J o the Future, Ei Salvador:

DIVISION MEMORANDUM
No. AL 52018

To: ALL EMPLOYEES
N
From: AGUSTINES E. CEPE, Ph.D., CESQ
Schools Division Superintenden
Subject: Procurement of Goods Charged to Capital Gutlay Fund
Date: March 09, 2018

1. This is to inform all employees that per new guidelines, all the Procurement of Goods

charged under the Capital Outlay fund of schools shall be processed by the Division Office
c/o the BAC Secretariat.

2. To fadlitate prompt action on such requests, all employees who are in charge or involved
in such procurement are hereby requested to follow the enclosed Process Flow.

3. For information, guidance and strict compliance.




PROCESS FLOW FOR PROCUREMENT OF GOODS (CAPITAL OUTLAY)

School submits the necessary forms to SDO

*SDO- Schooks Division Office

1. Requisition and Issuance Slip
(RIS)
2. Purchase Request (PR)

hat

Canvass (at least 3) It

1. Abstract of Quotation
2. BAC Resolution
3. Purchase Order
Note: If above 50k, must be posted at
PhilGEPS before preparation of above docs

BAC Secretariat prepares the ff documents:

BAC reviews and signs the Abstract of
Quotation and BAC Resolution

All documents are in
order

Telefax: {088} 555

0475 | Email: elsalvador.city@deped.gov.ph | Address: Zone 3, Poblacion, Ef Salvador City
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— BAC Secretariat reviews the form I

~ *BAC- Bids and Awards Committee

Are all forms

YES present and
fpm——
' properly filled
out?
NO
Return to School wfo action

NO

——( SDS returns all documents to

BAC for appropriate action

*3DS- Schools Division Superintendent




-.continuation on the PROCESS FLOW FOR PROCUREMENT OF GOODS (CAPITAL OUTLAY)

' . NO i
All documents are in . SDS returns all do_cumen?:s to
order BAC for appropriate action
#5035~ Schools Division Superintendent
YES
SDS reviews and signs the following: Accountant certifies availability

1. Abstract of Quotation — | Of Funds and affixes signature in

2. BAC Resoclution - the Purchase Order
3. Purchase Order

*5DS- Schools Division Superintendent

Liaison Officer delivers the
Supplier signs the Purchase Order 4—— 1 Purchase Order to the Supplier
. : for Signature
, BAC Secretariat forwards
Cash on Be_jlvery -N—Gb papers to Accounting Unit for
(con)s Processing of Payment

Telefax: (088) 555-0475 | Email: eisalvador.city@deped.govph | Address: Zone 3, Poblacion, B Saivador City
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~.continuation on the PROCESS FLOW FOR PROCUREMENT OF GOODS {CAPITAL OUTLAY)

" Cash on Delivery
(cop)?

YES

BAC Secretariat forwards papers {o Inspectorate
Team and/or Accounting Unit
(to Kenneth Angel B. Guillena)

Accounting unit processes payment to Supplier

Cashier prepares Cheque or documents for
payment via ADA to the Supplier

*ADA- Automatic Debit Account

. fa. ) 55 idr_itvd.govh i Address: Znne , PobioSar

NO

BAC Secretariat attaches Charge
Sales Invoice from Supplier and
forwards papers to Accounting
Unit for Processing of Payment

A. Supplier delivers the items

B. Liaison Officer claims items from

procured and paid to the Supply
Office

the suppliers

Inspectorate Team prepares and
submits Inspection and
Acceptance Report (AR}




