
 

 
 
 
 
 
 
 
 
 
 
 

Delivery, Inspection and Acceptance of Supplies and Equipment 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

        No 

 

 

 

 

Yes 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

Start 

Incoming Delivery of 
Supplies, Materials and 

Equipment  

Prepares IAR 

Inspection 
of 

Deliveries 

Inspection Committee 
shall indicate notation 
in the IAR and returns 
to the Supply Officer 

The Supply Officer shall 
return the items to the 
supplier and requires 
the later to comply. 

Inspection Committee signs 
the IAR and forwards to the 

Supply Officer 

The Supply Officer accepts 
the goods delivered and 
signs the IAR. Stores the 
items for issuance to the 

end-users. 

The Supply Officer shall 
forward the copy 3 of IAR 
to the Accounting Unit for 

recording. 

End 

Signs the Delivery Receipt 



 

 
 
 
 
 
 
 
 
 
 

 
Bids and Awards Committee 

- Preparation of Annual Procurement  Plan for Common-use Supplies and Equipment 
 

 
 
 
 
 
 

  

Start 

Distribution of APP-CSE template 

Submission of Accomplished template 

Review and Consolidation of submitted 
templates 

Approval of Individual and Consolidated APP-
CSE 

Submission of the approved Consolidated APP-
CSE to the concerned offices 

End 



 

 
 
 
 
 
 
 
 
 
 
 
 
Bids and Awards Committee 

- Preparation of Annual Procurement  Plan for Common-use Supplies and Equipment not available at 
DBM_PS in the amount not to exceed P1,000,000,000.00 

 
 

 
 
 
 
 
 

  

Start 

Preparation of APR 

Submission of the approved request to the BAC 

Preparation of the RFQ 

PHILGEPS posting 

Pre-Bid Conference 

End 

Submission of Quotation/Bids 

Preparation of Abstract of Quotations/Bids 

Recommendation of award of contract 

Preparation of Contract/PO 



 

 
 
 
 

 
 
 
 
 
 
Bids and Awards Committee 

- Preparation of Annual Procurement  Plan for Common-use Supplies and Equipment through DBM-PS 
 
 

 
 
 
 
 
 

  

Start 

Preparation of APR 

Submission of the Request for Approval 

Securing price quotation and stock availability 
certification from DBM-PS 

Preparation and approval of purchase order 

Submission of approved PO and other 
supporting documents to Budget and Finance 

Office for funding, approval and payment 

End 

Submission of approved APR and other 
supporting documents together with the payment 

to DBM-PS  



 

 
 
 
 
 
 
 
 
 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
                                                                                                                                      
 
 
 
 
 
 
 
 
 
 
 
 Yes 
 
 
 
 
 
 No 
 
 
 
 
 
 
 
 
 
 
 
  
 
 
 
 
 

START DELIVERY, INSPECTION AND 
ACCEPTANCE OF SUPPLIES, 
MATERIALS & EQUIPMENT 

 
Delivery of supplies, materials 
& equipment by the 
supplier/manufacturer/contractor. 

 

Signs the Delivery Receipt by the 
supply officer. 

Preparation of inspection and 
acceptance report by the supply 
officer. 
 

Inspection of deliveries by the 
inspection committee. 

Delivery  
are not in 
conformity 

Returns to the Supply Unit 

Signs the IAR by the 
inspection committee and 
forwards it to the Supply 
Officer. 

 

Accept the goods delivered and 
signs the IAR. 

 

Forward the copy 3 of IAR to 
the Accounting unit 

 
END 



 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
 
 
 
 
 
 
 
 

REQUEST AND 
ISSUANCE OF SUPPLIES 

START 

Preparation of Requisition and 
Issue Slip (RIS) 

 

Review and Approval of 
Requisition and Issue Slip (RIS) 

 

Receipt of Approved RIS by the 
Property/Supply Division/Unit 

 

Preparation of Available 
Supplies and Materials for 
Issuance 

 

Receipt of Supplies and 
Materials by the Requesting 
Personnel 
 

 

END 



 

 
 
 
 
 
 
 
 
 
 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
 
 
 
 
 
 
 
 
 
 
 

Inventory Taking 
 

START 

The supply officer prepares 
the inventory guidelines and 
sends them to the agency 
head for approval. 

 

Creation of the Inventory 
Committee 

 

Physical Inventory-Taking 

Witnessing the inventory -taking 

Reconciliation of Property and 
Accounting Records 

Preparation of inventory Reports 

End 



 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
 
 
 
 
 
 
 
 
 
  Approved      Dis-approved 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 

Disposal of unserviceable 
properties 
and waste materials 

 

Preparation of reports for 
approval 
 

Approval 
of reports 

Forwards the approved 
IIRUP/WMR for evaluation of 
documents and inspection 
 

Evaluation of Documents 
 

Appraisal of unserviceable 
property 
 

Forward the documents to COA 
Office for Inspection and 
recommendation for disposal 
 

Inspection of the Unserviceable 
Property or Waste materials 
 

Forward the recommendation 
to the Disposal Committee 
 

Recommendation to the Head 
of Agency 
 

Disposal of the unserviceable 
property 
 

       END 

Personnel Return of 
unserviceable property to the 
supply officer 
 

START 



 

 
 
 
 
 
 
 
 
 
 
 
Bids and Awards Committee 

- Procurement of Infrastructure Projects/Goods/Services through Competitive Bidding 
 
 

 
 
 
 
 
 

  

Start 

Preparation of Bidding Documents 

Pre-procurement conference 

Advertisement and posting of the Invitation to 
Bid 

Pre-bid Conference 

Submission and Receipt of Bids 

End 

Opening of Bids 

Bid Evaluation 

Post-qaulification 

Award, Implementation and Termination of the 
Contract 



 

 
 
 
 
 
 
 
 
 
 
 
Property and Supply Management Process Flow 
 
 

 
 
 

 
 
 
       
       
 
 
 
 
 
 
 
 

 
 
 

 
 
 

 
 

 
 
 
 
 
 

 
  

Start 

Admission of Patient 

Health Assessment 

First Aid Treatment of Cases 

Dispensing of over-the-counter medicines 

Referral of difficult cases 

     Health Advice & Counseling 

Inform parents/guardians 
 

Recording 

Referral of Emergency Cases to Hospital 

 



 

 

 

 

 

 

 

 

 

 

Issuance and Utilization 

 

 

 

 

 

 

 

 

 

 

 

 

 

     No 

 

    

Yes 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

Submission of the Report 

End 

Stocks 
available? 

Preparation of Requisition and 
Issue Slip (RIS) 

Review and approval of 
Requisition and Issue Slip (RIS) 

 

Receipt of Approved RIS by the 
Property/Supply Unit 

Preparation of Purchase 
Request 

Preparation of Supplies for 
Issuance 

Receipt of Supplies  

Recording of Issued Supplies 

Filing of RIS 

Preparation of the Report 

Start 



 

 

 

 

 

 

 

 

 

 

Storage 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

Receipt of Materials and 
Equipment and Other 

Property 

Arrangement of 
Materials 

Recording of 
Receipts/Deliveries Reconciliation of Entries End 

Start 
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