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END USER GETS
THE REQUISITION
FORM (RF) FROM

ITS RESPECTIVE

OFFICE OF THE

VICE PRESIDENT

(VP)

END USER FILLS
OUT THE RF

END USER PRESENTS AND
SUBMITS THE RF AND SIGNED
ACTIVITY OR PROGRAM
PROPOSAL/LETTER/BOARD
RESOLUTION, IF ANY, TO ITS
RESPECTIVE VP FORTHE VP’S
RECOMMENDATION OF
APPROVAL

END USER SUBMITS
THE RF TO THE VICE
PRESIDENT FOR
ADMINISTRATION
FOR CHECKING OF
FUND AVAILABILITY

PROCUREMENT OFFICER
CONFIRMS THE PRICES OF
THEITEMS IN THE PRTO THE
LOCAL GOVERNMENT UNIT
(LGU)'S BIDS AND AWARDS
COMMITTEE (BACQ)
SECRETARIAT

PROCUREMENT OFFICER
REVIEWS THE RF AND

END USER SUBMITS IT
TO THE PROCUREMENT
OFFICER FORTHE

CONFIRMS THAT THE
REQUESTED ITEMS ARE IN THE
PROJECT PROCUREMENT PREPARATION OF
MANAGEMENT PLAN (PPMP) PURCHASE REQUEST

OF THE COLLEGE (PR)
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PROCUREMENT
OFFICER PREPARES THE
PR

PROCUREMENT
OFFICER MONITORS
THE PROCUREMENT

STATUS OF THE ITEMS
AND UPDATES THE END
USER

PROCUREMENT
OFFICER FORWARDS
THE PRTO THE BUDGET
COORDINATOR FOR
THE PREPARATION OF
OBLIGATION REQUEST
(OBR)

BUDGET COORDINATOR
SUBMITS THE PRTO THE LGU’S
BAC SECRETARIAT

BUDGET
COORDINATOR
SUBMITS THE PR
AND OBRTO VP FOR
ADMINISTRATION
FOR BUDGET AND
DOCUMENT REVIEW

BUDGET
COORDINATOR
SUBMITS THE PR AND
OBRTO THE COLLEGE
OF PRESIDENT FOR
REVIEW, APPROVAL,
AND SIGNING
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a THE BAC SECRETARIAT
“ INFORMS THE
PROCUREMENT

OFFICER FORTHE
DELIVERY OF THE
REQUESTED ITEMS

PROCUREMENT
OFFICER INFORMS THE
SUPPLY OFFICER AND
THE END USER IN THE

DELIVERY OF THE
ITEMS

LGU'S INSPECTOR
CHECKS THE DELIVERED
ITEMS FORITS
SPECIFICATIONS AND
QUANTITY

END USER

ACCEPTS THE
ITEMS

PREPARED BY:

(SGD.) DARWIN D. NAZAL
PROCUREMENT OFFICER

SUPPLY OFFICER DISTRIBUTES
THE ITEMS TO THE END USER

SUPPLY OFFICER
ACCEPTS THE
ITEMS DELIVERED
BY THE SUPPLIER

VERIFIED BY:

HAPPY S. PELAYO, MPA
VP FOR ADMINISTRATION



