Ropublic of the Philippines
Departrent of Financc

Barean of Customs
1099 banila

lune 19 2007

CHUSTONS MEMUORANDUM ORDER
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Fa: Al Deputy Comimissioners

Rervice Directoss

DistricyPort Coilectors

[¥vision Chiefs

And Al Officials and Employces involved in Procurement

Subject: Provedural Guidelines in the Procurement of Goopds. Consulting Services and
Infrastruciure Projects, implementing RA 9184, itz IRX-A and related accounting and
auditine naies and regulations

Cibjectives:

L. to compiv with the COA Audit Findings and Recommendations for CY 2005 to
maprove the procurément process;

2. To ensure that the procurement process of goods, consulling services and
htirastructare projects strictly adhere to the provisions of RA 9184 and all other
reicvant accounting aod audiling rules and regulations; and

3. o ensure harmonization of procedures and standards in the procurement process

i alf poris and subports,

Defizition of Terms:

The lerms used in this Order as defined in Aricle I Section 3, RA 9184 are. as
follows:

“Uoods” reler 1o all iteins, supplics, materials and general support services. except
consuliing services and infrastructure projects. which may be needed in the transaction of
pubhic Businesses or in the pursuit of any government underiaking, project or activity.
whether in the nalure of eguipment, furmitmre, stationery, materials for construclion or
personad property of any kind, including non-personal or coniractual services such as the
repalr and maintenance of equipment, {urniture, as well as trucking, hauling, janitorial,
security and related or analogous serviees, as well as the procurement of materials and
supplies provided by the procuring entity for such services.  For BOC purposes, "goods ™
sherld inncfude the reguisitions for the primting of Accourtable Forms (AF).

“Consulting Services” refer w0 servicss for Infrastruclore™Pirojects and other types

of projects ov activities of the Govemment requiting adequate external technical and
professional expertise that are bevond the eapability andfor capacity of the sovemnment o

undertake such as, but not limited to: a) advisory and review services; b)pre-invesiment
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or foasi
services: and {1} other technical services or special stisdies,

bility studies: ¢) design: d) construction supervision; e) management and related

“lnfrastricture Projecis™ include the construction. improvemnent, rehabilivaion.
demolition. repawr, resloration or mainterance of roads. bridges, ratlways, airports,
SCAPOLTS. Curmmn iication faciiiics, ¢ivil works compenents of information lechnolooy
projects, irrigation. flood control and drainage, water supply, sanitation, sewernge and
-c1|-:= waste manzgement systems, shore protection, eneryy/power and electrification
facilitics. national huildings, school huildings, hospital butldings and other related
construcion projects of the government.

Admivistragive Provisions

sy

Belore the end of each Calendar Year, all Collection Districts and the General
services Division shall prepare an Annual Procurement Plan (APP) in compliance
with Article T1, Section 7, RA 9184, The APP shall show the itemized quantity
description, estimated costs and the mode of procurement for all goods, services
and infrastructure ‘projects required for the coming Calendar Year, The same
shafl be approved by the respective District Collector (for ports/subportsyDeputy
Commissioner, Internal Administration Group {for Ocom) and shall be submitted
to the Fhrecior, Financial Management Offce copy furnished the Director
Adminisiration Olfice not fater than December 15 of cach year for moniuring
[P P,

2. Attached i the APP are the individual Project Procurement Mamagement Plans
(PPMPY which shall be preparcd by the respective Project Manapement
Cificer/Fand-User Units. The PPMP shall include the following:

=

tvpe of the contract;

scope of the contract/packages;
privcurement method to be employed:
d. estimated budzel: and

time schedule

[ =

L]

3. Excepd in emergeney cases of where urgent indispensable needs could not have
been reasorably anticipated, no purchase/procurement of repair/renovation shall
be made unless included in or covered by the spproved APP.  In such cases, a
writien pastification shall prepared by Lhe requesting parly and submitted to the
District Collector (for ports/subports) or Deputy Commissioner. 1AG (for Coom)

fur approwval prior o proceeding with the procursment process.  However, the
APP car bo rewvieswerd rndd updated on g regular basis Lo iiclude new propecis Or
prisj=cis thai have no hesn anticipated before the stant ol the yeur

1. in accordance with Sootion §0. Fule IV, IKE-A, BEA 2184, BOC shall adop:
pubiic bidding as the general mode of procurement and shali see w it that the APP
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altows sufficient lead time for such public bidding. Allemative methods shall he
resorted to only in the highly exceptional vases and Rollowing the specific mles
urider Sections 49-54, Rale XV, [RR-A, BA 9184 and other related regulations
that imay he issoed by e Government Procurement and Policy Board (GPPB) .
cursuant to Rule XVi of the IRK-A  the following are the only allowabic
alffernalive methods of procurement:

a.  For goods:
a. 1. Limited source bidding
a1 [Tirecl contracting
a.3. Bepeat order
4.4, Shopping
w5, Negoliated procuramant

b. For consulting services:
b1, Limited source bidding
b.2. Negotiaied procurement

c. For infrastructure projects:
¢. 1, Negotiated procurcment

bxcept Tor procurcment of common-use office supplies in the amount of less
than PZ30,000 which allows the use of shopping as an alternative made of
procurament and if indicated in the approved APP, provided that the procurement
diges nol result in spliting of contracts, and provided however, that at least three
(3} price guoistions from bona fNide suppliers shall be obtained, the use of any
alternative mode of procurement in all other procurements shall have to pass
through the concerned Bids and Awards Committes (BAC) for review and
recommendation prior @ approval of District Collector (for ports and subporis)y
Lieputy Commissioner, IAG (for Ocom) and the actual procurement process.

3. Accordingly, pursuant to Section 11, Rule V. IRR-A, RA 9164 the Burcas of -
Customs Rids and Awards Committees (BACs) are hereby created and constituted
as [olfowes:

2. Al the Collection District level - To be called “Collection District
BACT which shall be convened only Tor procurement of P2 Million
and below 1o be compaosed ol
Chairman - Deputy Collector for Administration
Regular members — Legal Officer of the District and Adminisicative

O icer of the District ] )
[Frovisional BMembers — tao (7)) reprezcntatives from the end ascs

divisionfzeclion/otticciunil
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There should only be one BAC [or every Collection District which
means thai if the procurement is for a subport of entry, the BAC shall
b at the Districl level with representatives from the subport of eniry as
tbe provisiomal members of the BAC. | for whatever reason. the BAC
of the Collection Districi cormot convene, the Distnict Collector may
request the assistance of the QCOM-BAC in the comduct of biddinz.

AL the Central [MYice (CDCOM)Y - o be called OOCOM-BAC
This shall be convened at the Office of the Commissioner for all types
of bidding of whatever costs, 10 be composed of:
Chairman - Depuly Commissioner. Intemal Administralion Groap
ftegular Members — Dhirector, Legal Service or his duly aothorized
representative with the level of at least a Division Chief

- Dhirector, Tinancial Management Oftice or s duly
authorized representative with the level of at least a Division Chief
Provisional Members - two (2} representatives from the end-user
division with the level of at least a Division Chief

4l contracts resulting fmom biddings of all BACs (Collection Uistrict

and OCOM) shall be subject to approval by the Commissioner of
Customs.

6. The Chainnan of each BAC is hiereby authorized Lo

.

.

-
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Assign its Sceretariat o serve as the main support of the BAC for all
its procurcment and shall perform the functions enumerated under
Section 14,1, Rule V, IRR-A, RA 9184,

Create the Technical Working Group (TWG)L if and when necessary,
o assist in the procurement process, particularly in the eligibiliny
sereening, evaluation of bids smd post qualification.

lssue the Memorandum for the participation of twe provisional
members of the BAC who are the end-users of the subject procurement
and o invie at least two concerned observers in accordsnce with
Section 13, Bule ¥V, IRE-A.RA 9184

Ensure that the members of the BAC, Secretariat and TWG undergo
the procurement training program prior to assumption of their
respective furiions.

411 concerned officials involved in the procurement process and the members of

the BAC 4% herein created are directed to strictly adhere lo the provisions of RA
STEA s LEE apd odher related issnpnces, including this rder.

%. Purchase of supplics, materizls and equipment including accountable forms in
cxcoss of normal needs shadl be averded. Puesuant to Section 423801,
Guvernment Accounting and Auditing Manusal fGAAMY), the stock on hand shall
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st o Ume exceed the normal three-month reyuirements, provided., that, subject to
the upproval of the Deputy Commissioner, IAG, the build-up of stocks on hand of
critival supplies and matecials in anticipation of cost increases or requirements of
5 naiional emergency, may be procured, but in no case shall the stocks exceed
more than one vear's supply:

G, Pursiant o Section 488.b. GAAM, every accountable officer shail be properly
banded in accordance with the faw. [t shall he the responsibility of the
Accountable Officer, unce appointed/designated to ensure that he s [ully covered
hv & hand prior to the seiual discharge of functions. For purpeses of procurement,
the konded officers’employees of the BOC are as follows:

(¥Ticer responsible for requisition and issuance of Accountable Forms
in all ports and subports
b, Supply Odficer

1ik. Request for Quotation { Shopping), Request for Proposal ((Other aliemative Modes)
snd Invitation to Apply for Eligibility and To Bid (Public Bidding) shall be pusted
af the BOC website. The MISTG Wehsite Administrator shall provide a space o
sccommodate all requests for publication being forwarded by the Chief,
GSOYAdministative Division.

iv. Dperational Provisions
& Proeurement of Goods:

A L. Reguest for Accountable Forms, Supplies, Materials and Equipment

| The concemned emploves of sach Reguisitioning Division/Office shall
prepare the Requisition and lssue Slip (RIS), which shall be subject to
approval by at least the Deputy Collector for Administration {for ports amd
whporis) of the Thrector of the Requisitioning Division (for Ocomy), as the

case may be.

4

1. The Property OMticer, Administrative Thvision (AT} (for ports/subports)
Jieneral Services Division (GSD) (for Ocom) shall process the RIS as
follows:

o Lvaluates whether the reguest is valid or not. 1T invalid, demies request
anel  informs the Requesting  Division/Office. If walid, checks
Inwentory Stock Card whether the reguested itemn’s are available in
etock. If nvailable, issues the requested Itemss. If not awvailable,

procures Lthe requested itemd's, in which case the Purchase Reguest (TR
shafl be preparod
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o The concemned employee of the Requisitioning Division/Office shall
acknowledge receipt of the item's by signing the RIS and the
corresponding space in the Inventory Stock Card.

The Property Officer. ADRDVGSD shall then record the issned iterms as
[ealborwws:

Lo I requested fem/s is equipment/fixed asset, effect the transfer of
accounlabihity.  through  the accomplishment  of  the
Acknowisdgement Receipt for Equinment { ARF.

i, [ requested item/s is accountable forms/supplies/consumable ftoms.
Inventory Stock Card is adjusted.

AL Procureiment of Accnustable Forms, Supplies, Materials and Equipment

i

The Supply Oflicer, ADDYGSD =hall p'rre;nm'ez the [ollowing documents for
action/approval of officials concerned as herein indicated:

el

Purchase Request (PR) for approvel of the Deputy Collector for
Admimistration (for poris and subports) /Director, Administration
Office {for Choom).

Depending on the appropriate Method of Procuremaent as described in
Paragraph 11143 to ¢ of this Order -

. 1T the snethod of procurement is public bidding  Duly approved
comitract znd copy of bid docoments

ii. [T the imethod of procurement 15 direcl contracting or negotiated
procurement Approval of the Distncl Collector’Deputy
Commissioner, IAG to wundertake direct conbreciing a5 an
afiernative mode of procurement with the appropriate BAC
Resoluiion: doly notarized certilicate of exclusive distnbutorship
of the supplier; and duly approved contract.

itl. £f the method of procurement 15 Repeat {Onder- Approval of the
District Colfector/Deputy Commissioner, IAG to underlake repeat
order a5 an altemative mode of procurement with appropriate BAC
Resolution; und Documenis of the onginal bidding.

iv. ! the methed of procurement is shopping - Copy of the APP and
Abstract of Quotation from at least three (3) suppliers aceradited
by the G-EFS .

Porchase Ocder (PO} for approval of the EMsiniciPort Collector (lTor
ports and subportsy Doputy  Commissioner, IAG (for Owom).
Pursuant o COA Circafar No. 96-010 daled Aupust (5, 7996, all basic
dara required in the .Uk must be properly a@nd fully accomplished.
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MNete:  The Residemt Auditor shall be furnished with duly
processed/approved docements (a), (b) and {¢) mentioned above
for advence informalion as the presence of the Resident
AuditorRepresentative is required during the inspection of the
deliversd itoms,

The Supply Officer, ADDVGSD shal! submit the P.O. to the supplier who
shall then cavse the delivery of the items purchased within the date specified
in the P.O.

3. The Supply Officer, ADLYGSD shall receive and inspect the items delivered
logether with the Inspection Team who shall sign -the [mspection and
Acceplance Repert. The Accepiance and | Inspection Team shall be
composed of the following:

a. The Supply Officer, ADDVGSD
b. The Budget Officer, ADIVBudget Division
. Representative of the End-user Division

A, Payment of Acconntable Forms; Supplies, Materials and Equipment

b, The Supply OlTicer, ADIVGSER shall forward the claim for pavment of

accoumiable forms. supplies and malerials o the Chief, Budget Division
supporied by the following documents:

a. Original copy of the supplier's mvoice showing the guantity,

description of the articles, unit and tofal value duly sighed by the

supplicr

Original copy of the duly signed Inspection and Accepiance Report

Dhuly processed Purchase Request

d. Duly processed Purchase Order with the appropnate supporting
documents enumerated in A Z.1b above

¢, Certified cony of isswed ARE or Inventory Stock Card, whichever is
anplicable :

[

The Disbursement Voucher and Check Payments shall then be processed in

accordance with the New Government Accounting and  Auditing -

Reanfalions.

B. Frocurosment of Janitorinl Services. Lspse ol Photocopiers, Eguiparent
rluimlensnee, Pest Conteol Service and related or snolepous services

i, Piovurement of junitorial services, |[ease of pholocopiers,  eguipment

mainienanee, pest conirol service and refated or analogous services ol
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whatever value shall strictly adhere 1o the public bidding process as defined
in Rules VI-Rule X1, TRE-A, RA 9184

2. The use of an altemative mode of procurement as defined in H1.3 above
shail require prior approval ol  the concerned BAC, subject to sirict
comphiance  with  the  requirements  of the Alternative Methods of
Procurement under Rule XYL IRR-A, RA 9184,

Procurement of Cousulling Services

L. Procurement ol consulling services shall strictly adhere to the public bidding
process a5 defined in Ruies VI-Rule X1, IRE-A. RA 9184,

It

- The use of an alternative mode of procurement as defined in 1113 above
shall tegquire prior approval of the concerned BAC. subject o simicr
coinphance  with the requirements of the Aliemative Methods of
Procurement under Bule XV IBERE-A FEA 9184,

Procurcment of Infrestructure Projects

. Asg a general rule, all mlrstructure projocts as.. defined in Paragraph 11
above shall be procured through public bidding only and  should strictly
adhere 10 the provisions thereof as delined in Rules VI-X1, TRE-A, RA 2184,

2. However, pursuant to Section 34.24{d). IRR-A of RA 9184, repair and
renorvalion projects costing net more than twe million pesos (P2,000,00:0)
may be underlaken by negotialed procurement ss an altemative mode of
procurement but is justified onlyv (a) where time s of the essence W aven
imminenl danger (o life or propery or b restone vikel water, power and
transportation services and (b) where this need arises from a state ol natural
or man-made calamity or emergency as declared by appropriate authorities.

a. The allecied division‘office shall submil a letter-request for the
immediale repair stEing that the two (2) conditions mentioned above
exists and that there is insufficient time to complete the procedures for
public bidding or thal commencing the same proves [ess convenienl
and mellicient, and theredore (he use of Negotiated Procurement under
Section 534.2 (d) of the [RR-A of RA 9184 1s justified.

[, The letter-request shall be submitted to the Deputy Commissioner.
IAG lor approval upos favorable recommendation of the Service
D¥irector or the Districy Collector soncerned.

ek The Deputy Commissioner, LAG shall then negotiate a contract with a
contractor sclected ffom ils registsy of hona fide contractors Ticensed
with the Philippine Contractors Accreditation Board (POUALLY that as
satrstacion ly completed a contract ol the same nature with the BOC.

: "
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d.  For purposes of iranspareney, the BAC shall post at the G-EPS bullctin
board and the BOC website, general information as to the activily
conducted, the recipient of the coniract and the reasons for the award.

3. 1t shali be the responsibility of the General Seevices Division to prepare the
Drawings., Agency Estimates, Bill of Quantities and other relevam
gocuments of the project 1o be altached as part of the negotiated comtract,

k. inveniory ol Eguipment / Property

The Deputy Collector for Administration (for poris/subportsiior the Chief
(reneral Services Division (for Ocom), as the case may be, shatl have the
eesponsibilily . of conducling annuzl phyvsical inventory of all egquipment an
suppiies belonging o their espechive elfices during the month of November, every
vear. The Reporl of Inventory shall then be submitted to the Chief, Accounting
Division for collation. The collated Annual Inventory Report shall be submited 10
the Resident Auditor on or before December 31 of each vear. copy fumished the
Dhirecior, Administration C4Tice.

F. iMsposal of Unserviceable Equipment / Property

1. Pursuani o Section 502, Chapter 3..Article 20, Title 7. Book [, of the
Crovernment Accounting and Auditing Manual (GAAM), when povernment
equipment/propenty has become unserviceshlz, the same can be disposed of
v any of the following methods:

#, il found valueless or unsalable, it may be destroved

B, If found 10 be valuable, it may be sold at pubiic avction to the highes
bidder under the supervizsion of the proper Comumittee created lor the
purpose,

[

Accordingly, 2 Committee on Sale of Unserviceable Equipment/Property is
herchy constitoled as follows:

For Morts and Subports:

Chairman — Depuiy Collecior [or Administration

Membeors - Cheel, Adminidrative Division, equivalent ani
Dgsignated Praperiy Officer

For Ocom:

Chatrman — Director, Admiristration Office
membors - Chiefl, General Scrvices Diivision

Presignated Property OHlicer
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LIST OF ANNEXES:

/0

. In both methods of disposal of unserviceable equipmentproperty. the
piecseace of a mpresentative of the Commission on Adit represeniative
shall be required.

4. Uipon disposal of equipment/propeny, the pertinent portions ol the Inveniory
aml Inspection Report, Hepmt of Waste Materials or Involce-Receipl of
Vruperly, whichever is applicable, shall be accomplished. These FEIHHTS
shali be the basis for dropping the property from the books of accounts and
for taking up the proceeds from the sale of property by the Accounting
Division. It is therefore important that the Depuly Collector for
Adnunistration/Chief. General Services Division shall provide a copy of
such report's te the Accounting Division, Financial Management Office,

ACCOUNTABILITY

The District Collector (for ports/subports) and the Deputy Comrmissioner,
Internal Administration Group (for Ocom) shall be keld accountable and responsible
0 ensure that all procurements in their respective jurisdictions strictly adhere 1o the
PRISISHOES of Republic Act 9184 and other relevant accounting and auditing rules and
regulations. :

EFFECTIVITY

Thns Order shall take effect immediately,
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Annex 1 — Sample of Annual Procurement Plan {(APP)

Annex I — Sample of Project Procurement Management Plan (FPMP)
Amnex 3 - Perchase Request {PRE)

Anmnex 4 - Request for Quotation {RF(Q)

Amnex 5 Bid Form for RFQ

Annex { — Abstract of Quotation (ACQ)

Anrtex 7 Requisition Issue Slip (RIS)

Annox 8 — Acknowledgement Receipt for Eguipment (ARE}

Annex © — Purchase Order (PO
Annex 2 Acceptonce and Inspeciion Report (A TR
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