
 

DEPARTMENT OF SCIENCE AND TECHNOLOGY 
INDUSTRIAL TECHNOLOGY DEVELOPMENT INSTITUTE 

DOCUMENT CODE WI-ADM-PPMS 08-02

WORK INSTRUCTIONS MANUAL 
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SECTION PRODUCT REALIZATION 
EFFECTIVITY DATE 03 January 2020 

DOCUMENT TYPE PAPER / PDF FILE 

SUBJECT     APPLICATION FOR AUTHORITY TO IMPORT 
 

Prepared by:         
 

 
Administrative Officer V, ADM-PPMS 

Approved by:             
 

 
Chief, ADM 

 
 

 
 
PERSON RESPONSIBLE:   Administrative Officer V  
 
 
MATERIALS & EQUIPMENT:   N/A 
     
 
STEPS: 
 
1.0 Prepare request Letter for Authority to Import from Bureau of Import Services (BIS), Department 

of Trade and Industry (DTI) with the following requirements: 
 
1.1 Application Form for Government Importation (LOI 1307) 
1.2 Certificate of Liquidation of previous importation 
1.3 Pro forma Invoice 
1.4 Abstract of Bids 
1.5 Notice of Award 
1.6 Purchase Order 
1.7 Undertaking of duly authorized representative 

 
2.0 Forward request Letter and supporting documents to the Director for review and approval. 
 
3.0 Request cash for payment of application fee from Disbursing Officer. 
 
4.0 Pay application fee for Authority to Import upon submission of all needed requirements at DTI, 

Makati. 
   
5.0 Receive DTI Official Receipt (OR) and submit to Disbursement Officer for liquidation. 
 
6.0 Follow-up status of Authority to Import after five (5) working days thru telephone. 
 
7.0 Once approved, pick up Authority to Import together with the Pro forma Invoice, stamped “cleared” 

from BIS-DTI. 
 
8.0 Attach approved Authority to Import and Pro forma Invoice to Application for Letter of Credit opening 

/ Telegraphic Transfer. 
 
 
SAFETY REQUIREMENT: N/A 
 
 
 
DOCUMENTED INFORMATION: DULY SIGNED SUPPLIER’S QUOTATION 
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INDUSTRIAL TECHNOLOGY DEVELOPMENT INSTITUTE 
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SECTION PRODUCT REALIZATION EFFECTIVITY DATE 03 January 2020 

SUBJECT 

APPLICATION TO PURCHASE FOREIGN EXCHANGE 
FOR PAYMENT OF MEMBERSHIP, TRAINING FEE, 

TESTING AND ANALYSIS 
 

Prepared by:         
 

 
Administrative Officer V, ADM-PPMS 

Approved by:             
 

 
Chief, ADM 

 
 

 
 
 
PERSON RESPONSIBLE:   Administrative Officer V  
 
 
MATERIALS & EQUIPMENT:   N/A 
     
 
STEPS: 
 
A. Application thru Telegraphic Transfer 

 
1.0 Request for quotation in peso to Land Bank of the Philippines. 
 
2.0 Prepare P.O./W.O. and D.V. upon receipt of the quotation. 
 
3.0 Prepare Application to Purchase Foreign Exchange to LBP with the following attachments: 

   Application Letter 
 Proforma Invoice 
 LBP Quotation 
 Organizations’/company’s bank details 
 Copy of Approved P.O./W.O. 
 Check payment 

 
4.0  Receive acknowledgment receipt. 
 
B. Application thru Demand Draft  
 
1.0 Request for quotation in peso to Land Bank of the Philippines. 
 
2.0 Prepare P.O./W.O. and D.V. upon receipt of the quotation. 
 
3.0 Prepare Application to Purchase Foreign Exchange to LBP with the following attachments: 

 Application Letter 
 Proforma Invoice 
 LBP Quotation 
 Organizations’/company’s bank details 
 Copy of Approved P.O./W.O. 
 Check payment 

         
3.1 Upon receipt of Demand Draft from LBP, prepare Letter to be signed by the Chief, ADM 

and mail to concerned supplier/agency abroad. 
 

4.0 Receive acknowledgment receipt. 
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SECTION PRODUCT REALIZATION EFFECTIVITY DATE 03 January 2020 

SUBJECT 

APPLICATION TO PURCHASE FOREIGN EXCHANGE 
FOR PAYMENT OF MEMBERSHIP, TRAINING FEE, 

TESTING AND ANALYSIS 
 

Prepared by:         
 

 
Administrative Officer V, ADM-PPMS 

Approved by:             
 

 
Chief, ADM 

 
 

 
SAFETY REQUIREMENT: N/A 
 
 
DOCUMENTED INFORMATION: Approved Purchase / Work Order 
     Land Bank Peso Quotation 
      

 



 

DEPARTMENT OF SCIENCE AND TECHNOLOGY 
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DOCUMENT CODE WI-ADM-PPMS 08-04
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EFFECTIVITY DATE 03 January 2020 

DOCUMENT TYPE PAPER / PDF FILE 

SUBJECT     IMPORTATION OF GOODS PROCEDURE 
 

Prepared by:         
 

 
Administrative Officer V, ADM-PPMS 

Approved by:             
 

 
Chief, ADM 

 
 

 
 
PERSON RESPONSIBLE:   Administrative Officer V  
 
 
MATERIALS & EQUIPMENT:   N/A 
     
 
STEPS: 
 
1.0 Request for quotation in peso to Land Bank of the Philippines. 
 
2.0 Prepare P.O. and D.V. upon receipt of LBP quotation. 
 
3.0 Apply for Authority to Import at Bureau of Import Services (BIS), DTI with attached Proforma 

Invoice duly signed by the supplier and the Agency Head and all other needed requirements. 
 
4.0 Prepare Application to Purchase Foreign Exchange to LBP with the following attachments: 

4.1 Application Letter 
4.2 Proforma Invoice 
4.3 BIS,DTI Authority 
4.4 LBP Quotation 
4.5 Supplier’s bank details 
4.6 Approved P.O. 
4.7 Affidavit duly notarized 
4.8 Certification duly notarized 
4.9 Letter of Undertaking duly notarized 
4.10 Check payment 
 

5.0 Receive Notice of Arrival from courier. 
 
6.0 Prepare letter of authority of broker to get copy of original documents from the concerned carrier / 

vessel and to facilitate release of shipment. 
 
7.0 Prepare letter to Bureau of Custom and pay custom duties and taxes and other incidental expenses 

due thereon. 
 
8.0 Receive goods/items. 
 
SAFETY REQUIREMENT: N/A 
 
 
DOCUMENTED INFORMATION: Letter of Instruction No. 1307 
     Tariff and Customs Code of the Philippines (TCCP) 

     Land Bank Application for Foreign Exchange 
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DOCUMENT TYPE PAPER / PDF FILE 

SUBJECT 
ISSUANCE, CONTROL AND DISPOSAL OF ITDI 

PROPERTY 
 

Prepared by:         
 

 
Administrative Officer V, ADM-PPMS 

Approved by:             
 

 
Chief, ADM 

 
 

 
 
PERSON RESPONSIBLE:   Administrative Officer III 
    Administrative Officer I 

Administrative Assistant II 
    Administrative Aide VI 
    BAC Secretariat  
 
 
MATERIALS & EQUIPMENT:   N/A 
     
 
STEPS: 
 
A. ISSUANCE 

 
1.0 Prepare issuance documents such as Inventory Custodian Slip (ICS) or Acknowledgement Receipt 

for Equipment (ARE), and Inspection and Acceptance Report (IAR). 
 

Note:  ICS/ARE shall be signed and dated by the Head Property & Procurement Section under 
“Received from” portion and the recipient or user of the property shall acknowledge receipt 
by signing under “Received by” portion. 

 
2.0 Input in the property database the newly acquired equipment/property for preparation of inventory 

report. 
 
3.0 File ICS/ARE in the end-user’s file folder alphabetically for ready reference. 
 
 
In case of retirement/resignation of end-user 
 
1.0 Prepare a list of end-user’s accounted equipment/property. 
 
2.0 Assist the end-user to determine the status of equipment/property as to transfer, for condemnation, 

or for return. 
 
3.0 If transfer, prepare new ICS/ARE to be signed and dated by the resignee/retiree under “Received 

from” portion and the recipient or new user under “Received by” portion. 
 
 For condemnation/return equipment/property, acknowledge the receipt of said equipment/property 

by issuing Acknowledgement Receipt for Return Equipment (ARRE) conformed by the end-user 
and noted by the division chief. 

 
4.0 Mark/stamp “Condemned, “Transfer”, or “Return” on the ICS/ARE in end-user’s file folder and 

update in the property database. 
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ISSUANCE, CONTROL AND DISPOSAL OF ITDI 

PROPERTY 
 

Prepared by:         
 

 
Administrative Officer V, ADM-PPMS 

Approved by:             
 

 
Chief, ADM 

 
 

 
5.0 File new ICS/ARE to recipient’s file folder. 
 

B. CONTROL 
 
1.0 Assign property number to newly acquired ITDI equipment/property following this format: 

 
       11 – GFE – 327 – 1000   
 

     

     

     

     
     

 

 

 
Series 
 

Property Code (327 – Airconditioner) 
  

Fund* 
 

Acquisition year 
 

* GFE – General Fund Equipment, GFS – General Fund Semi-Expendable, 
  GIAE – Grant-in-Aids Equipment, GIAS – Grant-in-Aids Semi-Expendable 

 
2.0 Record newly acquired ITDI property in the Equipment/Property Index Card that includes the 

following details: Property Number, Amount, Supplier, Date Acquired, Purchase Order Number, 
Funds source, End-user, and Division. 

 
3.0 Prepare and affix property sticker duly signed by the Inventory Committee members, to the 

equipment/property with the following details: Location, End-user, Property Number, Item 
Description, Condition, and Date Acquired. 

 
 
Physical Count/Inventory of ITDI Property 
 
1.0 Set meeting with the Inventory Committee members. 
 
2.0 Prepare schedule of inventory activities. 
 
3.0 Prepare a master list of equipment/property indicating the period covered. 
 
4.0 Conduct physical count of all ITDI equipment/property per division, per end-user. 

 
4.1 Check condition, status and location of item/equipment and note in the master list the 

changes of its condition. 
4.2 List equipment/property found without property sticker/label within the vicinity. 
 

5.0 Make necessary changes in the ITDI property database. 
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ISSUANCE, CONTROL AND DISPOSAL OF ITDI 

PROPERTY 
 

Prepared by:         
 

 
Administrative Officer V, ADM-PPMS 

Approved by:             
 

 
Chief, ADM 

 
 

5.1 Update the status of counted ITDI properties. 
5.2 Separate report for disposed/transferred/donated properties. 
5.3 Identify each item found on the list items without property sticker and update the database 

as necessary. 
 
 
 
 
6.0 Prepare Report on the Physical Count of Property, Plant and Equipment (RPCPPE) per division, 

per individual subject for approval of the Head of the Agency in triplicate copies. 
 
7.0 Secure signature of Inventory Committee Chairman and Supply Officer in the RPCPPE. Chief 

Administrative counter sign and approve by the Director. 
 
8.0 Submit RPCPPE one (1) copy each to COA and Accounting Section for reconciliation and file the 

third copy for PPMS use/reference. 
 
 
 

C. DISPOSAL 
 
1.0 Receive unserviceable equipment/property from end-user, issue ARRE and place it in the provided 

warehouse. 
 
2.0 Mark/Stamp “Unserviceable” or “Condemned”, date and location on the ICS/ARE and make 

necessary changes in the property database. 
 
3.0 Prepare Inventory and Inspection Report on Unserviceable Property (IIRUP) and indorse report to 

Disposal Committee for inspection and approval. 
 
4.0 Take pictures of the properties for disposal duly classified per lot as follows: metals, wood, plastic, 

and glass. 
 

5.0 Submit IIRUP, Appraisal Report and pictures to COA for further inspection of the technical 
inspector. 

 
6.0 Prepare invitation to Auction Sale and publish invitation in conspicuous places and at the ITDI web 

page. 
 
7.0 Assist interested bidders in the inspection of unserviceable property and issue Certificate of 

Inspection. 
 
8.0 As to BAC Secretariat, issue canvass form to complying bidders, conduct bidding of Auction Sale, 

and prepare Notice of Award. 
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ISSUANCE, CONTROL AND DISPOSAL OF ITDI 
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Prepared by:         
 

 
Administrative Officer V, ADM-PPMS 

Approved by:             
 

 
Chief, ADM 

 
 

9.0 Serve Notice of Award to winning bidder. 
 
10.0 Supervise the winning bidder in the hauling of unserviceable properties witnesses by the Disposal 

Committee member/s. 
 
 
 
 
11.0 Submit IIRUP to Accounting Section, FMD with attached copy of the following: 
 

- Appraisal Report 
- Official Receipt of Sale 
- Abstract of Bids 
- Bid Bonds 
- Copy of Notice of Award 
- Transmittal Letter 

 
12.0 Separate report of disposed properties in the ITDI property database. 

 
 
SAFETY REQUIREMENT: N/A 
 
 
DOCUMENTED INFORMATION: Training Handbook on Property & Supply Management  

System 
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SUBJECT 
PURCHASE OF COMMON SUPPLIES AND 

MATERIALS FROM PROCUREMENT SERVICE, DBM 
 

Prepared by:         
 
 

Administrative Officer V, ADM-PPMS 

Approved by:             
 

 
Chief, ADM 

 
 

 
 
PERSON RESPONSIBLE:   Administrative Officer I 
 
 
MATERIALS & EQUIPMENT: N/A 
      
     
STEPS: 
 
1.0 Prepare Purchase Request of common office supplies and materials for one quarter consumption. 
 
2.0 Forward prepared PR to Administrative Officer V for review and signature then forward to Chief 

Administrative for approval. 
   
3.0 Record in the logbook then release to Budget for fund allocation. 
 
4.0 If PR is approved, prepare Agency Procurement Request (APR) in three (3) copies and Obligation 

Receipt (OR) in two (2) copies and one copy of Disbursement Voucher (DV). Attach approved PR 
and latest price list provided by Procurement Service, DBM. 

 
5.0 Forward to AOV to check the correctness and completeness of documents and affix signature on 

APR and initial on DV. 
 
6.0 Route the documents to the following responsible persons: 
 

a. Chief, Administrative Division for approval and signature of APR and DV. 
b. Accounting Section, FMD for pre-audit and attachment of ALOBS. 
c. Director (if transaction is above P 300,000.00 pesos) or Deputy Director  

(if transaction is  below P 300,000.00 pesos) for final approval. 
d. Cashier, FMD for preparation of Check. 

 
7.0 Once Check is approved, serve APR and payment to Procurement Service, DBM.  Secure copy of 

APR and OR and ask for delivery or pick-up date. 
 
 
SAFETY REQUIREMENT: N/A 
 
 
DOCUMENTED INFORMATION: N/A 
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SUBJECT       SUPPLIER PERFORMANCE RATING 
 

Prepared by:      
 
 

Administrative Officer V, PPMS 

Approved by:                 
 

 
Chief, ADM 

 
 

 
PERSON RESPONSIBLE:    Administrative Officer V / PPMS Head 
 
 
MATERIALS AND EQUIPMENT: N/A 
 
 
DEFINITION OF TERMS: 
 
Listed - a status of supplier wherein accreditation is maintained. 
Conditional - a status of supplier with one to three times below passing mark. 
Delisted -   a status of supplier disqualified and removed from the List of Qualified Suppliers. 
 
STEPS: 
 
1.0 PPMS Head will rate all suppliers with Purchase Order requisitioned by the division.   Use Supplier 

Performance Sheet (ADM-PPS F3). Indicate the corresponding PO Number and date of PO on the 
back portion of Supplier Performance Sheet. 

 
2.0 Compute the average score per transaction and determine the general average score  on annual 

basis using the following: 
 

Where:  
E (Excellent)  =    5.0 
VG (Very Good)  = Below 5.0 to 4.0 
S (Satisfactory)  = Below 4.0 to 3.0 
F (Fair)   =   Below 3.0 to 2.0 
P (Poor)  =   Below 2.0 

 
3.0 Using said data, check the appropriate box on the front page of Supplier Performance Sheet and 

indicate the general average score together with the corresponding final rating.  
 
4.0 Passing Mark is set at 3.  A rating lower than 3 puts the supplier in a conditional status.  A supplier 

with more than 3 times below passing mark is disqualified and delisted from the List of Accredited 
Supplier wherein correspondence is sent informing of their status of performance. 

 
5.0 The List of Accredited Suppliers is updated annually whenever there are changes. 
 
6.0 A delisted supplier may apply for re-accreditation after 3 months. 
 
7.0 A Report on Supplier’s Performance is prepared annually. 
 
SAFETY REQUIREMENT:  N/A 
 
 
DOCUMENTED INFORMATION: Purchase / Work Order  
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