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SIMPLIFIED GUIDELINES ON SCHOOL PROCUREMENT PLANNING, BUDGETING 
LINKAGE, AND THE SCHOOL PROCUREMENT PROCESS 

To: Assistant Schools Division Superintendent 
Public Schools District Supervisors  
Public Elementary and Secondary School Heads 

1. In relation to DepEd Order (DO) No. 005, s. 2020, DO 25, s. 2010, and
DepEd Memorandum No. 049, s. 2024 which provides school procurement
planning, budgeting, and the procurement process, the Division Bids and Awards
Committee through the Procurement Unit issues the enclosed Simplified
Guidelines on School Procurement Planning, Budgeting Linkage and the
School Procurement Process.

2. The guidelines aim to have a common understanding of SDO Sarangani’s
direction towards optimum utilization of funds in a more systematic and simplified
way and to make things happen in the context of School-Based Management where
financial management is an essential dimension for a better school operation.

3. For inquiries, contact Mr. Felipe B. Tuyogon Jr. at 09229763957.

4. Widest dissemination of this Memorandum is desired.

RUTH L. ESTACIO PhD, CESO V 
 Schools Division Superintendent  

Encl.: As stated 
Reference: As stated 
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SIMPLIFIED GUIDELINES ON THE SCHOOL PROCUREMENT PLANNING, 
BUDGETING LINKAGE, AND THE SCHOOL PROCUREMENT PROCESS 

Section 7 of RA 9184 and its revised IRR focuses on the above-mentioned topic 
and we quote: 

“7.1. All procurement shall be within the approved budget of the Procuring Entity and 
should be meticulously and judiciously planned by the Procuring Entity. Consistent 
with government fiscal discipline measures, only those considered crucial to the 
efficient discharge of governmental functions shall be included in the Annual 
Procurement Plan (APP). For purposes of this IRR, a procurement 
project shall be considered crucial to the efficient discharge of governmental functions 
if it is required for the day-to-day operations or is in pursuit of the principal mandate 
of the Procuring Entity concerned. The APP shall include provisions for foreseeable 
emergencies based on historical records. In the case of Infrastructure Projects, the APP 
shall consider the appropriate timing/phasing of related project activities, such as, 
engineering design and acquisition of right-of-way site or location, to reduce/lower 
project costs. 

7.2. No procurement shall be undertaken unless it is in accordance with the approved 
APP, including approved changes thereto. The APP must be consistent with the duly 
approved yearly budget of the Procuring Entity and shall bear the approval of the HoPE 
or second ranking official designated by the HoPE to act on his behalf.” 

PROCUREMENT PLANNING 

In the school level, the most comprehensive output that represents the 
planning phase is the enhanced School Improvement Plan (eSIP). It forecasts 
projects, activities, and improvements in a 3-year duration. In the eSIP, there is a 
year-by-year plan for the Priority Improvement Areas (PIAs) called the Annual 
Implementation Plan (AIP) which contains the specific activities, outputs, required 
resources, schedule, and individual/s who will be accountable for the said PIA. The 
AIP, also referred to as the school operating budget (SOB), shall be consistent with 
school MOOE allocation of the school, thus, it shall be crafted per fiscal year, and is 
adjusted quarterly, if necessary. 

BUDGETING LINKAGE 

The school budget is one of the most powerful tools to promote and strengthen 
the school-based management and accountability. With the adoption of the new 
school MOOE formula starting 2013, DepEd moves closer to rationalizing the 
programming of school budgets. Previously, the school MOOE budget was computed 
solely based on enrollment given a per capita cost. With the new formula, other 
factors affecting school operations are considered, such as the number of teachers 
and classrooms managed by the school, the number of graduating or completing 
students, and a fixed amount corresponding to basic needs of a school. In addition 



to this, starting 2016, financial assistance previously released separately for special 
programs or activities are now incorporated in the budget for the operations of 
schools. The funds will no longer be downloaded from the Central Office and are now 
part of the regular school MOOE budget. 

A division memorandum detailing the annual school MOOE shall signal the 
start of the budgeting process in schools. This shall trigger the school to update their 
Annual Implementation Plan, convene to prepare the Project Procurement 
Management Plan (PPMP), and consolidate the said PPMPs into the Annual 
Procurement Plan (APP). Usually, the yearly school allocation for MOOE is not always 
sufficient to cover for expenses, thus, the need to prioritize and manage funds with 
prudence and frugality. Only procurement projects that are considered crucial to the 
efficient delivery of basic education services and beneficial to the learners shall be 
included in the school’s Annual Procurement Plan (APP). 

The annual school MOOE allocations are specifically identified in the National 
Expenditure Program (NEP) incorporated in the GAA. The respective amounts per 
school specified in the NEP (net of Gender Awareness and Development budget) shall 
be the basis of the school in making the Annual Procurement Plan. As provided in 
the Magna Carta of Women, “the cost of implementing GAD programs shall be the 
agency’s GAD budget which shall be at least five percent (5%) of the agency’s total 
budget appropriations.”  

The school’s share in MOOE from the national budget is determined by DepEd 
central office with a formula using EBEIS data on enrollment, number of classrooms, 
number of teachers, and number of graduates. The latest formula used was referred 
to as the Boncodin formula with a fixed component, and variable factors for each of 
the datum identified in the EBEIS. A newly developed formula that considers costs, 
norms, and standards in the delivery of programs and services of DepEd and referred 
to as the Normative Funding Formula will replace the current one. 

NOTE: There are cases, however, when the proposals derived from the Boncodin’s 
formula will be constrained due to the department’s budget ceiling. 

Preparing the Project Procurement Management Plan (PPMP) 

It is greatly encouraged that once the school is provided with the annual  
MOOE for the next fiscal year (usually within the months of October or November), 
the school head shall call for a forum (budget call). Listed below are factors and/or 
expenses that may be considered that might help in the alignment of the preparation 
of the individual PPMP of teaching and non-teaching personnel (end-users): 

● School goals and objectives for the upcoming fiscal year;
● School’s strategic plan based on the eSIP;
● The PIAs in the AIP;
● Historical events/foreseen contingencies (graduation, INSET, sub-
congressional meet, among others);



● Current common-use supplies inventory;
● Overhead expenses (light, water, travel, seminar fees, internet fees, among
others)

As end users, the teaching and non-teaching personnel may be guided by the 
following questions in determining their specific needs: 

● What items must be procured? – Since this question includes determining
technical specifications of specific items, end users can consider the following guide
description:

● Generic and flexible
● Clear
● Updates in technology is taken into account
● Function description
● Performance description
● Design, including specific measurements
● Fits the actual requirements of the teaching and non-teaching personnel

❖ Specifications for the procurement of goods shall be based on relevant
characteristics and/or performance requirements. Reference to brand names
shall not be allowed. Section 18 of IRR of R.A. 9184.

● How much/many are needed? – In determining quantity, the budget ceiling
should be considered. It is recommended that the school head should allocate a
specific amount of budget for each teaching or non-teaching personnel of the school.
● What will be the method of procurement? – Determination of the mode of
procurement may be consulted to the school BAC.
● When should these items be procured? – Determining the timing and duration
of procurement should be considered in scheduling the specific quantity needed by
the teaching and non-teaching personnel of the school (such as graduation, early
registration, INSET, among others).

The school is advised of the authorized signatories of the Procurement Project 
Management Plan (PPMP) which are as follows: 

• The school head for the “Prepared by”
• The school’s Administrative Assistant for the “Reviewed by”
• The SEPS for Planning and Research for the “Reviewed by”
• The Schools Division Superintendent for the “Approved by”

Preparing the Annual Procurement Plan Common-Use Supplies and Equipment 
(APP-CSE) 

After the PPMP is done, the preparation of the APP-CSE follows. In this form, 
all common-use items indicated by the teaching and non-teaching school personnel 
shall be summarized. It is important that estimated prices do not fall short from 



existing market prices including VAT and 10% allowance for inflation. Since this form 
only summarizes the commonly used supplies and equipment from the PPMPs, it is 
not necessary that the total amount at the bottom part of this form equals the total 
amount indicated in the APP. The 
APP includes all budgetary items (whether procured or those not involving 
procurement), whereas the APP-CSE includes only those commonly used and 
procured supplies and equipment. 

Preparing the Annual Procurement Plan (APP) 

In the APP, all items stated in the PPMPs are then categorized according to the 
account code where the items will be accounted for upon purchase of the school. The 
most important details to consider here are: 

● The procurement item or project
● The applicable account code for the procurement item/project
● The end user as stated in the PPMP
● The mode of procurement
● The schedule of the bidding process
● The applicable budget of the indicated procurement item/project

At the bottom part of the APP form, the BAC Chairman may enumerate those 
items indicated in the PPMP that does not involve procurement such as, but not 
limited to, travel/training expenses, fidelity bond premium (for accountable officer & 
property custodian), utilities expenses, load allowances and reimbursements of the 
school head and the teachers, respectively, and all other expenses related to the day-
to-day operations of the school. 

Changes to the individual PPMPs and the consolidated APP may be 
undertaken every six (6) months or as often as may be required by the School Head. 
The respective teaching and non-teaching personnel shall be responsible for the 
changes to the PPMPs, while the BAC shall be responsible for consolidation of these 
PPMPs into an APP, which shall be subject to the approval of the School Head. (RA 
9184 Revised IRR, sec. 7.4) 

It is important to note that the annual MOOE allocation of the school should 
equal the total amount at the bottom part of the APP. 

The school is advised of the authorized signatories of the Annual Procurement 
Plan (APP) which are as follows: 

• The school head for the “Prepared by”
• The school’s Administrative Assistant for the “Reviewed by”
• The SEPS for Planning and Research for the “Reviewed by”
• The Schools Division Superintendent for the “Approved by”



 

 
 
The School’s Budgeting Process  
 

 
PPMP 

(School Head, Teachers and Non-teaching Personnel) 
 

 
 
 
 

 
Prioritization of items to be procured by the HoPE and BAC) 

Checking of Procurement Methods by the BAC 
Consolidation of PPMP by the BAC Secretariat 
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ANNUAL PROCUREMENT PLAN 
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for CSE 

Common use 
supplies and 
equipment? 



 

 
Preparing the Work and Financial Plan 
 

In compliance with the Rule II of the implementing Rules and Regulations of 
Republic Act 9184, otherwise known as the Government Procurement Reform Act 
schools are advised to go over their Work and Financial Plan and ensure that all 
Programs, Projects and Activities (PPA) in the Annual Improvement Plan (AIP) funded 
under the school’s Maintenance and Other Operating Expenses (MOOE) must be 
reflected in the plan.   

 
Additional fund releases from the Central/Regional Office such as, but not 

limited to, the School Based Feeding Program, Gulayan sa Paaralan, School Inside a 
Garden Program, additional MOOE for Senior High, Junior High and Elementary 
Schools and other granted subsidies, the recipient schools must prepare a Work and 
Financial Plan (WFP) per funding source. 
 

The WFP aims to: 
● Determine the overall costs and effort required to deliver a project and the 
resulting benefits that the fund will deliver. 
● Consider new projects to be part of the annual planning process or  
quarterly planning process 

 
The school is advised of the authorized signatories of the Work and Financial 

Plan (WFP) which are as follows: 
• The school head for the “Prepared by” 
• The school’s Administrative Assistant for the “Reviewed by” 
• The SEPS for Planning and Research for the “Reviewed by” 
• The Schools Division Superintendent for the “Approved by” 

 
Preparation of WFP & APP for Additional Funds  
 

CENTRAL/REGIONAL OFFICE  
shall release Sub-ARO to SDO 

 
 
 

SDO shall issue a Memorandum for WFP/PPMP/Supplemental AIP, APP 
preparation and submission 

 
 
 
 

School shall prepare the documents and follow the process for review, 
recommending approval, budget appropriation, cash availability and 

approval: 
 
 



 

 
 
 
 

Document Preparer Reviewer 
Supplemental Annual Implementation 
Plan 

School Head 
(assisted by 
School BAC/ 
Bookkeeper/ 
Administrative 
Assistant) 

SEPS for 
Planning and 
Research 
 
Program Holder 
(for 
Supplemental 
AIP only) 

Work and Financial Plan 
Project Procurement Management Plan 
(PPMP) 
Supplemental Annual Procurement Plan 
(APP) 

 
 
 
 

Document Recommen
ding 

Approval 

Budget 
Appropriation 

Cash 
Availabi

lity 

Approved 

Supplemental 
AIP 

Chief- SGOD Budget Officer Account
ant  

Schools 
Division 
Superintendent 

Work and 
Financial Plan 

none Budget Officer Account
ant  

Schools 
Division 
Superintendent 

Project 
Procurement 
Management 
Plan (PPMP) 

none Budget Officer none Schools 
Division 
Superintendent 

Supplemental 
Annual 
Procurement 
Plan (APP) 

None Budget Officer Account
ant  

Schools 
Division 
Superintendent 

 
 

 
 

Furnish 1 set of certified photocopies to the Planning and Research Section 

 
 
 
 
 
 
 



 

 
SCHOOL PROCUREMENT PROCESS 
 

The 2016 Revised Implementing Rules and Regulations of Republic Act No. 
9184, otherwise known as the Government Procurement Reform Act, is the basis for 
all government procurement. The provisions of its IRR are committed to promote 
good governance and its effort to adhere to the principle of transparency, 
accountability, equity, efficiency, and economy in government procurement process. 
Thus, all school procurements must be at all times be guided by the principles, rules, 
and regulations of RA 9184. The 
creation of the school Bids and Awards Committee (sBAC) shall be mandatory. In the 
case of small schools, clustering is effective to form a clustered BAC. 
 
The School Bids and Awards Committee 
 
Composition 
 

Each procuring entity shall establish a single BAC composed of at least five 
(5) but not more than seven (7) members. The BAC shall have a fixed term of one (1) 
year from the date of appointment renewable at the discretion of the School Head. In 
case of resignation, retirement, separation, transfer, reassignment, or removal, the 
replacement shall serve only for the unfinished/unexpired term. For suspended or 
on-leave member(s), the replacement shall serve only for the duration of the 
suspension or leave of absence of the BAC Member. 

 
QUALIFICATIONS for REGULAR MEMBERS of the sBAC: 
 

✔For Chairman: should be at least 3rd ranking regular permanent employee 
For Members: at least 5th ranking regular permanent employee, or if not 
available, an officer of the next lower rank 
✔with knowledge, experience, expertise 

 
Functions of the BAC 

● Advertises and/or post the invitation to bid 
● Determines the eligibility of the prospective bidders 
● Receives bids 
● Conducts the evaluation of the bids 
● Recommends awards of contract to the Head of Procuring Entity 
● Recommends the use of alternative methods of procurement 
● Ensures that the school abides by the standards of R.A. 9184 
School Operations Manual on Financial Management 

 
A school (considering the number of personnel available) should form a BAC 

Secretariat through the authority of the School Head. The BAC Secretariat has the 
following functions: 
 

● Provides admin support 



 

● Organizes and makes necessary arrangements for BAC meetings and 
conferences 
● Prepares minutes of the BAC meetings and draft BAC resolutions 
● Takes custody of procurement documents and other records 
● Monitors procurement activities and milestones 
● Consolidates PPMP’s 

 
For schools with a great number of available personnel, the School Head 

should create a Technical Working Group to perform the following functions: 
 

● Reviews the Technical Specifications, Scope of Work, and Terms of 
Reference; 
● Reviews bidding documents; 
● Screens eligibility; 
● Evaluates bids; 
● Post-qualification; and 
● Resolution of request for reconsideration 

 
The quorum requirement for BAC meetings and conferences should compose 

of the simple majority (50% + 1), wherein the chairperson and/or vice chairperson 
must be present. In case of a tie-breaking decision, the chairperson and/or vice 
chairperson may vote. 
 
PROCUREMENT ORGANIZATION 
 

BAC ORGANIZATIONAL STRUCTURE 
 

Head of Procuring 
Entity (HoPE) 

 
 

BIDS AWARDS AND 
COMMITTEE (BAC) 

Chairman 
Vice-Chairman 

Member/s 
 
 
 
 
 
 
 
 
 
 
 

Technical Working 
Group 

BAC Secretariat 

End Users 



 

Procurement Methods and Procedures 
 

As a general rule, Procuring Entities should adopt competitive bidding under 
section 10 of RA 9184, 2016 Revised IRR, unless under the following exceptions: 

 
EXCEPTION (Rule XVI) 
 
Alternative methods may be resorted only: 
 

a. In highly exceptional case 
b. To promote economy and efficiency 
c. Justified by conditions specified in IRR 
d. GPPB approval as required under EO 423, S. 2005 (as amended) 

 
Alternative Methods of Procurement (as applicable to schools): 
 
● Shopping – Method where the school simply requests for the submission of price 
quotations for readily available off-the-shelf goods or ordinary/regular equipment to 
be procured directly from suppliers of known qualifications. “Ordinary or regular 
office supplies” shall be understood to include those supplies, commodities, or 
materials which, depending on the school’s mandate and nature of operations, are 
necessary in the transaction of its official businesses, and consumed in the day-to-
day operations of said school. (Sec. 52). 
● Direct Contracting –Direct Contracting may be resorted to under any of the 
following conditions: 
a) Procurement of goods of proprietary nature which can be obtained only from the 
proprietary source, i.e., when patents, trade secrets, and copyrights prohibit others 
from manufacturing the same item; 
b) When the procurement of critical components from a specific supplier is a 
condition precedent to hold a contractor to guarantee its project performance, in 
accordance with the provisions of its contract; or 
c) Those sold by an exclusive dealer or manufacturer which does not have sub-
dealers selling at lower prices and for which no suitable substitute can be obtained 
at more advantageous terms to the government. 
 

To justify the need to procure through the Direct Contracting method, the End 
User should conduct a survey of the industry and determine the supply source. In 
all cases where Direct Contracting is contemplated, the survey must be conducted 
prior to the commencement of the procurement process. Moreover, the End-User 
must justify the necessity for an item that may only be procured through Direct 
Contracting, and it must be able to prove that there is no suitable substitute in the 
market that can be obtained at more advantageous terms. 
 
Procedure: 
a) The BAC shall prepare the RFQ or pro-forma invoice together with the terms and 
conditions of sale, and shall send the same to the identified direct supplier; 
b) Simplified negotiations on the terms and conditions of the contract may be 



 

conducted by the BAC to ensure that the supplier is technically, legally and 
financially capable to deliver the goods at the most advantageous price and contract 
for the Government. 
 
● Negotiated procurement (Small Value Procurement) – Any school-based 
procurement that does NOT fall under Shopping. 
 
 

ITEMS/PROJECTS INVOLVING 
PROCUREMENT 

MODE OF PROCUREMENT 
 

Common-use office supplies Shopping 
Repairs and maintenance materials Negotiated Procurement - Small Value 
Catering services Negotiated Procurement - Small Value 
Janitorial services (institutional) Negotiated Procurement - Small Value 
Security services (institutional) Negotiated Procurement - Small Value 

 
The following are standard documents required when participating in the cited 

mode of government procurement: 
 

Alternative 
Procurement 

Mayor’s 
Permit 

Professional 
License 

PhilGEPS 
registration 

Income 
Tax 

Return 

Omnibus 
Sworn 

Statement 

Negotiated 
Procurement 
- Small 
Value 
Procurement 

✔ ✔ ✔ ✔ ✔ 

Shopping ✔  ✔ ✔  
Direct 
Contracting 

✔  ✔   

 
On February 19, 2021, DepEd Order 008, s. 2021 was released with the title, 
“Revised Signing Authorities for Administrative and Financial Matters in the 
Department of Education”. The following adoptions were to be implemented: 
 

1) Section V (A) (2) states, “Procurement projects and/or activities that are 
incorporated in the approved WFP, or Annual Implementation Plan (AIP), shall 
be undertaken upon the approval of the Purchase Request, prepared in 
accordance with the prescribed form and observing the following signing 
authorities: 

 
 
 
 



 

Office/Amount 
Involved 

 

Requesting 
Official 

Approving 
Official 

Certification of 
Availability of 

Allotment 

IU School Up to the 
extent of allotment 
received 

Administrative 
Officer, or in 
his/her absence, 
the Designated 
School Property 
Custodian 
 

School Head (SH) 
or the School’s OIC 
designated by the 
Schools Division 
Superintendent 
(SDS) 
 

Designated 
Budget/Finance 
Staff [AO or 
Administrative 
Assistant (ADAS) 
II/III) 
 

Non-IU School 
Up to the extent 
of the allotment 
received 

Officer 
designated by 
the SH or 
Designated 
School Property 
Custodian 
 

SH or the School’s 
OIC designated by 
the SDS 
 

Budget Officer (AO 
V) or Designated 
Budget/Finance 
staff 
 

 
2) Section V (A) (3) indicates that the PR shall be prepared for each procurement 
activity or project and must be strictly in accordance with the approved WFP/Annual 
Implementation Plan and the approved APP, or a Supplemental WFP, and a 
Supplemental APP. 
 
3) Section V (B) (2) indicates that the Resolution to Award (RTA) and the Notice 
of Award (NOA) shall be approved and signed by the following: 
 

Office/Amount Involved Approving (i.e. RTA) and Issuing (i.e. 
NOA) Official 

IU School 
Up to the extent of the 
allotment received 

SH or the School’s OIC designated by 
the 
SDS 
 

Non-IU School 
Up to the extent of the 
allotment received 

SH or the School’s OIC designated by 
the 
SDS 

 
4) Section V (C) (1) states, “Contracts, Purchase Order (PO), Memorandum of 
Agreement (MOA), or any agreement in whatsoever form, to be executed pursuant to 
an approved RTA and NOA shall be certified with the Availability of Funds by the 
following: 
 
Procuring Entity Person who signs the Certification of the 

Availability of Funds 
IU School School’s Accountant/Bookkeeper 
Non-IU School School’s Bookkeeper In-charge (ADAS III) 

 



 

 
5) Section V (C) (2) indicates that the procurement contract, PO, MOA, or 
agreement in whatsoever form, shall be signed by the following officials: 
 

Office/Amount Involved Signing Official 
IU School 
Up to the extent of the allotment 
Received 

SH or the School’s OIC designated 
by the SDS 

Non-IU School 
Up to the extent of allotment received 

SH or the School’s OIC designated 
by the SDS 
 

 
School Procurement Terms and Conditions 
 
A. Submission of Requirements 

a. Quotations and other requirements should be properly sealed. 
b. Supplier should submit duly signed Request for Quotation and prices 
should be quoted in Philippine peso. The RFQ should be handwritten. 
c. Verification of valid documentary requirements shall be done prior to award. 

 
B. Evaluation of Quotation 

a. Quotations shall be compared and evaluated on the basis of: 
● the completeness of submitted documents; 
● compliance with technical specifications; and, 
● price 

 
C. Award 

The supplier who submitted the lowest calculated and responsive quotation 
(LCRQ) shall be awarded the Purchase Order (PO) after the evaluation of the BAC. 
 
D. Delivery 

a. Delivery of goods shall be according to the specifications stated in the PO. 
To ensure quality of vegetables, fish, poultry, milk products, and other 
perishables, delivery should be made on a staggered basis. 
b. Delivery costs of good to be delivered to the school should be to the account 
of the supplier. Risk of title shall pass from the supplier to the purchaser upon 
receipt and final acceptance of the goods at the school. 

 
E. Instructions 

a. Supplier shall be responsible for the sources of its goods and makes the 
deliveries in accordance with the schedule and specification of the award. 
Failure to comply shall be ground for cancellation of the award. 
b. Supplier who accepted a PO but failed to deliver the required goods within 
the time called for in the purchase order shall be disqualified from 
participating in the school’s future procurement activities. 



 

c. Rejected deliveries shall be construed as non-delivery and shall be replaced 
within three (3) days otherwise it will be subject to liquidated damages for 
delayed deliveries. 
d. Liquidated damages is a penalty of one-tenth of one percent (0.001) of the 
total value of undelivered items. It shall be charged for every day of delay of 
delivery. 

 
F. Packing 

a. Supplier shall provide such packing of the goods appropriate to prevent 
their damage or deterioration during transit to the school. Goods shall be 
packed in appropriate food grade containers. 
b. Grocery items must be properly labeled to include, Batch/Lot number, 
manufacturing date, expiry date, name of manufacturer, address and license 
to operate if applicable. 

 
G. Inspection 

All deliveries by supplier shall be subject to inspection and acceptance by the 
school inspection officer and property custodian or supply officer based on the 
specifications of the PR and PO. 
 

H. Payment 
One hundred percent (100%) of the contract price shall be paid noting the 
complete delivery of the goods less any damages incurred. 
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