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I. OBJECTIViiS

l l To establish guidelines in tbe procurEment oflntastructure proj€cts, Goods ad
Sfivic€s needed by SMWD in its dsily operation.

I -2 To ensure that procuemeot oflnfiisuuctur€ projects, goods urd services is in
adh€{eoce to the Guidclines sa fonh h RA 9194 (Covemment procuremenr Act)

2. SCOPf,

This procedure definss the proper procurement ofsupplies" goods 8nd servic€s of
SMWD

3. REFERENCES

3. 1 ISO 9001 :2015 Section 8.4
3.2 RA 9184

1. IUS AND AT]'T l1'tEs

5.

ProcurerDont UDit, Bids atrd Awards Corrunitteq Budgct Unir, Division Marager,
G€reml Mamger (HOpE) and the Board of Directon.

PROCESS OF PROCUREMENT

5.1 Cenernl Rule

5.1.1 All procuem€nt shsll be in accordance witb the approved ADnual
Proqrrement plan (App) ofthe SMWD

5.1.2 All procurements sball b€ io ac{odance with the Implem€nting rulos
EDd guidelines ofRA 9184

5.1.3 For all procuredents below p 1.000.00 6e procuring uoit caD direcllv
purchEse lhe itetrc thru peny Cash Fund.

5. t.4 For hocurernents above 50,000.00, s€vetr (7) days postiog in
PhilGEpS aDd SMWD website stntt te otserved-.

Page 1
Revision 00



Date prepared

Dae approved
Effectivity Date
R€rr-rJon No
Revision Date
Cqntrol No.

January 6,2017
January 10, 2017
Jeruary I1,2017
N,/

elottz

@
Santa Maria

PT]RCHASING PROCEDTjRf,

Procedure 04

l

R€vrewed byrEnar Carlos N Sanios Jr.4M Approved by BOI)Ple}1o- Cha,rperson

5.1.5 The recommendatio[ ofaward for the procuement above 50,000-00
will be subjecl lo tte approval ofthe Board ofDtectors.

5.1.6 For procurements sbove PI,000,000.00, Public Bidding shall be
applied.

5.1.7 For procuernents above Pl,000.00 but not exce€diog PI.000,000.00
the procedue s€t in RA 9184 for altemative mode of Procurement

shsll be folowed.

5.2 The mncmed division or the end-users - sball preparc a manually prepared

Purchase Requesi^ o* Ord6 (standard form of SMWD) indicrling the
following:

Requesting division or end-user.

DescriptioDs or specifications ofthe iterns requestgd

Qualtity ofthe it€[$ requested

Estimated Unit atrd Total Cost
Expected date ofdelivery ofthe items requested

5.3 Budeet Unit - The Budger Offic€r reviews and cenifies the availabiliry offunds. If
no available budget or not included in the APP, the end users or the requesting pany
shall make an update ofPPMP, and the APP shatl likewise be updated.

5.4 Procuement Unit - The Procurement Analyst will consolidate the Purchase

Request if oecessary and ercode the request itr the Olficial Purchase Request to
include the items in the iDverfory system.

5.5 &!C - the Bids and Awards Comrnittee will certiry the Mode of Procurernent that
will be based on the approved APP. The steps on Altemative Mode ofproc[ement
based on RA 9184 shall be followed, and the Focedure on Public Bidding will
likewise be observed ifthe amou exce€ds the tlreshold P1,000,000.00 above.

5.6 Office of the General Mameer The General Manager approves all the Pttlchase
Request.

5.7 Procurement Unit - Upon appro!,al of6e PR. all the documents will be Fepared in
accordalce with the Mode ofProcurem€nt. If Altemative Mode of Procuenent ls

5.2.1

5.2.2

5.2.3

5.2.4
5.2.5
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selected, the required procedure shall be applied and ifthe amout requies Bidding
the Bidding procedure will be used. all based on the guidelines ofRA 9184.

5.8 &!i - c€rtifies the Abstract ofQuotatioos prepared by the Procuriry Unit.

5.9 Offic€ of the General Manaqer - approves the Abstmct ofQuotations

5.loProcuremsnt Unit - Upon approval ofthe Abstract ofQuotalions and certiSing the
lowest bidder/supplier, the Procurement Unit will be prepare the Purchas€ Order in

Four (4) copies ( I r-supplier, 2d-Finatrce, 3'd-General servic€s, 4d-Procurement

Unit).

5. I I Budqet Unit - will record h the Budget Regislry and prepares Budge Utilization
slips.

5.12 Offic€ ofth€ General Manqer - approves all Purchss€ OrdetvJob Orders

5.l3Procueme Unit get hold ofthe approved Purch8se order and place the order to
wiD ng supplier.

6. NOTICE OF AWARDS AND NOTICE TO PROCET,D

Once the recommendation is approved the Notice of Award and Notice to Proceed will
be forwarded to the OIfice of the General Manager for approval. The approved NOA
ald NTP will be forwarded to the Bac Seqetariat/Procurement Analyst to inform lfie
wi ing bidder and for posting to PhilGEPS.

7. Rcquisition of Man Po$er Services (Job Order)

7.1 The concemed Divisio[ Manager dlall request to the Ceneral Manager using Job
Order Request Form the procuement of contractual services treeded in suppon of
SMWD's Operations.

7.2 The Requesting division shall submit the Job Order Request Form hdicating lhe
scope

of work, number of days and labor clDrges to th€ budget offic€r for brdget
cenification
8[d @proval ofthe G€neral Matrager.
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7.3 The Admin Divisiol shall prepare the Job order Form for certificatiotr and approval

of the General Manago.

7.4 The Accomplistrment Report Form shall b€ prepared by the requesting divisior for

palment recommendation and approval ofthe Ceneral Marragpr'

7.5 The CashierDivision M8[aggr shall request the payment using the (Cash Advam€

slip) forwarded to the Budgct Offic€r for cenification' Dvisior H€ad for fte

requesting approval atrd General Mamger for approval.

7.6 Th€ requestitrg division shall accept aDd inspect lhe delivcred itern using lhe

Certificate of Inspectioo and Acc€plance.

& Evslurtior of Suppliers/SubcontrsctoE

8.1 All Depairnent Heads shall evaluat€ Supplierysub{otrtractors at l16t oY.a ye8r

or eiery transaction ushg form Supplier's Evaluation Form (ADM Form 20)

8.2 All evaluatiom of Suppliervsub-Contracton shall tre forwarded to the Quality

Malagement Repaesentative and BAC

8-3 The Quality Management Represeotative shall preDare a briefreport to the General

on the resrlt of such evaluatiols.

9.1 Official Quotation Form

9.2 Evalu&tion of Supplier/Subcontractor

9.3 Purchas€ Request Form

9.4 Cash Advance Slip
9-5 Certificate of Inspection and Acceptance
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