\» - REPUBLIC GF wwmumne@ STy
NT OF PUBLIC WORKS AN. GHWAYS
OFFICE OF THE SECRETARY

MARNILA
April 28, 1988
DEFARTMENT DORDER) SURJECT: REVISED GUIDELINES FOR THE PROCUREMENT
’?kﬁ OF SUPPLIES, MATERIALS, SPARE FPARTS,
ND. _mmmﬁy EQUIPMENT, INCLUDING NON-FERSONAL
Serl_g of 1988 ?f SERVICES

In line with the Department’s policies to minimize expenditures
in current and stucceeding operations and considering that supplies,
materials, —spare parts, eguipment and non-personal services form an
integral portion of government resources, the procurement of which
should be undertaken in the most timely, economical and sffective
manner , the Ffollowing policy guidelines and procedures K
hereby reiterated/established for strict implementation and
compliance:

i. General Policies and Guidelines

1.1 All Requisitions For Supplies or Equipment (RSE =)

ahall be strictly bassed on the approved Annual
Frocurement Programs. An Annual Supplies and Materials
Frocuremant Frogram is an itemized list showing the

guantity, description and estimated cost of supplies
and materials required by an office for a budget vyear,
planned for procurement out of funds to be alloted to
said office/unit. An Annual  Eguipment  Procurement
Frogram is a comprehensive listing of the equipment
reguirements of each budgetary project to be procured
during the budget year through a comprehensive release
of allotments. The proposed Annual Frocurement FPrograms
shall be submitted at least 3 months before the start
of the snsuing calendar year (on or before September
20, of each vyear). The Annual Procurement Frograms
shall be approved by the Officials concernad.

~

.2 ALl procurement shall be centralized with the Supply

and Froperty Managemsnt Division in the Central
Office, with the Administrative Division in  the
Regional Offices and with the Administrative Section
in the District Engineering Offices. Mo Reguisition

for Supplies and Eguipment (RSE), FPurchase/Work Order,
Request for Obligation of Allotment, and Disburssment
Voucher shall be approved unless properly coursed thru
the procurement office concerned.

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

1.4 Subject to existing rules and regulations, byl k
purchasing for commonly-used items shall be strictly
enforced on a guarterly basis.

1.5 Splitting of requisitios, purchase/work order 1S
strictly prohibited.
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Negotiated Purchase'’

Fursuant to the provisions of Executive Order No. 301,
Series of 1987 and othar existing laws, rules and
regulations, negotiated purchase may baundertaken in the
following cases

2.1 Emergency Furchases in accordance with the
provision of Executive Order No. 3032, series of 1940
and subiect to the conditions set Fforth under
section 4 of this order

2ez Direct purchase from reputable manufacturers  or
their duly authorized, registered  and  licensed

exclusive distributors under Fresidential Memorandum
to all Cabinet Members dated April 22, 1271 and
Joint  Memorandum Circular of the DEM, DTI and C0OA
dated October 1, 1287

2.3 Direct Purchase from an agency of the government,
such  as  the Frocuremsnt Service (F5),  RMNMational
Frimting Office, Mational il Corporation,
Fetrophil Corporation, and the likes, in accordance
with existing rules and regulations:

24 Furchase thru Repeat Order subject to existing rules
and regulations;

2.5 Purchase of books  and  obhee prdnted remacld nig

materials thru the National Librarvs:

e MNMegotiated Purchase whenever ths suppliess under
Frocurement have been unsuccessfully placed on bid

tor  at least two consecutive times, sither dus Lo
lack of bidders or the offers received in  each
instance were erxorbitant or non-conforming  to
specifications; .

=

2.7 Negotiated purchase in cases where it iz apparent
that the reguisition of the needed supplies through
negotiated purchase is most advantageous to  the
Department to be determined by the JSecretary.- o
L

Simplified Public Bidding

In  the interest of public service, simplifisd public
bidding may be undertaken in the following cases:

3.1 SBealed Canvass by the Sub-Frequalification, BEidding
and Awards Committese (Sub-FRACY, reconstituted under
Section 11 of this Order, when the items and amount
involved are as follows:

a. Supplies, materials, S ar® parts, office
equipment and non-personal services involving an

A

S
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anount not excesding B1O00,000, 00 per requiéitioﬁ
in ""the Central Dffice, * BS50;000,00 in . the
FRegional Offices and B25,000.00 in the

District Offices;

bh. Supplies, spare parts and non-personal  services

T o land based construction and maintenance
equipment  involving an  amount not exceading
E300, 000, 00 per  requisition in the Central

Office, BI50,000,00 in the Regional Offices and
BTE,000,.00 in the District Offices;

c. Supplies, spare parts and non-personal  services

Far dredges and  other floating equipmant
involving an amount not exceeding BS00,000,00 per
regquisition in the Central ffice, RISO,000.00

in the Regional OFffices and BLE2E5,000.00 in the

District Mffices.

Seal ed Canvass 1) the Central OFffice by the
Supply and  Froperty Management Division with

the participation of the end-users concerned and  to
be witnessed by a COA representative i+ the amount

g T

involved is not more than B25, 000, 00,

Emergency Furchase

4.1

4.2

Emergency purchase shall be allowed only where the
nesd for the supplies, materials, furnitures,
@quipment, spare parts, or repair of an eguipment is
exceptionally wgsnt or absolutely indispensabls to
prevent immediate danger to, or loss of, life and/or
property, or avold detriment to thse public service
as  certified by the end-user and approved by highere
authorities.

T

Emergency purchase shall only be rted to if the
total monthly expenditure involved for  emergehoy
purchases doss not excesd 4% of the guarterly MOE
allocation for supplies and matsrials of @ach
organizational unit of the Department. e ey
purchases in  excess of the 4% ceiling 1all  be
sub ject to  approval by the Sscretary. The 4%
ceiling shall be monitored by the Accounting OFfices

Ir ordar to Ffacilitate the proocuremsnt thiru
SMErgency purchasa, all organizational ik

concerned are heraeby authorized to maintain  their
respective Fetbty Cash Fund out of thsie MOE fund

allocation in  the amount of B3, 000,00, For  this
pPUrpose , they shall designate thsir respective

Special Disbursing Officers to handle the same under
the supervision of the Chief Cashier concerned. The
Fetty Cash Fund shall take care of the need for
suppliss, materials and spare parts needed by the
office in its day-to-day operations subiect to
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, Secretariat Services. for ‘tHe Sub-FBAC shall be provided By
the SFMD 10 the Central Office, . Supply and Froperty Section in
the Regional Office, and the Administrative Section in  the

District Engineering O0Fffices.

The Committeses are likewise authorized to avail of the .
services of any  employee or official of this Department  in
pursuing their assigned tasks.

All previous Department/Ministry issuances inconsistent with
the provisions of this Department Order ars hereby desmed
modified or superseded accordingly.

This Department Order shall take effect immediately.

v | /’”ﬂ“\>

J. NERY|FERRER
Saoratary
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