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SUBJECT: REVISED GUIDELINES FOR THE PROCUREMENT
OF SUPPLIES, MATERIALS, SPARE PARTS,
EQUIPMENT, INCLUDING NON-PERSONAL
SERVICES

In lin~ with the Department's policies to minimize expenditures
in ~urrent and sGcceeding operations and considering that supplies,
matErials, spare parts, equipment and non-personal services form an
integral portion of government resources, the procurement of which
should be undert~ken in the most timely, economical and effective
man er, _he following-· policy guidelines and procedures are
hereby reiterated/established for strict implementation and
compliance:

1.. General Policies and Guidelines
1.1 All Requisitions for Supplies or Equipment (RSE's)

shall be strictly based on the approved Annual
Procurement Programs. An Annual Supplies and Materials
Procurement Program is an itemized list showing the
quantity, description and estimated cost of supplies
and materials required by an office for a budget year,
planned for procurement out of funds to be alloted to
said office/unit. An Annual Equipment Procurement
Program is a comprehensive listing of the equipment
requirements of each budgetary project to be procured
during the budget year through a comprehensive release
of allotments. The proposed Annual Procurement Programs
shall be submitted at least 3 months before the start
of the ensuing calendar year (on or before September
30, of each year). The Annual Procurement Programs
shall be approved by the Officials concerned.

1.2 All procurement shall be centralized with the Supply
and Property Management Division in the Central
Office, with the Administrative Division in the
Regional Offices and with the Administratlve Section
in the District Engineering Offices. No Requisition
for Supplies and Equipment (RSE), Purchase/Work Order,
Request for Obligation of Allotment, and Disbursement
Voucher sh~ll be approved unless properly coursed thru
the procurement office concerned.

1.3 In general, purchase of supplies, materials, spare
parts, and equipment, and availment of non-personal
services shall be through public bidding.

1.4 Subject to existing rules and regulations, b~lk
purchasing for commonly-used items shall be strictly
enforced on a quarterly basis.

1.5 Splitting of requisitio~,
strictly prohibited.

purchase/work order is
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, ' 2. Negotiated Purchase'

Pursuant to the provisions of Executive Order No. 301,
Series of 1987 and oth~r existing laws, rules and
r- (~gu 1at ions, negot i at.ed pur'chase may' btl un del"t.cOl ken in t.he
foIl ow i nq .ca~;es

2.1 Emergency Purchase in accordance wit.h the
provision of Executive Order No. 302, series of 1940
and subject. to the conditions set. forth under
section 4 of this order;

2Q2 Direct plJrchase fr'om r"epLltable manufactLlrer"s or'
their duly authorized, registered and licensed
exclusive distributors under Presidential Memorandum
to all Cabinet Members dated April 22, 1971 and
Joint Memorandum Circular of the DBM, DTI and COA
dated October 1, 1987;

2.3 Direct Purchase from an agency of the government,
such as the Procurement Service CPS), National
Printing Office, National Steel Corporation,
Petrophil Corporation, and the likes, in accordance
with existing rules and regulations;

2.4 Purchase thru Repeat Order subject to existing rules
and I"'egulat.iems;

Pur'chase
matE~I'"ial s

of books and ather printed
thru the National library;

ro ad i nq

2.6 Negotiated Purchase whenever the supplies under
Procurement have been unsuccessfully placed on bid
for at least two consecutive times, either due to
lack of bidders or the offers received in each
instance w~re exorbitant or non-conforming to
SPE!Cif i. cet ions;

2.7 Negotiated purchase in cases where it is apparent
that the requisition of the needed supplies through
negotiated purchase is most advantageous to t.he
Depar·tment to bE? deter'mi ned by' t.hc=:,jecretaqi,.' ,..',
~::(

3. Simplified Public Bidding
In the
biddinq

interest of public service, simplified
may be undertaken in the following cases:

public

3.1 Sealed Canvass by the Sub-Prequalification, Bidding'
and Awards Committee (Sub-PBAC), reconstituted under
Section 11 of this Order, when the items and amount
involved are as follows:

a. SuppliE?s,
equipment

materials, spare parts, office
and non-personal services involving an
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anount not
in' '.tne
negional
Di !:itr'ict

'(::Of': ceedi ng
Cr,mt.r·al

Offices and
Offices;

~100,OOO.OO per requi~itio~
Office, ~50;OOO.OO int.he

~25,OOO.OO in the

b. Supplies, spare part.s and non-personal services
for land based construction and maintenance
equipment involving an amount not exceeding
~300,OOO.OO per requisition in the Central
Office, ~150,OOO.OO in the Regional Offices and
~75,OOO.OO in the District Offices;

c. Supplies, spare parts and non-personal services
for dredges and other floating .equipment
involving an amount not. exceeding ~50o,boo.oo per
requisition in the Central Office, ~250,OOO.OO
in the Regional Offices and ~125,OOO.OO in the
District Offices.

3.2 Sealed Canvass in the Cent.ral Office by the
Supply and Property Management Division with
the participation of the end-users concerned and to
be witnessed by a COA representative if the amount
involved is not more than ~25,OOO.OO.

4. Emergency Purchase

4. 1 Emergency purchase shall be allowed only where the
need for the supplies, materials, furnitures,
equipment, spare parts, or repair of an equipment is
exceptionally ~rgent or absolutely indispensable to
prevent immediate danger to, or loss of, life and/or
property, or avoid detriment to the public service
as certified by the end-user and approved by higher
au t borI ti ('?~5.

t'.

4.2 Emergency purchase shall only be resorted to if the
total monthly expenditure involved for emergehcy
purchases does not exceed 4% of the quarterly MOE
allocation for supplies and materials of each
organizational unit of the Department. Emergency
purchases in excess of the 4% ceiling shall be
subject to approval by the Secretary. The 4%
ceiling shall be monitored by the Accounting Offices.

4.3 In order to facilitate the procurement thru
emergency purchase, all organizational units
concerned are hereby authorized t.o maintain their
respective Petty Cash Fund out of their MOE fund
allocation in the amount. of ~3,OOO.OO. For this
purpose, they shall designat.e their respect.ive
Special Disbursing Officers to handle the same under
the supervision of the Chief Cashier concerned. The
Petty Cash Fund shall take care of the need for
supplies, materials and spare parts needed by the
office in its day-to-day operations subject to
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I iqu..~d a t. i on dF',d 1'" ~.~pI F~ni !"I ImE~nt . F.:~mt:~r-·(J en c: Y purt: h'<3.s\t:!'
in excess of P3,ooo.bo but not exceeding P25,OOO.OO
may be effected on a Cash-On-Delivery (COD) basis,
!::; '...1b j I;:,! c t. t:o c:~~<i ~:;t. :i. '''i q <':'1C C U 1...\1'\ t:. :i. n (J ,':\n cl <001.i.J d 1. t·. i n 'J I" :...\:L F-! '::3
,:~nd r f::~(J ul 0':\ t. io ,.\'::;n

4.4 All emer(Jency purchases for reimbursements shall be
subject to open canvass for price verification. In
c ·'':1 :::i t,~~:;:,I'! h Eor- f:.':! t:. h Eor· (.:~ :i. ::3 .:::;t. ill t; i in c' t·. U C 0 ,..\ d U. c t; 0 P C0 ''',

canvass before an emergency purchase is resorted tu,
'1.::h (-;~ C ";\1'1 v "J.!::;~:; ,::,i'\ i:~.lI h c" c or: d uc t ('"d by .::'<.1...1t;h or" i ;.:.:(·c.'d
canvasser(s) of the prucurement office concerned.
Ahstract of Canvass shall be approved by the
official concerned in accordance with the Omnibus
DE:~I E:'(] i:!. t: :i. 01"1 o f PiLi. t: h or- i t; Y CI.nd :;o;h.:::\1 1 b (.::~: U.st:'c! i n

undertakin(J the emer(Jency purchase.

5u Participating Bidders

Only suppliers duly accredited bv the Department
shall he invited to participate in the biddings, unless
there is no sufficient number uf accredited suppliers for
the item/s to be bidded or the offers received In each
il·")~~·tal··l(::e wel'~e ex(:)r~I:)ital·1·t? r·1(::)r·)-·-(::(~j-lf(::~I'··fll:i.I·1g t(:)
specifications, ur were not the most advantageous to the
DE'P <:;\1'" t:. men t..

6. Bidder's Bond

('I i.J :i. ci d (..::,r'· I ~:; b CIn cl :i. i"', t.l·) ("~ + U I...· In u·f : ':::'.'" h b (J!"i ci :::)i"

C;d';,; h :i. C'!," I ~::;./ 1'1.:::\n a. CJF'I ...· .' ~,; L! i c·"c: k d I'" a.V·' I"', ·f I'"~D •..n i:!. '''', .:) c: C E! pt. d b 1 (.,.! b .:':l. ''''j k
based in the Region where the puhlic hiddin(J./sealed
canvass is cunducted, equivalent to 2.5% of the tutal
bid price shall be required if the total amount
i n \/ [) 1. \1 f.:·~ci :i. ~~;. liit:? ~.::i , () <) ()" () () C) Jr. '::·:t b C) v' E':~" {:i I/..! :i. 1""'}r"i :1. roo: (:.1 b i cl c:l E' (. !l,) h C)

r'·E7~·t":L\~::;'I::':.!~:; t.~C) ~:·:\c:c::{:.:·!pt:.t:.hr~ ~:::·~V'J<·:·:\lr.c:l !;·Ji "i:.:h(JLlt:. ju.~:::.t:.:i.+:i. ,:;·:·!.hl (::.~ r·F.::'a.~::~c:)r·:('::';)
~~;Ilal:l. ·f(:)l'···fe:i-t ll:i~; I:Jj.(::I(:ier'i5 !:)CJll(:i ant] ITlay 1:)0 !::)ar'r'8(:J ~:r"(::)m
p ,':\I" t. :i. c: i p co•.t; i "1 CJ in ( ) r, I \ ( -r: ·f ut; U.I'·· E' bid cl i :",I.,:] ':;. "

invited supplier, duly accredited by the
fails tu submit his hid offer for three

!../! C) j .... (:;:.:.C) \/ C~·:'1·..· ') ••i.:.":\ l""l

:0 I::':'! p {·:·:·l.I···· t:. iii(.::.:n t.., i..L.j I""~()
( ::::~) c:: o r'"j -::j. (.::..;c:: l...!. "1::. :i. \/ [::'

titJleS~i wit~t(:)Lj·t jLlsj.ti1:iaJ::,:I.e r~ea~3(:)I-~(~~;)fY12Y 1:)2 ~~;{~lIJ.je(::·te(:i ·t(]
aIJpr~ol:)r·j,a·te acJnl:i.l-listl'··a"t:i.ve ~;al··lc:·ti(::)I··l(S) ~_l ..J J.,~ cJeter'fTl:il"lP(:J
h y P ,r. C) p (;1 r·· d U '1.:.1\Ci (. :i. 1.':. Y n

-i". Inspection of Deliver--ed Items

I··.·.,
I. .' Y

F'I'" C) C U 1". E!m c·! ,"\ t:.
inspected by authorized representativt:
F' j'". C) c: Ll r'· E: in l-:?n ·L. C)+ -F :i. C L' 'i C:(.)HI P .;:~r" (:):1. :I. ~:.::r: ':::~j.", i p ·i~:.!"": 0

r-"i~'::\n ,;.:\(J E:'i"J',C':'I"'1t.: CJ-f of .i. c: \:'.::'~:::. ·:·.:i.I"\IJ ·f· r: e/i'l: l, i '.,E! Z.;·~:"'}c! ..~t.l. ~:: !.:.? I'" c: C) 1""1c: F~! . fi (.:.:.}d "
I n ':::~p (:~!c t; i C) n h './ (';";\,.\ ~/ c, ';"'.1: '.'.;.'r: l: c-:~i::I.(O CJ r" ;"0) \/ ·t. h c.' C~CJ {'":·r r:~E' ~~~:i. c! [:.:'i"i t·.

. (~)tJ d i -1:.'. (J j'" ! ~::; T E·:'I.:.: h n :i. c: E;~ 1 F:'j .... LJ P F:' il"· :':Y' I n ~:;Pi:..:t:: i. c:.1"· (::,;) -f () r·· d C~ 1 i \,/(7.-~lJ"· :i, i::':'! :::;

c:>.i'ICiun t:. i n q t; o I;ii~:i !VI:i.:1 1.:i. uri i::\ n d l:.i (.,~1 CiV4 '; ::::.h i::i.::' :1. b (::; c::()L)I .d i ._-
1", i:j.t:. Fj C.! wi t I"! ·i:. h c:' ::::'I'" DC: u r C",1\ 'C"!, I t. n·f + :i. c: ('C':! "

ll·
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\.- .'Stocking of belivered,Items

Quarterly-procured/delivered items in the Central Office
'::;hal J i::> E" ~:;t. DC k F~d ,::\t t; h '::'~ ~::;Ft· ID (I,!<'::lIr. E! hot..' ~;:i(.::c• I n f;: E:' (J i ori ':".l .""'.n ci
D i ~,:;-1:.:"'. :i. c: -1::. O·f f :i. c E' ~',i, d (:;:,1 i \i .;,.:~1". (':::'cl :i. t. EO'In~" ~::;h Ed J 'J I:I. i. .: 'q i ',;E! ~ b c: ~,;t or ('.:.~d
.''It. thE~i 1'''. jr'e';:"p E'C:t. :i. ve" \"j ,::\I'"E:,I'1 UU.<::'('''·:;:;• HOItJE:V("I'" ~ ,,:;t.(JC k i r"jq In.:"ly u (.::,

d F! C E"n t; j'" i'l I :i. ;.~ (':' <::1, P r- 0 \1 :i. dE:' d u·f + :i. c E' '" C 0 ;'1 .:::(,:.~j'" n [0'd h ,J. \/ c:' ad C' qUi:;'. t (,'
space for thS purpose, otherwise, end-users shall draw their
monthly requirements frum their respective central
V-·J i-~:'.I"'· {.:.;~h C} Ll ~::) (?:.\ ~;:~ •• I n i:"\ 1 1 c:: C:i.~::;E'~:~;. lJ .:~;. 1.:: o c: k :::) :~;h C) u.l d n C) t; E::';'~ c:E·.' F.~d t;h(':'~
average quarterly consumption level.

9. Payment of Delivered Goods and Services

delivered (Joods and services shall
workinq days upon submission of

111':'\f I", 1t·.1 I t; h :i. i"}

~;:;\..I.P pOI'" t:. :i. I"'I'J

10. Budgetary Allocation

Th E' Cumpt'·..·o11E't ..·sl'ji p <J.f: d F :i. ''''1 ai"':c:ia.l 1"1';:'.r·} D.I;)(·:;~m(·::·~nt. U-r·f i c: ('"<:,,
concerned are herehy instructed to furnish all
or(JanizationaI units their respective MOE fund allocations
on a quarterly/yearIy basis for purpu"es of monitoring the
status of their funds.

11. Expansion of the Scope of Responsibility of SPBAC on
Sealed Canvass

T h t:" ';:i c: U p C~ c:H~ I'" C~~;:>P (J r"l~;:;:l!') :l I i t; 'y o ·f '1::. h '::.:' b u h .....F: :i. c:fd :l n q iU"1ci (': 1,'1<': .•.1·..·d ~::,
Committee c~eated under Ministry Order No. 61~ dated 5
I)e(::erT~t:)er" :L9E~6, i~~5 !-ler~et)y e~<r:)a!"lde(j ·tC) :il~l(:::].t ..l(::le
prequalific:atlun uf prospective suppliers in the OrWH and
,::i. c: c: o 1'''.cI :i. n lJ 1. 'Ii ."l.I"· C! t; C) I::JE:! 1'" C! i"l "': in '::::'c:! ~~:;1...( h···· F' 1'''.e •....11...1 .,:\.1 :i. + :I.c:: a. '1::. :i. un 'J F:i cI din (J
and Awards Committees (buh-PBAC) and reconstituted as follows:

:1.:1. .. 1 In '1::.1"1':" CE~nt:I·<::'.1 C)'fficF:':

<':'. •. C:~h .:::'.:i. r iff a n !J'/ t:.h(·:-::i
j ur- :i.. ;::~"....

{:"lj.c:tj.(:)I'l (:)ver~ Adrrlil-·l:i~~·tr··a·tj.(:Jj·1 ('l:\")0
Chairman shall be at least a
::::)(:'1' vi c::E:' Ch i E!+ ) ..

t(.:J l::le (:je~~5iYI"late(:1 I:)y -tl"l8 A~:;~:;i~~~;·t01·1·t
~~e:.::r~etar~y 'f(Jl~ AC:!fnil··lj.~;·tl'~2·tive aj~(::!
Manpuwer Management.

t€::) 1:)2 (.!p~5:i.gr·)dte(:! I:)y ·tl"lP A~~;~~:i~~·t31·1·t
r) f:':' ( : I···· E'~"1::. ,'::t l": ';/ ·f c, r···· 1..... C) !Tt P -r: '. o I 1. c:~r ~:;}h i p .:.:.;'t r'! c:l
F' :i. n .C:\"1 c::i .:,,.,.:L ""j ':::". r'j a. q (.",mE·:' n t:. "

t(::) !::>e cle~;}i.gl··)ate(:j l::)y ·tl··lP A~~;~~~:i~~·t2J·lt
F~(.:..:.( : j •..• (.~~. t...~':':'l.l'" .'1' of C) I·..· .. [.:.~(J .~:l. :\. f::-:J'):: + .~':i. :i. I...· ';~; ••
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f. Witness/Observer Non-Government Organization
t~:f.·~P1'-'E~!:iE~n t. ,'.\t i VE>

(NGO)

The VicE> Chairman and all members shall
Division Chief to be desionated by
Secretary concerned.

11.2 In the Regional Offices:

Assistant Regional DirE>ctor for
{idmin i!:,tr'at:.i01"',

b. Vice-Chairman Chief, Administrative Djvision
c. l"IE!mbf'.'t ..· Chief, ComptrollE>rship & Financial

1"lq t, D i v:i. !,; :i. on

~1f.0nic>t"'L.2(jdl
FiE'IJi on a I ()f·f iCE')

End-User Representative

f. Witness/Observer NGO Representative
II .:::)In the District Offices:

<::I •• Cildi rm.an Asst ..~istrict Engineer
h.

L.

d. - Chief, Con~truction or Maintenance
SE~et :i. 0"", (NDt c:):: 1·[ t.h E! I'" E)CJ u.i.!::;:i. _.
t. :i. o n E~ r- i '..~)··F r" C) rn t: h F:\ !VIEl :i. r 1 t', F.~n ~;':\n r; c:·~
SectiDn, the Chief of the Construe
t :i. CJn f::; (," c:: t·. :i. 0 I" ~::;h ,:::d. 1 '::.:i. t. ,':'>. ~:; mE' ml::H-:,) t..· ,

u(· vi Cf':)--VE'j"·"::ic;\.)

End-User Representative
of •.

In cases of prequalifying suppliers for
Cornfll i t; -r:. E!f"~:> (F;u!J "'-F'B('~C) (1'1<':\ Y :i. ,', v i t; c· d t. c::·(: i', 1"1i c C\ 1 m'::l.il,
Eq u i p iIIf:!n t; ClI'" IvIE)C h an :i. C ,,11 E,n q :l 1'1(":'(:,·~t"·'J Ii,jh U VJ:i. I I ~:>:i. t.: i::l.·:::>

r'·ql...l:l pl'l"I(-.'"nt ~
p 1'0, F'~f F'~jr. 1:::* I:J1 \/

fnE·~(nb c-:~r""Ii

th,::~
0),1'"

T h E~ p r Li c; t:·:· L:\d .i. I'j 'J ~:; u -f! .. : ) i::~ h u j,J .... F' F!PI C ~,~j') i c:I", ,:i \",,.:1.1:1. L (:0' c: o 1",c.IU ct. c'c:i ,,-..i:.
:I. f,,!a !::i t. t ~'J:i.c.C' d ~'.JE·'uk CJI'" i:\ ~:> 0 + t C'II i:.\ ';;:, I \ E,~t.. f.,) ~:;; <;;; i::'11'" '/ '::,;h i.':1,],:I. b E~ V,:l t. 1'\ (.'" <:" '", c.: •...:i 1:':1../.
a representative ft'om the eGA Resident Auditor's Office.
E>l..lPP 1 i i::~t···~~;('::lnd r:{:l clc:lf:·.'lr.J~;) c:c)nCl::~I""I"IC"'c! H:r::';.y bE~ i:.:\l J cJv-~f,:~cl ,_,. i;~:i.t.l'if-~·~~:;;~::;/c'1.t:t(-:.:r"ic:l
the sealed canvass.
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Secretariat Servicea. for'tHe Sub-PBAC shall be provid~d
t~e SPMD -in the Central Office, Supply and Property Section
the Regional Office, and the Administrative Section in
District Engineering Offices.

by
in

the

The Committees are likewise authorized to
services of any. employee or official of this
pursuing their assigned tasks.

avai I of thE"~
Depar·tm€.~nt. in

All previous Depart.ment/Ministry
the provisions of this Department
mo~ified or superseded accordingly.

issuances inconsist.ent wit.h
Order are hereby deemed

This Department Order shall take effect immediately.

I'
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