code: DPWH-SPM-EMD-12

Revision No.: 0

Page No. 1of2

1.0 Purpose

To facilitate release of funds for the repair/rehabilitation of damaged infrastructures due to calamity.

2.0 Definition of Terms

Program of Work (POW) refers to documents which contains the name of project, fund source,
general scope of work to be done with corresponding estimated cost for a particular project. The
project cost includes direct cost (labor, material and equipment), indirect cost (Overhead,
Contingencies & Miscellaneous and profit), Engineering and Administrative Overhead (EAO) and
payment for Road Right of Way, if any.
Items of Work refers to detailed work/activities of a particular project with corresponding unit cost.
Computation of unit cost per item of work must be supported with Detailed Unit Price Analysis.

3.0 Procedure

Process Flow

Evaluate Request

A

Conduct field
investigation/assessment

Responsible

Maintenance
Inspectorate Section

Maintenance
Inspectorate Section

Details

Upon receipt of request from DEO for
funding, reviews documents as to the
completeness of the required documents
per D.O. 15, s. 2015 (POW, detailed
estimates with unit price analysis, project
profile (Budget Proposal Form 202), site
location map, pictures with caption
indicating date taken, certification from the
RD/DE concerned, and Calamity Damage
Assessment Report)

If required documents are not complete,
returns request and advises DEO to comply
with all the requirements.

Conducts field investigation/assessment of
the condition of the site to validate
information provided by the DEO.
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Standard Procedures Manual

for Regional & District Engineering Offices

Department of Public Works and Highways lsuelate: | FEB 2 8 2017

Doc. Code: DPWH-SPM-EMD-12

4.0

5.0

. - . N . Revision No.: 0
Process in the Inspection/Validation of Calamity
Damaged Infrastructures Page No. 20f 2
Process Flow Responsible Details

Assistant Division

Endorse request for Chief
funds Division Chief
Assistant Regional
Director
- Regional Director
End
References

Endorses request for funds together with
required documents to the Office of the
Secretary, thru the Bureau of Maintenance
(BOM)

Department Order (D.O.) 15, series of 2015, “Guidelines to Ensure Disaster Preparedness of DPWH
Field Offices in Promptly Responding to Typhoons and Other Calamities Including Criteria in the

Release of Calamity Funds”

DPWH Standard Specifications for Highways, Bridges and Airports 2012 edition

Road Drawing for Roads and Bridges
CCIS - Construction Cost Information System

Record

Photocopy of the request with supporting documents
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Issue Date: FEB 2 8 20?7

Department of Public Works and Highways
Standard Procedures Manual Doc. Code:

DPWH-SPM-QAHD-00

for Regional & District Engineering Offices Revision No.: 0

Organizational Chart of Quality Assurance

and Hydrology Division Page No. 1of1

QUALITY ASSURANCE AND HYDROLOGY DIVISION
ORGANIZATIONAL CHART

OFFICE OF THE DIVISION CHIEF

Support Staff
QUALITY MATERIALS TESTING HYDROLOGY
IMPLEMENTATION SECTION SECTION
SECTION

QUALITY ASSURANCE AND HYDROLOGY DIVISION FUNCTIONS

e m

10.

Monitors the implementation of Quality Assurance Program of the Region and District
Engineering Offices (DEOs) in accordance with the quality assurance policies of the
Department; also monitors Quality Assurance Unit (QAU) activities and compliance of
implementing office to memos issued by the Undersecretary for Technical Services; and
assures implementation of Department Order related to Contractor’s Material’s Engineer.
Evaluates quality assurance documents and reports submitted by the DEOs to ensure
compliance with the policies/issuances of the Department;

Conducts testing of construction materials for projects undertaken by the Region, UPMO,
DEOs, LGUs and other government and private entities;

Operates and maintains Regional testing equipment and to monitor the reliability and
accuracy of testing equipment/apparatus of the DEO laboratories according to standards;
Reviews and recommends for approval of the Quality Control Programs (QCPs) prepared by

the contractor's Materials Engineer;

Identifies and recommends sources of naturally occurring and manufactured construction
materials to the Bureau of Research and Standards (BRS);

Conducts sub-surface exploration survey and test pitting for foundation design of roads,

bridges and other structures ;
Validates request of the DEQOs related to soil re-classification proposed for variation order;
Operates and maintains network of stream gauging stations; gathers, analyzes and

consolidates hydrologic data for the management of water resources; and

Conducts and participates in the inspection of projects for purposes of Billing, Issuance of
Certificate of Completion/Acceptance in the Regional and UPMO implemented projects and
Quality Audit in the DEO.
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1.0

2.0

: 2 8 2011
Department of Public Works and Highways il Lt Di\E/E_SPM_ S
Standard Procedures Manual Doc. Code: Q
for Regional & District Engineering Offices Revision No.: 0
Conduct of Soil Survey and Subsurface Exploration | p,ge No. 1of3
Purpose:
A. Soil Survey

To obtain information relative to the distribution and properties of soils, ground water and surface
drainage conditions and other pertinent data necessary for a rational and economic design of highway.

B. Subsurface Exploration

To determine the arrangement of soil strata and engineering properties of the underlying soils
particularly strength and deformation characteristic, as well as soil bearing capacities in order that a
safe and economical foundation on the structure maybe designed.

Soil survey and subsurface exploration is in compliance with D.O. 229, series of 1989.
Definition of Terms:

Test Pit - a subsurface hole bored along the center line of road or at shoulder where soil samples are
taken for laboratory testing and observation of soil strata of its relative depth below the surface of
proposed road subgrade.

Deep Boring - a process of taking soil samples using a drilling machine at a minimum depth of 20
meters below the river bed. A standard sampling accessories is used to extract soil samples with a drop
hammer as drilling progresses.

Grading Test / Mechanical Sieve Analysis - to determine the particle size distribution of soil
samples.

Compaction Test — to determine the optimum moisture control (OMC) at which the maximum dry
density (MDD) of the soil is attained. Involves the application of energy and addition of water as
lubricant which results in the reduction of pore spaces and increase in density.

Plasticity Test
o Liquid Limit - is the lowest moisture content at which the soil will flow upon the application of a

very small sharing force.
e Plastic Limit - is the lowest moisture content at which the soil can be readily molded without

breaking or crumbling.

California Bearing Ratio (CBR) Test - to measure the resistant of soil to penetrate by a standard
cylindrical piston express as percentage fraction of a standard resistant which was originally measured
in test of a good quality crushed rock.
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Department of Public Works and Highways Issue Date" DE\%E—SLP&%\E;}- -
Standard Procedures Manual Doc. Code:
for Regional & District Engineering Offices Revision No.: 0
Conduct of Soil Survey and Subsurface Exploration | pyge No. 2 of 3
3.0 Procedure
Process Flow Responsible Details

( Start )

v

Record received
document

v

Coordinate with
requesting party

v

Conduct Field
Works/Soil
Sampling

v

Conduct
Test

v

Prepare and
Submit Reports

Release
documents

A 4

End

Administrative
Assistant

Section Chief/
Team Leader

Laboratory
Technician

Laboratory
Technician

Section Chief/
Team Leader

Administrative
Division

Receive Document from requesting party for
recording.

Coordinate with the requesting party
regarding road alignment and location of
proposed projects and other field work
requirements.

Coordinate with the concerned Local
Government Unit (LGU) and District
Engineering Office (DEO) of the activities
undertaken  within  their area  of
responsibility
Conduct soil sampling;

a. Test pitting for Highway Design

b. Deep Boring for Bridge and other

structure

Perform the following Laboratory Test:
a. Mechanical analysis,
b. Compaction
c. Plasticity
d. Hydrometer test (if Required)
e. California Bearing Ratio (for road
projects)

Submission of Subsurface Exploration
Survey report documents to requesting
party

a. Summary of Test results

b. Soil profile

c. Bore Log

Releasing of Documents
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Department of Public Works and Highways Issue Date: e 2107-01
Standard Procedures Manual Doc. Code: Q
for Regional & District Engineering Offices Revision No.: 0
Conduct of Soil Survey and Subsurface Exploration | p,ge No. 30f3

4.0 References

D.0. 229, series 1993: Guidelines on Soil Survey and Sampling for Highway Design and Subsurface
Exploration for Design and Construction of Foundation of Bridges.

American Association of State Highway and Transportation Officials (AASHTO)

American Standard for Testing Materials (ASTM)

5.0 Records
Documents from requesting party

Laboratory Test Results
Subsurface Exploration Survey report
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Issue Date: FEB 2 8 20"

Department of Public Works and Highways

Standard Procedures Manual Doc. Code:  |DPWH-SPM-QAHD-02

for Regional & District Engineering Offices Revision No.: 0

Conduct of Hydrologic Survey and Data Collection Page No. 10f2

1.0

2.0

3.0

Purpose

To operate and maintain an adequate stream gaging stations and to assure timely Collection,
evaluation and processing of reliable hydrologic data as a basic input for general planning of water
resources related projects as per Executive Order 124 dated January 30, 1987 Reorganization of
Ministry of Public Works and Highways.

Definition of Terms

Stream Gaging Station - Hydrologic Data Observation station where flow measurement and Surface
water level observation is undertaken in a designated location along the River.

Stream Flow Data - River discharge data taken on a certain Stream Gaging Station.

Gage height Data (GH) - Surface water level observations taken on a Stream Gaging Station usually
recorded 3 times a day (AM, NN, PM)

Staff Gage - Calibration Instrument use to determine the Gage height usually made of 2" x 6” yakal
lumber installed along the bank of river or painted on the existing bridge piers.

Discharge Measurement Data (DM) - River flow observations conducted at streams gaging stations
usually in Cubic meters per second or liter per second.

Current meter - instrument intended to measure water velocities in open rivers and channel used to
conduct discharge measurement on the station.

Float Measurement - measurement of surface water velocities using float materials usually applied
during high river flows where the use of current meter has low accuracy and risk of instrument damage
due to swift river current and floating debris.

Rating Curve - Average curve generated between the plot of discharge data and gageheight observed
taken from series of monthly discharge measurement which is used to estimate the daily flow of a river
on a particular stream gaging station correlating the daily gageheight data recorded by the gagekeeper

Procedures

Process Flow Responsible Details

l Section Chief Hydrologic Team is in-charge in the field
Collect Stream Flow Data data collection in accordance with the

NWRC Manual on Water Data Standards.
Conduct of cross-section and profile survey
of river stations every after 3 years or after
occurrence of major flood.

Conduct monthly discharge measurement
by current meter or float method during
y high flows, Gage height observation and

@ water sampling by hydrologic team.
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Department of Public Works and Highways issuevate: | FEB 2 8 2017
Standard Procedures Manual Doc. Code: _ |DPWH-SPM-QAHD-02
for Regional & District Engineering Offices Revision No.: 0
Conduct of Hydrologic Survey and Data Collection Page No. 20f2
Process Flow Responsible Details

Daily gage height observation by recording
surface water level 3x a day done by the
gage keeper assigned in the station.
Repair/Rehabilitation of existing stream
gaging station

Consolidate Partial Data Engineer II Consolidation and partial processing of all
Processing collected data
Encoding, evaluation, analysis of gathered
data
Plotting of Survey data & discharge
measurements
Preparation of Rating curve & Survey
reports
v
Submit Collected data and Engineer II Quarterly Submission of Hydrologic Data to

Bureau of Design for final processing,

accomplishment Reports ) 4 b
evaluation, analysis and printing.

to Bureau of Desian

End

4.0 References

EO 124 1/30/87 Reorganization of Ministry of Public Works and Highways

NWRC Manual on Water Data Standards Vol. 1

Memorandum Dated Sept. 22, 2008: Criteria in Rating the Performance of DPWH Regional Offices in
the Implementation of National Hydrologic Data Collection Program

5.0 Records

Stream Flow Data

Hydrologic Accomplishment Reports
Rating Curve and Survey Reports
Quarterly Report on Hydrologic Data
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Department of Public Works and Highways tssue Date: | FEB 2 8 2017
Standard Procedures Manual Doe.Codert | BRAH-OMPQAHD-0
for Regional & District Engineering Offices Revision No.: 0
Implementation of Quality Assurance in the Project | page No. 10f2

1.0 Purpose

To ensure Quality of Construction Materials incorporated into the project.

2.0 Definition of Terms
Materials Engineer - personnel in-charge in the Quality Assurance Implementation of the project.

Laboratory Technician - personnel who assist the Materials Engineer in the Quality Assurance
Implementation of the project.

Quality Control Program - a program of minimum testing requirements per items of Work of a
project per Memorandum Circular dated January 25, 1989.

Monthly Materials Report - one of the quality control reports relative to on-going construction
and maintenance projects undertaken/ implemented by the Regional and District Engineering
Offices per Department Order No. 21, dated March 26, 2010.

Certificate of Quality Control Assurance - a report accomplished during the progress of the
work of the project to assure that the quality of materials incorporated into the work conforms to
the Standard Specification and Special Provisions of the Contract per Memorandum Circular No. 38
dated November 12, 1981.

3.0 Procedures

Process Flow Responsible Details
( Start )
Assign Materials Division Chief Assign Materials Engineer/Laboratory
Engineer/Laboratory Technician
Technician
Prepare/Submit Quality Contractor Materials Engineer of the Contractor
Control Program of the prepares and submits Quality Control
Project Program to Implementing Office for
- approval.
v
Review of Quality Control Regional Office Review the Quality Control Program
Program Materials Engineer  (QCP) submitted by the contractor based
on the DPWH minimum testing

requirements

If the QCP passed the testing criteria it
will be forwarded to the Regional
Director for approval, otherwise it will be
returned to the contractor for correction
and resubmit for review.
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4.0

5.0

. . Issue Date: 2820
Department of Public Works and Highways e FEB 2 8 2017
Standard Procedures Manual Doggoa- | DEI-DNPGRHC-D
for Regional & District Engineering Offices Revision No.: 0
Implementation of Quality Assurance in the Project | page No. 20f2
Process Flow Responsible Details
Approve Quality Control Regional The Chief, Quality Assurance and
Proaram Director/Chief, Hydrology Division evaluates/
' QAHD recommends and submits to the Regional
Director for approval
\4
Implement Quality Control Regional Office The DPWH Materials Engineer/Laboratory
Program Materials Engineer/  Technician supervises Quality Assurance
Laboratory Implementation of the project as the
Technician work progresses to ensure compliance to
the specifications.
Submit Materials Report Contractor/ Regional The Contractor’s Materials Engineer
Office Materials prepares and submits the summary of

End

References

MC dated 12 November 1981

MC dated 25 January 1989

D.O 21 dated 17 May 1989

D.0 137 dated 13 June 1991

D.O 184 dated 17 September 1999
D.O 21 dated 26 March 2010

D.O 55 dated 14 August 2012

Records

Quality Control Program
Certificate of Quality Control Assurance

Engineer

field test and status of tests to the
Regional Office every 25" day of the
month.

The Regional Office Materials Engineer
prepares and submits the Certificate of
Quality Control Assurance to the
Regional Office every week.

Monthly Materials Report (Summary of Field Test and Status of Tests)

Test Results
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Department of Public Works and Highways
Standard Procedures Manual

for Regional & District Engineering Offices
Testing of Construction Materials

Issue Date: FEB 2 8 2017

Doc. Code: | DPWH-SPM-QAHD-04

Revision No.: 0

Page No. 1of3

1.0 Purpose

To provide a guide in conducting the necessary testing of construction materials, which is a tool to
measure whether the materials meets or fails the standard specifications requirements.

2.0 Definition of Terms

Testing - is the basic means or tools to determine whether the quality of construction materials meets
or fails the desired specification requirements.
Test Reports - a document that summarizes the outcome of testing.

Sample - a portion or representative of the construction materials to be tested.
Chemical Analysis - to determine the chemical properties of the sample to be tested.
Physical Testing - to determine the physical properties of the sample to be tested.

3.0 Procedures

Process Flow

Receive Construction
Material Sample

Prepare Sample

Payment of Testing
Fee

Conduct Physical
Test

Conduct Chemical
Test

;

@

Responsible

Laboratory Technician/
Administrative Aide

Laboratory Technician

Administrative Division

Engineer II
Laboratory Technician

Engineer II
Laboratory Technician

Details

The Laboratory Technician
verifies/evaluates the sample to
be tested for acceptance and
ensures that sufficient sample
quantity is provided.

The Laboratory Technician
prepares the samples for testing
following the standard procedures
in labeling of samples for testing.

The Administrative Aide prepares
the bill of payment and forwards
to the client for payment of
testing fee to the Cashier,
Administrative Division.

The Unit Head/Laboratory
Technician conducts test in
accordance with Standard Testing
Procedures.

The Unit Head/Laboratory
Technician conducts chemical
test.
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Department of Public Works and Highways
Standard Procedures Manual

Issue Date: FEB 2 8 20"

Doc. Code: | DPWH-SPM-QAHD-04

for Regional & District Engineering Offices Renisian e 2
Testing of Construction Materials Page No. 20f3
Process Flow Responsible Details
Engineer II/ The Unit Head/Laboratory

Prepare Test Report

Laboratory Technician

Check & Evaluate Engineer I1I/
Test Report Section Chief
Recommend Chief of Quality Assurance and
Approval Hydrology Division
Approve Regional Director
Test Report
Release Records Personnel
Test Report

Technician prepares and encodes
the test report.

Engineer III, Section Chief of
Materials Testing Section checks
and evaluates the test report and
forwards result to the Chief of the
Division.

If the Test Report is not
satisfactory, the Chief of Quality
Assurance and Hydrology Division
issues a memorandum to the
concerned implementing office for
appropriate action on the said
failed samples. Otherwise, Test
Report will be recommended for
approval.

The Regional Director approves
the submitted test report.

The Records Personnel releases
Test Reports to the client.
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Department of Public Works and Highways

Standard Procedures Manual Doc. Code: | DPWH-SPM-QAHD-04

for Regional & District Engineering Offices Revision No.! 0

Testing of Construction Materials Page No. 30f3

4.0 References

BDH MC 73 22 June 1973

MC 103 24 August 1978

American Association of State Highway and Transportation Officials (AASTHTO)
American Standard for Testing Materials (ASTM)

D.0. 137 dated 13 June 1991

Revised Criteria for Rating Quality Control in Project Implementation

DMC 49 12 April 1994

5.0 Records

Results of Test
Approved Test Reports
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Department of Public Works and Highways Tamle Dats. FEB 2 8 2017

Standard Procedures Manual Doc. Code: DPWH-SPM-QAHD-05

for Regional & District Engineering Offices —— 0

Approved Sources Of Naturally Occurring

and Manufactured Construction Materials Page No. 1of1

1.0

2.0

Purpose

To identify and recommend approved sources of naturally occurring and manufactured construction
materials.

Definition of Terms

Manufactured Coiistruction Materials - A source of materials produced by the manufacturer.
Naturally Occurring Construction Materials - A source of materials from natural environment
such as rivers, hills, and other natural resources usable as construction materials.

Quarry - A source from which natural construction material may be extracted.

3.0 Procedures
Process Flow Responsib!a Details
l Start )
Submit Sources of Natural District Engineer The District Engineering Office will identify

potential sources of construction materials

Occurring and Manufactured 4
as required under Department Order No. 41

Construction Materials Map

dated September 6, 2006

'

Concerned Personnel All identified sources of construction
materials from District Engineering Office

Consolidate Report

will be consolidated into a Regional Quarry

Map.
A 4
Submit To DPWH Central Office Chief, Quality Regional Office will submit consolidated
Assurance and quarry map to Bureau of Research and

4.0

5.0

Hydrology Division  Standards and Bureau of Construction per
Department Order No. 41 series of 2006
and memo issued by Assistant Secretary
Luis Mamitag dated August 7, 2013,
respectively.

A 4

End

References

D.O. 41 Series of 2006

Annual Submission of Updated Naturally Occurring Materials Sources Maps and Other Related Reports
to the Bureau of Research and Standards (BRS)

Memorandum dated August 7, 2013

Records

List of Potential Sources of Construction Materials
Consolidated Quarry Map Report
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. (FEB2 8
Department of Public Works and Highways Isshe Date: il
Standard Procedures Manual Doc. Code: DPWH-SPM-AD-00
for Regional & District Engineering Offices Revision No.: 0
Organizational Chart of Administrative Division Page No. lof1l

ADMINISTRATIVE DIVISION
ORGANIZATIONAL CHART

OFFICE OF THE DIVISION CHIEF

Support Staff

| | I |

HUMAN RESOURCE HUMAN RESOURCE | | RECORDS MANAGEMENT | |  SUPPLY ANDPROPERTY CASH SECTION

MANAGEMENT SECTION | | DEVELOPMENT SECTION SECTION NANAGENENT SECTION

ADMINISTRATIVE DIVISION FUNCTIONS

ol

o !

Informs/recommends to the Regional Director matters pertaining to the four systems of
human resources management: recruitment, selection and placement, learning and
development, performance management, rewards and recognition, and general services like
records management, cash management, supply and property management, building and
maintenance, janitorial and security services;

Implements the laws, rules, regulations and policies on the 4 Human Resource Systems;
Maintains and updates the Personnel Information System (PIS) in the Region and monitors
the updating of the PIS in the District Engineering Offices;

Coordinates, administers and evaluates human resource development programs and other
learning and development interventions;

Coordinates the provision of services on employee counseling, coaching and mentoring; and
Monitors and evaluates the performance of outsourced security and janitorial personnel, if

any.
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1.0

2.0

3.0

Purpose

To hire and promote employees on the basis of competence and qualification

Definition of Terms

Recruitment - an opportunity for employment in the career service which shall be opened to
qualified Filipino citizens and efforts shall be exerted to attract the best to enter the service.
Promotion - is the advancement of an employee from one position to another with an increase in the
duties and responsibilities as authorized by law, and usually accompanied by an increase in salary.
Qualification Standards - express the minimum requirements for a class of positions in terms of
education, training and experience, civil service eligibility, physical fitness, and other qualities required
for successful performance.

Merit Selection Plan - includes the provisions for a definite screening process, which may include
tests of fitness, in accordance with standards and guidelines set by the Civil Service Commission.

Procedure
Process Flow Responsibie Details
( Start )
v
Publish Vacant Positions Human Resource  Prepare list of vacant positions.

Mgt. Asst.

Administrative Officer Post vacant positions in 3 conspicuous
v places in the Regional Office.
(Chief, HRMS)

Chief, Administrative  Submit to Civil Service Commission (CSC)
Division for publication within 10 days and t
thereafter, CSC shall issue a Certificate.

Regional Director Signs the request for Publication

A 4

Receive Application/s Administrative Officer Prepare list of candidates/applicants

II (HRMO I) aspiring to vacant position.

Human Resource
Mgt. Asst.

A4

Check Documents
submitted by the
Applicants

l
®

Administrative Officer Check and review documents of the
IT (HRMO I) applicants as to authenticity.
Human Resource
Mat. Asst.
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Process Flow Responsible Details

O,
l.

Accomplish Potential
Rating Form

v

Conduct Evaluation

\ 4

Schedule Meeting for
Deliberation

A 4

Assess competency and
qualification of the
candidates’ vis-a-vis
competency requirement
of the position

l

Prepare PSB Resolution
for Approval

Advice selected
candidate for
appointment to submit
documents

End

Administrative Officer
II (HRMO I)
Human Resource
Mgt. Asst.

Administrative Officer
II (HRMO I)
Human Resource
Mgt. Asst.

Administrative Officer
IT (HRMO I)
Human Resource
Mgt. Asst.

Administrative Officer
II (HRMO I)
Human Resource
Mgt. Asst.

Administrative Officer
III (HRMO II)

Regional Director

Administrative Officer
Vv
(Chief, HRMS)

Request the Personnel Selection Board
(PSB) Members to accomplish the Potential
Rating.

Prepare Individual Evaluation &
Form and Summary of Evaluation

Rating

Issue notice to PSB members on the date
and place of deliberation.

Assessment of the competence and
qualification of the candidates.
Minutes of the proceedings

Prepare Resolution indicating the
assessment of PSB on the qualification of
candidates

Selects the candidate to be appointed.

Advise the selected employee to submit
required documents to support the
appointment to the Human Resource
Management Section.
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4.0 References

Qualification Standards, series of 1997, of the Civil Service Commission

Department Order No. 42 , series of 2016 , on the Revised Selection Criteria in the Appointment of
Personnel to First and Second Level Positions

Memorandum dated June 17, 2002 on the DPWH Merit and Selection Plan and System of Ranking
Positions

Department Order No. 44 , series of 2011, relative to the Supplemental Guidelines to Department
Order No. 43, series of 2011, re: Guidelines in the Evaluation and Selection of Candidates for
Appointment to Executive/Managerial Positions

The Civil Service Laws and Rules (Book V of Executive Order No. 292 and Amended Omnibus Rules

5.0 Records
Plantilla

Personal Services Itemization and Plantilla of Personnel (PSIPOP)
Report on Appointment Issued (RAI) * no accreditation effective April 2014
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1.0 Purpose

2.0

Definition of Terms

3.0 Procedure

Process Flow

I

Require appointee to
submit all documents to
support appointment

4

Prepare Position
Description Form (PDF)

Prepare Appointment

Forward the
Appointment Papers
with complete
supporting documents
to the Regional Director

()

le

Respons

2
g

Administrative
Assistant III

Human Resource
Mgt. Asst.

Administrative
Assistant III

Communication
Equipment Operator I
(Receiving &
Releasing In-Charge)

To issue a permanent appointment to employee who meets all the requirements of the position to
which he/she is being appointed/promoted.

Permanent Appointment - is an appointment which shall be issued to a person if he meets all the
requirements for the position to which he is being appointed, including appropriate eligibility
prescribed, in accordance with the provision of law, rules and standards promulgated in pursuance
thereof.

Details

Require appointee to submit listed
documents for appointment such as
Personal Data Sheet, Medical Certificates,
NBI clearance and certified true copies of
eligibility, TOR, Certificate of Training.

Prepare the position description form based
on his actual duties and responsibilities for
signature of the employee.

Process appointment by checking the
position title, salary grade, item number,
etc. and forward to the Administrative
Officer V and Chairman of the Personnel
Selection Board (PSB) for their respective
signatures. Forward to the Chief,
Administrative Division for initial

Forward the appointment papers together
with the PDF and other supporting
documents to the Office of the Regional
Director for approval of the appointment
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Process Flow Responsible Details

)
l

Set the Oath Taking
Ceremony and submit
the Notice of Assumption
to the Central Office

Upon approval, furnish
the appointee certified
copy of the appointment

Appointment validation
by the Civil Service
Commission validation by
the Civil Service
Commission

Update the PSIPOP and
submit to DBM

Update the Personnel
Information System (PIS)

\4

Appointment Validated
by the Civil Service
Commission

End

Administrative Officer
V (Chief, HRMS)
Administrative
Assistant III

Administrative
Assistant III

Administrative
Assistant III

Communication
Equipt. Operator I
(Receiving &
Releasing In-Charge)
Human Resource
Mgt. Asst.

Human Resource
Management
Assistant

Communication
Equipment Operator I
(Receiving &
Releasing In-Charge)

Prepare Oath of Office and Notice of
Assumption and inform the appointee of the
time and date of his/her Oath Taking
Ceremony at the Office of the Regional
Director. Submit the Notice of Assumption
to the Central Office.

After the Regional Directors approved the
appointment, the Human Resource &
Management Section will furnish certified
machine copy of the appointment to the
appointee , the Financial Mgt. Division
(FMD) and the Commission on Audit (C O A)

Prepare and submit appointment with
complete  supporting  documents  for
validation by the Civil Service Commission
(CSC) every 15th day of the following
month.

Furnish HRMA machine copy of the
approved appointment for updating/
encoding in the Personal Services
Itemization and Plantilla of Personnel
(PSIPOP) and submit to Department of
Budget & Management (DBM) thru internet.

Encode the date of newly appointed
personnel to the Personnel Information
System

Forward the original, validated copy of the
appointment to the Records Section for
release to the appointee.
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4.0 References

Civil Service Laws and Rules (Book V of Executive Order No. 292)

5.0 Records

Personal Services Itemization and Plantilla of Personnel (PSIPOP)

Approved Appointments
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1.0

2.0

3.0

Purpose

To credit all earned leave credits earned monthly to permanent employees of government And
maintain an updated leave card monthly by recording all leave applications whether deductible from
accrued leave credits including undertime.

Definition of Terms

Sick Leave - refers to leave of absence granted only on account of sickness or disability on the part
of the employee concerned or any member of his immediate family.

Vacation Leave - refers to leave of absence granted to officials and employees for personal reasons,
the approval of which is contingent upon the necessities of the service.

Monetization - refers to payment the money value of leave credits of an employee upon his request
without actually going on leave in accordance with existing CS rules and regulations and subject to the
approval of the Head of Office.

Terminal Leave - refers to money value of the total accumulated leave credits of an employee based
on the highest salary rate received upon retirement voluntary separation.

Special Leave Privileges - refer to leave of absence which officials and employees may avail of for
a maximum of three (3) days over and above the vacation, sick, maternity and paternity leaves to
mark personal milestones and/or attend to filial and domestic responsibilities.

Procedure

Process Flow Responsible Details

( Start )

A 4

Human Resource Record the receipt of application for leave.
Management Section  Process application for leave of employee
concerned. Post to the individual leave card
as to the number of days and type of leave

Receive Application for
Leave of Absence of
Individual Employee

applied and check entries in the leave card
to jibe with the application of leave.

Certify Leave Credits Chief, Human Review accomplished leave application and
Resource certifies to the correctness of entries of

Management Section leave applied and leave balances.

Human Resource Record the return of certified Application for

Release Application for ; L
Management Section Leave to Division concerned for approval

Leave to Division
Concerned
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Process Flow Responsible Details

@
l

Recommend approval of
Application for Leave

Division Chief Affix signature
Forward the Application for Leave for
approval to the Regional Director.

Approve Application for Assistant Regional  Affix signature.
Leave Director/ Forward the approved Application for Leave
Regional Director to Human Resource Management Section

End

4.0 References
Omnibus Rules on Leave (Rule XVI of the Omnibus Rules Implementing Book V of E.O. 292)
5.0 Records

Application for leave filed
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1.0

2.0

3.0

4.0

5.0

Purpose

To issue an updated and correct service record and certificate of employment and ensure its timely
issuance upon request of an employee to support any claim and for any legal purpose it may serve.

Definition of Terms

Service Record - a record showing the position, status, salary, length of service and other data

relative to employment.

Certificate of Employment - a document which serves as proof of employment for services

rendered of an employee.

Procedure

Process Flow

i

Receive Request of
Service Record/
Certificate of
Employment

Recommend approval of
Service Record and
Certificate of
Employment

Approve Service Record
and/or Certificate of
Employment

'

Release Service Record
and/or Certificate of
Employment

End

References
120 file (Personal Records)

Records

Responsible

Human Resource
Management Section

Administrative Officer
Vv
Supervising
Administrative Officer

Chief, Administrative
Division

Human Resource
Management Section

Soft copy available on databank (PIS)

Details

Require employee to fill-up request form for
approval by the Chief, Admin. Division.
Upon approval of the request, service
record/ certificate of employment is
prepared.

Affix initial after review of the service
record/certificate of employment.

Affix signature on the requested document
then forward to Records Section for
release to requesting party.

Release Service Record and/or Certificate of
Employment to the requesting employee.
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1.0

2.0

Purpose

The hiring of Job Order workers shall be based on the need to augment the regular workforce of the
Department, provided that the proposed hirees are qualified to perform the work to be assigned.

Definition of Terms

Contract Of Service - an agreement set between the first party represented by the agency's
representative and the second party who agrees to render service for an aggregate amount of money

in a specified period of time.

3.0 Procedure

Process Flow

Prepare request
authority to hire

l

Receive Approved
Request Authority to
Hire Job Order
Personnel from Division
Concerned

!

Prepare Contract of
Service

Review the Contract of
Service

A4

Forward the Contract of
Service to Division
Concerned

v

®

Responsibie

Division concerned

Human Resource
Management Section

Human Resource
Management Section

Chief, Human
Resource
Management Section

Human Resource
Management Section

Details

Record receipt of authority to hire Job
Order. Administrative Officer reviews
correctness of position title, salary grade
and daily rate.

Record the receipt in the logbook. Prepare
summary list of applicants and schedule
date and time for interview by the Regional
Director

Prepare individual Contract of Service of job
order personnel hired based on the
approved authority to hire

Review Contract of Service for signature of
all concerned.

Record the release of Contracts of Service
to Division concerned for signature of the
hired job order personnel and the Division
Chief, Budget Officer to and for approval by
the Regional Director.

BE CERTAIN THAT THIS IS THE CURRENT VERSION BEFORE USING THIS DOCUMENT




Department of Public Works and Highways Issue Date: | FEB 2 82017
Standard Procedures Manual Doc. Code: DPWH-SPM-AD-05
for Regional & District Engi ing Offi
or Regiona istrict Engineering Offices Revision No.: 0
Hiring of Job Order Personnel Procedure (RO)
Page No. 20f 2
Process Flow Responsible Details

®
|

Receive Approved Human Resource
Contract of Service Management Section
Advise Job Order Human Resource
Personnel to submit Management Section

required documents

y

Orientation of the Job
Order Personnel

Human Resource
Management Section

End

4.0 References
Department Order No. 43 Series 2013
5.0 Records

Contract of Service

Record the receipt of approved Contract of
Service from the Records Section

Advise the job order personnel to notarize
the Contract of Service and to submit
documents like Personal Data Sheet,
medical certificate and school credentials.

Inform the JO on the tenure of his
employment, benefits, duties and
responsibilities, obligation like submission of
DTR, time-in and time-out.
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Purpose

To provide information on how a Training Calendar is being prepared.

Definition of Terms

Survey - to collect/gather data for analysis made on a certain group or area.
Training Calendar - a complete set of training programs to be conducted every year.

Procedure
Process Flow

( Start )

Conduct training needs
survey and assessment

l

Tally/compute results of
training survey

Submit Training Survey
and Assessment Result

1

Forward Training
Calendar to the Central
Office

End

References

Responsible

Human Resource
Management Section

Human Resource
Management Section

Human Resource
Management Section

Records Management
Section

Details

Conduct training needs survey and
assessment to all Division Chiefs and District
Engineers upon receipt of a Memorandum
from Central Office.

The results of the training survey
questionnaires were then tabulated for
prioritization of training needs of the
Regional Office.

Training survey resuits submitted to the
Capacity Development Division, HRAS,
DPWH, Manila.

Prepare Regional Training Calendar and
submit to CDD, HRAS for approval of
Honorable Secretary of DPWH Central
Office, Manila

Department's Memorandum for the preparation of Annual Training Calendar

Training Survey Results

Memorandum of the Honorable Secretary re: Priority Training Program

Records

Memoranda related to the Formulation of the Training
Tallied Result of the Training Needs Assessment (TNA)
DPWH QMS Manual, Section 7.2.2 ©

Survey Questionnaires
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1.0 Purpose

To monitor the proper conduct of the activities before, during and after the implementation of the
training course and approved training course are implemented as scheduled

2.0 Definition of Terms

Pre-training evaluation - activity conducted before the training course in order to determine the level
of knowledge and skills of the participant.

During Training - refers to the period when the training course started up to the completion of the
training session.

Post-Training evaluation- activity conducted after the training which will determine and assess
changes on the degree of knowledge learned, development/improvement of skills, assessment of the
training venue, methodology used, competency of the speaker and the over-all conduct of the
training.

Participant's Profile - a brief information about the participant.

Speaker's Evaluation - activity being conducted by the participant by assessing the performance of
the Resource Person/speaker based on the variables listed in the post-training evaluation.
Attendance Sheet - a record of participant's presence/absence in the training sessions.

Impact Evaluation - an activity done 6 months after the conduct of training to assess the effect to
the employee’s performance and employee’s contribution to the organization.

3.0 Procedure

Process Flow Responsible Details
( Start )
A 4
Approved Training Records Management RMS records receipt of approved Training
Calendar from Central Section Calendar and forward to HRDS. HRDS to
Office Human Resource  coordinate with RMS to provide copies of
Development Section approved Training Calendar to DEOs and
l other concerned officials.
Schedule conduct of Human Resource Plot the schedules in the conduct of training
training courses Management Section courses in the approved Training Calendar

for implementation of training courses
including unprogrammed training courses

Human Resource Conduct Pre-Training activities such as:
Management Section - Prepare requisition of supplies for the

. training materials
Gandlust I_Dr.ejTralmng - Coordinate with BAC re: Catering services
Activities and Transportation services

- Prepare invitation of speakers
- Detrmine venue if not conducted in the
RO Training room
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Process Flow Responsible Details

®
l

Human Resource

Conduct Training Development Section

Conduct Post-Training
Activities Human Resource

Development Section

y

Conduct Data Analysis
Activities Human Resource

Development Section

End

References

DPWH QMS Manual (Section 7.2.2 items a, b, ¢, d, €)
Approved Training Calendar

Memorandum Circular No. 10, series of 1992

DPWH Memorandum Circular No. 20, series of 2003
DPWH Memorandum Circular No. 10, series of 1998

Records

Approved Training Calendar
Attendance Sheet
Participant's Profile
Pre-Training Evaluation
Post Training Evaluation
Certificate of Training
Certificate of Appearance

Conduct the following training activities:
Opening Program

Pre-Training Evaluation

Participants Profile'
Lectures/workshops

Post Training Evaluation

Closing Program

Conduct the following  post-training
activities:
- Impact Evaluation (participant)

Data analysis evaluation results of the:
- Pre-training Evaluation

- Participants Profile

- Attendance

- Post-training Evaluation
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1.0

2.0

3.0

4.0

5.0

Purpose

Produce records on time upon request to be used by requesting officials and employees for decision-
making, reference and other purposes.

Definition of Terms

Retrieve - to find; to recover information and/or documents from storage.
Letter request - document received from walk-in client or sent by courier, fax and other medium
signifying the intention to have an official copy subject to the approval of the Heads of Offices.

Procedure
Process Flow

( Start )

y

Receive client request
for copies of documents

A 4

Forward request to the
Chief, Administrative
Division

Approve request

Retrieve documents

|

Acknowledge documents

References

Records Management Manual

Records

Responsible

Records Management
Section

Records Management
Section

Chief, Administrative
Officer

Records Management
Section

Records Management
Section

Details

Clients are required to submit letter request
stating its purpose addressed to the
Regional Director. For internal client, require
to fill-up the request form.

Register the request in the Record Book and
with routine slip. Submit it to the
Administrative Officer for checking.

Request for approval.

Approved Request

Retrieved documents based on the
data/information requested.
Acknowledgment of the  requested
documents in the record book.

File copy of document showing proofs that copy was received by the party.
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1.0

2.0

3.0

Purpose

To avoid unnecessary storage cost of valueless records.

Definition of Terms

Records Disposition Schedule (RDS) - refers to the systematic transfer of inactive records to the
Records Room/Storage Area, identification and preservation of archival records and destruction of

valueless records.

Retention Period - refers to the specified period of time considered as the life span of the records

until they are subject for permanent storage or disposal.

National Archives of the Philippines - is an agency mandated to collect, store, preserve and make
available, archival records of the government and other primary sources pertaining to the history and

development of the country.

Procedure

Process Flow

Segregate Records

Prepare request
authority to dispose

Approve request

Deliver approved
request

Process through NAP’s
official buyer

!

Release disposal
documents to official
buyer

Furnish copy to NAP

v

Responsible

Records Management
Section

Records Management
Section

Chief, Administrative
Officer

Records Management
Section

RDC Secretariat

Records Management
Section

Records Management
Section

Details

Segregate old files that are ready for
disposition in accordance with the Records
Disposition Schedule (RDS).

Prepare letter addressed to the National
Archive of the Philippines (NAP) for approval
of disposition of records.

Approved request.

Deliver approved request to NAP.

Coordinate with NAP on schedule of actual
disposal upon receipt of either Contract or
Letter of Availment.

Withdrawal of documents for disposal in the
presence of COA and NAP representative/s
from storage room.

Furnish NAP copy of RDS results.
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4.0 References
Records Disposition Schedule (DMC 47, s. 2012)
5.0 Records

Official copies on file
Inventory of Records
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1.0 Purpose

To ensure proper accounting and documentation of government properties procured and issued.

2.0 Definition of Terms

Property Acknowledgement Receipt (PAR) - document issued for items and equipment procured
for official use to ensure the identification of accountable and responsible employees who will be the

authorized end-users.

Property Return Slips - form to be filled up for all equipment returned to the Supply and Property

Management Section either serviceable or unserviceable.

3.0 Procedure

Process Fiow

( Start )

v

Prepare/Update
Acknowledgment
Receipt for Equipment

Sign AREs

A4

Prepare/Update
Property Card for
Equipment

l
®

Responsibie

Supply and Property
Management Section

Division/Personnel
Concerned

Supply and Property
Management Section

Detaiis

Acknowledgment Receipts for Equipment
(ARE) for newly procured and turned-over
equipment will be prepared and issued to
responsible and accountable officers and
personnel.

Updating of AREs are done every 3 years as
required to identify actual accountable
officers and personnel. Updating is also
done when there is change in the Head of
Office. AREs can only be cancelled or
transferred upon return or surrender
equipment/items and covered by approved
Property Return Slip.

ARE and Property Numbers will be assigned
per equipment. Forward to division
concerned for signature then provide
Financial & Management Division copy of
duly signed ARE for booking purposes.

Property Cards for procured and turned over
equipment will be prepared and update
same for returned items for proper
accounting. It will also aid in the conduct of
inventory of property, plant and equipment.
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Process Flow Responsible Details
Release copy to End Supply and Property  Release copy of signed PAR to end-user.
User Management Section
A
End

4.0 References

COA Circular No. 002 dated June 18, 2002
Department Order No. 24, series of 2007

5.0 Records

Duly signed Acknowledgment Receipt for Equipment (ARE)
Approved Property Return Slips
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1.0 Purpose

Proper monitoring and documentation on the availability of supplies and materials procured and
delivered.

2.0 Definition of Terms

Purchase Order - binding contract between the procuring entity and the winning supplier for the
items awarded and to be delivered.

Inspection and Acceptance Report - contains the items/materials delivered that complies
specification.

Stock Cards - contains the items/supplies/materials delivered and received and the corresponding
withdrawal of same for monitoring.

Requisition and Issue Slips - forms to be filled up by the requesting office/division as basis in the
release/issuance of supplies and materials.

Report of Supplies and Materials Issued - forms to be filled up and submitted monthly the
Financial Management Division for supplies and materials withdrawn and issued.

Report on the Physical Count of Inventories - semestral report to be submitted to the Office of
the Resident Auditor, Commission on Audit, after the conduct of physical count/inventory of
supplies/materials available on hand.

3.0 Procedure

Process Flow Responsible Details

Supply and Property Approve Purchase Request received and

Management Section recorded. Serve/deliver approved Purchase
Orders to winning suppliers immediately
upon receipt. For PO's served but with
partial or pending delivery, follow-up are
being made in order for the supplier to
comply within the required delivery period.

Receive Approved
Purchase Order and
Serve to winning bidder
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Process Flow Responsible Details

@
l

Receive Supplies and
Materials

A

Update Stock Cards for
Supplies and Materials

l

Receive Request &
Prepare Issuance Issue
Slips for Withdrawals

Approve RIS and
Release of Supplies &
Materials

Prepare Report of
Supplies and Materials

A 4

Submit Report of
Physical Count of
Inventories

v

End

Supply and Property
Management Section

Supply and Property
Management Section

Supply and Property
Management Section

Chief, Administrative
Division

Supply and Property
Managemernt Section

Supply and Property
Management

Receive delivered supplies, materials and
equipment and inform Inspectorate Team
to conduct inspection (for common supplies
and materials).Delivery of IT equipment, the
Network Unit is responsible in the inspection
and will recommend the acceptance. For
other equipment, designated inspectors
from  end-users will conduct and
recommend acceptance.

Preparation of IAR will be made for
supplies/materials/equipment accepted after
inspection.

Preparation of RIS, ICR and PAR for
equipment inspected and accepted will be
made to support final payment.

Stock cards for supplies and materials are
regularly updated and maintained for proper
accounting and monitoring of goods
procured and utilized.

Request & Issue Slips from end-users will
be assigned control numbers, process by
deducting from stock cards items and the
corresponding quantity requested.

Processed RIS will be forwarded to the
Chief, Administrative Division for approval.
Upon approval, release items requested to
end-users based on the approved RIS.

Monthly Report of Supplies and Materials
Issued will be submitted to Financial &
Management Division for proper accounting
and inventory.

Semestral Report on the Physical Count of
Inventories for supplies/materials/
equipment available on hand will be
submitted to the Resident Auditor,
Commission on Audit every end of the
semester to comply with government
accounting and auditing regulations.
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4.0 References

COA Circular No. 2001-004 dated October 30, 2001 prescribing the New Government Accounting
System (NGAS) in all government agencies effective January 1, 2002

5.0 Records

Copy of approved Purchase Order

Stock Card

Requisition and Issue Slips (for Withdrawals)
Copy of RSMI and Inventory Reports
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Page No. 1of3

1.0

2.0

3.0

Purpose

Regular disposal of unserviceable properties will reduce the office assets and in compliance with the
Department's instructions.

Definition of Terms

Regional Disposal Committee - composed of officials and personnel responsible in recommending
to the Regional Director the disposal of unserviceable properties acquired and owned by the office as
well as the government selling price of said properties.

Regional Appraisal Committee - composed of personnel responsible in the evaluation and
determining the value of unserviceable properties proposed for disposal.

Inventory and Inspection Report of Unserviceable Property - official form used in the
inventory and disposal of unserviceable properties

Waste Material Report - report that will be submitted and used as basis in the disposal of various
waste parts and other small and semi-expendable items.

Appraisal Report - result of the evaluation conducted by the RAC and the recommended appraised
value of subject unserviceable properties

Procedure
Process Flow Responsille Details
( Start )
A\ 4
Conduct Actual Supply and Property  Conduct of actual inventory will ensure that
Inventory Management Section all unserviceable government properties
subject for disposal will be properly
recorded and accounted.
Prepare IIRUP Supply and Property Prepare the Inventory and Inspection
Management Section Report of Unserviceable Property (IIRUP),
Waste Material Report to record inventoried
properties subject for disposal.
A\ 4
Approve IIRUP and Regional Director Approved IIRUP and Waste Material Report

will be the basis for the Regional Appraisal
Committee to conduct evaluation and

Waste Material Report

appraisal in determining the value of
unserviceable properties.
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Process Flow Responsible Details

Conduct Initial Appraisal
and Evaluation

Convene and
recommend for approval
of RDC Resolution

l

Conduct Public Bidding

l

Prepare Resolution on
the Result of Public
Bidding

A4

Release Unserviceable
Properties to winning
bidder

e

|

Regional Appraisal
Committee
Technical Audit
Specialist, COA

Regional Disposal
Committee

Regional Disposal

Committee

Regional Disposal
Committee

Supply and Property

Management

The RAC will conduct initial evaluation and
appraisal to determine the value of
unserviceable properties and submit report
to the Chairman, Regional Disposal
Committee.

The Regional Disposal Committee will
endorse the appraisal report to the COA for
final evaluation/appraisal.

Upon receipt of the COA Appraisal Report,
the Committee will convene and
recommend to RD the approval of the
government selling price thru RDC
Resolution.

Upon receipt of approved RDC Resolution,
publication up to the conduct of public
bidding will be undertaken by the RDC.

1. Results of public bidding whether
successful or failure, a RDC Resolution will
be submitted for approval by RD with
appropriate recommendations.

2. Successful public bidding, preparation of
necessary documents from resolution to
notice of award of sold/disposed properties.
3. Failure of public biddings, readvertise for
another 2 public bidding and negotiated sale
will be conducted.

4. In case of failure for the remaining
process, the Committee will recommend for
the reappraisal of unserviceable properties
to come up with a government selling price
that will attract prospective buyers.

Upon receipt of approved documents Notice
of Award will be served to the winning
bidder and schedule the withdrawal of the
disposed unserviceable items to the winning
bidder with the presence of COA
representative.
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4.0

5.0

Page No. 30f3
Process Flow Responsible Details
Financial & Furnish concerned offices certified machine

Furnish documents to
concerned offices for
Dropping from Book of
Accounts

End

References

Management Division

Department Order No. 24, series of 2007

National Budget Circular No. 425 dated January 28, 1992

Records

Result/Award of Public Bidding conducted
Inventory and Inspection Report of Unserviceable Property (IIRUP)

Waste Material Report (WMR)

Appointment Report

copies of documents as basis in the
dropping from the book of accounts of
unserviceable properties sold thru public
bidding.
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1.0 Purpose
To facilitate the remittances/payables to other government agencies, suppliers and contractors.
2.0 Definition of Terms

List of Due and Demandable Accounts Payable with Advice to Debit Account (LDDAP-ADA)
- Accountable form to be used in the processing of the payment of account payables.

3.0 Procedure

Process Flow Responsible Details
( Start )
A
Receive paid Cash Section Check paid Disbursement Voucher against

Disbursement Voucher LDAP-ADA.

throuah LLDAP-ADA
Secure Official Receipt Cash Section Payables paid through LDDAP-ADA/check.

Stamp "PAID" the Cash Section Proof that Disbursement Vouchers were
Disbursement Voucher already paid/prepared.

Submit to Financial and Cash Section Receipt acknowledge in the file copy.

Management Division

v
End

4.0 References
DBM Circular No. 2013-16B dated February 25, 2014

COA Circular No. 2002-002 dated June 20, 2002
Unnumbered Memorandum of Secretary Rogelio L. Singson dated February 20, 2014

5.0 Records

Photocopy of validated LDDAP-ADA
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1.0 Purpose

Facilitate the issuance of Official Receipts.
Remittance of collections of income and trust receipts.

2.0 Definition of Terms

Order of Payment - it is accomplished by the accounting unit by stating the nature and computation
of amount due before collections shall be received by the Cashier.
Cash Receipt Record (CRR) - it is used by the designated Collecting Officer to record collections

and deposits.

Report of Collections and Deposits (RCD) - prepared by the Cashier/Collecting Officer to report
all collections received and deposits made.
Report of Accountability for Accountable Forms (RAAF) - prepared by the Accountable Officer
to report on the movement and status of accountable forms in her possession.

3.0 Procedure

Process Flow

( Start )

v

Receive Order of
Payment from Financial
Management Division

Issue Official Receipt

Register in the Cash
Receipt Record Book

A 4

Remit Cash/Check
Collection to authorized
Depository Bank

v

Prepare Report of
Collections and Deposits

(Daily)

Responsible

Cash Section

Cash Section
(Chief, Cash Section)

Cash Section
(Chief, Cash Section)

Cash Section

Cash Section

Details

Reconcile Order of Payment against the Bill
of Payment attached.

Official Receipt for Excavation Permits,
Testing Fee, Plan/bid tender documents,
refund/sale unserviceable equipment.

Record cash/check collections within the
day.

Prepare collections to be remitted
Type/encode remittance deposit slip and
List of Deposited Collections

Encoded collections based on Official
Receipts issued and corresponding number
series.
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Department of Public Works and Highways Issue Date: FEB 2 8 2017
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Issuance of Official Receipts Page No. 2 0f 2
Process Fiow Responsible Details

Prepare Report of
Accountability for
Accountable Forms

Cash Section

(Monthly)
Submit Report Cash Section
\ 4
End
References
COA Circular No. 2002-002 dated June 20, 2002

Joint Circular No. 1-97

Records

Approved Report of Collections and Deposits
Monthly Report of Collections and Deposits
Report of Accountability for Accountable Forms
Approved Order of Payment

Inventory Report made on the total number
of official receipts issued in a month.

RCD to be submitted to FMD
RAAF to be submitted to COA
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1.0 Purpose
Process disbursement voucher for payment of salaries, wages, benefits and fidelity bond premium.

2.0 Definition of Terms

General Payroll - it is used for the payment of salaries, wages, overtime pay, honoraria and other
emoluments of government officers and employees.

Salaries and wages - it is the payment of regular, part-time, casual and contractual government
employees for services rendered.

Fidelity Bond Premium - bond required by the Bureau of Treasury for the authorized signatories of
checks and List of Due and Demandable Accounts Payable with Advice to Debit Account.

Cash Disbursement Record - it is used by the Disbursing Officer to record the cash advance

received and disbursed made out of the cash advances.
Report of Disbursement - it is prepared by the Cashier to support liquidations of her cash

advances.

3.0 Procedure
Process Flow Responsibie Details

( Start )

Receive Approved Cash Section Verify if payroll is approved with List of Due
Payroll from Financial and Demandable Accounts Payable
and Management (LDDAP).
Prepare Disbursement Cash Section Disbursement Voucher for the following:
Voucher (Chief, Cash Section) - Salaries of budgetary personnel
- Wages of job order personnel
- Withdrawal of loan repayments
Cash advances for salaries and wages are
recorded in the Cash Disbursement Record
and it is reported through Report of
Disbursement.
A 4
Forward to Financial and Cash Section Retain file copies of Disbursement Voucher
Mgt. Division for processed.
signature/ approval
Encode list of payees Cash Section Submit to Modified Disbursement System-
thru ATM Payroll with Government Servicing Bank (MDS-GSB) for
ADA payment to concerned employee.

v

End
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4.0 References

COA Circular No. 2002-002 dated June 20, 2002

5.0 Records

Cash Disbursement Record
Copy of Report of Disbursement
Copy of Disbursement Vouchers
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1.0 Purpose

To define a system for maintaining DPWH Quality Management System through complete and reliable
records control.

2.0 Definition of Terms

Documents - refers to recorded information regardless of medium or characteristics, frequently used

interchangeably with records.

Attachments - consist of letters, memoranda, endorsement, directives including written or printed
forms used as supporting documents to the official document.

Central Office Issuances - refers to instructions written and signed by the key officials of the
Central Office in a form of Department Order, Department Memorandum Circular, Special Order,
Memorandum and the like.

Review - to evaluate, study and analyze documents for appropriate action in relation to the functions
of the Offices in the Regional Office before it will be forwarded to the concerned personnel/office.
Routine Slip - materials or papers with printed information and blank spaces for the insertion of
additional data and/or approval from then concerned personnel or Division.

3.0 Procedure

Process Flow Responsible Details

Receive documents

v

Check completeness

Records Management Documents received from Central Office.
Section

Records Management Check the completeness of the documents
Section submitted before receiving and recording.

If incomplete attachments are noted, inform
the personnel of the Records Management
Division, DPWH Central Office so lacking
documents be provided.
Inform the DPWH Central Office on the
noted lacking documents and request to
send the same as soon as possible.

\4

Record/code documents

Records Management Subject matter of the Central Office
Section issuance are recorded in the record book for
Central Office and provided with a code
number prior to the monitoring of the
submitted documents.
Subject matter and code reflected in the
record book shall be written in the routine
slip. Date and time received shall be
properly filled-up. Processing time is 5-7

A 4 . minutes.
(»)
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Process Flow Responsible Details

Records Management

Route documents to the -
Section

Office of the Regional
Director

y

Give instruction to Chief, Administrative
routine slip Officer

Comply to the Records Management
instructions Section

A 4

Identify concerned

Records Management

persons Section
Disseminate/deliver Records Management
issuances Section
A\ 4
End

4.0 References

Office Order No. 2, series of 2013
Office Order No. 3, series of 2014

5.0 Records

Record Book for control of Regional Office issuances
File copy on file

Documents delivered to the Office of the
Regional Director for his information and
instructions.

Make necessary instruction/s in the Routine
Slip

In compliance with the instructions of Chief,
Administrative Officer, Records Officer does
necessary action.

If being instructed to be disseminated,
Records Officer make the necessary sorting
and dissemination.

If being instructed to be filed only, Records
Officer will file the issuance.

To ensure that only authorized persons,
offices and affected persons/offices not
mentioned shall be given controlled copies.

Issuance should be released within the day
using the  following method of
dissemination:

* Through the Liaison Officer

* For urgent matters should be sent thru
fastest means i.e. fax or email
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1.0 Purpose
Safekeep records systematically for easy retrieval of files.

2.0 Definition of Terms
Files Management - deals with the keeping and maintaining records in custody and the procedures
of classifying, filing, and servicing them. It is the management of official records that are properly and

adequately classified and arranged according to a Guide.

Records Disposition Schedule (RDS) - refers to the systematic transfer of inactive records to the
Records Room/Storage Area, identification and preservation of archival records and destruction of

valueless records.

3.0 Procedure

Process Flow Responsible Details
Identify Record Records Management Records can be in a hardcopy, electronic
Section and identified as follows:
- Title
- Date

- Name and/or Signature of the originator
and/or approving official

- Code

- Control Number

o

Update the list Records Management Update the list of records and indicate the
Section document code and title.
Records are filed in filing cabinets and steel
racks. Provide proper label in locating
needed records.

y
Process document

Records Management Superseded documents are removed from
Section the  document  masterlist, stamped
"Obsolete" and filed separately.

Records Management At the end of the year, inventory of active
Condugelcr;\;?j:tow of Section and inactive records shall be conducted
using the Records Disposition Schedule

based on the DMC No. 47 series of 2012.
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Process Flow Responsible Details

@
o

Sort active and inactive
records

\ 4

Transfer inactive records

End

4.0 References

Records Management Sort documents based on the inventory of
Section active and inactive records.

Records Management Inactive records shall be transferred to the
Section Central Records Building for safekeeping
until the maximum retention period based

on the Records Disposition Schedule.

Records Disposition Schedule (DMC 47, s. 2012)

5.0 Records

Official copies on file
Inventory of Records
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1.0 Purpose

Monitoring of the status of documents identified by the Department which tracks down slow moving
documents and pinpoints those responsible persons/offices in the delay in the processing.

2.0 Definition of Terms

DoTS - Document Tracking System Version 3.0, an electronic and dynamic routing slip.
Scrutinize - to inspect closely and thoroughly the documents being received and be sent.

3.0 Procedure

Process Flow

Receive document

Register Document

Print DoTS Header

Process document

A 4

Acknowledge the
document

End

Responsible

Records Management
Section

Records Management
Section

Records Management
Section

Records Management
Section

Concerned Office

Details

Documents identified to be subjected to
DoTS are those listed and related to civil
work projects (Department Order No. 156,
s. 2015) Return to contractor if found
incomplete.

Received the complete documents after
proper scrutiny.

Register the document into Document
Tracking System (DoTS) for monitoring and
record purposes.

Attach printed DoTs header to documents
for processing.

Forward the document to the Implementing
Office for appropriate action.

Document should be recorded and
acknowledged by the recipient.
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4.0

5.0

References

Unnumbered Memorandum dated October 12, 2011
Processing of Documents covered by DoTS

Unnumbered Memorandum dated August 17, 2010
Implementation of Document Tracking System
Department Order No. 52, series of 2012

Designation of DoTS Center Officers in the Regional Office

Records
RAM - Internal Storage

USB - External Storage
Record Book
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1.0 Purpose

To monitor the action taken on incoming documents and pinpoint responsibility in case of lost or

inaction.

2.0 Definition of Terms

Review - to evaluate, study and analyze documents for appropriate action in relation in the functions
of the Offices in the Regional Office before it will be forwarded to the concerned personnel/office.

Incoming Document - any document received from stakeholders (internal and external that
necessitates action by the receiving office.
Routing Slip — form used that shows the subject, reference no., date when the incoming document
was received, the official employee to whom the document was referred and the appropriation action to

be done.
3.0 Procedure

Process Flow

( Start )

Receive Document

Record/Code Document

- A

Accomplish Routine Slip
and attach the
document

y

Deliver/Release
Document

End

Responsible

Administrative Officer V
(Records Officer III)

Administrative Officer V
(Records Officer III)
Administrative Officer V

(Records Officer III)

Administrative Officer V
(Records Officer III)

Details

Receive incoming document and check
completeness of attachment, if any. If
attachments are complete, record the
document. If attachment is incomplete, the
document is returned to the sender.

Subject matter of the document recorded in
the record book and provided with a code
number.

Routine slip is accomplished by indicating
the subject, date and time received.

Documents involving policy determination
are delivered to the Office of the Regional
Director. Documents considered routinary
are delivered to the concerned Division
Chiefs for proper action.
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4.0 References
Office Order No. 3, series of 2014
Office Order No. 2, series of 2013
Office Order No. 25, series of 1997
5.0 Records

Record Book for incoming documents
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1.0 Purpose

To set a system managing outgoing documents through complete and reliable records control.

2.0 Definition of Terms

Documents - refer to recorded information regardless of medium or characteristics.
Attachments — consists of letters, memoranda, endorsement, directives including written or printed
forms used as supporting documents to the official document.

3.0 Procedure

Process Flow

( Start )

Receive outgoing
Document

l

Record/Code Documents

l

Furnish copies to
authorized persons,
offices and others

l

Reproduce Documents

Responsible

Administrative Officer I
(Records Officer I)

Administrative Officer I
(Records Officer I)

Administrative Officer I
(Records Officer I)

Administrative Officer I
(Records Officer I)

Details

Receive document from the Office of the
Regional Director. Check if attachments are
complete and check if duly signed by the
concerned signatories.

Record and put code on all documents
signed by the Office of the Regional Director
for proper documentation.

Copies are furnished to authorized persons,
offices and affected persons/offices shall be
given controlled copies.

Documents are reproduced including its
attachments based on the number of
officials/offices to be given copies including
copies for office file.
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Process Flow Responsible Details

Sort Documents

Administrative Officer I
(Records Officer I)

Copies of documents are sorted and
segregated for ready dissemination/delivery
for the Central Office, different District
Engineering Offices and concerned offices
and officials/employees.

After segregation/sorting, cover page shall
be stamped “DPWH RMS-AD” for control
purposes.

v

Release/Deliver

Administrative Officer I

Documents (Records Officer I)
Administrative Aide VI o
(Clerk III) .
[ ]
A L]
End

4.0 References

Office Order No. 3, series of 2014
Office Order No. 2, series of 2013

5.0 Records

Record Book for outgoing documents

File copy on file

Release document using the following
method of dissemination:

Through designated official courier
Through postal Services

Through the Liaison Officer

Thru fastest means i.e. fax or email
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. . Issue Date:
Department of Public Works and Highways FEB 2 8 2017
Standard Pracedures Manual Doc. Code: | DPWH-SPM-FMD-00

for Regional and District Engineering Offices Revision No.: 0

Organizational Chart of Financial Management Page No. lof1
FINANCE DIVISION
ORGANIZATIONAL CHART
OFFICE OF THE DIVISION CHIEF
SUPPORT STAFF
ACCOUNTING BUDGET
SECTION SECTION

FINANCE DIVISION FUNCTIONS

oUswN

% N

Provides the Regional Office with coordinated services on budgeting, cashiering, accounting

and other financial services;

Implements and improves Financial Management and Internal Control System;
Prepares, analyzes and consolidates budget proposals for the Region;

Undertakes budget execution and accountability;

Adopts, maintains sound financial, accounting and cash management system;

Prepares management reports and advises the Regional Directors and District Engineers on

matters relating to fiscal administration;

Provides technical assistance to District financial management personnel;
Prepares and submits accountability reports as required and mandated by law.
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Department of Public Works and Highways
Standard Procedures Manual
for Regional & District Engineering Offices Revision No.: 0
Recording of UACS-GAA Page No. 1of2

1.0

2.0

Purpose

To provide a systematic procedure for the recording of the UACS in the e-Budget System based on the
General Appropriations Act (GAA)

Definition of Terms

General Appropriations Act (GAA) is the legislative authorization that contains the new annual
appropriations authorized by Congress in specific amounts for salaries, wages and other personnel
benefits; Maintenance and Other Operating Expenses (MOOE); Capital Outlay (CO) to be spent for the
implementation of programs and activities of all departments, bureaus and offices of government for a
given year

Unified Account Code Structure (UACS) is a harmonized coding structure jointly developed by the
DBM, COA, DOF, BTr which aims to facilitate financial reporting and consolidation of actual revenue,
collection, and expenditures, enable the assessment of outturns against transparency/accountability
and improve efficiency in terms of utilization of government funds.

Budget System (eBudget) - the New Government Accounting System (NGAS) application for use by
Budget Officers in recording and tracking budget-related transactions of the Agency. These include
allotments, sub-allotments, special allotments, obligations incurred, and adjustments to allotments and
obligations. The system facilitates monitoring of the status and balances of these allotments and
obligations.

Funding Source consists of financial resource of the government set aside for specific programs and
projects of the government. This includes General Fund, Off-Budgetary Funds (Retained
Income/Receipts and Revolving Funds) and Custodial Funds (Trust Receipts)

Major Final Output (MFO) refers to goods and services that a department or agency is mandated
to deliver to external clients through the implementation of programs, activities, and projects.
Program is a homogeneous group of activities necessary for the performance of a major purpose for
which a government agency is established, for the basic maintenance of the agency's administrative
operations or for the provisions of staff support to the agency's line functions.

Activity is a work process which contributes to the implementation of a program, sub-program or
project.

Projects refers to special agency undertakings which are to be carried out within a definite time
frame and which are intended to result some pre-determined measure of goods and services.
Appropriation is an authorization pursuant to laws or other legislative enactment directing the
payment of goods and services out of government funds underspecified conditions or for specified

purposes.
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Recording of UACS-GAA Page No. 20f2
3.0 Procedure
Process Flow Responsible Details
Receive Copy of the GAA Support Staff Receives copy of GAA.
Forwards copy of the GAA to the Division
Chief.
Instruct the Budget Officer Division Chief Instructs the Budget Officer to request
to encode UACS soft copy of the GAA excel file from the
Planning Service and to encode the
receipt thereof.
A 4
Perform Data entry of the Budget Officer Enters/Encodes in eBudget the receipt of
UACS Budget Staff GAA as source document consisting of
the following:
-Funding Source
-Major Final Output (MFO)
-Program, Activity, Project (PAP)
A 4
End

4.0 References

Quality Management System (QMS) Manual
Glossary of Terms - Budget of Expenditure and Sources of Financing

UACS Primer

Department Order No. 70- Adoption of eNGAS and e-Budget System in the entire Department
COA-DBM-DOF Joint Circular No. 2013-1 dated 8/6/2013 - Unified Account Code Structure
National Budget Circular No. 561 dated January 4, 2016 - Guidelines on the Release of Funds

5.0 Records

GAA
GAA Excel file

System encoded Unified Account Code Structure (UACS)
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Page No. 1of 2

1.0 Purpose

To monitor the status and balances of allotments received from the Department of Budget and

Management (DBM) and/or DPWH Central Office.

2.0 Definition of Terms

Sub-Allotment Release Order (SARO) - covers budgetary items under For Later Release (FLR)
(negative list) in the entity submitted Budget Execution Documents (BEDs), subject to compliance of
required documents/clearances. Releases of allotments for Special Purpose Funds (SPFs) (e.g.,
Calamity Fund, Contingent Fund, E-Government Fund, Feasibility Studies Fund, International
Commitments Fund, Miscellaneous Personnel Benefits Fund and Pension and Gratuity Fund) are also

covered by SAROs.

Sub-Allotment Advice (SAA/SR) - a document issued by the DPWH Central Office out of the

SARO/ABM received from DBM.

Budget System (eBudget) - the New Government Accounting System (NGAS) application for use by
Budget Officers in recording and tracking budget-related transactions of the Agency. These include
allotments, sub-allotments, adjustments to allotments and obligations. The system facilitates
monitoring of the status and balances of these allotments and obligations.

3.0 Procedure

Process Flow Responsible

( Start )

Receive Allotment from
DBM/Central office

Support Staff

Disseminate the allotment Budget Staff

received

Details

Receives SARO/SR from the
DBM/Central Office. Records the
same in the logbook and
forwards to Division Chief.

The Division Chief notes for
information to the Assistant
Division Chief and for appropriate
action by the Budget Section. The
Chief of Budget Section gives
instruction to Budget Staff.

Reproduces the copies of
SARO/SR received and prepares
summary of allotment to be
disseminated to the Regional
Director,  Assistant  Regional
Director and Chief of the
concerned division for their
information.
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Recording of Receipt of Allotment Page No. 20f2
Process Flow Responsible Details
Encode allotment received Budget Staff Encodes in eBudget the details of
the allotment received.
= Division Chief The Chief of Budget Section

Review and Approve
allotment

File SARO/SR

End

4.0 Reference

Government Accounting Manual For National Government Agencies

Chief, Budget Section

Budget Staff

reviews the encoded allotment.

If the details are incorrect, it will
be edited by the Budget Staff. If
correct, it will be approved by the
Division Chief and automatically
posted to Budget Registry in
eBudget.

File the approved SARO/SR for
reference.

Department Order No. 70 series of 2011 dated December 27, 2011 - Adoption of eNGAS and eBudget

Systems in the entire Department

5.0 Records

SARO
SR

BE CERTAIN THAT THIS IS THE CURRENT VERSION BEFORE USING THIS DOCUMENT




. 8707
Department of Public Works and Highways tssue pate: | FEB 2 8 771

Standard Procedures Manual Doc. Code: | DPWH-SPM-FMD-03

for Regional & District Engineering Offices

Revision No.: 0

Set-up of Beginning Balance for Extended Allotment
for Locally Funded Projects and MOOE Page No. 1of2

1.0 Purpose

To provide a systematic procedure in the setting-up of the beginning balances for extended allotments
for the Locally Funded Projects, Maintenance and other Operating Expenses.

2.0 Definition of Terms

Locally Funded Projects (LFPs) are projects financed out of revenue collections and domestic

borrowings.
Maintenance and Other Operating Expenses (MOOE) refers to an expenditure category/expense
class for support to the operation of the government agencies such as expenses for supplies

and materials; transportation and travel; utilities (water, power, etc.) and the repairs, etc.

Object Code in UACS is based on the Revised Chart of Accounts for National Government Agencies,
of the Commission on Audit (COA) as adopted under COA Circular No. 2013-002 dated January 30,
2013, and COA Circular No. 2014-003 dated April 15, 2014.

Extended Allotment refers to the unutilized allotment of the Previous Year GAA valid for obligation
in the current year as provided in the General Provision(s) of the GAA.

Budget System (eBudget) - the New Government Accounting System (NGAS) application for use by
Budget Officers in recording and tracking budget-related transactions of the Agency. These include
allotments, sub-allotments, adjustments to allotments and obligations. The system facilitates
monitoring of the status and balances of these allotments and obligations.

3.0 Procedure

Process Flow Responsible Details
Start
A
Recondile Ending and Chief, Budget Section Checks consistency and data
ECO.C'? BII 94 Budget Staff quality of ending (December 31)
edining valance and  beginning (January 1)

l balance of allotments.

Set-up Beginning Balance Chief, Budget Section Prepares matrix for MOOE and

Budget Staff CO with details of PAP, Object
Code, Responsibility — Center,
balance of allotment as of
December 31.

Review and Approve Matrix Chief, Budget Section Reviews and approves Matrix.

Instructs Budget Staff to data
entry.
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Set-up of Beginning Balance for Extended Allotment
for Locally Funded Projects and MOOE Page No. 20f2
Process Flow Responsible Details
Perform Data Entry )
Budget Staff Data entry in the e-Budget
System for the set-up of the
beginning balances (MOOE and
CO).
\ 4
Review Data Entry Division Chief Reviews the accuracy of data
Chief, Budget Section entry in eBudget.
y
Approve Data Entry Division Chief Approves electronically the data
entry for extended allotment in
eBudget.

Extended Allotment ready for

End utilization.

4.0 Reference

Quality Management System (QMS) Manual

Glossary of Terms - Budget of Expenditure and Sources of Financing

UACS Primer

Department Order No. 70 series of 2011 dated December 27, 2011 - Adoption of eNGAS and eBudget
Systems in the entire Department

COA-DBM-DOF Joint Circular No. 2013-1 dated 8/6/2013 - Unified Account Code Structure

National Budget Circular No. 561 dated January 4, 2016 — Guidelines on the Release of Funds

5.0 Records

Budget and Financial Accountability Reports (BFARS)
Registry of Allotment and Obligation (RAO)
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1.0 Purpose

To program the utilization of the Engineering and Administrative Overhead (EAO).

2.0 Definition of Terms

Special Budget - refers to a list of authorized expenditures where the engineering and administrative

overhead can be utilized.

EAO - refers to the allowable amount deducted from the project cost to be used as overhead of the
Department. The maximum allowable deduction in the Central Office is 3.5%

General Appropriations Act (GAA) - a document showing the disaggregation of agency
expenditures into components like, among others, by source of appropriations, by allotment class, by

PPA, and by codes

3.0 Procedure

Process Flow

Receive GAA

Determine the projects
subject to EAO

A 4

Compute the budget ceiling
for EAO

A

Consolidate the
programmed utilization of
EAO per office

\ 4

Approve the Special Budget

A
End

Responsible

Chief, Budget Section
Budget Staff

Chief, Budget Section
Budget Staff

Budget Staff

Budget Staff

Regional Director

Details

Receives copy of the GAA.

Projects amounting to P1,000,000
and below are not subject to EAO
per D.O. No. 22, series of 2016.

Projects subject to EAO are
deducted 2% for RO
implemented projects (P150M
below); 2% for above P150M and
Tourism projects  (Centrally
Released) per D.O. No. 22, series
of 2016.

Each office submits their special
budget for the year.

Approves the Special Budget.

BE CERTAIN THAT THIS IS THE CURRENT VERSION BEFORE USING THIS DOCUMENT




Department of Public Works and Highways tssue Date: | FEB 2 8 2017
Standard Procedures Manual Doc. Code: | DPWH-SPM-FMD-04

for Regional & District Engineering Offices Revision No.: 0

Request of Special Budget Page No. 2 of 2

4.0 References

Special Provision of the GAA on the Engineering and Administrative Overhead
Department Order No. 22, series of 2016 - Allocation of the authorized deductions from projects
funds for EAO

5.0 Records

Approved Special Budget
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1.0 Purpose

To obligate performance of activities which are in pursuits of the Agency's functions and programs
authorized in appropriation acts/laws within the limit of the allotments received

2.0 Definition of Terms

Obligation - an act by a duly authorized official which binds the government to the immediate or
eventual payment of a sum of money.

Obligation Request and Status (ORS) - the incurrence of obligations shall be made through the
issuance of ORS. Obligation maybe referred to as a commitment that encompasses possible future
liabilities based on current contractual agreement.

Budget System (eBudget) - the New Government Accounting System (NGAS) application for use by
Budget Officers in recording and tracking budget-related transactions of the Agency. These include
allotments, sub-allotments, special allotments, obligations incurred, and adjustments to allotments and
obligations. The system facilitates monitoring of the status and balances of these allotments and
obligations.

3.0 Procedure

Process Flow Responsible Details

Receive Memorandum for Support Staff Receives/Records in the logbook

the issuance of ORS the receipt of Memorandum for
issuance of ORS with approved
Payroll/ Contract/Purchase Order
and its supporting documents,
assigns Memo Request Number,
then forwards to Budget Section.

Request for the issuance of ORS
should be signed and
recommended by the office

concerned.
v
Verify the availability of Chief, Budget Section Verifies the  availability of
allotment allotment based on the Registry

of Allotments and Obligations
(RAO) in eBudget. If allotment is
unavailable, return the
documents to the office/
personnel concerned.
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Process Flow Responsible Details
Budget Staff Prepares ORS and when saved,
Prepare ORS the system automatically assigns

Chief, Budget Section

v

Review ORS

Division Chief

Review and Approve ORS

— Support Staff
Release ORS for signing of
Box A of ORS

ORS Number.

Reviews ORS. If the details are
incorrect, it will be edited by the
Budget Staff.

Reviews ORS. If correct, it will be
approved and  automatically
posted to Budget Registry in
eBudget.

After the approval, the Division
Chief prints the ORS in two (2)
copies and attaches it to the
supporting documents.

The Support Staff records in the
logbook/releases the ORS
together with supporting
documents to the concerned
division for signature of Box A of
ORS, which states:

*Charges to appropriation/
allotment necessary, lawful and
under my direct supervision; and
supporting  documents  valid,
proper and legal

After signing Box A of ORS,
return the signed ORS to FMD.
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Process Flow Responsible Details
_ l Division Chief Signs Box B of ORS, which states:
Sign Box B of ORS *Allotment available and
obligated for the purpose/
adjustment necessary as
indicated above
Support Staff Records in the logbook/releases
Release ORS for one (1) copy of signed ORS
preparation of DV together ~with the  Payroll/
Contract/Purchase Order and its
supporting documents to the
concerned division for
preparation of DV.
One (1) copy of signed ORS will
be filed by the Budget Section for
reference.
v Chief, Budget Section The balance of allotment is
Monitor the balances of the monitored in eBudget per fund,
Registry of Allotment and legal basis, allotment number,
Obligations (RAO) in PPA code, responsibility center
eBudget and object of expenditures.
End

4.0 Reference
Government Accounting Manual (GAM) For National Government Agencies
Department Order No. 70 series of 2011 dated December 27, 2011 - Adoption of eNGAS and eBudget
Systems in the entire Department

5.0 Records

ORS
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Fund Transfer to Other Agencies
(Regional Office to Other Agency) Page No. 1of2

1.0 Purpose

To provide a guide for the systematic fund transfer to other agencies.

2.0 Definition of Terms

LAA is the acronym for Letter of Advice of Allotment.

Source Agency is the government agency or other institution who transfers fund for the
implementation of the Department.

Budget System (eBudget) - the New Government Accounting System (NGAS) application for use by
Budget Officers in recording and tracking budget-related transactions of the Agency. These include
allotments, sub-allotments, special allotments, obligations incurred, and adjustments to allotments and
obligations. The system facilitates monitoring of the status and balances of these allotments and
obligations.

3.0 Procedure
Process Flow Responsible Details

( Start )

A 4
Receive Request for LAA

Support Staff Receives/Records in the logbook
the receipt of the documents,
then forwards to Budget Staff. If
the request is not supported by
the required documents, it will be
returned to the originating office.

Prepare ORS Budget Staff Reviews submitted documents.
Request should be supported by
the Approved MOA and other
related documents.

Encodes ORS for the approved
MOA in the e-Budget System,
then forwards to Chief, Budget

Section.
Review and Approve ORS Division Chief The Chief of Budget Section
Chief, Budget Section reviews submitted documents
and the encoded ORS. The

Division Chief then reviews and
approves the ORS in the e-
Budget System and signs the
v printed approved ORS. Forwards

@ . to Budget Staff after approval.
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Process Flow Responsible Details

O
l

Prepare LAA Budget Staff Prepares the LAA. ORS number
should be indicated in the LAA.
Forwards to Budget Officer.

Review LAA Division Chief Reviews and affixes initial on the
Chief, Budget Section LAA as a proof that the LAA is
correct and in order.

A

Forward LAA to Approving Support Staff Records in the logbook ar\d
Official forwards the LAA together with
the supporting to the Approving
Official.
End

4.0 Reference
Government Accounting Manual For National Government Agencies
Department Order No. 70 series of 2011 dated December 27, 2011 - Adoption of eNGAS and eBudget
Systems in the entire Department

5.0 Records

LAA
ORS
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Page No. 1of 3

1.0

2.0

Purpose

To provide a systematic procedure in the preparation of the Yearly Consolidated Budget Execution
Documents.

Definition of Terms

BEDs - Annual documents required at the onset of the budget execution phase, which contain the
agencies' targets and plans for the current year.

Appropriation is an authorization pursuant to laws or other legislative enactment directing the
payment of goods and services out of government funds underspecified conditions or for specified
purposes.

Allotment is an authorization issued by DBM to an agency, through authority contained in the GAA or
the release of Special Allotment Release Order (SARO), permitting the agency to incur obligation
and/or pay out funds within a specified period of time within the amount specified for the purpose
indicated therein.

Sub-Allotment is a specific authority in the form of Sub-Allotment Release Order issued by the
Central Office to the Regional/District Engineering Office allowing them to incur obligations within
specified amount during a specified period

Obligation refers to a commitment by a government agency arising from an act of a duly authorized
official which blinds the government to the immediate or eventual payment of a sum of money.
Disbursement is a settlement of government obligations either in the currency, check or constructive
cash such as the issuance of Tax Remittance Advice (TRA) for the remittance to BIR of taxes withheld
from employees and suppliers and Non-Cash Availment Authority for direct payments made by
international financial institutions to suppliers and consultants of foreign assisted projects.

Budget System (eBudget) - the New Government Accounting System (NGAS) application for use by
Budget Officers in recording and tracking budget-related transactions of the Agency. These include
allotments, sub-allotments, special allotments, obligations incurred, and adjustments to allotments and
obligations. The system facilitates monitoring of the status and balances of these allotments and
obligations.

Special Purpose Fund is an Appropriations in the GAA provide to cover expenditures for specific
purposes for which recipient agencies/departments have not yet been identified during budget
preparation.

Physical and Financial Plan (PFP) serves as overall plan of the Operating Units, encompassing the
physical (targeted outputs) and financial (estimated obligations/expenditures) aspects, consistent with
their approved budget level for the year, broken down by quarter.
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(BEDs) - BED No. 1 Financial Plan —_ 903
(Consolidated Regionwide) SRR,
3.0 Procedure
Process Flow Responsible Details

( Start )

y

Submit Budget Execution
Documents (BEDs)

Receive of BEDs from DEQOs
and forward to Division

I

Issue instruction to Budget
Section consolidate Report

Consolidate Report

Review of the Consolidated
Report

Review and Approval of the
Consolidated Report

v

Submit Consolidated
Reports to Central Office

End

District Engineering Offices

Support Staff

Division Chief

Chief of Budget Section

Assistant Division Chief
Chief, Budget Section

Division Chief

Regional Director

Each  District  Engineering
Offices submits their respective
BEDs to the Regional Offices.

Receives BED No. 1 submitted
by the DEOs and forwards to
the Division Chief.

The Division Chief notes for
information to the Assistant
Division Chief  and for
appropriate action by the
Budget Section.

The Chief of Budget Section
gives instruction to Budget
Staff to  consolidate all
submitted report by the
different DEOs.

Reviews the Consolidated BED
No. 1 and initials under the
name of the Division Chief.

Reviews and affixes signature
for the approval of BED No. 1.

The Support Staff forwards
reports/transmittal letter for
approval of Head of Agency or
his duly Authorized
Representative.

Submits approved reports with
transmittal letter to the Central
Office and COA.
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(BEDSs) - BED No. 1 Financial Plan

(Consolidated Regionwide) Page No. 30f3

4.0 References

Quality Management System (QMS) Manual

Glossary of Terms - Budget of Expenditure and Sources of Financing

Joint Circular No. 2014-1 dated July 2, 2014

COA-DBM-DOF Joint Circular No. 2013-1 dated 8/6/2013 - Unified Account Code Structure
National Budget Circular No. 561 dated January 4, 2016 - Guidelines on the Release of Funds

5.0 Records

Budget Execution Documents (BEDSs)
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Monthly Statement of Allotment, Obligation Revision No.: 0
and Balances and Other Financial Reports
(Regional Office Proper) Rage No. Lol

1.0

2.0

3.0

Purpose

To provide a systematic procedure in the preparation of the Monthly Budget and Financial
Accountability Reports of the Regional Office.

Definition of Terms

Appropriation is an authorization pursuant to laws or other legislative enactment directing the
payment of goods and services out of government funds underspecified conditions or for specific
purposes.

Allotment is an authorization issued by DBM to an agency, through authority contained in the GAA or
the release of Special Allotment Release Order (SARO), permitting the agency to incur obligation
and/or pay out funds within a specified period of time within the amount specified for the purpose
indicated therein.

Sub-Allotment is a specific authority in the form of Sub-Allotment Release Order issued by the
Central Office to the Regional/District Engineering Office allowing them to incur obligations within
specified amount during a specified period.

Obligation refers to a commitment by a government agency arising from an act of a duly authorized
official which blinds the government to the immediate or eventual payment of a sum of money.
Disbursement is a settlement of government obligations either in the currency, check or constructive
cash such as the issuance of Tax Remittance Advice (TRA) for the remittance to BIR of taxes withheld
from employees and suppliers and Non-Cash Availment Authority for direct payments made by
international financial institutions to suppliers and consultants of foreign assisted projects.

Budget System (eBudget) - the New Government Accounting System (NGAS) application for use by
Budget Officers in recording and tracking budget-related transactions of the Agency. These include
allotments, sub-allotments, special allotments, obligations incurred, and adjustments to allotments and
obligations. The system facilitates monitoring of the status and balances of these allotments and

obligations.
Procedure

Process Flow Responsible Details

v

Budget Staff Prepares Monthly Statement of
Prepare Monthly SAOB Allotment Obligation and
l Balances based on eBudget data.
Review the SAOB Assistant Division Chief Reviews Statement of Allotment
Chief, Budget Section Obligation and Balances.
v
Division Chief Reviews and affixes signature on
ApprEE the BADE the Monthly SAOB and returns to

Budget Officer for consolidation.
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Process Flow Responsible Details

Return to Budget Officer

4.0

5.0

.

End

Reference

Quality Management System (QMS) Manual

Glossary of Terms - Budget of Expenditure and Sources of Financing

Joint Circular No. 2014-1 dated July 2, 2014

COA-DBM-DOF Joint Circular No. 2013-1 dated 8/6/2013 - Unified Account Code Structure
National Budget Circular No. 561 dated January 4, 2016 - Guidelines on the Release of Funds

Records

Statement of Appropriations, Allotments, Obligations, Disbursements, and Balances (SAAODB) — FAR
No. 1

Summary of Appropriations, Allotments, Obligations, Disbursements, and Balances by Object of
Expenditures (SAAODBOE) - FAR No. 1-A

List of Allotments and Sub-Allotments (LASA) - FAR No. 1-B
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1.0

2.0

Purpose

To provide a systematic procedure in the preparation of the Monthly Consolidated Budget and
Financial Accountability Reports.

Definition of Terms

Appropriation is an authorization pursuant to laws or other legislative enactment directing the
payment of goods and services out of government funds underspecified conditions or for specific
purposes.

Allotment is an authorization issued by DBM to an agency, through authority contained in the GAA or
the release of Special Allotment Release Order (SARO), permitting the agency to incur obligation
and/or pay out funds within a specified period of time within the amount specified for the purpose
indicated therein.

Sub-Allotment is a specific authority in the form of Sub-Allotment Release Order issued by the
Central Office to the Regional/District Engineering Office allowing them to incur obligations within
specified amount during a specified period.

Obligation refers to a commitment by a government agency arising from an act of a duly authorized
official which blinds the government to the immediate or eventual payment of a sum of money.
Disbursement is a settlement of government obligations either in the currency, check or constructive
cash such as the issuance of Tax Remittance Advice (TRA) for the remittance to BIR of taxes withheld
from employees and suppliers and Non-Cash Availment Authority for direct payments made by
international financial institutions to suppliers and consultants of foreign assisted projects.

Budget System (eBudget) - the New Government Accounting System (NGAS) application for use by
Budget Officers in recording and tracking budget-related transactions of the Agency. These include
allotments, sub-allotments, special allotments, obligations incurred, and adjustments to allotments and
obligations. The system facilitates monitoring of the status and balances of these allotments and

obligations.

3.0 Procedure

Process Flow Responsible Details

|

Support Staff Receives Monthly Statement of
Allotment Obligation and
Balances submitted by the DEOs

Receive Monthly SAOB
from DEOs

and forwards to the Budget
v Officer for consolidation

Consolidate the SAOB _ )
Budget Staff Consolidates all submitted

statement by the different DEOs.
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Department of Public Works and Highways 1ssue Date: | FEB 2 8 2017
S.tandard ProFedure§ Mar‘lual Doc. Code: DPWH-SPM-FMD-09
for Regional & District Engineering Offices
Monthly Statement of Allotment, Obligation and | Revision No.: 0
Balances and Other Financial Reports (Consolidated) | p.c o, 2 of 2
Process Flow Responsible Details

- J' : Assistant Division Chief Reviews the Statement of

Review the Consolidated Chief, Budget Section Allotment Obligation and

SAOB Balances and initials under the

name of the Division Chief.

v

Division Chief Reviews and affixes signature for

Review and Approve the
the approval of the SAOB.

Consolidated SAOB

The Support Staff forwards
reports/transmittal  letter  for
approval of Head of Agency or his
duly Authorized Representative.

A4

Submit the SAOB to Central Budget Staff Submits approved reports with
Office and CO transmittal letter to the Central
Office and COA.

4.0

5.0

Online submission of the Monthly
Statement of Allotment Obligation

A 4 and Balances thru the Unified
End Reporting System (URS) of the
DBM.
Reference

Quality Management System (QMS) Manual

Glossary of Terms - Budget of Expenditure and Sources of Financing

Joint Circular No. 2014-1 dated July 2, 2014

COA-DBM-DOF Joint Circular No. 2013-1 dated 8/6/2013 - Unified Account Code Structure
National Budget Circular No. 561 dated January 4, 2016 - Guidelines on the Release of Funds

Records

Statement of Appropriations, Allotments, Obligations, Disbursements, and Balances (SAAODB) — FAR
No. 1

Summary of Appropriations, Allotments, Obligations, Disbursements, and Balances by Object of
Expenditures (SAAODBOE) - FAR No. 1-A

List of Allotments and Sub-Allotments (LASA) - FAR No. 1-B
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Department of Public Works and Highways ssue ate: | FEB 2 82017
Standard Procedures Manual Doc. Code: | DPWH-SPM-FMD-10
for Regional & District Engineering Offices
Preparation of Quarterly Budget and Financial Revision No.: 0
Accountability Reports (BFARSs) - FAR No. 1,
FAR No. 1-A, & FAR No. 1-B (Regional Office Proper) | Page No. 1of3

1.0

2.0

Purpose

To provide a systematic procedure in the preparation of the Quarterly Budget and Financial
Accountability Reports of the Regional Office.

Definition of Terms

BFAR - Budget and Financial Accountability Report

FAR No. 1 - Financial Accountability Report No. 1 for the Statement of Appropriations, Allotments,
Obligations, Disbursements and Balances

FAR No. 1-A - Financial Accountability Report No. 1-A for the Summary of Appropriations, Allotments,
Obligations, Disbursements and Balances by Object of Expenditures

FAR No. 1-B - Financial Accountability Report No. 1-B for the List of Allotments and Sub-Allotments
Appropriation is an authorization pursuant to laws or other legislative enactment directing the
payment of goods and services out of government funds underspecified conditions or for specified
purposes.

Allotment is an authorization issued by DBM to an agency, through authority contained in the GAA or
the release of Special Allotment Release Order (SARO), permitting the agency to incur obligation
and/or pay out funds within a specified period of time within the amount specified for the purpose
indicated therein.

Sub-Allotment is a specific authority in the form of Sub-Allotment Release Order issued by the
Central Office to the Regional/District Engineering Office allowing them to incur obligations within
specified amount during a specified period

Obligation refers to a commitment by a government agency arising from an act of a duly authorized
official which blinds the government to the immediate or eventual payment of a sum of money.
Disbursement is a settlement of government obligations either in the currency, check or constructive
cash such as the issuance of Tax Remittance Advice (TRA) for the remittance to BIR of taxes withheld
from employees and suppliers and Non-Cash Availment Authority for direct payments made by
international financial institutions to suppliers and consultants of foreign assisted projects.

Budget System (eBudget) - the New Government Accounting System (NGAS) application for use by
Budget Officers in recording and tracking budget-related transactions of the Agency. These include
allotments, sub-allotments, special allotments, obligations incurred, and adjustments to allotments and
obligations. The system facilitates monitoring of the status and balances of these allotments and
obligations.

Special Purpose Fund is an Appropriations in the GAA provide to cover expenditures for specific
purposes for which recipient agencies/departments have not yet been identified during budget
preparation.

Automatic Appropriations refers to One-time legislative authorization to provide funds for a
specified purpose, for which the amount may or may not be fixed by law, and is made automatically
available and set aside as needed. Since it is already covered by a separate law, it does not require
periodic action by Congress, need not be included in legislation of annual appropriations

Continuing Appropriations is an authorization that supports obligations (expenditure incurred and
committed to be paid by the government) for a specific purpose or project, even when these
obligations are incurred beyond the budget year
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for Regional & District Engineering Offices

Issue Date: FEB 2 8 20"

Doc. Code: DPWH-SPM-FMD-10

Preparation of Quarterly Budget and Financial Revision No.: 0
Accountability Reports (BFARs) - FAR No. 1,
FAR No. 1-A, & FAR No. 1-B (Regional Office Proper) | Page No. 20f3
3.0 Procedure
Process Flow Responsible Details

!

Prepare format for BFARs Budget Staff
A4

Post Data Budget Staff
\ 4

Sort Data Budget Staff
A 4

Post SAA Budget Staff

Verify Data Budget Staff
¥

Print Reports Budget Staff

Review Reports Assistant Division Chief
Chief, Budget Section

Prepares format of BFAR based
on JC No. 2014-1 dated July 2,
2014 in excel file.

Extracts data for Allotments and
Obligations from the e-Budget
System and posts data for
allotment and obligation to the
excel file format.

Extracts SAA listing then sorts
SAA by legal basis allotment
class, implementing office, PAP,
Obiject codes.

Posts sorted SAA to the excel file
format of BFARs.

*FAR No. 1 (by District)

*FAR No. 1-B

Checks data for negative
balances, any incorrect legal
basis, funding source, object
codes, responsibility  center,
system  errors,  unreconciled
allotment and SAAs.

Corrects/Adjusts for findings.
Prints BFARs.
Reviews the BFARs and initials

under the name of the Division
Chief.
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Department of Public Works and Highways 1ssve Date: | FEB 2 8 2017
Standard Procedures Manual Doc. Code: | DPWH-SPM-FMD-10
for Regional & District Engineering Offices
Preparation of Quarterly Budget and Financial Revision No.: 0
Accountability Reports (BFARs) - FAR No. 1,
FAR No. 1-A, & FAR No. 1-B (Regional Office Proper) | Page No. 30of3
Process Flow Responsible Details
Division Chief Reviews and affixes signature for

Review and Approve
the approval of the BFARs.

Reports
The Support Staff forwards
reports/transmittal  letter  for
approval of Head of Agency or his
duly Authorized Representative.
v
Bookbind Reports Budget Staff Bookbinds the reports.
A
Submit Reports Budget Staff Submits approved reports with
transmittal letter to the DBM and
v COA.
End

4.0 Reference

Quality Management System (QMS) Manual

Glossary of Terms - Budget of Expenditure and Sources of Financing

Joint Circular No. 2014-1 dated July 2, 2014

COA-DBM-DOF Joint Circular No. 2013-1 dated 8/6/2013 - Unified Account Code Structure
National Budget Circular No. 561 dated January 4, 2016 - Guidelines on the Release of Funds

5.0 Records

Statement of Appropriations, Allotments, Obligations, Disbursements, and Balances (SAAODB) — FAR
No. 1

Summary of Appropriations, Allotments, Obligations, Disbursements, and Balances by Object of
Expenditures (SAAODBOE) - FAR No. 1-A

List of Allotments and Sub-Allotments (LASA) - FAR No. 1-B
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Doc. Code: DPWH-OMP-FMD-11
for Regional & District Engineering Offices oc Tofe
Preparation of Quarterly Budget and Financial | Revision No.: 0
Accountability Reports (BFARs) - FAR No. 1,
FAR No. 1-A, & FAR No. 1-B (Consolidated) Fage Hio. 1of3
1.0 Purpose

2.0

To provide a systematic procedure in the preparation of the Quarterly Consolidated Budget and
Financial Accountability Reports.

Definition of Terms

BFAR - Budget and Financial Accountability Report

FAR No. 1 - Financial Accountability Report No. 1 for the Statement of Appropriations, Allotments,
Obligations, Disbursements and Balances

FAR No. 1-A - Financial Accountability Report No. 1-A for the Summary of Appropriations, Allotments,
Obligations, Disbursements and Balances by Object of Expenditures

FAR No. 1-B - Financial Accountability Report No. 1-B for the List of Allotments and Sub-Allotments
Appropriation is an authorization pursuant to laws or other legislative enactment directing the
payment of goods and services out of government funds underspecified conditions or for specified
purposes.

Allotment is an authorization issued by DBM to an agency, through authority contained in the GAA or
the release of Special Allotment Release Order (SARO), permitting the agency to incur obligation
and/or pay out funds within a specified period of time within the amount specified for the purpose
indicated therein.

Sub-Allotment is a specific authority in the form of Sub-Allotment Release Order issued by the
Central Office to the Regional/District Engineering Office allowing them to incur obligations within
specified amount during a specified period

Obligation refers to a commitment by a government agency arising from an act of a duly authorized
official which blinds the government to the immediate or eventual payment of a sum of money.
Disbursement is a settlement of government obligations either in the currency, check or constructive
cash such as the issuance of Tax Remittance Advice (TRA) for the remittance to BIR of taxes withheld
from employees and suppliers and Non-Cash Availment Authority for direct payments made by
international financial institutions to suppliers and consultants of foreign assisted projects.

Budget System (eBudget) - the New Government Accounting System (NGAS) application for use by
Budget Officers in recording and tracking budget-related transactions of the Agency. These include
allotments, sub-allotments, special allotments, obligations incurred, and adjustments to allotments and
obligations. The system facilitates monitoring of the status and balances of these allotments and
obligations.

Special Purpose Fund is an Appropriations in the GAA provide to cover expenditures for specific
purposes for which recipient agencies/departments have not yet been identified during budget
preparation.

Automatic Appropriations refers to One-time legislative authorization to provide funds for a
specified purpose, for which the amount may or may not be fixed by law, and is made automatically
available and set aside as needed. Since it is already covered by a separate law, it does not require
periodic action by Congress, need not be included in legislation of annual appropriations

Continuing Appropriations is an authorization that supports obligations (expenditure incurred and
committed to be paid by the government) for a specific purpose or project, even when these
obligations are incurred beyond the budget year
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Standard Procedures Manual Bc. B DPWH-OMP-EMD-11
for Regional & District Engineering Offices
Preparation of Quarterly Budget and Financial Revision No.: 0
Accountability Reports (BFARs) - FAR No. 1, -
FAR No. 1-A, & FAR No. 1-B (Consolidated) Page No. 20
3.0 Procedure
Process Flow Responsible Details

J

Reconcile Allotments and
Sub-Allotments

\

Receive BFARs from DEQOs

Perform Data Entry

Perform Data Review

Print BFARs

Bookbind BFARs

4

Review BFARs

Budget Officer

Budget Staff

Budget Staff

Budget Officer

Budget Staff

Budget Staff

Assistant Division Chief
Chief, Budget Section

Reconciles Allotments and Sub-
Allotments.

Updates/Corrects data based on
reconciling findings.

Receives BFARs submitted by the
DEOs and forwards to the Budget
officer for consolidation.

Encodes the Nationwide report
based on the format provided per
Joint Circular No. 2014-1 dated
July 2, 2014.

Reviews data entry to check
negative balances, incorrect legal
basis, funding source, object
codes, responsibility centers,
system errors.

Prints BFARs.

Bookbinds the reports.

Reviews the BFARs and initials
under the name of the Division
Chief.
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Standard Procedures Manual Doc. Code: | DPWH-OMP-FMD-11
for Regional & District Engineering Offices
Preparation of Quarterly Budget and Financial Revision No.: 0
Accountability Reports (BFARs) - FAR No. 1, ’
FAR No. 1-A, & FAR No. 1-B (Consolidated) Page No. sk
Process Flow Responsible Details
Division Chief Reviews and affixes signature for

Review and Approve BFARs
the approval of the BFARs.

The Support Staff forwards
reports/transmittal  letter  for
approval of Head of Agency or his
duly Authorized Representative.

A

Submit Reports Budget Staff Submits approved reports with
transmittal letter to the DBM and
COA.
/
End

4.0 Reference

Quality Management System (QMS) Manual

Glossary of Terms - Budget of Expenditure and Sources of Financing

Joint Circular No. 2014-1 dated July 2, 2014

COA-DBM-DOF Joint Circular No. 2013-1 dated 8/6/2013 - Unified Account Code Structure
National Budget Circular No. 561 dated January 4, 2016 - Guidelines on the Release of Funds

5.0 Records

Statement of Appropriations, Allotments, Obligations, Disbursements, and Balances (SAAODB) — FAR
No. 1

Summary of Appropriations, Allotments, Obligations, Disbursements, and Balances by Object of
Expenditures (SAAODBOE) - FAR No. 1-A

List of Allotments and Sub-Allotments (LASA) - FAR No. 1-B
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Standard Procedures Manual Doc. Code: | DPWH-OMP-FMD-12
for Regional & District Engineering Offices

EAO Utilization - Locally Funded Projects (Regional

Revision No.: 0

Office Proper & Consolidated Regionwide) Page No. 10f2

1.0

2.0

3.0

Purpose

To provide a systematic procedure in utilizing EAO both for extended and current allotments for the
Locally Funded Projects in accordance with section 15, Special Provisions of GAA FY 2015.

Definition of Terms

Locally Funded Projects (LFPs) are projects financed out of revenue collections and domestic
borrowings.

Engineering and Administrative Overhead (EAO) refers to the allowable amount deducted from
the project cost to be used as overhead of the Department. The maximum allowable deduction in the
Central Office is 3.5%.

Object Code in UACS is based on the Revised Chart of Accounts for National Government Agencies,
of the Commission on Audit (COA) as adopted under COA Circular No. 2013-002 dated January 30,
2013, and COA Circular No. 2014-003 dated April 15, 2014.

Budget System (eBudget) - the New Government Accounting System (NGAS) application for use by
Budget Officers in recording and tracking budget-related transactions of the Agency. These include
allotments, sub-allotments, special allotments, obligations incurred, and adjustments to allotments and
obligations. The system facilitates monitoring of the status and balances of these allotments and
obligations.

Extended Allotment refers to the unutilized allotment of the Previous Year GAA valid for obligation
in the current year as provided in the General Provision(s) of the GAA.

Procedure
Process Flow Responsible Details

v

Prepare Statement of EAO Budget Officer Prepares Statement based on
Utilization eBudget data.

Assistant Division Chief Reviews Statement of EAO
Chief, Budget Section Utilization.

Review the Statement

l

Approve the Statement Division Chief Reviews and affixes signature on
the Statement of EAO Utilization

l return to Budget Officer for
consolidation.

Receive Statement of EAO

Utilization from DEOs Support Staff Receives BFARs submitted by the

DEOs and forwards to the Budget
Officer for consolidation.
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Doc. Code: DPWH-OMP-FMD-12

Revision No.: 0
EAO Utilization - Locally Funded Projects (Regional
Office Proper & Consolidated Regionwide) Page No. 20f2
Process Flow Responsible Details
Consolidate Report Budget Staff Consolidates  all  submitted

Assistant Division Chief

Review Consolidated ' !
Chief, Budget Section

Statement

A4

Review and Approve Division Chief
Consolidated Statement
v
Submit the Statement Budget Staff

A 4

End

4.0 Reference

Quality Management System (QMS) Manual

statement by the different DEOs.

Reviews the Statement of EAO
Utilization and initials under the
name of the Division Chief.

Reviews and affixes signature for
the approval of the Statement of
EAO Utilization.

The Support Staff forwards
reports/transmittal  letter  for
approval of Head of Agency or his
duly Authorized Representative.

Submits approved reports with
transmittal letter to the Central
Office and COA.

Glossary of Terms - Budget of Expenditure and Sources of Financing
COA-DBM-DOF Joint Circular No. 2013-1 dated 8/6/2013 - Unified Account Code Structure
National Budget Circular No. 561 dated January 4, 2016 - Guidelines on the Release of Funds

5.0 Records

Registry of Allotment and Obligation (RAO)
Obligation Request and Status (ORS)
Sub-Allotment Advice (SAA)

Consolidated Statement of Utilization of the 3.5% Engineering and Administrative Overhead
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Standard Procedures Manual Doc. Code: | DPWH-SPM-FMD-13

for Regional & District Engineering Offices
Revision No.: 0

Recording of Advice of Notice of Cash Allocation Issued
(ANCAI)/Notice of Transfer of Allocation (NTA) Page No. 1of3

1.0 Purpose

2.0

3.0

To record and monitor the balances of cash allocation received from the Department of Budget and
Management (DBM) and/or DPWH Central Office.

Definition of Terms

Notice of Cash Allocation (NCA) refers to the cash authority issued quarterly by the Department of
Budget and Management (DBM) to cover the cash requirements of the agencies.

Advice of Notice of Cash Allocation Issued (ANCAI) is a cash authority issued periodically by the
Department of Budget and Management (DBM) to the operating units of the Department to cover
their cash requirements.

Notice of Transfer of Allocation (NTA) is a specific authority issued by a national government
agency transferring the cash allocation received from the Department of Budget and Management to
its lower-level operating units.

Electronic New Government Accounting System (eNGAS) - complies with the basic policies and
procedures of the New Government Accounting System (NGAS). It encompasses the various
accounting processes from recording to classifying, summarizing and communicating all financial
transactions. As such, the eNGAS provides an accurate, on time and standardized financial reports.
Journal Entry Voucher (JEV) refers to record of original entry of a financial transaction to the
Books of Accounts.

Procedure

Process Flow Responsible Details

( Start )

A

Receipt of ANCAI/NTA Support Staff Receives/Records in  the

logbook the receipt of the
ANCAI/NTA from DBM and/or
Central Office, then forwards
to the Division Chief.

The Division Chief notes for
information to the Assistant
Division Chief and for

appropriate action by the
A Accounting  Section. The
Chief of Accounting Section

gives instruction to
Accounting Staff.
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Standard Procedures Manual Doc. Code: | DPWH-SPM-FMD-13

for Regional & District Engineering Offices

Revision No.: 0
Recording of Advice of Notice of Cash Allocation Issued evision ™o
(ANCAI)/Notice of Transfer of Allocation (NTA) Page No. 20f3
Process Flow Responsible Details
Confirmation of Receipt of Accounting Staff NTA-RO: Confirms with the
NTA bank if the NTA is already

credited to the agency's bank
account. If already credited,
the Division Chief signs the
lower portion of the
document, then the
Accounting Staff sends it to
Central Office thru fax.

NTA-DEQ: The DEQ's Chief
Accountant will confirm the
receipt of NTA by signing the
lower  portion of the
document and sending it
back to RO. The Accounting
Staff then sends it to Central
Office thru fax.

NCA/NTA will be filed for
reporting/reconciliation
purposes.

v

Accounting Staff Prepares JEV in eNGAS

Preparation of JEV indicating the following:

e ANCAI Reference

Number
e Date Received
e Fund Code

e Purpose of NCA/NTA
The system automatically
assigns JEV Number when
A4 saved.
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Standard Procedures Manual Doc. Code: | DPWH-SPM-FMD-13

for Regional & District Engineering Offices

Revision No.: 0
Recording of Advice of Notice of Cash Allocation Issued evison ™
(ANCAI)/Notice of Transfer of Allocation (NTA) Page No. 30f3
Process Flow Responsible Details

Reviews the contents of the

Review and Approval of JEV Assistant Division Chief JEV in connection with the
ANCAI/NTA  received. If
found proper, approves the
JEV and signs the printed
JEV. Once approved, it is

posted to the
General/Subsidiary  Ledgers
in eNGAS.
\4
Submission of JEV to COA Accounting Staff Submits monthly to COA the
JEV with supporting
documents.
v
-p " Retains file copy.

4.0 References

Government Accounting Manual For National Government Agencies
Department Order No. 70 series of 2011 dated December 27, 2011 - Adoption of eNGAS and eBudget
Systems in the entire Department

5.0 Records

ANCAI
NTA
JEV
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IssueDate: | FER 2 8 2017

Doc. Code: DPWH-SPM-FMD-14

Revision No.: 0

Issuance of Certificate of Availability of Funds (CAF) | page no. 10of2

1.0 Purpose

To provide a guide for the issuance of Certificate of Availability of Funds (CAF) and signing of

contract.

2.0 Definition of Terms

Certificate of Availability of Funds (CAF) refers to a document for the perfection of a
government contract, indicating availability of funds and the allotment to which the

expenditure or obligation may be properly charged.

3.0 Procedure

Process Flow Responsible
Receipt of Memorandum Support Staff

for Issuance of CAF and
supporting documents

Preparation of CAF Accounting Staff

A4

Review and Signing of
CAF and Contract

Assistant Division Chief

A4

®

Details

Receives/Records in the logbook
the Memorandum for issuance of
CAF and assigns CAF Number,
then forwards to Accounting Staff
for preparation of CAF.

Prepares CAF (2 original copy — 1
copy to be attached to the
contract and 1 copy for the
Accounting Section), based on the
approved ORS.

Affixes initial in the CAF.

Reviews all documents, signs the
CAF and the contract attesting to
its completeness in funding
requirements, if found proper.

Ensures that contract is fully
funded.

Returns set of documents to
originating office if documents are
found incomplete or contract
lacks funding.
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Issuance of Certificate of Availability of Funds (CAF) | page No. 20f2
Process Flow Responsible Details

™)

.

Release of CAF and
Contract to the Approving
Official

Support Staff

End

4.0 References

Records in the logbook/Releases
signed CAF and contract with its
supporting documents.

Ensures that all contracts for
signature/approval are timely
forwarded to the Approving
Official.

Government Accounting Manual For National Government Agencies

Sec. 33 of GAA FY 2016 General Provisions
5.0 Records

Signed CAF
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Department of Public Works and Highways
Standard Procedures Manual

for Regional & District Engineering Offices Revision No.: 0
Processing of Disbursement Voucher (DV) Page No. 1of 4

1.0 Purpose
To comply with the following basic requirements in the disbursements of government funds:
a. Availability of allotment/budget for obligation/utilization certified by the Budget Officer/Head of
Budget Unit;
b. Obligations/Utilizations properly charged against available allotment/budget by the Chief
Accountant/Head of Accounting Unit;
c. Availability of funds certified by the Chief Accountant;
d. Availability of cash certified by the Chief Accountant;
e. Legality of transactions and conformity with existing rules and regulations;
f. Submission of proper evidence to establish validity of the claim;
g. Approval of the disbursement by the Head of Agency or by his duly authorized representative.
2.0 Definition of Terms
Contract claim refers to the following contract executed by the Department:
a. Civil works
b. Consultancy
c. Road Right-Of-Way Claim
d. MOOE Claims
e. Payroll
Disbursements - constitute all cash paid out during a given period in currency (cash) or by
check/Advice to Debit Account (ADA). It may also mean the settlement of government
payables/obligations by cash, check or ADA. It shall be covered by Disbursement Voucher (DV)/Petty
Cash Voucher (PCV)/Payroll.
Disbursement System involves the preparation and processing of DV, preparation and issuance of
check or preparation of LDDAP-ADA, granting, utilization, and liquidation/replenishment of cash
advances.
Document Tracking System (DoTS) - shall be utilized in line with the Department's thrusts to fast
track the completion of projects and to be transparent in its operations.
3.0 Procedure
Process Flow Responsible Details
Receipt of DV and Support Staff Receives the DV and its
supporting documents supporting documents (Box A of
- DV signed by the Division Chief

of the concerned office). Stamps
the DV with "Received", indicates
date of receipt, and affixes initial
on the stamped "Received"
portion of the DV.
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Processing of Disbursement Voucher (DV) Page No. 20f 4
Process Flow Responsible Details

O

v

Assign DV Number to
Disbursement Voucher

¥

Review of DV and
supporting documents

Q

Accounting Staff

Assigns DV Number and records
in the logbook the DV number
and date, creditor/payee,
particulars and amount.
a. DV shall be numbered as
follows :

0000-00-0000

Year-Month-Serial Number

(1 series for each year)

b. DV Number will be stamped on
every sheet of the supporting
documents.

The DV together with its
supporting documents will then
be forwarded to Accounting Staff

for processing.
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Department of Public Works and Highways
Standard Procedures Manual

for Regional & District Engineering Offices Revision No.: 0
Processing of Disbursement Voucher (DV) Page No. 30of 4
Process Flow Responsible Details

(©

!

Release of DV to the Support Staff Records in the logbook/Releases
the DV and its supporting
documents to the Head of
Agency or his duly Authorized
Representative for approval of
the DV.

Approving Official

Note: For civil work projects
and/or right-of-way claims, once
the DV was released by the
Support Staff, the DoTS Officer
v will also release it through DoTS.

End

4.0 References
Government Accounting Manual For National Government Agencies
Department Order No. 156 series of 2015 dated October 12, 2015 - Implementation of Document
Tracking System (DoTS) for Civil Work Projects

5.0 Records

Paid DVs and supporting documents
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1.0

2.0

3.0

Purpose

To pay the Agency's due and demandable Accounts Payable through the Expanded Modified Direct
Payment Scheme (ExMDPS).

Definition of Terms

Expanded Modified Direct Payment Scheme (ExMDPS) - the payment procedure whereby the

MDS-GSB shall pay the creditors/payees listed in the LDDAP-ADA not later than 48 hours but not

earlier than 24 hours upon receipt of the said document from the NGA/OU thru:

a. Direct credit to the creditor's current/savings/ATM account (CA/SA/ATM) maintained with the MDS-
GSB; or

b. Bank transfer, if creditor's account is maintained outside the agency's MDS-GSB, where
corresponding bank charges shall be borne/paid by the creditor/payee concerned

List of Due and Demandable Accounts Payable with Advice to Debit Account (LDDAP-ADA)

refers to an accountable form integrating the ADA with the LDDAP which is a list reflecting the names

of creditors/payees to be paid by the DPWH and the corresponding amounts of their unpaid claims,

duly certified and approved by the Head of the Accounting unit and the Agency Head or his Authorized

Official.

Summary of LDDAP-ADAs Issued and Invalidated ADA Entries (SLIIE) - prepared for all

LDDAP-ADAs issued, certified correct by the Head of the Accounting Unit and approved by the Head of

Agency or Authorized Official.

Electronic New Government Accounting System (eNGAS) - complies with the basic policies and

procedures of the New Government Accounting System (NGAS). It encompasses the various

accounting processes from recording to classifying, summarizing and communicating all financial

transactions. As such, the eNGAS provides an accurate, on time and standardized financial reports.

Journal Entry Voucher (JEV) refers to record of original entry of a financial transaction to the

Books of Accounts.

Procedure

Process Flow Responsible Details

( Start )

v

Receive approved DV and Support Staff Receives/Records in the logbook

supporting documents the receipt of  approved
Disbursement Vouchers (DVs)

and its supporting documents,
then forwards to the Accounting
Section for preparation of
LDDAP-ADA.
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Process Flow Responsible

O

!

Prepare LDDAP-ADA Accountant III

Prepare SLIIE Accountant III

Recommend Approval of Assistant Division Chief

the LDDAP-ADA and SLIIE

Review and Sign LDDAP- Division Chief

ADA

Details

Checks availability of NCA.
Indicates NCA reference in the
DV.

Posts and updates balance of
NCA.

Prepares and affixes initial in the
LDDAP-ADA based on the
approved DV per form provided
by the DBM on a first-come-first
serve basis, then affixes initial in
the LDDAP-ADA.

1. LDDAP-ADA has one (1) series
per month per Funding Source;
2. If the bank account
maintained by the creditor/payee
is other than the Agency's MDS-
GSB, separate LDDAP-ADA will
be prepared for the
creditor/payee.

Prepares and affixes initial in the
SLIIE, which has one series per
year per Funding Source.

Reviews the entries made in the
LDDAP-ADA and SLIIE and
affixes initial under the name of
the Chief of FMD as proof of
review,

Reviews and signs the LDDAP-
ADA and SLIIE.

The Liaison Officer forwards to
the RD/ARD for approval of the
LDDAP-ADA and SLIIE, then
submits to  MDS-GSB  for
validation.
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Process Flow Responsible Details

!

Receive validated copy of Accountant III

the LDDAP-ADA

Prepare JEV Accounting Staff
v
Review and Approve JEV Assistant Division Chief
A\ 4
Release validated LDDAP- Accounting Staff

ADA and paid DVs

©

Receives validated copy of the
LDDAP-ADA from the Liaison
Officer. Attaches photocopy of
the validated document to the
original DVs.

Posts the payees in the DPWH
website.

Prepares JEV in eNGAS indicating
the following:

e DV reference number

e ORS number

o LDDAP-ADA number

e NCA/NTA number
The system automatically assigns
JEV Number when saved.

Reviews the contents of the JEV
in connection with the
disbursements through LDDAP-
ADA. If found proper, approves
the JEV and signs the printed
JEV. Once approved, it is posted
to the General/Subsidiary
Ledgers in eNGAS.

Records in the logbook/Releases
validated LDDAP-ADA together
with the paid DVs to Cash
Section, Administrative Division
for the receipt/ acceptance of the
Official Receipt (OR) to be
attached to the paid DVs.

Once ORs are received, LDDAP-
ADA, paid DVs and supporting
documents will be returned to
FMD for submission to COA.
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Process Flow Responsible Details

Receive LDDAP-ADA

Review and Segregate
supporting documents of
paid DVs

A\ 4

Review and Affix Initial in
transmittal letter

v

Submit LDDAP-ADA to COA

v
End

4.0 References

Accounting Staff

Accounting Staff

Division Chief
Assistant Division Chief
Accountant III

Accounting Staff

Records the receipt of LDDAP-
ADA in the logbook.

The Accounting Section retains
duplicate copies of the LDDAP-
ADA, paid DVs and its supporting
documents.

Reviews if all paid DVs are
attached, then affixes initial in
the transmittal letter of LDDAP-
ADA.

The Accounting Staff records in
the logbook/releases LDDAP-ADA
to ARD for approval of the
transmittal letter. Once
approved, it will be returned to
FMD for submission to COA.

Submits LDDAP-ADA together
with copies of paid DVs and its
supporting documents  and
transmittal letter to COA Resident
Auditor.

Retains file copy.

DBM Circular Letter 2013-16 dated December 23, 2013 - Implementation of the Expanded Modified
Direct Payment Scheme (ExMDPS) for Accounts Payable Due Creditors/Payees of All National

Government NGAs

DBM Circular Letter 2013-16A dated February 16, 2014 - Clarification of Circular Letter (CL) No. 2013-
16 Re: Expanded Modified Direct Payment Scheme (ExMDPS) for Accounts Payable (A/Ps)

DBM Circular No. 2013-16 B dated February 25, 2014 - Addendum to DBM Circular Letter No. 2013-16
Re: Expanded Modified Direct Payment Scheme (ExMDPS) for Accounts Payable (A/Ps) of National
Government Agencies/Operating Units (NGAs/OUs)
DOF-DBM-COA Joint Circular No. 2013-1 dated August 6, 2013 - Unified Accounts Code Structure

(UACS)
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Department Order No. 70 series of 2011 dated December 27, 2011 - Adoption of eNGAS and eBudget
Systems in the entire Department

5.0 Records

Validated LDDAP-ADA

SLIIE

JEV

Paid DVs and supporting documents
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Revision No.: 0

Page No. 1of3

1.0 Purpose

To verify the genuineness of all bidders/performance/surety bonds, letters of credit, bank
guarantees and Contractors All Risks Policies submitted by the contractors and take immediate
steps to require the contractor thru the implementing office concerned to renew their bonds,
letters of credit which are due to expire before the completion of their projects or the full
repayment of their advance payments.

2.0 Definition of Terms

Special Action Committee (SAC) — its functions and responsibilities are to be performed by
the Financial and Management Division as part of its responsibility to conduct due diligence in
the review of required documents before payment.

3.0 Procedure

Process Flow

Receive the original
Bonds/Letter of Credits
submitted by contractors

|

Give instruction for
appropriate action by SAC.

Prepare Letter-Request

@

Responsible

Support Staff

Division Chief

SAC Member

Details

Receives/Records in the logbook
the receipt of the original
bidders/performance bond and
letter of credit/ surety bonds
submitted by contractors, then
forwards to the Division Chief.

The Division Chief notes for
information to the Assistant
Division Chief and for
appropriate action by SAC.

Prepares letter-request to
insurance company for the
verification/authentication for
the bonds/letter of credits
submitted.

Note: The securities are
accepted through DoTS if it is
for civil work projects.
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Process Flow Responsible Details

) SAC Chairman
Review and Sign Letter-

Request
l SAC Vice-Chairman
Receive confirmation Support Staff

certificate from
bank/insurance company

|

. . Division Chief
Give instruction to prepare
Certification by SAC
Member
Issue Certification for SAC Member
Validated Bonds/Letter of
Credits
\ 4
Review and Sign SAC Chairman
Certification for Validated SAC Vice-Chairman
Bonds/Letter of Credits
v
Release SAC Certification SAC Member

|

End

Reviews and signs the letter
request for verification.

Signed letter-request will be
transmitted thru fax.

Receives/Records in the logbook
receipt of confirmation to
logbook, then forwards to the
Division Chief.

The Division Chief notes for
information to the Assistant
Division Chief and for
appropriate action by SAC.

Prepares and signs  SAC
Certification for authenticated
Bonds/Letter of Credits

Reviews and signs  SAC
Certification for authenticated
Bonds/Letter of Credits.

Forwards the certification to the
implementing office.

Note: The securities are released
through DoTS if it is for civil
work projects. The prescibed
time in verifying and preparing
of of Certification is 4 days as
per Annex A of D.O. 156 series
of 2015 dated October 12, 2015.
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4.0 References

Department Order No. 15 series of 2011 dated March 21, 2011 - Abolition of the Special

Action Committee (SAC) and Transferring its Functions to the Comptrollership and Financial
Management Division

Department Order No. 156 series of 2015 dated October 12, 2015 - Implementation of Document
Tracking System (DoTS) for Civil Work Projects

Handbook on Philippine Government Procurement, 6th Edition, 2012

5.0 Records

Letter-request
Certification of Authenticity
Bonds/Letters of Credit/Bank Guarantees/Contractors All Risk Policies
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1.0 Purpose

To provide a guide in recording disbursements through check issuance.

2.0 Definition of Terms

Report of Checks Issued (RCI) refers to the report of disbursements of all payments issued with
checks with the original copy of the paid Disbursement Vouchers/payroll and its supporting

documents.

Electronic New Government Accounting System (eNGAS) - complies with the basic policies and
procedures of the New Government Accounting System (NGAS). It encompasses the various
accounting processes from recording to classifying, summarizing and communicating all financial
transactions. As such, the eNGAS provides an accurate, on time and standardized financial reports.

Journal Entry Voucher (JEV) refers to record of original entry of a financial transaction to the
Books of Accounts.

3.0 Procedure

Proce

ss Flow Responsible

( Start )

A

4

Records re

ceived RCI Accounting Staff

Prepare JEV Accounting Staff

A\ 4

Review and Approve JEV

Assistant Division Chief

Details

Records the receipt of RCI in
the logbook.

Prepares JEV in  eNGAS
indicating the following:

o DV reference number

o ORS number

o Check number

° NCA/NTA number

The system automatically
assigns JEV Number when
saved.

Reviews the contents of the JEV
in  connection  with  the
disbursements through check
issuance. If found proper,
approves the JEV and signs the
printed JEV. Once approved, it
is posted to the
General/Subsidiary Ledgers in
eNGAS.
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Process Flow Responsible Details

Review and Segregate
supporting documents

A\ 4

Review DVs and Affix Initial
in transmittal letter

A4

Submit RCI to COA

End

4.0 References

Government Accounting Manual For National Government Agencies

Accounting Staff

Division Chief
Assistant Division Chief
Accountant III

Accounting Staff

The Accounting Section retains
duplicate copies of the check,
paid DVs and its supporting
documents.

Reviews if all paid DVs are
attached, then affixes initial in
the transmittal letter of RCI.

The Accounting Staff records in
the logbook/releases RCI to
ARD for approval of the
transmittal letter. Once
approved, it will be returned to
FMD for submission to COA.

Submits RCI together with
copies of paid DVs and its
supporting  documents  and
transmittal letter to COA
Resident Auditor.

Retains file copy.

Department Order No. 70 series of 2011 dated December 27, 2011 - Adoption of eNGAS and eBudget

Systems in the entire Department

5.0 Records

RCI
JEV

Paid DVs and supporting documents
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1.0

2.0

3.0

Purpose

To record in eNGAS the collections and deposits of collections of income and other receipts such as
refund of cash advances, receipts of performance/bidders/bail bonds, refund of overpayment of
expenses, and inter-agency transferred funds.

Definition of Terms

Report of Collection and Deposit (RCD) refers to the report prepared and submitted by the
CASHIER for the accountability on collections and deposits processed by the Cash Section,
Administrative Division.

Electronic New Government Accounting System (eNGAS) - complies with the basic policies
and procedures of the New Government Accounting System (NGAS). It encompasses the various
accounting processes from recording to classifying, summarizing and communicating all financial
transactions. As such, the eNGAS provides an accurate, on time and standardized financial reports.
Journal Entry Voucher (JEV) refers to record of original entry of a financial transaction
to the Books of Accounts.

Procedure
Process Flow Responsible Details

( Start )

A

Record received RCD Support Staff Records the receipt of RCD in
the logbook.

Accounting Staff Checks that the information

Prepare JE reflected in the RCD are correct

and tallies with the attached
Official Receipts (ORs). Prepares
JEV in eNGAS indicating the OR
number as reference for each. The
system automatically assigns JEV
Number when saved.

Review and Approve JEV

Assistant Division Chief Reviews the contents of the

JEV. If found proper, approves

the JEV. Once approved, it is
posted to the
General/Subsidiary Ledgers in
eNGAS.
Submit RCD to COA Accounting Staff Submits monthly to COA the
RCD with supporting
v documents.

End Retains file copy.
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4.0 References

e Government Accounting Manual For National Government Agencies

o Department Order No. 70 series of 2011 dated December 27, 2011 - Adoption of eNGAS and
eBudget Systems in the entire

e GAA Collections Provision

5.0 Records

e RCD
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Order of Payment
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Revision No.: 0

Page No. 1of2

1.0

2.0

3.0

Purpose

To prepare Order of Payment (OP), which is the basis of the Cash Section, Administrative Division in
issuing Official Receipt (OR) to acknowledge receipt of cash/check from a payor.

Definition

of Terms

Payors - clients such as contractors, suppliers, other National Government Agencies or DPWH officials
or employees with transaction of payment in favor of the Department.

Order of Payment - a form used to fill-up necessary information to facilitate preparation of Official
Receipt (OR) and Journal Entry Voucher (JEV).

Procedure

Process Flow

( Start )

A 4

Receive Bill
from

of Payment
Payor

v

Accomplish Order of

Payme

nt Form

A

y

Review and Approve

Accomplish

ed Order of

Payment

y

®

Responsible

Support Staff

Accounting Staff

Division Chief

Details

The concerned Division issues Bill
of Payment, which the payor
presents to FMD.

Assigns Number to Order of
Payment form.

Fills up necessary information in
the form.

Records filled-up form in the
logbook.

Reviews information in the
accomplished Order of Payment
against the documents presented
by the payor.

Returns to Accounting Staff for
any correction in the information.

Approves Order of Payment by
signing the accomplished form.
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Process Flow Responsible Details

O
1

Release Approved Order of Accounting Staff
Payment

4.0 References
Government Accounting Manual For National Government Agencies
5.0 Records

Order of Payment
Bill of Payment

Releases approved Order of
Payment to payor and instructs to
procced to Cash  Section,
Administrative Division for
payment and release of Official
Receipt.

Retains file copy.
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1.0 Purpose

To file tax returns and remit taxes withheld from employees and suppliers to the Bureau of Internal

Revenue (BIR).

2.0 Definition of Terms

Tax Remittance Advice (TRA) refers to the accountable document to be issued by the agency
which shall be the basis of all taxes withheld for remittance to the Bureau of Internal Revenue (BIR)
The same document shall be the basis of the BIR and the Bureau of Treasury (BTr) to record the

collection and deposit in their respective Books of Accounts.

Electronic Tax Remittance Advice (eTRA) - a TRA which is accomplished online via the BIR's

eFPS facility.

Electronic Tax Remittance Advice (eTRA) System - the process of remitting taxes withheld by
NGAs through the internet using the eFPS facility of the BIR, in lieu of the manual filing of Tax

Remittance Advice.

Electronic Filing and Payment System (eFPS) - the system developed and maintained by the BIR
for electronically filing tax returns, including attachments, if any, and paying taxes due thereon,

specifically through the internet.

Electronic New Government Accounting System (eNGAS) - complies with the basic policies and
procedures of the New Government Accounting System (NGAS). It encompasses the various
accounting processes from recording to classifying, summarizing and communicating all financial
transactions. As such, the eNGAS provides an accurate, on time and standardized financial reports.

Journal Entry Voucher (JEV) refers to record of original entry of a financial transaction to the

Books of Accounts.

3.0 Procedure

Process Flow Responsible
l Accounting Staff

Receive paid DV

\4

Prepare Alphalist-TRA/Tax
Certificates

Accounting Staff

Details

Receives photocopies of paid DVs
from the Accounting Section for
LDDAP-ADA prepared for the day
and/or photocopies of paid DVs
from Cash Section for the checks
issued for the day.

Encodes the tax withheld to the
BIR Program Menu in the MAP,
then prepares and affixes initial in
the Tax Certificates (BIR Forms
2306 and 2307).
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Preparation of Tax Remittance Advice (TRA) Page No. 20f3
Process Flow Responsible Details

O

|

Review and Approve Tax Division Chief
Certificates
Encode the monthly BIR Accounting Staff
Withholding Tax returns
thru e-FPS
Prepare JEV Accounting Staff
A 4

Review and Approve JEV Assistant Division Chief

Reviews the correctness of entries
made to the BIR forms.

If the details in the entries made
to the TRA and other BIR forms
are not correct, all documents will
be returned to the Accounting
Staff.

If found proper, approves Tax
Certificates, which  will  be
forwarded to Cash Section,
Administrative Division and will be
received by the creditors upon
issuance of Official Receipts.

Remits eTRA through eFPS by e-
filing BIR Forms 1600, 1601-E,
1601-C according to the Alpha-
Numeric Tax Code (ATC) as
reflected in the said forms.

E-submits the MAP through
electronic Filing Payment System
(eFPS) on or before the 10th day
of the following month.

Prepares JEV in eNGAS indicating
the TRA number and particulars
of the transaction. The system
automatically assigns JEV Number
when saved.

Reviews the contents of the JEV
in connection with the tax
remittance. If found proper,
approves the JEV and signs the
printed JEV. Once approved, it is
posted to the General/Subsidiary
Ledgers in eNGAS.

BE CERTAIN THAT THIS IS THE CURRENT VERSION BEFORE USING THIS DOCUMENT




Issue Date: FEB 2 8 2[]”

Doc. Code: DPWH-SPM-FMD-21

Department of Public Works and Highways
Standard Procedures Manual

for Regional & District Engineering Offices Revision No.: 0
Preparation of Tax Remittance Advice (TRA) Page No. 30f3
Process Flow Responsible Details
Submit JEV to COA Accounting Staff Submits monthly to COA the JEV

with supporting documents.

Retains file copy.

End

4.0 References

Government Accounting Manual For National Government Agencies

Revenue Regulations No. 2-2006 dated January 5, 2006 - Mandatory Attachments of the Summary
Alphalist of Withholding Agents of Income Payments Subjected to Tax Withheld at Source (SAWT) and
Monthly Alphalist of Payees (MAP)

Revenue Regulations No. 1-2013 dated January 23, 2013 - Further Expands the Coverage of
Taxpayers Required to File Tax Returns and Pay Taxes Through the Electronic Filing and Payment
System (eFPS) to Include National Government Agencies (NGAs) Mandatorily Required to Use the
Electronic Tax Remittance Advice (eTRA)

Department Order No. 70 series of 2011 dated December 27, 2011 - Adoption of eNGAS and eBudget
Systems in the entire Department

5.0 Records

TRA
BIR Forms
JEV
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Fund Transfer from Other Agencies (Trust Receipt-
MOA with the Central Office) Page No. Lof3

1.0 Purpose
To provide a guide for the systematic processing and control of funds received from other agencies.
2.0 Definition of Terms

LAA is the acronym for Letter of Advice of Allotment.

Source Agency is the government agency or other institution who transfers fund for the
implementation of the Department.

Electronic New Government Accounting System (eNGAS) - complies with the basic policies and
procedures of the New Government Accounting System (NGAS). It encompasses the various
accounting processes from recording to classifying, summarizing and communicating all financial
transactions. As such, the eNGAS provides an accurate, on time and standardized financial reports.
Journal Entry Voucher (JEV) refers to record of original entry of a financial transaction to the
Books of Accounts.

3.0 Procedure

Process Flow Responsible Details

: ) Support Staff LAA is being sent by the Record
Receive LAA and Funding Management Division, HRAS,
Check from Central Office Central Office, thru mail. Funding

(CO) Check corresponding to 50% of

the total amount of the LAA will
be received by the Support Staff.

The Cashier shall receive and
deposit the funding check
received from the Central Office
to the Current Account (Trust
Account) maintained in the
Office’s Authorized Government
Depository Bank (AGDB).

\4

Request the issuance of Accountant II Requests for BTr Certification of
NCA deposit of funding check/trust
receipt.

.

Receive NCA from DBM Support Staff Upon receipt of certification from
BTr and receipt of approved DV,
requests for the issuance of NCA
from DBM (Region).

Refer to Process Flow Chart for
the Recording of ANCAI/NTA
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Process Flow Responsible Details

Prepare Payment for the
accomplishment of
contractor

A 4

Prepare Liquidation Report
and Transmittal Letter to
Source Agency

\ 4

Review and Sign
Liquidation Report and
Transmittal Letter to
Central Office

®

Division Chief
Assistant Division Chief
Accounting Staff

Accountant II

Division Chief
Assistant Division Chief
Accountant III
Accountant II

Refer to Process Flow Chart for
the Processing of DV and LDDAP-
ADA and Payment of Accounts
Payable.

Liquidation Reports together with
the Credit Notice from the
Resident  Auditor shall  be
submitted regularly to the source
agency on a quarterly basis or as
stipulated in the MOA or as the
source agency may require,
whichever is frequent.

Affixes initial in the Liquidation
Report and transmittal letter.
These will be signed by the Head
of Agency or his duly Authorized
Representative and will be
submitted to the Central Office.

Based on the Liquidation Report
submitted to the Central Office,
the remaining 50% of the LAA
amount may be released to fully
fund the project.

The Cashier shall deposit the
final 50% funding check received
from the Central Office to the
Current Account (Trust Account)
maintained in the Office’s
Authorized Government
Depository Bank (AGDB).

The full payment of the Trust
project shall then be settled.
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Process Flow Responsible Details

Prepare JEV

A

Review and Approve JEV

v

Submit JEV to COA

l

End

4.0 References

Accountant II

Assistant Division Chief

Accounting Staff

Upon completion of the project,
the previous JEV upon payment
must be properly reclassified to
its appropriate PPE account and
subsequently transferred/turned-
over to the Central Office.

JEV preparation should be for the
reclassification to PPE Account,
transfer of asset account to the
Central Office and remittance of
to the National Treasury of the
unutilized balance of IATF.

Reviews the contents of the JEV
in connection with the
payment/liquidation. If found
proper, approves the JEV and
signs the printed JEV. Once
approved, it is posted to the
General/Subsidiary Ledgers in
eNGAS.

Submits monthly to COA the JEV
with supporting documents.

Retains file copy.

Government Accounting Manual For National Government Agencies
Department Order No. 185, series of 2015, dated December 16, 2015

5.0 Records

Verified Liquidation Report
JEV
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1.0 Purpose
To provide a guide for the systematic liquidation of funds transferred to other agencies.
2.0 Definition of Terms
LAA is the acronym for Letter of Advice of Allotment.
Source Agency is the government agency or other institution who transfers fund for the
implementation of the Department.
Electronic New Government Accounting System (eNGAS) - complies with the basic policies and
procedures of the New Government Accounting System (NGAS). It encompasses the various
accounting processes from recording to classifying, summarizing and communicating all financial
transactions. As such, the eNGAS provides an accurate, on time and standardized financial reports.
Journal Entry Voucher (JEV) refers to record of original entry of a financial transaction to the
Books of Accounts.
3.0 Procedure
Process Flow Responsible Details
( Start )
Receive approved LAA Support Staff Records receipt in logbook and
forwards documents to the
Division Chief.
The Division Chief notes for
information to the Assistant
Division Chief and for appropriate
action by the Accounting Section.
The Chief of Accounting Section
gives instruction to Accounting
Staff.
Prepare DV Accounting Staff Prepares DV for the Fund Transfer
for the implementation of projects
(Refer to Process Flow Chart for
the Processing of DV).
. Accountant II Prepares JEV in eNGAS for the
Receive Liquidation amount of liquidation as stated in
Report/Prepare JEV the Report. The  system
automatically assigns JEV Number
when saved.
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Process Flow Responsible Details

™
l

Review and Approve JEV

Assistant Division Chief

v

Submit JEV to COA Accounting Staff

l

End

4.0 References

Government Accounting Manual For National Government Agencies

5.0 Records

Verified Liquidation Report

JEV

Requires the concerned office for
refund of unliquidated amount.

Prepares Certification if fully
liquidated.

Reviews the contents of the JEV
in connection with the liquidation.
If found proper, approves the JEV
and signs the printed JEV. Once
approved, it is posted to the
General/Subsidiary  Ledgers in
eNGAS.

Submits monthly to COA the JEV
with supporting documents.

Retains file copy.
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Purpose

To provide a guide for the systematic preparation of Bank Reconciliation Statement.

Definition of Terms

Bank Reconciliation Statement is a statement/report used to reconcile the cash balance per bank
against cash balance per Books to arrive at a corrected cash balance.

Procedure

Process Flow Responsible

Receive Bank Statement Liaison Officer
Support Staff

\ 4

Prepare Bank Reconciliation )
Statement/Prepare JEV Accounting Staff

Review Bank Reconciliation Accountant III
Statement
Review Bank Reconciliation Assistant Division Chief
Statement/ Review and
Approve JEV

|
O

Details

The Liaison Officer obtains the
monthly statement of account
from the bank and forwards to
the Support Staff for recording of
the receipt.

Ensures that all cash receipts and
disbursements are  recorded/
accounted for in the Books.

Compares the Subsidiary Ledger
with that of the Bank Statement,
RCI, LDDAP-ADA and NCA/NTA.

Prepares JEV in eNGAS for any
reconciling item to reflect the
correct cash balance in the Books.

Reviews the correctness of Bank
Reconciliation Statement. Affixes
initial if found proper.

Reviews the correctness of Bank
Reconciliation Statement. Affixes
initial if found proper.

Reviews the contents of the JEV.
If found proper, approves the JEV
and signs the printed JEV. Once
approved, it is posted to the
General/Subsidiary  Ledgers in
eNGAS.
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Process Flow Responsible Details

O,

I

Review ahd Certify Division Chief Signs Finalized Bank
Reconciliation Statement.

correctness of Bank
Reconciliation Statement

The Head of Agency or his duly
Authorized Representative signs
the transmittal letter to COA/BTr.

A 4

Submit to COA/BTr Support Staff Submits monthly to COA/BTr the
Bank Reconciliation Statement.
v Retains file copy.
End

4.0 References
Government Accounting Manual For National Government Agencies
5.0 Records

Bank Reconciliation Statement
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1.0

2.0

Purpose

To provide procedural approach on the processing of contracts for the procurement of properties to be
used for operations.

Definition of Terms

Originating Office refers to the Supply and Property Management Section, Administrative Division.
Purchase Order (PO) refers to the document to support purchase of equipment, supplies and
materials, etc. as awarded by the Bids and Awards Committee (BAC).

Agency Procurement Request (APR) refers to the document issued by the Procurement Service,
Department of Budget and Management (PS-DBM) in lieu of the Purchase Order.

Obligation Request and Status (ORS) refers to the document issued by the Budget Section to
substantiate the availability of funds.

Certificate of Availability of Funds (CAF) refers to the document to be issued by the Accounting
Section to substantiate the availability of funds.

Non-consumable item refers to equipment, furniture and fixture, or any other that must be
supported with an Acknowledgement Receipt for Equipment (ARE) upon its issuance to the end-user.

3.0 Procedure

Process Flow Responsible Details

( Start )

y

Support Staff Records receipt of PO/APR

Receive PO/APR : . .
together with its supporting

documents and Memo Request for
Issuance of CAF as collated by the
Originating Office.

Returns incomplete set of
documents.

¥

Accounting Staff Indicates the ORS details in the
face of the PO/APR and prepares
CAF for PO/APR with non-

Prepare CAF and Indicate
the ORS in the PO/APR

l consumable item.
. . Assistant Division Chief Reviews the supporting
Review and Sign of ;
PO/APR and CAF (élgjzuments and signs PO/APR and
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Process Flow Responsible Details
Release PO/APR and CAF Support Staff Records release of PO/APR and

CAF to the concerned division.

End

4.0 References
Government Accounting Manual For National Government Agencies
5.0 Records

Signed CAF
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1.0

2.0

3.0

Purpose

To provide procedural approach on the recording of the issuance to end-user of properties procured
and delivered.

Definition of Terms

Originating Office refers to the Supply and Property Management Section, Administrative Division.
Documents refer to the set of document submitted upon issuance such as but not limited to the
following: Purchase Order (PO), Agency Procurement Request (APR), Requisition and Issue Slip (RIS),
Report of Supplies and Materials Issued (RSMI), Waste Materials Report (WMR), Delivery Receipt
(DR), Sales Invoice (SI), Inspection and Acceptance Report (IAR), Acknowledgement Receipt for
Equipment (ARE), and Inventory Custodian Slip (ICS).

Supplies Ledger Card (SLC) refers to the details or breakdown of the balance of the supplies.
Property, Plant and Equipment Ledger Card (PPELC) refers to the details or breakdown of the
balance of the acquired property, plant or equipment.

PS-DBM refers to the acronym the Procurement Service, Department of Budget and Management.
Electronic New Government Accounting System (eNGAS) - complies with the basic policies and
procedures of the New Government Accounting System (NGAS). It encompasses the various
accounting processes from recording to classifying, summarizing and communicating all financial
transactions. As such, the eNGAS provides an accurate, on time and standardized financial reports.
Journal Entry Voucher (JEV) refers to record of original entry of a financial transaction to the
Books of Accounts.

Procedure

Process Flow Responsible Details

( Start )

\4

Receive Documents Support Staff Records receipt of complete
documents from the originating

office. Incomplete documents are
not accepted.

\4

Reconcile Items Delivered Accounting Staff Corresponding SLC and PPELC are

against Items Issued checked for discrepancies or
variances on the RIS and RSMI

before recording the issuance.
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Process Flow Responsible Details

Prepare JEV

Review and Approve JEV

A 4

Submit JEV to COA

End

4.0 References

Government Accounting Manual For National Government Agencies

5.0 Records

JEV

Accounting Staff

Assistant Division Chief

Accounting Staff

Prepares JEV in eNGAS for the
issuance. The system
automatically assigns JEV Number
when saved.

Reviews the contents of the JEV
in connection with the issuance. If
found proper, approves the JEV
and signs the printed JEV. Once
approved, it is posted to the
General/Subsidiary Ledgers in
eNGAS.

Approved JEV will form part of the
documents and will be
photocopied. The original copy of
documents as submitted will be
transmitted to COA. Photocopied
documents will serve as file copy.

Submits JEV monthly.
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1.0 Purpose

To provide procedural approach on the receipt and recording of property acquired through donation or
turned-over by contractors/consultants from project implementation.

2.0 Definition of Terms

Originating Office refers to the Bureau of Equipment (BOE) for Motor Vehicle, Construction and
Heavy Equipment and Floating Equipment from Central Office; Information Management Service (IMS)
for IT-related properties from Central Office; Supply and Property Management Section, Administrative
Division for all types of properties; or District Engineering Offices (DEOs) for properties turned-over by
contractors/consultants in the implementation of a project.

Documents refer to the set of document submitted upon receipt of property such as but not limited
to the following: Deed of Donation, Deed of Transfer, Delivery Receipt (DR), Inspection and
Acceptance Report (IAR), List of Properties Turned-Over, Invoice Receipt of Property (IRP),
Acknowledgement Receipt for Equipment (ARE), and Inventory Custodian Slip (ICS).

Supplies Ledger Card (SLC) refers to the details or breakdown of the balance of the supplies.
Property, Plant and Equipment Ledger Card (PPELC) refers to the details or breakdown of the
balance of the acquired property, plant or equipment.

Electronic New Government Accounting System (eNGAS) - complies with the basic policies and
procedures of the New Government Accounting System (NGAS). It encompasses the various
accounting processes from recording to classifying, summarizing and communicating all financial
transactions. As such, the eNGAS provides an accurate, on time and standardized financial reports.
Journal Entry Voucher (JEV) refers to record of original entry of a financial transaction to the
Books of Accounts.

3.0 Procedure

Process Flow Responsible Details

Receive Documents for
Transferred/Turn-over

Property

Accountant III Receives documents from the
originating office, then gives
instruction to Accounting Staff.

Adds subsidiary ledger of PPE in
eNGAS.

®
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Process Flow Responsible Details

®

'

Evaluate Documents

Accounting Staff

A\ 4

Prepare JEV Accounting Staff

\ 4

Review and Approve JEV

Assistant Division Chief

\4

Submit JEV to COA Accounting Staff

End

4.0 References
Government Accounting Manual For National Government Agencies
5.0 Records

JEV

Tallies the list of properties
prepared by the originating office
against the documents submitted.
Coordinates with the originating
office for any deficiencies from
the submitted documents. Checks
in eNGAS if any previous record
has been done for these
properties.

Prepares JEV in eNGAS indicating
the receipt of properties. The
system automatically assigns JEV
Number when saved.

Reviews the contents of the JEV
in connection with the receipt of
properties. If found proper,
approves the JEV and signs the
printed JEV. Once approved, it is
posted to the General/Subsidiary
Ledgers in eNGAS.

Submits monthly to COA the JEV
with supporting documents.

Retains file copy.
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1.0

2.0

3.0

Purpose

To provide procedural approach on the disposition of properties either through sale or transfer to
other offices.

Definition of Terms

Originating Office refers to the Bureau of Equipment (BOE) for Motor Vehicle, Construction and
Heavy Equipment and Floating Equipment from Central Office; Information Management Service (IMS)
for IT-related properties from Central Office; Supply and Property Management Section, Administrative
Division for the rest of properties; or District Engineering Offices (DEOs) for properties disposed by
that office.

Recipient Office refers to the District Engineering Offices (DEOs), or other agencies where
properties are transferred to.

Documents refer to the set of document submitted upon receipt of property such as but not limited
to the following: Inspection and Inventory Report of Unserviceable Properties (I&I Report or IIRUP),
Central Disposal Committee Resolution (CDC Resolution), ~Summary of  Properties
Transferred/Disposed, Inventory Committee Report/Resolution (IC Report), Report on the Physical
Count of Property, Plant and Equipment (RPCPPE), Official Receipt (OR) for the sale of properties to
the winning bidder, Invoice Receipt of Property (IRP), Acknowledgement Receipt for Equipment (ARE),
and Inventory Custodian Slip (ICS).

Property, Plant and Equipment Ledger Card (PPELC) refers to the details or breakdown of the
balance of the acquired property, plant or equipment.

Electronic New Government Accounting System (eNGAS) - complies with the basic policies and
procedures of the New Government Accounting System (NGAS). It encompasses the various
accounting processes from recording to classifying, summarizing and communicating all financial
transactions. As such, the eNGAS provides an accurate, on time and standardized financial reports.
Journal Entry Voucher (JEV) refers to record of original entry of a financial transaction to the
Books of Accounts.

Procedure

Process Flow Responsible Details

Accountant III Receives documents from the
originating office, then gives
instruction to Accounting Staff.

Receive Request for De-
recognition (through Sale
or by Transfer)

:

®
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Process Flow Responsible Details

Evaluate Documents

Accounting Staff

Prepare JEV

Accounting Staff

Review and Approve JEV

Assistant Division Chief

Prepare Memorandum to
the concerned office

Accounting Staff

O

Tallies the list of properties
prepared by the originating office
against the documents submitted.
Coordinates with the originating
office for any deficiencies from
the submitted documents. Checks
eNGAS if any previous record has
been done for these properties.

Prepares JEV in eNGAS indicating
the transfer/donation of
properties to the concerned
office. The system automatically
assigns JEV Number when saved.

Reviews the contents of the JEV
in connection with the
transfer/donation of properties. If
found proper, approves the JEV
and signs the printed JEV. Once
approved, it is posted to the
General/Subsidiary Ledgers in
eNGAS.

Prepares memorandum to
concerned offices regarding the
transfer/donation of these
properties. Requests for the
corresponding JEV  for the
recognition/receipt of the
property by the recipient office;
or copy of the corresponding
Official Receipt of the properties
sold.

The Memorandum  will be
reviewed and initialed by the
Section Chief, Assistant Division
Chief and Division Chief, and will
approved by the Regional
Director or his duly Authorized
Representative.
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Process Flow Responsible Details

O

Submit JEV to COA

Accounting Staff

End

4.0 References

Submits monthly to COA the JEV
with supporting documents.

Retains file copy.

Government Accounting Manual For National Government Agencies

5.0 Records

JEV
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1.0 Purpose

To provide a guide for systematic accounting process in the generation of Financial Statements.

2.0 Definition of Terms

Financial Statements refer to reports/statements required to be submitted to the Commission on
Audit (COA) such as Trial Balance, Balance Sheet, Statement of Financial Position, Statement of
Financial Performance, Statement of Cash Flows, and Statement of Changes in Net Assets/Equity.

3.0 Procedure

Process Flow Responsible

( Start )

Review and Approve Data
Input

Assistant Division Chief

A 4

Prepare Financial
Statements

Accountant III
Accountant II
Accountant I

®

Details

Ensures that all eNGAS
transactions are reviewed and
approved.

Thorough review/analysis of the
generated Preliminary Financial
Statements.

Prepares adjustment for any
discrepancies noted during
analysis.

Generates Financial Statement/
Report.

Affixes initial in the generated
Trial Balance.

Prepares Statement of
Management Responsibility (for
year-end Financial Statements)
and transmittal letter, then
forwards  finalized Financial
Statements to the Assistant
Division Chief for signature.
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Process Flow Responsible Details

Review and Certify as to Assistant Division Chief Certifies correctness by signing

Correctness of Financial the Trial Balance.

Statements

Affixes initial in the prepared

transmittal letter.
Division Chief Affixes initial in the transmittal

Review the Financial
Statements/Affix Initial in
the transmittal letter

\ 4

Submit Financial Accounting Staff
Statements to COA

End

4.0 References
Government Accounting Manual For National Government Agencies

5.0 Records

Financial Statements

letter  and Statement  of
Management Responsibility to
COA for year-end Financial
Statements, which will be signed
by the Head of Agency or his duly
Authorized Representative.

Submits to COA Resident Auditor.

Retains file copy.
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1.0 Purpose

To provide a guide for systematic consolidation process of Financial Statements and other financial

reports.

2.0 Definition of Terms

Financial Statements refer to reports/statements required to be submitted to the Commission on
Audit (COA) such as Trial Balance, Statement of Financial Position, Statement of Financial
Performance, Statement of Cash Flows and Statement of Changes in Net Assets/Equity.

Budgetary Reports refer to reports/statements required to be submitted to the Department of

Budget and Management (DBM).

Other Financial Reports refer to financial reports that are required by the COA, DBM, and other

fiscal agencies such as Aging of Receivables and Accounts Payable.

3.0 Procedure

Process Flow Responsible
( Start )

Receive Financial Reports
from the District
Engineering Offices (DEOs)

Support Staff

A 4

Consolidate Financial
Reports

Accountant III
Accountant II
Accountant I

v

Review Consolidated Accountant III
Financial Reports

v

@ .

Details

Records receipt in logbook and
forwards documents to the
Division Chief.

The Division Chief notes for
information to the Assistant
Division Chief and for appropriate
action by the Accounting Section.
The Chief of Accounting Section
gives instruction to Accounting
Staff.

Reviews  submitted financial
reports for any discrepancies.
Returns financial reports to
concerned  office  for any
revision/correction.
Consolidates the reports.

Reviews and affixes initial in the
Consolidated Financial Reports,
transmittal letter and Statement
of Management Responsibility to
COA for year-end Financial
Statements.
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Process Flow Responsibie Details
Division Chief Reviews and Signs the

Review and Approve
Consolidated Financial
Reports

\ 4

Submit Consolidated
Financial Reports

End

4.0 References

Government Accounting Manual For National Government Agencies

5.0 Records

Consolidated Financial Statements
Consolidated Financial Reports

Assistant Division Chief

Accounting Staff

Consolidated Financial Report and
affixes initial in transmittal letter
and Statement of Management
Responsibility to COA for year-end
Financial Statements, which will
be signed by the Regional
Director or his duly Authorized
Representative.

Submits to Central Office, COA
Head Office, COA Resident
Auditor, and DBM.

Retains file copy.
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EQUIPMENT MANAGEMENT DIVISION
ORGANIZATIONAL CHART
OFFICE OF THE DIVISION CHIEF
SUPPORT STAFF
[ I

EQUIPMENT CUSTODY EQUIPMENT AREA EQUIPMENT
& CONTROL SECTION OPERATIONS SECTION SECTION

EQUIPMENT MANAGEMENT DIVISION FUNCTIONS

10.
11,

Prepares and consolidates Annual Procurement Plan for the maintenance and repair of
existing equipment fleet;

Prepares and recommends for approval Program of Works/Purchase Request for equipment
due for minor/major repair;

Recommends to the Regional Director equipment allocation distribution per DEO;

Manages and monitors equipment fleet for immediate use in times of calamities and
emergency situations(quick response);

Prepares and undertakes Equipment Disposal Program, including waste materials;
Recommends outside repair for units that cannot be undertaken by administration which
require specialized skills;

Assists the Supply and Property Management Section of Administrative Division in the LTO
registration of equipment and service vehicles of the Regional Office;

Assists the Supply and Property Management Section of Administrative Division, in the
conduct of regular inventory of physical assets in accordance with existing rules and
regulations;

Undertakes land-based and water-based equipment Preventive and Corrective Maintenance,
including land-based rehabilitation, dredging operation and recommends dry docking works
for water-based equipment, if any;

Prepares and issues equipment clearance for Contractors undertaking DPWH projects; and
Determines appropriate cost of equipment with regards to rental accuracy to be used in
times of calamities and emergency situations;
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1.0 Purpose

To define a system for Regional and District Engineering Offices in the preparation, approval and
control of the Preventive Maintenance Program for equipment fleet.

2.0 Definition of Terms

Preventive Maintenance (PM) is maintenance carried out at predetermined intervals or according
to prescribed schedule by the manufacturer and intended to reduce probability of failure or
malfunctioning of equipment.

Predictive Maintenance (PdM) is a type of PM and involves the use of tools for condition-based
maintenance such as On-Board Diagnostics (OBD) Scanner, Smoke Emission Tester and Oil Analyser.

Corrective Maintenance (CM) is maintenance performed to identify, isolate and rectify a fault so
that the equipment can be restored to good operational condition. Commonly known as “repair”.

Planned CM is a type of CM that includes minor rectification or repair works for discovered failure or
defects during PM where the required parts and supplies and materials are already programmed and
would be made available just in time. The scheduling/execution of Planned CM may be withheld as
long as the operational safety, environmental impact and future economical effects are not
compromised in utilizing the equipment.

3.0 Procedure

Process Flow Responsibie Details

. District Engineer In compliance with D.O. No. 64, Series of

Prepare and subrmit /Chief, EMD 2016, "Assignment, Utilization, Funding,
A_nnual frenenive /Regional Director ~ Operation, Maintenance and Monitoring of

Maintenance Program Highway Maintenance Equipment and Other

Related Purposes”, the District Engineering
Office (DEO) Annual PM Program shall be
submitted by the District Engineer (DE) to
the concerned Regional Director (RD) for
review and approval, on or before the 15th
of November for use in the succeeding
Calendar Year.

Likewise, the Equipment Management
v Division (EMD) shall prepare the RO's

@ Annual Program for approval of the RD.
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Process Flow

O

Prepare Equipment
Maintenance Program
of Works

Prepare Preventive
Maintenance
Schedule

Responsible

Maintenance Section
/Area Equipment
Section, EMD
/Equipment
Operations Section,
EMD
/Administrative
Section/Division
/District Engineer/
Regional Director

Maintenance Section
Area Equipment
Section, EMD
/Equipment
Operations Section,
EMD
/Administrative
Section/Division

Details

The RO/DEO Annual PM Program shall show
the Accountable Office’'s equipment fleet
inventory and individual unit’s estimated
annual utilization, the estimated annual
Proactive Maintenance costs for scheduled
PM and other supplemental PM jobs,
minimum frequency of each PM type,
committed timeliness of maintenance and
manpower demand

The Equipment Maintenance Program of
Works (POW) shall document the planned
resources to be committed by the DEO/RO
for the implementation of scheduled PM and
other associated maintenance works.
Funding for maintenance activities in the
Field Offices are further defined in D.O. No.
64, Series of 2016.

The POW (Annex "B”) of the DEO
equipment fleet shall be consistent with the
Accountable  Office’s Updated Annual
Procurement Plan (U-APP) and within the
set targets/limits in the Annual Regional PM
Program.

It will be a form of Quarterly Budgeting
activity for the Accountable Office’s
Equivalent Maintenance Kilometers (EMK)
Funds, and other Maintenance and Other
Operating Expenses (MOOE) items.

The PM Schedule shall include the
timeliness of the execution of the planned
maintenance activities and the human
resources committed by the RO’s EMD
Base/Area Shop and the DEO’s Equipment
Services Unit (ESU).

The Quarterly PM Schedule of DEO
equipment fleet shall be based on the Area
Equipment Engineer’s (AEE’s) assessment of
each unit’s rate of utilization, analysis of
historical repair data and OEM prescribed
minimum servicing time intervals.
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Process Flow Responsible Details

O,

Prepare DEO
Quarterly Preventive
Maintenance Program

A4

Prepare Regional
Quarterly Preventive
Maintenance Program

©

District Engineer/
Regional Director

Regional Director
/District Engineer
/Chief, EMD
/Chief, AES
/ESU, Maintenance
Section

Regional Director
/District Engineer
/Chief, EMD
/Chief, AES
/ESU, Maintenance
Section

The DE, thru the ESU Engineer, shall
coordinate with the AES regarding the
DEQO’s schedule of highway maintenance
activities.

The timeliness for the actual performance of
maintenance (or the Active Maintenance
Time) shall not exceed the standards set in
the Strategic Performance Management
System (SPMS) of the RO and DEO.
Maintenance activities shared by the DEO’s
ESU and RO’s AES shall have the same
Quality/Efficiency/Timeliness (Q/E/T)
standards.

The Quarterly DEO PM Program shall be the
consolidation of the Quarterly POW and PM
Schedule approved by the DE. It shall be
submitted by the DE not later than 15
calendar days before the succeeding quarter
to the RD for review, approval and inclusion
in the Quarterly Regional PM Program.

If necessary, the RO, thru the EMD, shall
advise the DEO to revise its Quarterly PM
Program, as well as the supporting PM POW
and PM Schedule. The AES shall assist
accordingly the DEO in revising its PM POW
and PM Schedule based on
recommendations of the EMD.

The Quarterly Regional PM Program shall be
the consolidation of the RO’s PM Program
and the approved Quarterly PM Program of
its DEOs. This shall be submitted to the BOE
not later than seven (7) calendar days
before the succeeding quarter.

The approved Quarterly PM Program shall
be released by the EMD to the DEOs for
implementation. 6.3. Work Orders (WOs)
for PM 2 to PM 4 shall be generated and
prepared by the EMD based on the
approved Quarterly PM Program.
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Process Flow Responsible Details

©

End

Reference

PM shall be strictly performed according to
the PM Program’s schedule, OR, every
1,000 kilometers or 50 hours, WHICHEVER
COMES FIRST.

PM works that resulted from inspection and
testing jobs conducted during PdM,
scheduled PM Stage or during daily Routine
Maintenance shall be covered by a separate
PM WO following the approval process for
PM2 to PM4, in accordance to D.O. No. 63,
Series of 2016. This shall be tagged as
“PMX” in WO and related documents as the
“Nature of Work.”

No PM activities shall commence without the
AES-approved PM WO (PM2, PM3, PM4, and
PMX).

DO No. 30, Series of 2015: Involvement of Specialized Offices in the Procurement of Goods
DO No. 123, Series of 2015: Revised Policies and Procedures on the Reimbursement of Expenses

for Maintenance of Equipment and Motor Vehicles

DO No. 11, Series of 2016: Routine Maintenance for Service Vehicles and Most Commonly Used

Equipment Manual

DO No. 63, Series of 2016: Standardization of Land-Based Equipment Management Procedures and

Delegation of Responsibilities in the Field Offices

DO No. 64, Series of 2016: Assignment, Utilization, Funding, Operation, Maintenance and
Monitoring of Highway Maintenance Equipment and Other Related Purposes
Memorandum by Undersecretary Raul C. Asis dated May 31, 2016: New Preventive Maintenance

(PM) Program Policy
Records

Annual Preventive Maintenance Program
Equipment Maintenance Program of Works
Quarterly Preventive Maintenance Schedule
Quarterly Preventive Maintenance Program
Work Order
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1.0

2.0

3.0

Purpose

To define a system for implementing effective and efficient proactive maintenance for the Regional
Office (RO) fleet through complete Work Order management.

Definition of Terms

Equipment Maintenance ensures that the equipment continues to perform its intended
purpose/function by keeping them in good operational condition.

Preventive Maintenance (PM) is maintenance carried out at predetermined intervals or according
to prescribed schedule by the manufacturer and intended to reduce probability of failure or

malfunctioning of equipment.

Corrective Maintenance (CM) is maintenance performed to identify, isolate and rectify a fault so
that the equipment can be restored to good operational condition. Commonly known as “repair”.

Work Order, or formerly known as “Job Order”, is a maintenance management tool that acts as a
single place where you can access all present and historical maintenance information relevant to a

specific work. The work order is also a financial and operational control mechanism for all shop
activities performed in-house or outsourced.

Procedure

Process Flow Responsible Details

( Start )

A

Determine Equipment Chief, EOS Equipment Operations Section (EOS)
Due for PM determines equipment in the Regional
Office due for PM based on approved

’ Quarterly PM Program.

Detect and present End User If fault or performance issue is detected,
the Equipment in the the End User shall present the equipment in
Regional Office Repair the Regional Office Repair Bay.

Bay
Prepare PM Work End User PM Work Order is prepared for approval by
Order the Chief, Equipment Management Division
(EMD).
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Process Flow Responsible Details
Chief, EMD The Chief, EMD approves the PM Work

Approve PM Work
Order

Inspect Equipment
for PM

l

Prepare Work
Request (Pre-
Repair Inspection
Report)

Approve Work
Request (Pre-
Repair Inspection
Report)

Prepare CM Work
Order

Approve CM Work
Order

Inspect Equipment
for CM

Equipment Inspector

Mechanic/Electrician

Chief, EMD

Regional Director

Staff, EMD

Chief, EMD

Equipment Inspector

Mechanic/Electrician

Order.

All PM activities shall be included in the
Quarterly PM Program approved by the
Regional Director.

For PM: Equipment is inspected based on
checklist from manufacturer’s or DPWH-
issued manual.

If fault is detected during PM, an additional
CM Work Order shall be prepared to
properly classify work. Otherwise proceed
to Prepare History of Repair.

For CM: Work Request (Pre-Repair
Inspection Report) is prepared for conduct
of inspection.

Regional Director approves the Work
Request (Pre-Repair Inspection Report)

CM Work Order is processed once the Work
Request (Pre-Repair Inspection Report) is
approved by the Head of Office, agreeing
with the scope and estimated cost.

Equipment Inspector, Mechanic/Electrician
conduct inspection of equipment for
Corrective Maintenance.
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Process Flow

Prepare History of
Repair

v

Procure and deliver
parts and materials

v

Allocate manpower
and schedule repair

A 4

Repair and Test
Equipment

Close
Work Order

End

4.0 Reference

Responsible

Staff, EMD

Financial
Management Division

Chief, EMD
Human Resource and
Administrative
Division

Equipment Inspector

Equipment Inspector

Details

History of Repair is prepared for repair
frequency and root-cause analysis. This also
serves as an accounting and auditing
record.

The approved Work Order shall be used as
supporting document in the procurement
and delivery of parts and materials.

EMD allocates manpower and schedule
repair based on availability of parts and
materials.

Testing is conducted for operability of newly
repaired equipment.

Work is certified accomplished and Gate
Pass is issued to the end user.

DO No. 30, Series of 2015: Involvement of Specialized Offices in the Procurement of Goods
DO No. 123, Series of 2015: Revised Policies and Procedures on the Reimbursement of Expenses for

Maintenance of Equipment and Motor Vehicles
DO No. 63, Series of 2016: Standardization of Land-Based Equipment Management Procedures and

Delegation of Responsibilities in the Field Offices
DO No. 64, Series of 2016: Assignment, Utilization, Funding, Operation, Maintenance and Monitoring

of Highway Maintenance Equipment and Other Related Purposes
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Memorandum by Undersecretary Raul C. Asis dated May 31, 2016: New Preventive Maintenance (PM)
Program Policy -

5.0 Records

Quarterly Preventive Maintenance Program
Tally-In Report

Work Request

Work Order

History of Repair

Purchase Request

Delivery Receipt/Official Receipt

Abstract of Canvass, if applicable
Certification of Emergency Purchase, if applicable
Waste Material Report

Inspection and Acceptance Report

Gate Pass
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1.0 Purpose

To define a system for implementing effective and efficient proactive maintenance for the Regional
Office (RO) fleet through complete Work Order management.

2.0 Definition of Terms

Equipment Maintenance ensures that the equipment continues to perform its intended
purpose/function by keeping them in good operational condition.

Preventive Maintenance (PM) is maintenance carried out at predetermined intervals or according
to prescribed schedule by the manufacturer and intended to reduce probability of failure or
malfunctioning of equipment.

Corrective Maintenance (CM) is maintenance performed to identify, isolate and rectify a fault so
that the equipment can be restored to good operational condition. Commonly known as “repair”.

Work Order, or formerly known as “Job Order”, is a maintenance management tool that acts as a
single place where you can access all present and historical maintenance information relevant to a
specific work. The work order is also a financial and operational control mechanism for all shop
activities performed in-house or outsourced.

3.0 Procedure

Process Flow Responsible Details
Determine Dredge Master If any issues are found during the conduct

Equipment Inspector of  Preventive  Maintenance,  routine
inspections, and during operation, the
Dredge Master shall prepare an inspection
report to be submitted to the Chief,
Equipment Management Division.

Equipment Due for
PM

Prepare PM Work Chief, Equipment PM Work Order is prepared for approval by
Order Management Division the Regional Director.
Chief, Floating
Equipment Division
Approve PM Work Regional Director Regional Director approves the PM Work
Order Order.

All PM activities shall be included in the
Quarterly PM Program approved by the BOE
Director.
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Process Flow Responsible Details

O,
1

Perform PM

w

Prepare CM Work
Order

I

Approve CM Work
Order

l

Conduct Test for
Operability

A

Close
Work Order

End

Dredge Master
Dredge Crew
Mechanic
Electrician
Welder
Painter
Machinist

Chief, EMD

Regional Director

Chief, EMD
Dredge Master
Service Providers

Chief, Equipment
Management

Equipment Inspector

For PM: Equipment is inspected based on
checklist from the manual developed by the
BOE

If fault is detected during PM, an additional
CM Work Order shall be prepared to
properly classify work.

CM Work Order is processed once the Work
Request (Pre-Repair Inspection Report) is
approved by the Head of Office, agreeing
with the scope and estimated cost.

Conduct testing for operability of newly
repaired system/component of the unit.

If the cost of repair to be done is in excess
of the amount prescribed in DO No. 123,
Series of 2015, the same procedure as for
the dry-docking of dredges shall be
observed.

Certify as to Job/Work accomplished.
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4.0 Reference

DO No. 123, Series of 2015: Revised Policies and Procedures on the Reimbursement of Expenses for

Maintenance of Equipment and Motor Vehicles
DO No. 160, Series of 2015: Guidelines for the Dry-docking and Repair of DPWH Dredges and Other

Floating Equipment
DO No. 05, Series of 2016: Preventive Maintenance of All DPWH Multi-Purpose Amphibious Dredges

5.0 Records

Inspection Report

PM Program

Work Order

Program of Work/Parts Listing
Waste Material Report

Purchase Request

Inspection and Acceptance Report
Delivery Receipt/Official Receipt
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1.0 Purpose

To establish a uniform procedure for dredging project implementation from pre- to post-dredging
operations to be adopted by all concerned Regional Offices.

2.0 Definition of Terms

Dredging - Removal from beneath water and raising through water of soil, rock or debris.
Dredge - Mechanical, hydraulic or electrical plant used for dredging.

3.0 Procedure

Process Flow

!

Send request letter to the
Dredging Program
Management Team

Check if proposed site is
within priority areas

|

Conduct initial site
assessment

Check availability of dredge,
crew, and funds

!

Advise the requesting office
to proceed with further site
investigation and survey

Responsible

Implementing Office/
Proponent Office

Bureau of Equipment

BOE
Equipment
Management Division
Proponent Office
Dredge Master

BOE

BOE
RO

Details

Proponent office sends letter request to the
Dredging Program Management Team
(DPMT), headed by the BOE Director per
DO No. 07, S 2016, who shall in turn
recommend to the Secretary its approval

BOE coordinates with the concerned

Regional Office

Conduct initial site assessment to determine
the feasibility of the area to be dredged,
type of dredging to be employed, potential
impact to the environment, type of dredger
to be used, and estimated volume and
duration.

If the site is not feasible, BOE informs the
requesting Office

If found feasible, and there is an available
dredge and budget for its operation, the
BOE advises the requesting office to
proceed with detailed site investigation and
secure necessary clearances.
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Process Flow Responsible Details

Prepare Dredging Plan

L 2
Review and evaluate
Dredging Plan

Request funding from the
Financial Service

l

Advise Requesting Office to
Conduct Preparatory
Activities

Requesting Office
BOE
Equipment
Management Division

BOE

BOE

BOE
RD
Chief, Equipment
Management Division

The requesting office, in coordination with
the BOE and the Equipment Management
Division, prepares the Dredging Plan to be
submitted to the DPMT for evaluation and
recommendation to the Secretary. If the
requesting office is the LGU, a
Memorandum of Agreement (MOA) between
the LGU and DPWH, with the Regional
Director as its representative, may be
required. However, it must be explicitly
stated that the DPWH shall remain the
Implementing Office. The LGU’s
participation shall be limited to the provision
of spoil site, assistance in conducting
surveys and application for clearances,
additional personnel, and security of
equipment and personnel

The BOE reviews and evaluates the
Dredging Plan submitted by the requesting
office. If found in order, BOE recommends
to the Secretary the approval of the plan

BOE facilitates the approval of funding of
the proposed dredging project with
approved Dredging Plan.

When funds are available, advice requesting
office to commence pre-dredging activities.
These include preparation of the launching
area, putting up appropriate warning
devices, among others.
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Process Flow Responsible Details

+

Execute Dredging
Project

Wrap-up activities

Demobilize Dredging
Equipment

End

References

RO/DEO

BOE

Chief, Equipment
Management Division
Dredge Master and
Crew

RO/DEO

BOE

Chief, Equipment
Management Division
Dredge Master and
Crew

During the dredging project execution, all
relevant Department Orders must be strictly
enforced, i.e. DO No. 74, S2015, DO No.
136, S 2015, DO No. 162, S 2015, DO No.
005, S 2016, DO No. 007, S 2016. Monthly
dredging reports must be submitted to BOE
on or before the 15" day of the succeeding
month. If extension of the dredging
operation is necessary, the implementing
office shall seek the approval of the DPMT
first.

Upon completion of the project, the
equipment shall be mobilized to its new
assignment. However, it must be inspected
by the BOE and the EMD prior to
deployment to new dredging site.

The implementing office shall be responsible
for the restoration of any damage caused by
the launching and demobilization of the
dredge.

DO No. 139, Series of 2014: Guidelines on River Dredging Operations for Flood Control
DO No. 007, Series if 2016: Guidelines on the Planning and Implementation of DPWH River Dredging

by Administration

Records

Letter Request from implementing agency
Inspection Reports

Environmental Clearances

Dredging Plan approved by the Undersecretary

Memorandum of Agreement (if necessary)
Memorandum from BOE Director
Memorandum from Chief, EMD

Daily and Monthly Accomplishment Reports
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1.0

2.0

3.0

Purpose

Definition of Terms

To provide a guide for all concerned DPWH offices and personnel regarding the dry-docking of water-
based equipment to ensure that they meet the minimum economic life with high availability and
reliability.

Dry-docking - a condition in which a vessel is taken out of water for cleaning and repair of hull and

its integral parts.
Procedure

Process Flow

Determine if the dredge
needs dry-docking

\4

Submit Budgetary Cost
Estimate to BOE

v

Review and evaluate
BCE and inspection
report

A\ 4

Indorse POW to the RD
for approval

v

O,

Responsible

Dredge Master
Chief, EMD
BOE Inspectorate
Team

Regional Director
Chief, EMD
Dredge Master

BOE

BOE

Details

The Dredge Master (DM) conducts regular
afloat inspection of the dredge to assess its
condition. If dry-docking is required, the DM
submits to the EMD Chief the list of works
to be done for the preparation of Budgetary
Cost Estimate to be submitted to BOE for
review and evaluation.

The dredge and its support vessel shall
undergo regular dry-docking twice in a
period of five (5) years. The next dry-
docking schedule shall be undertaken on
the 24" month after the last dry-docking
based on the Maritime Industry Authority
(MARINA) Circular No. 152 series of 1999.

The Regional Director submits to BOE the
BCE and inspection report prepared by the
Dredge Master.

The Floating Equipment Division (FED), BOE
evaluates the BCE based on the inspection
report, and conducts ocular inspection of
the vessel to validate the findings of the
DM. if found in order, FED prepares the
Program of Work.

The BOE Director indorses the POW to the
RD for approval.
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Process Flow Responsible Details
Request and facilitate BOE Upon return to BOE of the POW approved
release of budget by the RD, BOE submits to FS a request for
the issuance of Sub-allotment Advice to the
l concerned RO.
Forward request to the BOE FS checks availability of funds, and signs
Undersecretary for FS the request if funds are available. FS then
Technical Services for forwards the request to the Undersecretary
approval for approval.
Conduct public bidding RO Once the budget is released to the RO, BAC
Bids and Awards  conducts public bidding if the amount is
Committee

Conduct post-repair
inspection

v

Perform dry-docking and
repair

v

Conduct performance trial

Accept test result and
finished work

A

End

Service Provider
EMD
BOE
Dredge Master

BOE
EMD

Service Provider
EMD
BOE
Dredge Master

EMD
SPMS
COA

within the RDs delegated authority per DO
156, S 2016, else, an authority to conduct
public bidding at the RO shall be secured
first.

The DM monitors and documents the
conduct of the dry-docking from start to
completion, and regularly updates the EMD
and BOE regarding the progress of the
project

Upon completion of the dry-docking and
repair, BOE Inspectorate Team, together
with the personnel of the EMD, conducts
post repair inspection. If issues are found,
the Service Provider is notified to
immediately rectify the issue.

The contractor conducts performance trial
of the newly repaired equipment in the
presence of representatives from FED-BOE,
EMD, Supply and Property Management
Section (SPMS) and COA for five (5) days. If
issues are found, the Service Provider is
notified to immediately rectify the issue.
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4.0

5.0

Reference

DO No. 160, Series of 2015: Guidelines for the Dry-docking and Repair of DPWH Dredges and Other

Floating Equipment

DO No. 156, Series of 2016: Re-Issuance of DO 112 Series of 2016 Amendment to Department Order
No. 24 series of 2007, Omnibus Levels of Authorities of Officials of the Department of Public Works
and Highways for Procurement, Human Resource and Financial Management.

Marina Memorandum Circulars

Records

Budgetary Cost Estimate

Inspection Report

Program of Work

Indorsement Letter from Chief, EMD to RD
Sub-allotment Advice

Authority to Conduct Public Bidding (if necessary)
Memorandum from BOE

Accomplishment Report

Performance Trial Report

Inspection and Acceptance Report
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1.0 Purpose

To define a system for effective property disposal to avoid further deterioration of the equipment and
consequent depreciation in its value to yield benefits in terms of a higher appraised value.

2.0 Definition of Terms

Property Disposal is the last phase in the supply management cycle. It occurs when a piece of
equipment or property can no longer provide efficient service or, though still working, has been
rendered useless due to obsolescence.

3.0 Procedure

Process Flow

( Start )

v

Identify Disposable
Physical Assets

v

Submit
Disposal Documents to
the RDC-TWG

@

Responsible

Accountable Office

Chief, EMD

Chief, Area
Equipment Section
(AES)

Accountable Office

Regional Disposal
Committee -
Technical Working
Group (RDC-TWG)

Details

Based on existing inventory and actual
physical condition, the Accountable Office
identifies physical assets for disposal.

For  equipment/vehicle  disposal, the
Regional Office (RO) and District
Engineering Office (DEO) shall seek the
assistance of the Equipment Management
Division (EMD) for the preparation of all
technical documents.

Disposal Documents:

For Equipment/Vehicle

e Inventory and Inspection of
Unserviceable Property (IIRUP)

e Property Acknowledgement Receipt

e Equipment Component/Accessories
checklist

e Estimated Cost of
Rehabilitation/Repair

e Inspection report

e Pictures (3 views)

For Waste Materials
e Inventory and Inspection of
Unserviceable Property (IIRUP)
e Pictures
Waste Materials Report

BE CERTAIN THAT THIS IS THE CURRENT VERSION BEFORE USING THIS DOCUMENT




Department of Public Works and Highways
Standard Procedures Manual

for Regional & District Engineering Offices Revision No: 1
Disposal of Equipment, Motor Vehicle and Waste

Materials

Issue Date: FEB 2 8 28”

Doc. Code: DPWH-SPM-EMD-06

Page No. 2 of 4

Process Flow

Inspect and Appraise
Equipment

v

Conduct Appraisal Review

v

Approve RDC Resolution
for Disposal

Review and Evaluate
Disposal Records

v

Conduct Inspection or
Appraisal

@

Responsible

RDC-TWG

EMD

RDC-TWG

COA

RDC-TWG

Regional Director

CDC Secretariat

CDC-TWG

Details

To ensure that DPWH recovers a fair return
from the disposal of its physical assets, the
TWG of its disposal committee inspects and
appraises the items included in the IIRUP.

The EMD shall lead in the inspection and
appraisal of land- and water-based
equipment as well as shop tools and
equipment.

Concerned RO requests technical assistance
from Commission on Audit prior to the
approval of the RDC Resolution for Disposal.
If the physical assets are from the Central
Office, the Central Disposal Committee
(CDC) requests technical assistance from
Commission on Audit (COA) prior to the
approval of the CDC Resolution for Disposal.

COA inspects and appraises disposable
physical assets.

RDC deliberates RDC-TWG Estimated
Appraised Value (EAV) with that of COA EAV
for Resolution approval of the Regional
Director.

CDC Secretariat reviews and evaluates
disposal records as to completeness.

CDC decides whether it shall concur with
the appraised values reflected in the RDC
Resolution for Disposal, or an inspection is
stil needed in order to appraise the
disposable physical assets more accurately.

If appraisal, CDC-TWG appraises the items
included in the IIRUP.

BE CERTAIN THAT THIS IS THE CURRENT VERSION BEFORE USING THIS DOCUMENT




Department of Public Works and Highways
Standard Procedures Manual

for Regional & District Engineering Offices Revision Nox: 1
Disposal of Equipment, Motor Vehicle and Waste

Materials

Issue Date: FEB 2 8 2017

Doc. Code: DPWH-SPM-EMD-06

Page No. 30f4

Process Flow

Recommend Mode of
Disposal of Physical Assets
thru: Sale, Condemnation,

Transfer, Donation, or

Barter

Approve CDC Resolution
for Disposal

Drop Property from the
Book of Accounts

!

End

4.0 Reference

Responsible

CDC

Secretary

District/Regional
Accountant

Details

CDC recommends the mode of disposal of
physical assets to the DPWH Secretary.

As a general rule, disposal shall be
conducted through sale by public bidding.
However, CDC may opt to choose other
disposal modes which the DPWH Secretary
may or may not approve.

For the Donation of Property, the approval
of the COA and the DBM is needed prior to
the execution of the donation

DPWH Secretary approves the CDC
Resolution for Disposal.

After awarding of the disposal to, or
transfer to another government agency, the
property must be dropped from the
accounts of the concerned office.

DO No. 34, Series of 1983: Creation of Regional Disposal Committee

National Budget Circular No. 425 dated January 28, 1992

Memorandum of Sec. Victor A. Domingo dated Dec. 1, 2009 & Dec. 12, 2009
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5.0 Records

Letter Request for Disposal

Inventory and Inspection Report of Unserviceable Property
Equipment Components/Accessories Checklist
Survey Report for National Equipment

Estimated Cost of Rehabilitation/Repair
Equipment Inspection Report

Pictures (3 views)

Waste Materials Report

Letter request for approval of equipment disposal
RDC Resolution for Disposal

Appraisal Report

Letter from Regional Disposal Committee Chairman to Commission On Audit

Appraisal Review Report

Notice for the Conduct of Public Bidding
Notice of Award

Tally-out Sheet

Invoice-Receipt for Property

Gate Pass
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1.0 Purpose

To define a system in checking equipment obligations of private contractors for rented or borrowed
equipment from the DPWH and turnover of equipment and motor vehicles procured using project

funds to the DPWH.

2.0 Definition of Terms

Good Running Condition refers to the state where subject motor vehicle and equipment is capable
of being used to its designed purpose and specified performance, and does not require any repairs at

the time of inspection or within the foreseeable future.

DPWH Property Code Number refers to the equipment code unique in every unit of equipment and
assigned by the Bureau of Equipment (BOE) for purposes of inclusion in the DPWH Book of Accounts.

3.0 Procedure

Process Flow Responsible

( Start )

Request Clearance for

Contractor/ Private

Details

The contractor shall submit a request of

Equipment and Other Entity/ clearance for equipment and other

Obligations obligations to the Regional Office.

Regional Office
A 4

Check as to Chief, EMD The Regional Office’s Equipment
Equipment JECCS Management Division (EMD) shall
Accountability and /AES coordinate with the implementing unit/office
Other Obligations thru its Equipment Custody and Control
Section (ECCS) for RO-implemented

Coordinate Turnover
of Equipment of
Completed Projects

@

DEO
/Administrative
Division/Section,
RO/DEO
/Finance
Division/Section,
RO/DEO

projects, and Area Equipment Section (AES)
for District-implemented projects.

For turnover of equipment from completed
projects, the EMD shall coordinate with
Finance and Supply and Property
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