
PROCUREMENT SERVICES

REQUIREMENTS

- Fill up Purchase Request Form -
Requisitioning Department
- Certificate of Availability of Funds
- Approved Purchase Request shall be
submitted to BAC and All other documents
(Bill of Materials, POW, Specification and
other Documents needed)

START

Identify the need by end user and prepare
purchase request.

CLIENT

Receive purchase request for signature to
approving authority.
Duration: 10 mins.

ADMINISTRATIVE DIVISION

Preparation of the documents in Philgeps
Posting (if needed) for the approved PR in
compliance with the RA9184.
Duration: 1 day

ADMINISTRATIVE DIVISION - BAC
SECRETARIAT

Receive sealed envelope or Request for
Quotation
Duration: 1 day 

ADMINISTRATIVE DIVISION - BAC
SECRETARIAT

Opening of the sealed envelope/Quotation
sent through email.
Duration: 2 hours 

BIDS AND AWARDS COMMITTEE

Prepare BAC Resolution and conduct Post
Qualification (if needed)
Duration: 1 day 

BIDS AND AWARDS COMMITTEE -
SECRETARIAT

Prepare Notice of Award/Notice to
Proceed/Contract/Purchase Order
(Forwarded to General Manager/Head of
Procuring Entity)
Duration: 1 day 

BIDS AND AWARDS COMMITTEE -
SECRETARIAT

Approval of the Award/Notice to
Proceed/Contract
Duration: 1 day 

GENERAL MANAGER/HEAD OF
PROCURING ENTITY

Issuance of the Award/Notice to
Proceed/Contract
Duration: 1 day 

BIDS AND AWARDS COMMITTEE -
SECRETARIAT

Posting of the Award/Notice to
Proceed/Contract to Philgeps
Duration: 1 day 

BIDS AND AWARDS COMMITTEE -
SECRETARIAT

END OF TRANSACTION
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