DILG - REGION 12 (SOCCSKSARGEN)

QUALITY QP-R12-FAD-19
PROCEDURE (QP) et GDve | e

D

O FAEE:

1of 3

PROCEDURE TITLE | PREPARATION OF CANVASS, PURCHASE ORDER AND IAR
SCOPE This process starts from the preparation of Canvass Form, Purchase Order and ends with the
Inspection and Acceptance Report.
PURPOSE To define the Steps in the Preparation of Canvass, Purchase Order thru Shopping, Public
Bidding and Negotiated Procurement (Small Value Procurement)
PROCESS DESCRIPTION
INPUT PROCESS ouTPUT
Approved Activity PREPARATION OF P
Design PR with RFQ/RIS CANVASS, PURCHASE Acceptance Report
END USER ORDER AND INSPECTION - INTERNAL
AND ACCEPTANCE REPORT . CONTROL LNIT

DESCRIPTIVE STATEMENT:

This process starts from the receipt of the Approved Activity Design, Purchase Request with RFQ/
RIS for the preparation of canvass, Purchase Order (PO) up to the Inspection, Acceptance and
Delivery of Goods to the End-user.

Sl\t]ep Responsible | pp 6 pss/acTIVITY Details References
0. Personnel
1 BAC SEC (RO, PO | Submit the Approved Supply section e Logbook
and CO) Purchase Request for the staff/Supply Officer | Logsheet gdrive
preparation of canvass designate receives,
form record and forward to
Supply Officer
2 Supply Evaluate PR and Prepare canvass e Logbook
Officer/Designate | accomplish the canvass forms for shopping
(RO, PO and CO) forms procurement
Distribute canvass
form to different
suppliers
Collect duly
accomplished canvass
form
If deficiency is noted, | Logbook/
return to the end user | Google drive
for appropriate action.
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Step | Responsible | pp ., pos/acTIVITY Details References
No. Personnel
3 Supply Forward the filled out = Submit filled-up and | Logbook and gdrive
Officer/Designate | canvass forms to BAC Sec signed canvass form
to BAC Secretariat
within 3-5 working
days upon receipt of
the PR..
BAC Secretariat Consolidates Abstract of = Forward required
4 (RO, PO and CO) canvass form decimerits for the
preparation of PO
= Prepare Purchase
Order
Supply Deliver PO, NTA, x Dehiger thg PQ5na Logbook /Google
5 Officer/Designate | Contract Agreement, & atherapplisable drive
NTP dgcurpent§ to
winning bidder
(shopping, SVP and
Public Bidding)
6 Supply Conducts inspection for e Prepare Inspection and |e Logbook/Google
Officer/Designate | the delivered goods and Acceptance Report, Drive
and ICU (RO, PO services Obligation Requests,
and CO) Disbursement Vouchers
and attached necessary
documents (Charge
Invoice and Delivery
Receipt) and forwards
to ICU
7 ICU (RO, PO and Sign 1IAR

o)

Affix signature and
facilitate the signature
of the end-user and
forwards to budget
section for payment
(Refer to QP-R0O12-
FAD-2)
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PROCEDURE (QP) o | toont | 3or3
Step | Responsible | ppocEss/AcTIVITY Details References
No. Personnel
8 Process Owner Retain records e Update the Process e Process Summary
Summary Log Log Sheet
Sheet/GDrive e Masterlist of
Records
Definition of Terms:

PR- Purchase Request
PO- Purchase Order
NTP- Notice to Proceed

Legal References:

e COA Circular No. 2009-01 Subject: Restatement with amendment of COA Circular 87-278 and COA
Memorandum 2005-027 re: Submission of copy of government contracts, purchase order and their
supporting documents to the COA

e RA 9184 (An Act Providing r the Modernization, Standardization and Regulation of the

Procurement Activities of the Go,

Prepared by:

ALLAM N! M S.
P GIL.

l Reviewed by:

LAILYN A%, CESE

érnment and for other purposes.

~

| Approved by:

ess Owner
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R
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/ Regional DWr
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0-QP- R12 FAD- 19
QUALITY ) e
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OFFICE FINANCE & ADMINISTRATIVE DIVISION - SUPPLY SECTION
Lkl REQCETURE PREPARATION OF CANVASS, PURCHASE ORDER AND IAR
Key Performance Indicators (KPIs) Applicable Documents
] , Frequency of Responsible for (e.g. Tracker,
Function Objective Target Indfgatorl/- Fo}gnula Monitoring Results Monitoring Monitoring Log Sheet,
(if applicable) Report, Memo, etc.)
e Preparation of Canvass | ¢ PRs received before cut 80% o Total number of PRs received before cut off time | e Monthly Supply Officer e Monitoring logsheet
and Purchase Order off  time (4:30PM) canvassed within 5 working days
canvassed  within 5 x 100
working days. Total no. of PRs received before cut off time

e  Total number of abstract of canvass received before

e Abstract of Canvass 80% cut off time prepared with PO within the day w/o
received before cut off error
time (4:30PM) prepared x 100
with PO (for 50K below) Total no. of abstract of canvass received before cut off
within the day w/o error time

e Fully delivered goods

and  services  per 80% o Total number of fully delivered goods and services
approved PO prepared per approved PO prepared with AR within 3 working
with IAR within 3 days

working days upon x 100

receipt from supplies Total no. of fully delivered goods and services per

ﬁroved PO

ed by: Reviewed by Approved by:

Prepar

.
/

. DE} . SULOL LAILYN A“ORTIZ, CESE REYNALD'O M/ BUNGUBUNSE, CESO IV
Proggess Owner D1V1510n/Ch1ef / Deputy QMR Regional QMR /ﬁegional Director )
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DILG - REGION 12 (SOCCSKSARGEN)
PROCESS QUALITY MONITORING AND QME-QP-R12-FAD-19
EVALUATION (QME) e Nen i
OFFICE FINANCE & ADMINISTRATIVE DIVISION - SUPPLY SECTION
PROCEDURE TITLE PREPARATION OF CANVASS, PURCHASE ORDER AND IAR

1. PRsreceived before cut off time (4:30PM) canvassed within 5 working days.
OBJECTIVE STATEMENT 2. Abstract of Canvass received before cut off time (4:30PM) prepared with PO (for 50K below) within the day.
3. Fully delivered goods and services per approved PO prepared with IAR within 3 working days.

CURRENT PERIOD

INDICATORS Month | Month | Month | Month | Month | Month | Month | Month | Month | Month | Month | Month

Jan Feb March | April May June July Aug Sept Oct Nov Dec

Objective 1: PRs received before cut off time (4:30PM) canvassed within 5 working day.

A | Total number of PRs received before cut off time canvassed within 5

working days

B | Total no. of PRs received before cut off time

Formula:BA il Target Result: 80%

D | Gap Analysis: (In case the objective is not met, put your analysis why it is

not met)

Objective 2: Abstract of Canvass received before cut off time (4:30PM) prepared with PO (for 50K below) within the day

A | Total number of abstract of canvass received before cut off time

prepared with PO within the day

B | Total no. of abstract of canvass received before cut off time

Formula: A x 100
B

D | Gap Analysis: (In case the objective is not met, put your analysis why it is

not met)

TOTAL

v

Target Result : 80%
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DILG - REGION 12 (SOCCSKSARGEN) Document Code
PROCESS QUALITY MONITORING AND QME-QP-R12-FAD-19

EVALUAT]ON (QME) 00 10.01.17 20f 2 |
INDICATORS Month | Month | Month | Month | Month | Month | Month | Month | Month | Month | Month | Month

Jan Feb March | April May June July Aug Sept Oct Nov Dec soTal

Objective 3: Fully delivered goods and services per approved PO prepared with IAR within 3 working days

A | Total number of fully delivered goods and services per approved PO

repared with IAR within 3 working days

B | Total no. of fully delivered goods and services per approved PO

Formula: A x 100
B

D | Gap Analysis: (In case the objective is not met, put your analysis why it is

not met)

Target Result: 80%

Note: For unmet targets of two (2) consecutive periods, concerned Deputy QMR initiate correction and corrective action using the Corrective Action Report (CAR) and attach it to this form.

Prepared by: Noted by:
Process Owner 5 Deputy QMR
Prepared Reviewed by: Approved by:
ALLAMEN T . PANGILAMEN DF/{\I IS T. SUCOL LAILYN %Iz, CESE REYNALDQ'M. BUNG, CESO IV
Prog¢ess Owner IDeputy QMR Regional QMR / Regional Dire}tor

l
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DILG - REGION 12 (SOCCSKSARGEN) F.M-QP-R12-FAD-19-01
PREPARATION OF CANVASS, PURCHASE ORDER & IAR S L

| 10.01.17 | 1of2
Process Summary Logsheet (PSL)

QUALITY OBJECTIVE: 1. PRs received before cut off time (4:30PM) canvassed within 5 working days.
2. Abstract of Canvass received before cut off time (4:30PM) prepared with PO (for 50K below) within the day
3. Fully delivered goods and services per approved PO prepared with IAR within 3 working days

FREQUENCY OF MONITORING: Monthly
COVERED PERIOD: January - December 2018
Due Date of Submission: Every 5t of succeeding month

Objective No. 1 Objective No. 2
Date received
D o
PR 50K BELOW TRANSACTIONS Date Received Met Unmet Abstract of Canvass (::;: f; ':;?:;e) Met
NUMBER PURPOSE AMOUNT Remarks{3-5days) | Remarks{3-5days) | complete BAC | Date PO prepared for PO {50k above) v
Met UnMet documents for {within the day}
Date Recelved APR | Date Released APR pel[stksabiae)
from RBAC w/Canvass to RBAC
TOTAL

Prepared by: Noted by:

Process Owner /. Deputy QMR
ALLAME . PANGILAMEN DEJNNIS T. SUCOL LAILYN Am CESE REYNALD . BUNGUBUNG, CESO IV
Procegk Owner Deputy QMR | Regional QMR "/ Regional Directoy

/




Republic of the Philippines

DEPARTMENT OF THE INTERIOR AND LOCAL GOVERNMENT
REGION XII FM-SP-R12-03A-01

Prime Regional Government Center, Carpenter Hill, Koronadal City, 9506 —
Tel/Fax Nos.: (083)228-6660 » (083)228-1421 ¢ Email: dilg ro12@yahoo.com » Website: region12.dilg.gov.ph

S R R o o 2 g
Rev. No: Eff e

00 10.01.17 lof 1

ADMIN (083) 228-7960 « FINANCE (083) 228-7959 s LGMED (083) 877-2969 « LGCDD (083)877 2971
Division/Unit: FINANCE & ADMINISTRATIVE DIVISION - SUPPLY SECTION
MASTER LIST OF INTERNAL DOCUMENTS
REVISION
DOCUMENT CODE DOCUMENT TITLE 00 [ o1 02 03 04 05
PREPARATION OF CANVASS, PURCHASE ORDER AND IAR
QP-R12-FAD-19 Quality Procedure: Prepration of Canvass, Purchase Order & IAR 10.01.17
QME-R12-FAD-19 &u;hty Monitoring and Evaluation : Prepration of Canvass, Purchase Order & 10.01.17
FM-QP-R12-FAD-19-01 Preparation of Canvass, Purchase Order and IAR (PSL) Process Summary 10.01.17
Logsheet
FM-SP-R12-034-01 i\lli;ster List of Internal Documents: Prepration of Canvass, Purchase Order & 10.01.17
FM-SP-R12-03B-01 K;Ster List of External Documents: Prepration of Canvass, Purchase Order & 10.01.17
FM-SP-R12-03C-01 Master List of Retained Documented Information: Prepration of Canvass, 10.01.17
Purchase Order & IAR
FM-SP-R12-02-01A Risk Registry (Objective): Prepration of Canvass, Purchase Order & IAR 10.01.17
FM-SP-R12-02-01B Risk Registry (Process): Prepration of Canvass, Purchase Order & IAR 10.01.17
Prepared oted D
1~
CATHERINE A. MACION DENNJS T. SUCOL
Regional Do,éument Controller Deguty QMR
\_~




Republic of the Philippines

DEPARTMENT OF THE INTERIOR AND LOCAL GOVERNMENT
REGION XII -SP- - .
Prime Regional Government Center, Carpenter Hill, Koronadal City, 9506 I{M SP R12 ,OBB 01
Tel/Fax Nos.: (083)228-6660 « (083)228-1421 « Email: dilg_ro12@yahoo.com  Website: region12.dilg.gov.ph = 00“% T i ;fl

ADMIN (083) 228-7960 « FINANCE (083) 228-7959 « LGMED (083) 877-2969 « LGCDD (083)877 2971

Division/Unit: FINANCE & ADMINISTRATIVE DIVISION - SUPPLY SECTION

i . MASTER LIST OF EXTERNAL DOCUMENTS

REVISION

DOCUMENT CODE DOCUMENT TITLE r

00 o1 | 02 [ 03 | o4 [ o5

PREPARATION OF CANVASS, PURCHASE ORDER & IAR

Prepared 0
CATHERINE A. MACION DENNIS T. SUCOL
Regional Dbcument Controller Deouiy QMR
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Republic of the Philippines
DEPARTMENT OF THE INTERIOR AND LOCAL GOVERNMENT
REGION XII

Prime Regional Government Center,

Carpenter Hill, Koronadal City, 9506
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00 10.01.17
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ADMIN (083) 228-7960 ¢ FINANCE (083) 228-7959 « LGMED (083) 877-2969 « LGCDD (083)877 2971
Division/Unit: FINANCE & ADMINISTRATIVE DIVISION - SUPPLY SECTION
MASTERLIST OF RETAINED DOCUMENTED INFORMATION
FILING SYSTEM RETENTION PERIOD
DOCUMENT CODE DOCUMENT TITLE CUSTODIAN | LOCATION DISPOSAL
FOLDER SCHEME | ACTIVE |STORAGE| TOTAL
PREPARATION OF CANVASS, PURCHASE ORDER AND IAR
' Quality Monitoring and Evaluation ALLAMEN supply | QMS folder by 2 after .
QME-QP-R12-FAD-19 (QME): Preparation of Canvass, TOM S. section procedure Aunuelly 1 . audit shideing
e o Preparation of Canvass, Purchase ALLAMEN supply | QMS folder by 2 after .
FM-QP-R12-FAD-19-01 Order and AR (PSL) Process TOM S. section procedure ey . ! audit SUCA
ALLAMEN
Purchase Request TOM S.
PANGILAMEN
ALLAMEN
Requisition Issuance Slip TOM S.
PANGILAMEN
ALLAMEN
Purchase Order TOM S.
PANGILAMEN
ALLAMEN
TOM S.
Inspection and Acceptance Report PANGILAMEN
/CHARMAINE

SASAN




Republic of the Philippines

DEPARTMENT OF THE INTERIOR AND LOCAL GOVERNMENT
L RUSORLTRIL, - | FM-SP-R12-03C-01
Prime Regional Government Center, Carpenter Hill, Koronadal City, 9506 S e e
Tel/Fax Nos.: (083)228-6660  (083)228-1421  Email: dilg ro12@yahoo.com » Website: region12.dilg.gov.ph 00 - 10'01 - 5 ofvz

ADMIN (083) 228-7960  FINANCE (083) 228-7959 « LGMED (083) 877-2969 « LGCDD (083)877 2971

Prepared by:

ALLAMEN TM zANGILAMEN

Proipss Owner Division dnef / Deputy QMR
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DEPARTMENT OF THE INTERIOR AND LOCAL GOVERNMENT FM

v = REGION XII : FM-SP-R12-02-01A
Prime Regional Government Center, Carpenter Hill, Koronadal City, 9506 Mo S R
Tel/Fax Nos.: (083)228-6660 » (083)228-1421 » Email: dilg_ro12@yahoo.com « Website: regioni2.dilg.gov.ph 1 ooty | T

ADMIN (083) 228-7960 « FINANCE (083) 228-7959 « LGMED (083) 877-2969 « LGCDD (083)877 2971

RISK REGISTRY
(A) OBJECTIVE RISK ASSESSMENT

DIVISION: ICE OF THE RE 1 - N E
PROCEDURE: PREPARATION OF CANVASS. PURCHASE ORDER & IAR
RELEVANT RISK ASSESSMENT RISK CONTROL PLAN
RELEVANT INTERESTED CONSEQUENCE Exlllsl:ll(NG ACTION
PARTIE RISK i
ORIECTIVE ISSUE(S) i (.ref e PQEENTIALAIK Pl (Positive or Negative) | CONTROL | IMPACT | WLIKELIHOOD | DETECTION}| RATING RISKLEVEL | ¢ yo | conTRoL | 20N (Risk |PLAN UFFiSk]  pesponsipLe TIMELINE | RESOURCE
IP Matrix for MEASURE (L, M, H) action | Frioriyy No.) | ratingis
Requirements) significant)
Submission of PRs
for canvass very Policy on the
80% 5 (l;ff PRs close to the conduct] submission —
received before cut AT 4 i " o further
Y Non-availability of Delayed procurement of | of activity/desired of required :

off time (4'.30?M) goods and services End-users goods and services time of delivery et 5 4 1 20 L NS Action N/A N/A N/A N/A
canvassed within 5 for required

Worigeg daye: Non delivery of goods |procurement

and services on time

80% of Abstract of]

Canvass _received Non delivery of Constant

before cut off time| Non-availability of ads and sel;yvices Non-conduct of follow-u No further

(4:30PM) prepared| goods and services End-users Non conduct of activity g e activity/negative effect . P 5 4 1 20 L NS Action N/A N/A N/A N/A

A < by the winning . " with the

with PO (for 50K of supplies supplers in the office operation suppliers required

below) within the PP pp

day
FO% of Fully Checklist

delivered goods Non-delivery of attached to

and services per t:in- a dl serr}x,/ices Delayed delivery of goods | Jability of | Non-conduct of the IAR for No further

approved PO go{: :hanwinnin End-users and services, delayed ncia:_“ das ’r't?' OF activity/negative effect easy 5 4 1 20 L NS Action N/A N/A N/A N/A
prepared with IAR Yy the lfors 8 processing of payments goods ETVICES | i1 the office operation detecltmn of required

within 3 working supplie deficiences

days

RISK ASSESSMENT: RISK RATING RISK LEVEL RISK DESCRIPTION ACTION REQUIRED RPN

IMPACT: 1-Insignificant; 2-Minor; 3-Moderate; 4-Major; 5-Extreme ‘) 1-28 X ‘L()W 459 ; Not Significant No further action required (Retain risk by int 3

LIKELIHOOD: 1-Rare; 2-Unlikely; 3-Moderate; 4-Likely; 5-Almost Certain 26-40 MODERATE Not Significant Alert level but no further action required for n 2

DETECTION 1 - Very likely, 2 - Likely; 3 - Low, ¢ / >40 e Significant Control (e.g. Treat/Mitigate Transfer, Termin 1

Risk Rating = Impact X Likelihoed X Detection /

Reviewed by: Recommending Approval: Approved by:

Iy

DENNIXT. SUCS IAN ]ONﬁENTE LAILYN A. GRTIZ, CESE

| Deputy QMR \ Risk Review Committee Head Regional QMR

/ Regional Directg

i
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DEPARTMENT OF THE INTERIOR AND LOCAL GOVERNMENT

REGION XII _CP. 07 -
Prime Regional Government Center, Carpenter Hill, Koronadal City, 9506 P:M SP R12 02-01B
Tel/Fax Nos.: (083)228-6660 o (083)228-1421 ¢ Email: dilg ro12@yahco.com Website: region12.dilg.gov.ph - 00‘ — i ‘10 o | iof1
ADMIN (083) 228-7960 « FINANCE (083) 228-7959 « LGMED (083) 877-2969 « LGCDD (083)877 2971 = =
RISK REGISTRY
(B) PROCESS RISK ASSESSMENT
DIVISION: FINANCE & ADMINISTRATIVE DIVISION - SUPPLY OFFICE
PROCEDURE: PREPARATION OF CANVASS, PURCHASE ORDER & IAR
RISK ASSESSMENT RISK CONTROL PLAN
PROCKSS.S'I‘EP (Based on the POTENTIAL RISK RISK TRIGGER CONSEQUENCE (Positive or | EXISTING RISK CONTROL RISK — RISK ACTION PLAN
procedure's key process steps) Negative) MEASURE IMPACT | LIKELIHOOD | DETECTION | RATING { LEVEL SINS | N CONTROL | (if risk rating |RESPONSIBLE| TIMELINE
(L,M, H) riority No.) |~ aAcTiON | is significant)
Evaluation of PR and Delayed procurement of Late submission of Constant follow-up to the o No further
preparation of Canvass goods and services Accomplished Canvass suppliers orlook for 4 5 1 20 Al NS 3 action N/A N/A N/A
forms ‘bylthe suppliers Non delivery of goods another supplier required
Submission of PRs for s
and services of approved . .
canvass very close to the PRs Policy on the submission No further
conduct of of required documents 4 5 1 20 L NS 4 action N/A N/A N/A
activity/desired time of for procurement required
delivery 5 :
Full Delivery of goods and Delayed delivery of goods = - i No further
e nel services Non-avaxlablty. of goods | Conductof activity is [Constant follolw-up to the 4 5 1 20 il NS 3 setion N/A N/A N/A
and services affected suppliers ; ;
g required
Preparation of IAR Delayed processing of |Errorneous preparation | Low fund utilization rate | Checklist attached to the = No further
payments of IAR and its IAR for easy detection of 4 5 1 20 L NS 3 action N/A N/A N/A
attachments deficiences required
RISK ASSESSMENT: RISK RATING RISK LEVEL RISK DESCRIPTION ACTION REQUIRED RPN
IMPACT: 1-Insignificant; 2-Minor; 3- 1-25  tow Not Significant No further action required (Retain risk by informed decision) 3
LIKELIHOOD: 1-Rare; 2-Unlikely; 3- ;6.‘10 MODERATE Not Significant Alert level but no further action required for now 2
DETECTION 1-Verylikely, 2 - Likely; 3 4 >/0 gl SH Significant Control (e.g.. Treat/Mitigate Transfer, Terminate) 1
Risk Rating = Impact X Likelihood X Detection /
Prepare Reviewe Reco e g Appro Approved by:
.
ALLAMEN S./PANGILAMEN DENNIS T. SUCO IAN IOﬁENTE LAILsz, CESE REYNALDO M/BUNGUBUNG, CESO IV
Plocess @vner ﬁ)eputy QMR ) Risk Review Committee Head Regional QMR ,Rfegional Director )

I



