Republic of the Philippines
OFFICE OF THE PRESIDENT
COMMISSION ON HIGHER EDUCATION

CHED MEMORANDUM ORDER (CMO)
No. ot
Series of 2002

SUBJECT: GUIDELINES FOR THE IMPLEMENTATION, SUPPORT AND
EVALUATION OF CENTERS OF EXCELLENCE (COEs) AND
CENTERS OF DEVELOPMENT (CODs) IN HUMANITIES, SOCIAL
SCIENCES AND COMMUNICATION (HuSoComm)

X x

In accordance with the pertinent provisions of Republic Act (RA) No. 7722, otherwise known
as the “Higher Education Act of 1994, the Commission on Higher Education, pursuant to its
commitment to expedite the utmost achievement of relevant, responsive and quality higher
education in the country, hereby adopts and promulgates the following guidelines for the
implementation, support and evaluation of Centers of Excellence (COEs) and Centers of
Development (CODs) in the disciplines under Humanities, Social Sciences and
Communication (HuSoComm), thus:

1. BASIC CONCEPTS REGARD!

THE COEs AND CODs IN HuSoComm

A. POLICY

Section 8(f) of the “Higher Education Act of 1994” provides that the Commission
develop Centers that can spearhead the nation’s thrust towards devclopmenl Itis, therefore,
Lhe polK:y of the Commission to promote quality and excellence in higher education by

supporting and ing Centers of and Centers of D

disciplines under Humanities, Social Sciences and Communication (HuSoComm). The
disciplines recognized as program- areas needed for the development of world-class
scholarship, for nation- building and for national development are: under the cluster of
Humanities — Engiish, Filipino, Fine Arts, Foreign Languages, Literature, Music, and
Philosophy; under the cluster of Social Sciences ~ Anthropology, Economics, History,
Psychology, Political Science, and Sociology; and under the cluster of Communication —
Broadcasting, Journalism and Communication (General Program).

B. DEFINITION

Certer of Excellence (COE) - a unit within any higher education institution (HEI) with
(i) a strong graduate program and (if) an undergraduate program that meets international
standards of academic quality and excellence. As Center of Excellence, the unit enjoys full
administrative, financial and curricular deregulation, authority to graduate students without
prior approval of the CHED and without the need for, Special Orders, priority in terms of
available funding assistance for scholarships, faculty development, library materials,
development activities and limited visitation, inspection and/or supervision by the CHED.



Center of Excellence-Honorific - a variation of the COE. This Center enjoys all the
benefits and privileges of a COE, such as full administrative, financial and curricular
deregulation, authority to graduate students without prior approval of the CHED and without
the need for Special Orders and limited visitation, inspection and/or supervision by the
CHED, excepr funding assistance.

Center of Development (COD) - a unit within any higher education institution with a
strong undergraduate program and a strong potential to develop its faculty and its capability
in research.

C. ROLES AND RESPONSIBILITIES OF THE COEs AND CODs IN HUSOCOMM

The Centers shall be the loci of academic and human resource development at both
the regional and national levels. Hence, they shall have the following roles, duties and
responsibilities:

a. Serve as role models in the local, regional and national community - either in the form
of technology transfer, industry linkages or consortia with other HEIS, or extension
services; )

Serve as Centers of Training in the concerned discipline;

o

C. Serve as the country’s provider of top quality human resources for both academe and
industry;

d. Develop research capabilities in line with the development agenda of the Philippine
government;

e. Offer ional and/or research grad inthe concemed discipline;

£ Provide assistance to other HEISs within its geographical area of coverage in terms of
faculty P materials and other quality upgrading
activities;

Undertake and iniiate activities necessary in developing quality higher education; and
Implement specific upgrading projects as approved by the Commission.

)

D. IDENTIFICATION AND SELECTION CRITERIA
The COEs and CODs in HuSoComm shall be identified based on the following criteria:

a. Nature of the Program/Length of Existence .

b. Reputation of the School/Program

. Quality of the Curriculum

d. Faculty (teaching quality, research and publications, contact/network with
relevant — publics in the concerned  discipline and

i ips garered))

e. Students

£ Program/Institutional Output - Research Publications and Outreach

g. Facilities (Library, Laboratory and Equipment)

h. Accreditation Level (when applicable)
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E. IDENTIFICATION AND SELECTION PROCESS

Letters of information and invitation will be sent to HEIs offering the concemed
programs. The Technical Committees for each of the concemed disciplines will undertake the
task of screening and evaluating the HEI-applicants.

II. DEVELOPMENTAL SUPPORT FOR THE COEs AND CODs IN HUSOCOMM

A. PRIORITY CATEGORIES
In line with the Commission’s commitment to accelerate the attainment and
of and globally tive Filipinos, the following are the identified
pnonty categories of assistance and their parameters:

a. Graduate Scholarships and Thesis/Dissertation Grants — specifically for faculty
members of non-designated HuSoComm COE/COD institutions. The idea is to increase
the number of highly qualified faculty teaching in the concerned HuSoComm discipline.
This will be a one-time grant for the duration of the project.

b. Faculty Development and Upgrading - includes faculty re-tooling and graduate
education support for the COE/COD’s own faculty, to increase and upgrade its faculty and
re-align them with the objectives of quality academic performance. Assistance through
this category may come in the form of graduate education scholarships, salary for deloaded
fn/:ulty who will concentrate on their gadume studies or for their substitutes,

ion grants and in both local and international seminars,
workshops, academic and research training programs.

c. Material, ij Software. ion - to increase instit capability in
both instruction and research. This category includes acquisition of new equipment,
purchase of necessary software, procurement of laboratory chemicals and supplies and
reference material (i.e. books, journals, manuals, CD-ROMs, videotapes, efc.) upgrading.
“Equipment” is defined as instruments that are necessary for instruction and research of
the institution, including computers and audio-visual equipment. Excluded from this
category are apparatus for administrative functions such as photocopiers, facsimile
‘machines, etc.

d. Instructional Materials Development - to answer the need for indigenous reference
materals and to further encourage, develop and reinforce research capabilities of tertiary
educators, Included in this category are research grants, development and publication of
manuals and journals (both refereed and non-refereed).

e. Local and International Linkages - local linkages include the COE/COD’s outreach
programs to non-Centers to assist them in improving their instructional and research
activities. International linkages, on the other hand, will enable the COE/COD to
benchmark its capabilities against international standards and acquire the necessary tools to
uplift its own capabilities. Linkages may take the form of faculty sponsorships, researcher
and/or student exchanges.
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f. Other Activities - this may cover the following important aspects:
4. facilitation of actual research work in the institution;
4, faculty incentives for academic/research/publications related to the endeavors
‘within the COE/COD concept; and
i, provision of forums and other related functions, e.g. training, sponsorship of
national or international conferences and workshops in either instruction or
research-related activities.

B. FINANCIAL SUPPORT

The Commission is committed to provide financial support to the COEs and CODs in
Humanities, Social Sciences and Communication for at least three (3) years. The amount of
grant will depend upon the resolution signed by the CHED Chairman and Commissioners and
will be taken from the CHED Higher Education Development Fund (CHED-HEDF).
However, before the grant is given, the COE/COD must submit a full three-year (3) Work and
Financial Plan detailing its needs and reflecting the priorities identified sbove. The said Work
and Financial plan, as well as subsequent changes and/or re-alignments needed and requested
are subject to the evaluation of both the Technical Panel for Humanities, Social Sciences and
Communication and the Commission.

C. DURATION, RE-EVALUATION AND/OR RE-CLASSIFICATION

The status of a unit, department or institute in any HEI as a Center of Excellence or
Center of Development shall be for three (3) academic years, commencing on the date the
financial grant is released. Upon the expiration of the selected COE/COD’s term, it shall be
re-evaluated to determine if it will be:

a. Retained again as a COE or COD for another term;

b. Upgraded as a COE (for HEIs classified as COD); or

c. Removed from the list of COEs and/or CODs,

D. RESPONSIBILITIES OF THE TECHNICAL PANEL FOR HUMANITIES,

SOCIAL SCIENCES AND COMMUNICATION (TP HuSoComm)

In addition to its regular and usual functions and responsibilities and after its

submission of recommended COES/CODS to the Commission, the TP HuSoCom shall:

a. Assist the COEs and CODs in preparing their work and financial plans in accordance
‘with CHED priorities and financial regulations;
Recommend the award of grants, endowment funds and other forms of financial
support to the COEs and CODs;
Formulate with the different Technical Committees a monitoring checKlist/instrument
of the COE/COD projects;
d. Recommend a program of action to the Commission after the duration of the projects.

L
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E. RESPONSIBILITIES OF THE CHED REGIONAL OFFICES (CHEDROS) IN

RELATION TO THE COE/COD PROJECT
In relation to the implementation, support, monitoring and evaluation of chosen COEs

and CODs in HuSoComm, the CHEDROs shall:

a. Assist the COEs/CODs in the implementation of the different project components in
their submitted work and financial plans;

b. Perform an oversight function for CHED with regards to the Scholarskip Program,
including monitoring the status of scholars who are rendering service obligation in the

region;

. Assist the Technical Panel in the monitoring and evaluation of the identified COEs and
CODs; and

d. Provide assistance as may be necessary.

F. RESPONSIBILITIES OF THE CHED-HEDF

‘The CHED Higher Education Development Fund shall:

a. Release the financial requirement of the COE/COD as reflected in its approved project
proposal and as recommended by the Technical Panel for HuSoComm and its
Technical Committees;

b. Verify the correctness of the liquidation reports submitted by the COEs/CODs;

c. Coordinate with the OPS HuSoComm Secretariat regarding the financial and
operational status/requirements of the COEs/CODs for orderly and expeditious action.

OPERATIONAL P! L E: 0]

A. GUIDELINES FOR THE AL PROJECT CAT

1. Graduate Scholarships

Effective Summer 1999-2000, the Graduate Scholarship Program shall be for full-time
study towards a master’s or doctorate degree in any of the Humanities, Social Sciences
and Communication discipline, and is open only for deserving HuSoComm faculty
members of non-COEs/CODs. Full time study is defined as having a minimum study load
of nine (9) units per semester/term.

i)  The full scholarship package includes: (a) the actual cost of tuition and other
school fees; (b) monthly stipend; (c) one-time book allowance per semester; (d)
travel allowance; and () thesis and/or dissertation grant. The COE/COD
reserves the right to offer either a full or partial scholarship package. Please refer
to Annex A for Maximum Allowable Amounts.

.

The number of scholars enrolled shall be based on the actual grant and grant
duration. The COE/COD is advised to compute the total scholarship
Tequirements with respect to the total project fund or look for other sources to
finance the difference. If summer classes are required in the program of the
scholar, tuition for these classes should be taken from the previous release of
funds, No special fund releases will be facilitated.
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Selection and retention of scholars shall follow rules and specified policies of
each institution. If new institutional policies are to be observed, these should be
reflected in the report to be submitted to the CHED. However, in general,
scholars should possess the following qualifications:

(2) must be certified by the school president as a faculty member;

(b) must be of good moral character and clear of any administrative charge;

(¢) must be in good health as certified by a registered physician; and

(d) must have no pending application for resident immigrant status for the

USA or any other country.

iv.) Service Obligation. Upon completion of hisher degree, the scholar shall
immediately render service preferably in the region and along his/her field of
training for a minimum period equivalent to the length of time that he/she
enjoyed the scholarship. If the scholarship is terminated by the scholar, he/she
shall either refund the total financial assistance received plus twelve percent
(12%) interest, or render service to the country equivalent to the length of time
he/she enjoyed the scholarship. However, deferment of service obligation may be
allowed in any of the following cases: (a) local and out-of the-country study,
whether on scholarship or at personal expense; and (c) travel abroad. In all of
the mentioned situations, the scholar is required to submit a letter of request for
deferment of service obligation and to submit a copy of the scholarship contract,
if applicable. For reasons involving travel out of the country, the scholar is also
required to post a surety bond, the amount of which shall be the cost of the
scholarship already enjoyed plus interest, and execute a supplemental agreement
before leaving the country.

=

Refunds. 1t is the obligation of the COE/COD to deal with the
institution on matters involving refunds for terminated scholarships. Refunds
plus interest shall be deposited to the CHED COE/COD Account and shall be
incorporated as part of the COE/COD fund/grant. Surety bonds posted can only
be utilized if the terms specified in the supplemental agreement have expired.
The COE/COD shall then submit a proposal on how it plans to utilize the refund,
subject to the approval of the Commission.

Vi,

Liquidation of scholarship stipends and other allowances for grantees shall be
reported through a payroll system. Stipends and other allowances are not to be
considered as income and are therefore non-taxable.

2. Graduate Thesis and Dissertation Grants
Thesis and dissertation grants under this category shall be awarded to graduate
students who are certified HuSoComm faculty members o researchers of non-COE/COD
designated institution and are currently enrolled in the COE’s/COD’s graduate program.
The president of the institution to which the faculty or researcher belongs shall issue a
certification attesting to this.

Althuugh the COE/COD shall be g,wan the autoomy to implement criteria and
screening for approval of proposals, it should ensure that
these are supportive of the Centers® research initiatives and thrust and should be relevant
to regional and national concerns.

moosoists.
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Grantees shall be expected to finish a thesis within a year while a dissertation should be
finished within three (3) years from approval of the grant. The grantee shall submit a copy
of the finished thesis/dissertation to the CHED for record purposes. For maximum
allowable amount of grant, please refer to Annex A.

w

. Faculty Development

i)  Graduate Scholarship. Exclusive to faculty members of COEs/CODs, this
scholarship may include all the benefits indicated in the graduate scholarship
package, the salary (full or partial) of faculty members who will go on study leave
and the salary (full or partial) of faculty substitutes, provided the salary of the faculty
on study leave does not come from the grant. No faculty member currently enjoying
in-house scholarship grant fom the COE/COD may avail of this grant at the same
time.

ii.) Thesis and Dissertation Grants. Same provisions in the “Graduate Thesis and
Dissertation Grant”.

iii.) Faculty Development and Training. Attendance of the Center’s faculty in
‘workshops, conferences, training and seminars, both local and intemational.

>

Material, Equipment and Software Acquisition

'I'he following is a summary of the salient points on procurement;

For any purchase in the amount of P 500,000.00 or above, public bidding is required;

ii.) Creation of the Pre-Qualification, Bids and Awards Committee (PBAC) is necessary
prior tothe holding of public bidding;

iii.) For any purchase in the amount of less than P 500,000.00, other forms of
procurement procedures may be utilized;

iv.) To prevent circumventing the requirements for public bidding, COA restricts °
splitting of purchases, i.e. division of procurement of the same materials/ services;

and

v.) In case of public bidding, all participating entities should post a bond. In the event
the winning party cannot comply with the terms of bid, the sward will be canceled
and the posted bond will be forfeited. The bond in this case shall be incorporated
into the COE’COD’s grant.

The 1997 Commission on Audit Policy Training. lnd Technical Facilities (COA-PTTF)
Manual on govems For quick and easy
referanoe of the usual procedures nnd liquidation reqmremems, please refer to Annexes B

The ownership of material, equipment and software purchased under this project shall be
transferred to the COE/COD provided an Inventory Report of Propetty (Form 12) filly
accomplished (certified by the Property Officer and verified by the Controller) is submitted
to CHED-HEDF. An Invoice Receipt of Property will then be issued hy CHED-HEDF as
soon as the inventory report is processed.
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5. Instructional Materials Development

Instructional Material is defined as joumals (refereed or non-refereed), manuals,
handbooks, textbooks and printed researches supportive of the need to infuse indigenous
materials into any of the HuSoComm fields. This category includes funding for (a) the
conduct of actual field research; (b) development and printing of any instructional material;
and (c) activities related to the preparation of papers for presentation to conferences
and/or submission to journals.

It is recommended that research proposals of COES/CODs be submitted for
competitive funding under CHED’s National Higher Education Rescarch Agenda
(NHERA) rather than through the COE/COD project fund in order to maximize the
utilization of both project funds. If thisis not preferred, research grants can still be given
through this category. However, to guarantee non-duplication of research projects, a
certification attesting to the non-existence of a similar field of research study should be
obtained from the CHED-NHERA before any fund is obliged and released for the said
research project.

Research contracts may be utilized in handling research projects.  In such cases, actual
expenses incurred may be charged. For honorarium rates, please refer to Annex A.

In cases where there are resulting publications, at least three (3) copies of published
researches/documents should be submited to the CHED for record purposes.

6. Local and International Linkages
Linkages may come in the form of faculty sponsorship, researcher and/or student
exchanges, conduct of and faculty attendance to local or international workshop, seminars.
and conferences and establishment of consortium with other higher education institutions.
For parameters and allowable expendiures, please refer to Annex A, For liquidation,
please refer to Annex B. .

=

Other Activities
‘This category includes other activities that the COEs and CODs may consider relevant
to enhancing their basic capabilities in the academic, research or ‘extension aspects.

B. MONITORING AND EVALUATION

1. COE/COD Monitoring Reports
a. Preliminary Report Prior to COECOD Funding

The COES/CODs in HuSoComm shall submit duly accomplished Preliminary
Data Forms (please refer io Appendix A). The information will be used as
baseline/preliminary data for comparison with the final data to be submitted at the end
of the grant. Institutional performance in line with the COE/COD project will be
assessed through this comparison and will also be based on the critical evaluation
points given by the TP HuSoComn for each of the areas. It contains basic information
about the institution/department prior to the COE/COD selection, among others, the
following: (i) Institutional Background; () Faculty Data, (iii) Undergraduate Student
Data; (iv) Graduate Student Data; (v) Graduation Data; and (vi) Facilities and
Equipment.
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b. Semestral/Term Reports
The COES/COD:s shall accomplish these forms at the end of each term/semester,
focusing on the priority categories specified in this Guideline. These forms shall serve
as CHED's progress monitoring instruments and shall include full details of the
individual project being monitored. issions shall be
updates of the previous data and should highlight changes within the period concerned:

(i) Forms for Scholarships and Grants Data (4ppendices B.1-B.2) - these forms
should contain data on the profile of graduate faculty scholars from other HEIs
supported through the COE/COD grant. These includes:

e Graduate Student Scholarships (Appendix B.1)
Thesis and Dissertation Grants (Appendix B.2)

(ii.) Forms for Faculty Development (4ppendices C.1-C.3) - these forms contain
reports on activities of COE/COD faculty supported by the grant and should
include the following components:

«  Faculty Scholarship Grants (Appendix C.1)
o Thesis and Dissertation Grants (Appendix C.2)
o Faculty Training (Appendix C.3)

(ii.) Form for Newly Purchased Materials, Equipment and Software (4ppendix
D) - report on the newly acquired materials, equipment and software through the
COE/COD fund within the period.

(iv.) Form for Instructional Materials Development (Appendix £)

(v.) Forms for Local and International Linkages (Appendices F.1-F.2) - these
forms contain reports on linkages/outreach/extension services carried out through
the grant, which include the following:

e Local Linkages (Appendix F.1)
o Intemational Linkages (Appendix F.2)

(vi.) Forms for Other Activities (4ppendices G. 1-G.2) - these forms contain reports
on other activities undertaken and supported by the COE/COD project grant but is
not included under any of the above categories:

*  Forums, Seminars, Workshop and Conferences (Appendix G.1)
©  Other Activities (Appendix G.2)

¢ Index of Comparison Report (Appendix H)

The COEs/CODs shall submit an Index of Comparison Report that would indicate
progression in each of the priority categories. The Index of Comparison Report
contains the summary of the changes and accomplishments in each category within a
specified period (semestraliterm) and should be submitted at the end of the term
following the start of the next grant.
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2. Form Processing
All forms, as well as supporting documents, shall be sibmitted by the COEs/CODs
directly to the Secretariat for HuSoComm at the CHED Office of Programs and Standards
(OPS), CHED Central Office. These reports will be the basis of the evaluation to be done
by the Technical Panel. The secretariat shall then prepare a project assessment report
based on the Technical Panel’s evaluation. All reports filed by the secretariat will be glﬂ
of the perpetual record of the Commission on Higher Education.

3. Visitation, Monitoring and Evaluation

The COE/COD is required to submit an Annual Progress Report of their respective
programs and projects. If warranted, the Technical Committee or the Technical Panel may
visit the COE or COD anytime.

However, before the term of the Centers expire, the Teshnical Panel for HuSoComm
will conduct an ocular monitoring and evaluation. This is to fully assess the status of the
COEs and the CODs,

The COES/CODs will be niotified of any visits beforehand.

4. Evaluation and Quality Indicators for the Monitoring and ion of

‘COE/COD Projects

The Technical Panel for HuSoComm shall formulate an evaluation and assessment
instrument that will be used in the annual evaluation of the status of COEYCODs. The
following quality indicators will be used in evaluating the progress of projects funded
under the COE/COD grants:

@ Graduate Scholarship and Thesis/Dissertation Grant
i. Completion rate
ii. Completion of thesis/dissertation

=

Faculty Development

i. Increase in number of faculty with graduate degrees

il. Improvement in research methods and quality of research output

iii. Relevance of seminars, workshops and conferences sponsored and/or attended

»

Muterials, Equipment and Software Acquisition

i. Effective use of materials, equipment and software for research work
Increased student proficiency in the use of materials, equipment and software
iii, Maintenance of materials, equipment and software

A

Instructional Materials Development
i. Increase in research grants

ii. Number of publications

il Quality of research output

»

Linkages
i. Increase in number of contactyMOAs with other HEIs, professional
izati i d/ agencies

i, Impact of linkage in improving faculty qualificsions of COE/COD and non-
COE/COD institutions
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. Increase in faculty and/or student exchange
Output of educational visit/s

Relevance of established linkages

Impact of community outreach/service

s<zE

[ Other Activities
i, Number and relevance of workshops, seminars, conferences and other similar
activities conducted for other HEIs/organizations
ii. Other relevant indicators

C. CHED-HEDF-COA GUIDELINES FOR FINANCIAL PROCESSING

1. COE/COD Fund Management and Fund Releases

The fund assistance from HEDF comes from public funds, raised s stipulated under
Section 10 of RA 7722. Hence, these funds are subject to govemment procedures on
disbursement and audit. Auditing and accounting procedures for private institutions
designated as COES/CODs shall follow COA Circular No. 96-003 (4nnex D); while public
institutions shall follow COA Circular No. 94-013 (dnnex E).

Each of the COES/CODs shall receive the full amount allocated per year upon
evaluation of submitted Work and Financial Plan.

2. Li

idati i Prior to Release
Subsequent releases for the COE/COD grant shall be based on the amount of
remaining funds/unliquidated funds in the institution’s COE/COD account. Before any
subsequent releases, the COE/COD should liquidate at least seventy-five percent (75%) of
the previous release. The following should be submitted with each report:
a. Official liquidation documents, certified by the Resident Auditor; and
b. A copy of the book balance of the bank account
Please refer to Annex B for the list of other liquidation requirements.

D. OTHER GUIDELINES

1. Key Project Personnel

The COE/COD shall appoint a PROJECT COORDINATOR who may be any high
ranking school official in the COE/COD (from the president down to the department
chair). The Project Coordinator will be responsible for the management of the fund vis-a-
vis the approved projects. The Project Coordinator will also serve as the liaison officer
with CHED on all matters pertaining to the projects. Any change in the appointment of
the Project Coordinator should be immediately reported to the secretariat of the TP
HuSoComm.

The COE/COD PROJECT IMPL are the school adminit (institute
director, department chair or the division supervisor) who will execute the plans of action
in the approved project proposals.

Major decisions relative to the approved projects should be done through proper
consultative process within the COE/COD and should involve the Project Implementers.
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Administrative Cost

Administrative cost shall be limited to expenditures for consumable materials such as
peper, printer ink/toner etc. They shall also be subject to the prescribed auditing and
procurement procedures. Equipment, such as photocopiers and facsimile machines, must
NOT be procured through this grant. Likewise, no additional compensation to any
administrator or staff of the COE/COD may be charged to the fund.

»

Provisional Changes in the Submitted Project Proposal

‘The COE/COD may make provisional changes in their budget requirements (i.., re-
dignment of finances for each of the categorical specifications in the approved proposal).
However, these changes must be submitted to CHED and to the Technical Panel for
reconsideration at least TWO (2) MONTHS prior to actual implementation, and are still
subject to the approval of the Commission. This provision is for strict compliance, Any
administrative and/or financial effects of non-compliance to this provision shall be
shouldered by the COE/COD.

>

Guidelines during the Terminai Phase of the Project
Liquidation of the terminal/final fund release must be submitred within a year after
complm'on of the project. Any unutilized funds should be returned to the CHED within
thirty (30) days after the official date of temination/completion of the project.
The COE/COD shall be required to submit a report on the cempletion of the project
vithin sixty (60) days after the official date of completion. The CHED shall then issue to
the COE/COD a certificate of acceptance of the project outcome.

.
All other CHED issuancés, which are inconsistent with the above guidelines are hereby
repealed, superseded or modified accordingly.

V. EFFE(
This CMO shall take effect immediately.

Pasig City, Philippines, __Jenvary 9, 2002

1

ESTER ALBANO-GARCIA
Cherperson -U
Attackments:
AnnexA - Maximum Allowable i d Oth if
Annes - Lguidaton Procedares and Reghivements
AnnexC~ Procs

AnnexD - L'aA Circular No, 96-003
AnnexE - COA Circular No. 94-013
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ANNEX A

¢

MAXIMUM ALLOWABLE EXPENDITURES
OTHER SPECIFIC GUIDELINES

AND

1. GRADUATE SCHOLARSHIP PROGRAM

E]

Master’s Degree PAD. Sumimer

Tuition Fee . ACTUAL ACTUAL ACTUAL
Other School Fecs ACTUAL ACTUAL
Stipend P4,400.00/mo P5,500.00/mo. P 3,000.00/mo
max of $ mos. per sem.  max of $mos. per sem. max of 2 months

Book Allowance P2,500.00/sem P2,500.00/sem P500.00
Travel Allowance P3,500.00/scm P3,500.00/sem not applicable
‘Thesis/Dissertation Grant P30,000.00 50,000.00 ot applicable

Short-Term Courses (Training Fes) £6,000.00

2. THESIS AND DISSERTATION GRANT

Thesis Grant P30,000.00
Dissertation Grant P50,000.00
3. FACULTY SALARY

‘The full or partial salary of the faculty or his/her substitute shall be based on the standard faculty
compensation the nstitution with regard o the level o rank of the fculty scholar during the time of the
grant. ol b subject

TRAVEL
4.1 Inclusive Parameters.
itures shall include:
a. fare for buses, trains, airlines lmlbulslshlps
b. subsistence, lodging and per diem
¢. chartered boats, launches and anwmnbus (taxis)
d. transportation of baggage
. hiring of guides or patrols (if extremely necessary)

Travel shall cover expenses for activities including () scademic/research exchanges; ()
attndatsin conferenes o seninars-workshops;and (0 any e vy it may entil travel.
ivate Vehicles. Gasoline for privat inst the fund, even
if the veice was used in relaton o 0 COE/COD prject, Howe, nmhmumefmeq\nvmm
cost of the customary mode of lr:m'ponannn ‘may be claimed. Ciruitous routes or side trips cannot
be chargedagainst government

nent Ofici - place where the official or employee is expected to stay as required
by the nature of his/her duty. Should not be confused with eritorial jurisdiction, which covers
the sphere where duties are exercised.
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§

b, Travel Time — the period of actual departure from and arrival at the official station.
For Asian and domestic travels, travel time shall be one (1) day ‘before and one (1) day after the

function. For countries outside Asia,

this means three (3) days before and three () days afler.

For per diem for foregn travl, ravel time shall mean actual travel 10 the vemue and retwr {0 the

Philippines. Per diens may not be

Philippines.
1

givcnwl\ilcxbeglmubsﬁﬂin,orhasmnmedln,m

o er Diem ~ allowable travel expense divided into travel allovance (which

includes inland transportation within the arca of temporary work assignment o residence, meals
and other incidental expenses) and lodging. Per diem for local travel is ‘non<ommutable.

However, a po! diem for
c.1. Maximum Per Diem for Local Travel - P300.00
(P200.00 travel allowance and P100.00 lodging)
2. Maxismum Per Diem for Foreign Travel - USS$ 300.00
(US$200.00 for accommodation and US$100.00 lodging)

T tion Experse — allowable transportation expense via land, sea or air. It covers actual
{ravel o and from pernanent official station and area of temporary work assignmentr residence.

— expenses that are subject 1o official and original receipts o other proofs
of expense, i.e. Reimbursement of Expense Receipts (RER), Forml10.

43 Local Travels
431  Allowable

‘2 Permissible travel expense is P 300.00 per day regardless of rauk or position. Claim for the
full travel experse maybe given if the person was away for one (1) full day or has lefl the
‘permanent office station before 12:00 noon. I the person left afer 12:00
1o the permanent offcal siation after 12:00 noon, he can claim P200.00. However, f ke
returned

to the permanent.

‘noon or returned

official station before 12:00 noon, he can only claimP 100.00.
: . o e orlai i

Actual
for the expenssis present

ae

. Actual farc/rate of authorized means of transportation is allowed from

ted.
‘For accommodation, the allowable hotel class is a 3-star certified hotel.
The allowable cliss for air travel is the economy section; for local sea

station to the area of temporary work assigament or residence including

and land ransport, one

incidental expenses

wv:nngmnsmﬂﬁvm\h;oﬁuwrm’&mmlhewtn&bfmmn(ﬁmn,pium’m

as well as transport expense from the point of debarkation 10 the
back.

432 Disallowed
a. Claim for travel within
station is located.
b. i

the Limils of the city or municipality

diem/travel expese.

il not cover i i
or residence since these should be covered by the travel

where the permanent official

the f temporary assignment
allowance inclusive in the per

ed

Plcase note that d lodgi d o
ty a written jusificaionsceptable o the Chairman of the Commission or his/her

can be allowed only when a witten

1fthe wrip itinerary,
justification is submitted and approved by the COE/COD Project coordinator. However,

‘extension is due to sickus, the
reimbursement of Xpersss.

7100801SLL

‘employee or official shall not be entitled to additi

, if the
jonal per diem or
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44, Interotona Trves
441 This shall be categorized into study and non-study trips.

Study trips include foreign exchange or visitations of faculty and rescarch staff for
mic and rescarch ideas/methods, travel of faculty under study schemes or rescarch
collaborations with government or private institutions. Foreign undergraduate and graduate

scholarships are not included.
For officials and administrators of public higher education institutions, approval for
study trips shall come from the President of the Philippines or hisfer designated official
For private higher education institutions, the approval shall come from the Chairperson of
the Commision o Hisher designated offcial, provided an endorsement rom the president

‘A Memorandum of Agreement (MOA) shall first be executed by the sending and
‘accepting institutions. Details such as the specific counterpart expenses by each institution,
duraton of travel and ofher pcﬂ.mcnt information shal be included The maximum

ideration in the formulation of the MOA.

d be taker
mMOAsbzﬂhesllbywm\lwappmvn\dMOu

Non-Study Trips, on the other hand, shall includs attendance or presentation of a paper
in an interational forum, conferenos o Wrkshop. I th Centet i th offical organizr of
ani held in ‘may be
charged against its project fund. Invitations for non-study trips shmllrlb: oial a0 snt

through proper channels or embassies before they are given (o the grantee. Mode of approval
shall follow that of sty trs, m(wplfurmsesspeﬂﬂcwmvamlﬁlswhmm!hﬁhavel
duration is for more than ‘month, to which
President of the Philippines or his/her designated official.

4.4.2  Allowable
" d dy trips,
. Predeparture Expenses — grantees shall be eatitled to 1,500.00 for miscellancous
cmsswchwummpsmnphmngnp , immunization; visa fees, porterage
receipts.

b, Transportation Expense — if the sponsor agency does not provide transport, the grantee
shall be allowed full actual transportaion apenus(mmmyclm) ‘This shall also
‘point of debarkation in the
mw/mnumllsewﬁummmdmﬂwmof
temporary work assignment of residenc.
¢ Travel Expense or Per Diem - grantee shall be allowed a USS300.00 daily allowance.
allowance of US$100.00, and a commutable
US$200.00 for accommodation. Paymmﬂlnv:lmlnmnﬂh:ﬂhwﬁdpﬂ
diem shall be subject to the submission of a certification from the COE/COD Project
Coordinator that the expenses were necessary in the performance of the assignment as
well as presentation of the ongmal offcial receipt’s. This is however still subject to the
approval of the Chairperson of the Commission,
4 mﬂm—mlmwmllhlnmdwclmame clothing
US$400.00. This shall 24 months. If the grantee has
nmledmmlmommltmmbuumﬁmﬂonhﬂmdmmumuwmm

e Representation Expense ~ muwmmmnmmorusnmwm
be allowed provided nppmval from the President of the Philippines or his/her
designated official is socured first.

After arrival from an intcrnational travel, a travel grantec is given thirty (30) calendar days
to submit a report of his tip,including hlsmnmmmndlﬂo o the Commission. Liquidation

Ftho rp i extendad,a justifcation for travel extension is necessary, subjec o the approval
‘of the Chais f the Ce i i i i

1M00S0ISLL 15
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PROCUREMENT OF EQUIPMENT, SUPPLIES AND OTHER MATERIALS
(Pleasc refer to Annex C)

w

Equipment, instruments, books, journals, softwarc and other materials purchased under this project
will be the property of the COE/COD. An Invoice Receipt of Property will be immediately issued as soon
as the CHED is informed of the purchase,

E

COMMUNICATION

The allowable expenditurc for communication service shall cover only official COE/COD project
related postage or courier cxpenss and telegrams, Telephone bills, (clofix messages and wircless cablos
may not be paid out of the COE/COD project fund.

PUBLICATIONS

Expenses incurred for the following published articles may be taken from the COE/COD fund: (3)
researchelated; (b) instructional materials such as manuals, (extbooks and handbooks developed during
the project period; (c) notices of invitation 1o pre-qualify and to bid awards; and (d) advertisements and
notices in newspapers pr hey are needed in carrying out the COES/CODS projects and programs.
Excluded are topics on lie, history, function, resources and activities of a person, a group of even the
Center a4 collective unit, Advertisements and notices sball be published in newspapers of general
circulation and in the locality.

‘The acual cost of ication of an advertisement as well as the notice iy
and to bid awards may be charged against the fund. However, in the cascof lhe other publications, please
refer to Annex C for the proper procurement procedures.

8. RESEARCH PROJECTS
For restarch projocts, rescarch contracts may be drawn. - Actual expenses incurred while carrying out
the differnt aspects of the project such as transportation. food, accommodation expense, as well as
purchass of materials needed can be charged against the project. However, fo the personnel involved in
the rescatch project, the honorarium rates specified in the National Compensation Circular No. 75 dated
March 1, 1995 shall apply, towit
Permissible Ceiling.
Level Designation of Research Personnel per Month
Levell Project Management Committee Chairperson
Vice-Chairperson or equivalent P 2,50000
Project Manager/Dircctor o Equivalent
Level I Project Management Committes Member o equivalent
Assistant Project Manager or equivalent P2,00000
Project Consultant/Researcher/ExperySpecialist
Level Il “Technical Stafl Team Leader/Coordinator P 160000
Senior Technical Staff/Team Leader
Level IV Technical Stafl/Team Meruber P1,20000
9. FORUMS, SEMINAR-WORKSHOPS AND CONFERENCES
For foums and seminat-workshops related o0 the COE/COD projets, the Comuission shall allow
support within the Kimits of the travel and accommodation given under local travels. Cost of venuc, kits
and mateils may likewise be charged against the projcct ﬁmd. Food od expense for the leclums and the
workshop support personnel (i the fand.
0080151
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Homever, the food of the partcipants may or may no be charged depending upoa the decision of the
Cemter toeither give ful or parial support {0 thoactvy. If partial suppor s given and a rgitnton fee
is charge to the participass, these fees may be incorporated into the CORICOD projet fid fr tat
actvy, but hall ot b s o g,

For honorarium purposes, the following rates according to the Civil Service Commission
Memdrandum Circular No.15, series ofly&& ‘shall be adopted:
- P250.00/hour
- P200.00/hour
Assistant - P150.00/hour
iv. Instructor level ~ P 100,00/hour

Honorarium for administrative personnel doing work in contiection with the activity mnnmbcnhn
from the fund. It can, howover, be charged agains! registration fees collected, if any, ‘provided the totsl
‘administrative personnel honorarium does not exceed ten percent (10%) of the total registration foc:
callected.

1100501SLL



ANNEX B
L JATION P D! S

The followiog rles shall pply:
a. Onlythe il be hon
" Original prof of biling (.8, bus, plan and boat tikets, meal rceipis, ic); and documents marked
"official receipt”
ji. Original copy of signed certificate of appearance;
i, Certiied trute copy of other forms of certificates received;
iv. Original copy of signed list of atendes for meetings, forums, workshop-conferences, ctc.; and
v. Original copy of signed documentary requirement forms.

b, No ‘Affidavit of Loss" for missing otiginal receipts or document will be accepted and considered for
liquidation.

Nuniberof forms to be submitied shallbe a follows:

‘Abstract of Camvass (Form 1, single copy)

Authority to Hold Activity (Form 2, single copy)

Authority to Reimburse (Form 3, single copy)

iv. Authority to Travel (Form 4, single copy)

v. Certificate of Acceptance (Form 3, single copy)

Vi. Certificate of Travel Completed (Form 6, riplicate copies)

vil. Centificate to Justify Emergency Purchase (Form 7, single cnpy)
viii, Inspection Report (Form 8, single copy)

ix. Mtinerary of Travel (Form 9, trplicate copies)

X, Reimbursement of Expense Receipt (Form 10, single copy)

xi. Requisition and Issue Voucher (Form 11, four capies)

d. Casludvznus for cxpcns:s mvolvml travel and ‘seminar-workshop-activities may be withdrawn. Before
Jowing documents must first be submitted: (a.) authority to travel or
u'lv:lvrder(b)lﬂnmryol‘mvel lnd(c)anlbumywhnldlmnarwnrkshwuanhmdmmy

e Awrﬁﬂuﬁmoffundwﬂhﬁﬁ!ym&znmmoﬁwshzﬂbeimmdhﬁmanymdn.

-

Liquidation reports should be duly certified and signed by the Auditor and the Accountant.

g Qhufammﬂnrmmtmnwyhmmbymmmmmmjmﬁymdnmﬂ
liquidation of expenses.

1mo0soISLL
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ARSHIP AND

¢

GRANT

“The above categorics shall be subject to reqirements given below. The payroll form should include
the name of the payee, amount paid (including breakdown for other incentives received, tax deductions,

etc.) and signature of payee.

Category

Ligquidation

Graduate Scholarships

B Copy of signed and notarized contracts
(for initial liquidation only)
For Tuition and Other School Fees

& AnualBl.l]mzandSlaum:moanwum of the HEL
sigued by the Accountant/Account Office

For Stipend, Book Allowance and Travel Allowance

Graduate Thesis and Dissertation

© Payroll
Copy of signed and notarized contracts
B Copy of final paper

TRAVEL

Category.

Liguidation

Local Travel

Authority to Travel/Travel Order (Form 4)
B4 Htinerary of Travel (Form 9)
B Certificate of Travel Corapleted (Form 6)
B Certificate of Appearance
B Original Aicline/Ship/Bus Tickets
B Original Hotel and Meal Receipts, if actual expense will be
charged and no claim for per diem is made
Original Receipts of Other Travel Expense (i.e. Terminal
Fec, porterage fees, RER (Form 10) for taxi expense, eic)
& Justification lnr(irm-y)
> Extension of travel (approved by the COE/COD
Coordinator)
> Non-compliance with :.\lm/ed class of transportation
and hotel accommodatio

Foreign'

(For! bmh Swdy and Non-Study Trips)

Authority to Travel/Travel Order (Form 4)
Itinerary of Travel (Form 9)
Memorandum of Agreement

Certificate of Appearance

Certificate of Travel Compleied (Form 6)
Original Airline Tickets

ARREA"

mo0s0IsLL
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Category Liguidatior
Foreign Travel For Clothing Allowance —
(For both Study and Non-Study Trips) | > Centificate of Receipt signed by the grantee,
(continuation....) the COE/COD  Coodinator and  the
Accountant/Accounting Officer

> Certificalc that mo clothing allowance has been
received for the preceding 24 months signed by the
Accountant/Accounting Officer

B

Justification for (if necessary)

Extension of travel (duly approved by the President of
the Philippines if travel extension more than thirty
(30) calendar days; or by the Chairman of the
Commission or his official representative if travel
extension s less than thirty (30) calendar days)
Non-compliance with allowed class of transportation
and hotel acoommodation

v

Proofs of billing (if beyond the USS 300.00 per diem
allowance)
Hotel rceipts
Meal receipts (if neces
expenses (rcqmmi)
For representation allowance (required)
RER (Form 10) for taxi fare

VVVVY

3. PROCUREMENT

Please refer to Annex C for more specific Guidelines.

Calegory

Liguidation

Oomat procarement methods .
public bidding or other forms of
procurement)

] annmmn and Issue Voucher (Form 11) spcifying

equipment and supplies or their oquivalent duly approved

by the proper authorities

Purchase/Letter Order or contract, duly approved by the

proper officials and accepted by the supplicr (date of

‘acceptance should be clearly indicated)

Original copy of the dealer's/supplier’s invoice

Dmmm!s reganding procurement wed for
of requested materials (if by pubhc bidding,

documents therefore, ¢tc.)

Abstract of Canvass (Form 1)

Certificate of Acceptance (Form 5)

Inspection Report (Form 8)

Result oftest, if applicable

Certificate waiving the rights of the supplier to be present

during the testing, if applicable

qE

BEAA&
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Category.

Tiguidatic

Emergency Purchase

a

Requisition and Issue Voucher (Form 11) specifying
equipment and supplies or their equivalent duly
approvedby the proper authoritics
Appropriate bill /Official Receipts

Abstractof Canvass (Form 1)

Centificale to Justify Emergency Purchass (Form 7)
Certificate of Acceptance (Form 5)
Inspection Report (Form 8)

Authorityto Reimburse (Form 3),if applicable

BRERA&

4. RESEARCH RELATED ACTIVITIES

[ Category

Tiguidation |

Research Contract

Original Copy of Restarch Contract

Payroll(for Honorarium of Research Personnel)

Authority to Reimburse (Form 3), if applicable

Original Reccipts of Expenses incurred (for travel,
accommadation, meals and suppies)

Forpuciae of material and supplics noeded -
Regsition and Issue Voucher (Form 11) specifying
cqipment and supplis or their equivalent purchased,

E BEEA

vvv

rm 1)
Cerificate to Justify Emergency Purchase (Form 7)
Certiicate of Acceptance (Form 5)
B Copy of the Research Paper (drat or final, whichever is
zn)hcnh\e at the time of iquidation)
For lipidation of printing/publication, please uzJ
! i T st o

5. FORUMS,

Category.

Liquidation

Forums, Seminar-Workshop
and Conferences

& Authority to Hold Activity (Form 2)

B4 Abstract of Canvass (Form 1) for Venue of activity

B4 Abstract of Canvass (Form 1) for Caterer, if food for
participants will be shouldered by the Center

B Originallist of Participants (with participants’ signature)

& Official Receipts for hotel bills, transport fare (airline, ship
or bus) and materals used

B Authorily to reimburse in case payment for expenses were
mmwomcialsoremplvyecsofuwmm

moosorsiL.
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¢

(continuation....)

Category Liguidation
‘Forums, Seminar-Workshops I Certificate of Justification for Emergency Purchase (fc
and Conferences of materials mi icluded in the unghul

procurement or for out-of-pocket purchascs)

Payroll for honorarium - indicate name, amount reccived,

length of service and signatue.
B Copy of Materials used for the Activity

6. L TS FOR

6.1 COMMUNICATIONS SERVICE

Category.

Liquidation Requir

‘Postage, Courier Service, Telegrams

B Appropriate Bills and Official Receipts

6.2 PUBLICATIONS

Category

Liguidatic

Publications-related Expenses

B Bill of the publisher
B4 Copies/clippings of the publication and/or notices
B Canvass of the rate for advetisements, if applicable

n00soIsLL



Centers of

ANNEX C

PROCUREMENT

Government procedures and audiling rules must be implemented in the purchase of equipment for the
project since iblic funds. 3-year proj from

. The 3y
the Centers includes the list of equipment requitements and timtable for procurement. The Centers should
follow the procurement procedures oulined below. However, the following is 2 summary of the important

notes on procurcment;
. Public biddi

a is requi pusch £ P 500,000.00 or above;
b, The creation of a Pre-qualification, Bids and Awards Committee (PBAC) is neczssary prior to the
holding of public bidding;

¢ Forpur procedures may be uilized; and

d. COA restricts splitting of purchases.
1. PUBLIC BIDDING

The in transactions such as public service o purchase of supplies, materils and equipment
uses public bidding.

110050ISLL

1.1 PREQUALIFICATION, BIDDING AND AWARDS COMMITTEE (PBAC)

E iversities and colleges designated as Centers of Excellence or Development in
Humanities, Social Sciences and Communication may use their cxisting PBACS in procuring
eqipment, supplies and materials. For private institutions, a PBAC must firs b crested. ~ The
institutions may create more than one PBAC, . per Center within the institution.

Besides conducting the bdding, the PBAC shall also review or validate the procurement plans of
each of the Centers. Any decision of the PBAC with regards o the procurement plan is only
recommendatory. The final approval shall come from the head of the instintion or his duly
authorized representative, The chaiman may call meetings any time 10 expedits work presented to

the committee.
PBAC Composition
a Chais at) - at east third ranking official of i

Executive Officer and Sccretary (tegular) - legal officer of the institution .

Member (regular) - technical member designated by the head of the instintion (may be the
project coordinator)

d. Member (provisional) - at least two, with experience in the type of Project to be bid om or in

project management, My_deliwmdbyduhqdufminm(mion (may be the project

oo

€. Members from the private sector (optional observers) - To cnsure transparency, one qualified
representative each from the following organizations: (1) Philippine Chatuber of Commerce and
Industry and (2) end-user group or non-governmental organization to be desigusted by the head
of the institution.

representative.



1.2 BIDDING PROCESS
Bidding process shall be conducted in the following manner:

121
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Preparation of Bid/Tender Documents

Bid/Tender Documents are ouline papers prepared by the PBAC describing the nature
of the goods. The following specifications shall be included in a Bid/Tender Document:
technical standards/reqirements;
b, place and period of delivery or installation;
¢. warranty and maintenance requirements,
d.
e

. method and criteria i the evaluation and comparison of bids; and
. other pertinent terms.

Invitaton o Pr-qualltyuud to Bt

e tochnical descriptions of the goods, dd.ivery mode and procedures, bidder pre-
quiifaton matters pertinent t0 the goods to be
bid must be included in the inviation to pn-qla!.liy and 1o bid. The invitation shall be
advertised in: (a) two (2) newspapers of general circulation which have been published
regularly for the past two (2) years; and (b) the ad should appear at least three (3) times for
two (2) consecutive weeks in the newspaper.

Pre-qualification of Bidders

“The capabilities and resources of prospective bidders should be assessed to defermine if
they could meet the contract requirements. The proqulifcaion sond ako comsiderthe
hdﬂersﬁnﬂnmzl(echmﬂlmpmdumonmpﬂhﬂa ies based o1 evidences in

pleq'\lahﬁmuun statements as well as current and mmm factual information and
previous experi

umfpeﬂlve hlddcrs'mubew ‘They shall Lhenbcchsdﬁedas"l’m

or “Pre-disqualified.” Bidders shall be informed of their status through official
notices ik seven (O clendor oy fer he insituon bead approves the PBAC’s pre-
recommendations. Pre-disqualified bidders shall be informed of the grounds for

disqualificaion. They may be given seven (7) calendar days upon receipt of the notice to
appeal for reconsideration.

Pre-Bid Cnn[mncﬁ

roquest of any pre-qualified bidder. thmunkmxsmmldwchniymdummnlh
terms, documents.

8
“The conference shall be held alr the bidding documents are distributed. However, the
bidders should be given cnough time to familiarize themselves with the documents. The pre-
bid conference shall not be held fate than fourteen (14) days before bid opening.
thmg statod in the pre-bid confezeco shall modify the bid documents wness it is
t. A summary of

awritien
Setioal pre-qualified bidders. )

Bid Security/Bond

‘Each of the bids submitted should be accompanied by a bid security/bond payable to the
institution. The bond guarantees that the successful bidder shall enter into a contract with the
institution and exccutes the terms of the contract within fifteen (15) calendar days of receipt
of the Notice of Award. Failure to enclose the required bond as to form and amount shall
automatically disqualify the bid.

The bond shall not be less than two-and-one-half percent (2-1/2%) of the total bid price.
‘The bond may be in the form of: (8)cash; (b) cashier’s check; () manager's check; (d) bank
draft or guarantee against any reputable bank; (c) letter of credit issued by a commercial
bank; (5 a surety bond callable on demand issued by a surcty or insurance company

yy the Office of the or (g) any combination thereof.

2
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Bids and bids securities shall be valid for a periad of time to be determined by the head
of the instiution. This will be indicated in the Insinictions to Bidders. In no case shall the
twenty (120) days from the bids,

Examination and Evaluation of Bids

Prior to bid cvaluation and comparison, bids received shall be examined with rﬁpncl m
(3) eligibility (®) form and amount; he
dor.umans ‘and technical specifications; (d) authority of signatory; and (c) any omnpulmlml

Only bids that are complete, valid, chy'ble and substantially responsive and compliant
shall be considered forevaluation and comparison.

sed on should be the most
advantageous to the institution in terms of price, wamanty, efficiency in lﬂﬂ& of delivery,
support service, etc. and is not necessarily limited to the lowest submitted pric

Evaluation of bids shall be completed not Jater than thirty (30) lenar days from the
date of the opening of the bids. The PBAC shall prepere and keep on fle detailed reports of
the evaluation and comparison of the bids. The reports should contain the reasons for the
recommendations.

‘The institution shall reserve the right to reject bids or to declare failure of bidding if
there is reason to suspeet collusion among bidders, resulting in no competition. In cases
where some of the bids are rejected, new bids may be invited on the same specifications
except where the lowest evaluated bid exceeds the estimated procurement cost by a very
substantial amount, In this case, the PBAC may revise the requirement to @ less expensive
level for affordable results,

No information relating to the substance, cxamination, evaluation of bids and
recommendations concerning awards may be disclosed o persons outside the PBAC before
he announcement of the contract award to the successful bidder is made. All unsuccessful
bidders shall be informed individually afterwards.

Withdrawal of Bids
Upon written request of concerned bidders, bids and bid securities may be withdrawn or
modified. The withdrawal prmsesana fnl.lmvs
a. singlestage bidding its v - bidding where the technical
requirement or tpeclﬁmhon is daﬁy defined by the institution. Bids may be
f bids.

LS

two-stage bidding - bidding where technical specifications cannot be precisely
defined before the bidding process. Withdrawal or modification may be done
‘efore the time and date of the opening of bids.

Withdrawal of bids afier the deadline shall be subject to sanctions. Bid modifications
received after the deadline and bids submitted after the deadline for submission of bids shall
be returned unopened. Bonds submitted in the form of sureties shall not be returned. But
other l'oms of bid securities mﬂy be returned to the ‘bidder upon request provided that the

J:my one (1) bid is reeewed, an award may be made to the single bidder provided that
the bic
a. complies with the technical requirements and specifications of the contract;
b.  price offered is fair and reasonable; and
C. other prospective bidders were given an equal opportunity 10 respond.

Failure of Bidding

‘The institution may declare a failure of bidding when no bids are submitted or when the
submitted bid cid not comply with the requirements, partiularly the technical specifications.
A re-bidding may be conducted.

If there is failure in the re-bidding, the insituion may cater into a negotiated
procurement.

25



2. AL E
i the foll

®

“Th suplics are ngenly ek for an emergrcy, which may involve loss of, o dnge 0 e
‘and/or property;

The supplies are needed for a project that cannot be delayed without causing detriment to public

service;

C. The materials are sold by on exclusive distributor or manufacturer Who does not have sub-dealers
selling at a lower price and for which no substitute can be obiained clsewhere at more advantageous
terms (o the government;

d. 'l"hesupplis have been placed on bid at least two consecutive times but fuled due 10 lack of

2

e lxmss e

through
ot advantageous o the gvernment to be dciermined by the Dvpamunv:\gcmy/lmmwn bead
concerned, and;

f. The purchase is mad from an agency of the government.

N

LIMITED SOURCE BIDDING OR SELECTIVE BIDDING

This involves direct invitation to bid by the concerned agency from a set of pre-sclecied
‘manufacturers/suppliersdisibutors  with known experience and proven capabiity on the
‘requirements of the particular contract.

2.2 DIRECT CONTRACTING OR SINGLE SOURCE PROCUREMENT
“The selected manufacter/supplier/distributor is asked to subnit a price quotation orpmﬁmmz
invoice together with the conditions of sale. The offer may be accepted immediately o afier some
negotiations.

2.3 REPEAT ORDER

'Additional quantities may be ordered from the manufacturer/supplics/ distribulor who provided
the same items in a previous bid contract. 'msmybewmdwmweswhm
‘manufacturer/supplier/disibutor selected in the previous bidding is clearly superior (o the other bids
in terms of equipment relabilty, availability of spare parts, after sales service, delivery period, among
mlms R:pﬂlmdusslullbemlueﬂwlhefnﬂnwmgcomnm

‘same or lower price than in the original contra

h rq:uloldersdmemlhmsm(@momhsﬁvmﬂmdneuﬂhnongmﬂlmm

c. tepeat order shall not result in splitting of requisition or purchase orders; and

d. it docs not exceed the quantity in the original contact.

2.4 SHOPPING
‘This i

simply req ission of price quoltions for the
goods i from istril of

25 NEGOTIA TED PROCUREMENT
distinguished from direct contracting, this method is resorted to only for convenience even if
hmdcr tendering wouldave been possible. This may be employed by agencies orly in the folowing

a.

b, where the exising contract has been terminated in accordance with the pertinent provisions
of the NEDA IRR and exiting laws, rules and regulations;

wlwnd\zgmakmlobeuwdmc«nmunvd&lpm]morMquhumbe

delayed withoul causing detriment 0 public servic; an

d ‘agency of the government,

1100501SLL
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COMMON PROCEDURES FOR ALL MODES OF PROCUREMENT
After the awarding of contract in any of the above modes, the following procedures shall be observed:

3.1 CONTRACT EXECUTION
Purchase shall take cffect after perfecion of the contract, buyer's order and letter or purchase
order, Within five (5) days after cxecution of the contract, the institution and the local auditor should
be furnished with a copy of the contract and the instrument, as well as other supporting documents
such as the results of bidding, canvass, availability of funds, etc.

311 Prohibition Against Splitting
Regisitions for one or more fems needed at about the same time must be consolidated
o avoid splting provided the nee s o made under emergency purchase/sitation.
The

a. splitting idati isition for i t about

the same time by the same requisitioner;.

splting of purchase order ino two or more purcase ordes bused o (wo o e
bout the same time by and

splitting of payments which consists of two of more payments for  items involving

one purchase order.

=

o

Generally, there is splitting when non-consolidation is resorted to in order to avoid the
approval of higher authoritis or o circumvent control measures provided for by law or
regulations

312 Penaly Clause
A penalty clause shall be included in the contract as sipulated under COA Circular No.
7884, dated August 1, 1987:
“For the protection of he Govemment, Heads of Agencies, subdivision or
instrumentalities shall invariably incorporate a penalty clause or provision for
liguidated damage in case of lte delivery in the amount equivalent fo not less than
(minimum) one tenth (1/10) of ane percent (1%) of the total value of the contract, or if
the contract has been partially julﬁllezi within the stipulated, the total value of the

undelivered portion thereof. Likewise a provision on the liability of the supplier or
contractor in case of failure o Gliver the e caled fo sl be ncluded n the order
or contract”

3.2 INSPECTION OF DELIVERIES

‘Equipment, supplies and materials delivered for operational use shall be inspected. In view of
totat Tifting of pre-audit on all government financial transactions, inspection by COA Auditors shall
not be a pre-requisite to payment.

The testing shall be made at ials have accepled
the delivery to prevent substitution. The inspector hould check tha the ales are in accordance
with specifications and that the quantity isnot in excess of the actual needs. Inspection shall include
testing of some items as needed.

321 Snmplmg:demlngofAmcles

e deer s Signed a cortificain waiving his or his npresamﬂvc s rights to be present
during testing, Before testing, 1ot more than cighty percent (80%) of the total purchase value
may be paid, If test results show full compliance with the institution’s specifications/
roquirements the artcles may be pid fully.

Anicls ilh en perent (04) deficency may bo e provded that the contract

price is reduced acoording to the deficency found. I et result defciency is abave ten
percent, articles must be

waive the testand analysis of ject 1o testing under any of the
following conditions:

27



a. the specifications of the order may be determined or calculated without actual
testing;

b.  spesifications of the current equipment/supplies and materials are similar to
those previously purchased and teted provided that;

it

il test roport of the previous purchase is not more than six (6) months from

1he actual date it was conducted.
articles are produced by the government provided that they are delivered 10 the
institution in their original containers, properly labeled and sealed and without
y of

o

Charges for is of articles may

3.3 OTHER com:mous FOR PAYMENT OF DELIVERIES
‘coordiaator shall facilitate the immediate payment of clims. He may allow payment
of claim equ-vuenx 10 eighty peroent (80%) of the amount pending completion of test provided the
purchuse has been lawfully incurred and claim is supported by delivery receipts or invoices and
deliveries have been accepted by the requisitioner.

3.4 DELIVERY PERIOD
“The requisitioner shall state with certainty the date of elivery. Sulements such as ‘immediate
delivery as soon as possible,” o similar terms shall be undersiood to mean soven (7) working days

‘Roquest for extension after the expiration of the coniractis not allowed.

1100501SLL
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5.3 require  beneficis: ectiticate of '
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ACCOUNTS A ILLUSTRATIVE ACCOUNTING ENTRIES
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e &

y
y
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3.8 Tne funo assistance snall be releases as folloms:
-1
e project iz for implenentation witnin 3
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ILLUSIRATIVE ACCOT1AG EXTRIES

se - Mhen the finncial sssistance is crlended by 3 Hationat Governaeal fgency (A1

Recount Account
cansaction Title Coe
Sece.pt of Allolaent Hational Clearing fccount 555000
Aopropriations Allolted 0-30-000
rence of Aopropriations Allotted 0-50-000
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ssistance - 1001
-1 1 the project s to
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i
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154 focke

10000
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100,000

0,00
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4,000

(6,000

6,000

,000)



Cose 111 - Wen e financial assistance is extended by 3 Goverment Ouned and Controlled
Corporation (6OCC)

Recount
Transaction Title
1. 1901 Retease of Funs .
Bisistane
1.1 Relese of Fund e - fnds Enestcs
Assistance

Caih mnu Banks - Current

Full Liguigation

1 Yiguigates Expengiture Sumary fece
during the yesr Grants, Subsadies L Contribution
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to 160s/P0s

Retaines Earnings
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et e 1 conteution
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Cote [ @«

G090 100,000

870300 100,000
0-50-000 100,000
3110-000 100,000

870310 100,000
B0 100,000
0-50-000 100,00

3-10-000 160,000

a0 100,000

870510 100,000

520 100,000

292320 100,090

B0 30,00

B70-300 3,00
3,000

310000 30,000
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L

wit 2
€V undass o
i3
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Cash Collecting Officer
Cash Entrustes

Cish- Other Banks Corrent ficeount
Cash Collecting Officer

54,000

o 68,00

820910
752-420
870510

e52-110
752520

852-110
0-50-000

-20-300
8-70-510

8030
870400
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DUTIES AND RESPONSIBILITIES OF
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proceduren o Entcolly managed projects

0L ea. tn  accordance With entrios
hecbin provided:

TuR BOURCE AGENCY

The sA nalli |

5.1 oblige ne sitotment for tne Prolect to be

Tnplemented based the odvise allotment

e er " memorandum -of; egreement 6 “aintiar
document :

5.2 1ssue @ chock in the mame Of IAy

5.3 maintain A  subsidiery lecger of the cash
Trenaforrad pertaining to the project)

5.4 require the'IA to submit tho reports gurnten
e s with o copy ot the sournel Seucner "taking
up rpendicoces. Upon receipt of the copy of
the" C-rcxtll:lu 9% Getriement end Balances (C8B)

Lo%t “Notice (CH) lesued Dy the IA
ditoe the  Accountant n a1 dres 2 e
£

vovener | oatoring bec ho amount pr
editea for any m.mnu.m:m He shall furnish

SheTavan copy

5.5 tesue the official recelpt for tho unexpended
bolance ana the rerunded ‘dfaaliovence remitred by
.

DUTIES AND RESPONSTBILITIES OF THS IMPLENENTING AGENCIZS

The IA shells

6.1 1ssue orriciel receipt for every amount
etetved teom the &

6.2 deposit the cmount with ite euthorized depository
ber

6.3 xeep separate subsidiary cecords for the trust
YSepi1ity uhetner of not e separate bank " sccount
1a meintetnes
aa ypemn o (3) Sorn ST,

& Rocointobie Officer (h0) SnaTS SEepart che ReE
Ena "the  ED 11 then with  e1l

hocountent,
Hesd of the Agency)

6.5 witnin ten (10) deys atter receipt from the 10,
The"‘Accountant snail verify the feporto, Provias

S

opien of the emocts. with sll the

o Rginals of vouchera/poyralls end all supPOTHAnG
=

cuments to the IA Audit e ant_ehall
doce ‘that only expenses for the project are
eloded In the Reporta. He shal the

A inei copy of the Reports to the SA (Attention:
he SA Accountent) .




.

E\Tn, T
s siomni st 8

Case 1 - mcre the Inplesenting Agency 13 anothar agacy.
Source Aquncy (54  lepleseal ing Aguncy (IA1
ok sl

Iranssctions

1. Receipt of Aovice  0-39-000 10,000 o Tntry,
of Allotent 181 0-90-000 10,000 -
£10,000.00 -

2. Receipt of NCA No Entry Yo Entry

3. Incurrence of obli-  0-90-000 10,000 - No Entey,
Son pated on Memo- 0-G2-000.. 10,000

ent

oter o coralary sntey Al b aade in the buoks of the source sgency
3L ronde \ransfarred pertain to capital outlsy
4. Teansfer of Cash

o Teanster by S8 8-70-600

0,000 No entry
7o - 10,000

b. tasusnce of OF o €ntry. a-70-200 10,000
® 83-100

v 1A 10,000

. Deposit of Cash No Entry 8-70-300 10,000
Receve 8-70-400 10,000

5. Use of Funds

B-0e-100 8,000
8-70-300 - 8,000

. Chock Disburse- Ko Entry
nents

61000,

1 coralary entry
* 6,000

for purciase of
equipe

H

2 corollary entry

-
a5

T8

00 2,000

erpendable supplies
and property
o Eotey a-70-500 1,000

. Grant of Cas
8-70-300

fgusnca (€ 1o
Aecountavle
Orficer (A0}

. Laaugstion uf
ca by M

of Ampuets

6. Aece
bonm 10

2. Within W yoar
of transter

it of Dis-
et RO)

\ of Chucks O-
Trooes et

o Entey

o-03-000 1,000

-70-688 1,000

-83-000 8,000
8-70-688

b. In the ensulng year

1. Rsport of D)
e nens 0}

2. Repurt of Checks 8-

Trtves tct)

7. Rnturn (o 54 of the

project

a. 11 returned
uring the year

1. 1asvance of
check by 1A

2. cottection
3. Agystoent of
ouligatio

a. Reaittance
to M

5. Closing of
070700

0.000
f-70-100 1.000
1,000
0-907000 11,000
o-82+000 11,000
a0 1,600
0100 1,000
8-99-000 1,000
5-70-700 1,000

o Entey

Mo Entey,

Ho Entry.

Ko Entry

B-0-100
70-300




5.4 Liguigation of.

LG Books. final relcase |
Aecont hecount
Title ' Code. o o« at Ilnuldllzd doring muqmm Liuidated 0-83-000 69,000
e yeu - Funds Enlrusted
1 5ot up of appropriation  Cumslatuve Resalts of Operation - i 0310 4,000
nappropriates- Lepisiitive
ations o230 10,00 b 10 et n e Paybles: ionbled Bl S50 6500
Cunulative Resulls of Opration - ensuing yeor 35h - Funds Entrusted
Sopropeiates- Lagialative S, vy
opropriations a0 100,000
Retwrn of unstilized
2. Relesse of atlotsent Cusalative Results of Dperation - tund assistance
fgpropriated- Legislative
ropriations o530 100,000 L cotuens
fopropeiations Allotica 0-90-00 100,000 Garina. the vear
3. tncurrence of oligition  propriations Allotled 090000 100,000 Collection Cash In Tressury G0 60
ligations Incurrca o200 100,000 . Cash - Funds Entrusted
50s #0010 600
10 Belease of Fra o
Assistance 02 et (0 GO0 Gy e B v et 3700 X
Coshe In Treasery £20100 00
4.1 Relesse of Furg Couh - Furds Entrusted -
10 M6Ds/PDs. 820910 160,000 2.3 Adjusteent of Agproprialions Allotled 0-%0-000 16,00 oo
Cosh- Diher Banks- Current fcgount 6-70-360 100,000 o ot ebigation Goligations ncrred Lo v o
4.2 Fult Liguidation b. 16 retornss in
he ensuing year
3. 10 iguidated during  Ooligations Liguidated (IR
Cash - Funds Entrusted b1 Collection Cash In Treasery - 8707100 L
to 1003/ - 0,000 Gash - Funds Entrus ,/
o 1nlres . Fe o 1603780, 670310 [
b et i e Faster ot Ol £000 w0 .
i - Fonds Entruste 82 Rt o fG5 G s s Gt R $70°%0 oo
e anires 0910 9,00 Caon In Tres 2010 i
S Relesse of Funé sistance 1.3 Reversion Pupbles- Unliquidates Gligalion 8B40 6,090
anered Mooty Poile CR0 st o Eucets
Curtification Lo Recaunts Fayssle o
5.1 30K relesse - Pt Ettes and Revrted Claies a0 X
B090 0,00
S s e ecomt 0,00 .
52 Liwiation o imtit Gietions Lguiates o0 30,000
v ~ Fines tmirusiea
g 20910 20,00 .

3.3 Final Relosce vian Cuon - Funds Entrusted




66 record the usaliouance 1o audit after receipt of

the  CEB and the CH lasued by the IA Auditor
eutce” the pettlement of any ~ susponaion end
alsalowance;

cetucn to the GA any unuaed balance and refund of

6.1
Gioa))owance upon copletion of the project.

DUTIRS AND RESPONSIBILITIES OF THE AUDITOR OF THZ 8A

The Auditor of the SA shall:

7.3 enaure enat the tund teamatercad s for 3 £Co o3ect
e e ith eppropeini allotent and covered
By o Hnl/-x-unr Boeument ana that proporiy
Facocdea|

7.2 advise the IA Auditor of the funda tramsforred)
7.3 aee that reports of disburaementa aro recorded,
eenamis the CBB and tho CN from the IA Auditor to
tho"fead snd Accountant of the SA and ensuce that
the Gisallowances ere immediately taken up in the

7.4 coordinate uith the Ruditor of the IA for the
e faconéi1Latlon of the accounta)

ace oed sted’ 1o @

7.5 enouce that proviatona of COB Circulac N0, 90-32
£o110u
O cau Babtonan OFt1ce of the &n

OUTiES AND RESPONSIBILITIES OF THE AUDITOR OF THE IA

The uditor of the IA shalli

5.4 enaure tnot the fund temmoterted 19 Lo
trust 1iability in the booka o
Sobatatacy ledsee 18 mainvoineds

<" sepacate

canoactions for the project within

8.2 avaic tne
teon

uurty (36) dayn ueon receipt of the reporte
6.5 sesue seporate CEB and CN for the Erust account
e T the G heaitor wivh & copys
5.4 e that the uncxponded balance and the rotund of
the dlsellowence are remitted tot he

62 OF THE PUND TRANSPER
orre be utilized for

Tion to eeployees 0
neiom, o
tion, ex: copt ar Py B
e or exiating regulations, nor shell it be
Gned to-create new positions. to euane serien of reguler
motor . venic: thout

o
peraonnel or o
B for agproval of the oté1be of the Peeaident.

LIMITATION IN THE UE
case snail the fund trons
tne  payment of additional

form of allowsnce:
forms of addltional compent

10. ACCOUNTING RNTRISS

the accounting entries in recording the trensfer eit
et o ot the “Eransterred funde ere preacribed inggly

11. REPEALING CLAUSS

cicculacasinsuances inconaiotent hereuith

neceby modified oceoraingiy.

c shall teke effect immediately.

12. Thte Ciecula
. GaroaN
‘Cnatrean
FOGSLIO B. BSPIRITU
“Conmiobtoner
/a1l
o9




5. 10 returneo’
the onsuing

A ro
o g 10 e @ et sy 123 Dorssneionss osins
Fcre S T e 5
1o 01 70 1,000 agency Proper Buresasi0/oy
t 7-92-410 1,000 . 8-99-000 10,000 o Entry
. TIR 0
2. Receipt of NCA No Entry No Entry
o 11 et reed s 1 st s e ot i BOCUD o om0
Tiquidat ton reports are subeitled its Staft Bureaus .
Guring the year Regional ﬂll.:-l
N rating
1. Unespanded 8-99-000 (1,000) - . o
balance of 0-90-000 «1,0000 - . 4. Tssuance u Fun!ll\q s—l) m: 9,8 soo 9,300
i : s 20 s,
fet
bt Nots This-does nul require issuance of OR by.IA
p— ey a0 5
3. For HDS 8-70-707 10,000 ation by Buresu/ 0-82+000 9,000
AP oL x
1iquit or s zv- .mmen in ol )
. . e i e e o0 s
incurred ang  0-83-000 9,000
e ol o] s
sbursesents  B8-99-000 10,000 - .
A o coratary ey preion 10
purchase of 86-600 * 1,200
i o - -
. o wo
o w
. y
2 b ot con - taey
) rooh)
. s
* . o Ltcation 1 can Ko Enry
o

il ey
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APPENDIX A

COMMISSION ON HIGHER EDUCATION
Technical Panel for Humanities, Social Sciences and Communication
Preliminary Datg Form (as of SY 1999-2000)

INSTITUTIONAL PROFILE
1. Name of nstituton |

2. Address of Institution ,

3. Name of President/Head
a. _Business Telephone No,

4. College where the COE/COD

belong(s) .
5. Name of Dean
a._Business Telephouo No.

. Name of Department Clair
a._Business Telephone No.

7. Name of Project Coordinator
(indicate designation Within the
institution)

2. _Business Telephone No,

8. Name of Project Implementers
(indicate individually)

a. _Business Telephone No,

b. _Facsimile No,

¢ E-mail address

10030151




CULTY DATA

Full Time Part Time
L. Total Number of Faculty
‘Within Discipline Concerned Others (specify)
2. Number of Faculty by [ pyp, PHD.
Qualification (highest
degree obtained) MAMS, MAMS,
BS BS
Within Discipline Concerned Others (specify)
3. Number of Faculty with | pp.p, PhD.
the egens inprogress |1 MAMS
BS BS
4. Individual Faculty Qualifications (indicate academic qualifications, researches conducted,
publications/paper presented, membership in related and position,
awards received - use one sheet ONLY per faculty; time frame: last five (5) years)
ENROLMENT D.
1" Year 2* Year 39 Year 4 Year
1. No. ofundergraduates
enrolled (SY 1999-2000) |
MAMS PhD.

No. of graduate students
enrolled (SY 1999-2000)

‘GRADUATE DATA

1. No. of undergraduates % % 7 i »
(1995-1999)

2 95 9% 97 98 99
(1995-1999)

3. No.ofPh.D, gracuates o % o7 o ”
(1995-1999)

moosotsi



1)

@

FACILITIES AND EQUIPMENT

List of Operational Equipment

Number

(Use aditional sheels, if necessary)

Prepared by:

Printed Name and Signature -

Deaignation

Mousoisi




GRADUATE STUDENT SCHOLARSHIP PROFILE

INSTITUTION

APPENDIX B.1

DEPARTMENT

SCHOOL YEAR

SEMESTER

Name of Scholar Degree

"No. of Units

Grade:

Remarks

Prepared by:

Printed Name and Signature / Designation

Date

1100501051




INSTITUTION

APPENDIX B.2

DEPARTMENT
SCHOOL YEAR

SEMESTER

Name of G

itution

Title of Thesis/Dissertation

Prepared by:

Printed Name and Signature / Designation

Date’

100501051




APPENDIX C.1

FACULTY GRADUATE SCHOLARSHIP PROFILE

SCHOOL YEAR
SEMESTER

Name of Scholar Degree | | No.of Units | Course | Grade |1 Remarks

Propared by:

Printed Name and Signature / Designation

Date
1100501SLL




[dv
.

APPENDIX C2

FACULTY GRADUATE THESIS/DISSERTATION GRANTS

SCHOOL YEAR
SEMESTER

i Name of Grantee/Institution: Title of Thesias/Dissertation. - i

L [ Title of Thesis/Dissertation. 0 ol

Prepared by:

Printod Name and Signature / Designation

MoO0S01SLL



APPENDIX C3
ULTY
INSTITUTION
DEPARTMENT
SCHQOOL YEAR
SEMESTER

Prepared by:

Printed Name and Signature / Designation

Date .

110050ISLL



APPENDIX D
NEW \CHASED EQUIPM|
INSTITUTION
DEPARTMENT
SCHOOL YEAR
SEMESTER

Location | Nature of |

Name of Equipment: | ' Model |
. ; Purchase o Usager:
* Nature of Usage ** Degree of Usability
1 = Instruction and Student Laboratory 1= Often used
2= Student Research (thesis) 3= Moderately used
3= private, etc)

4 = Aualtical Services
Prepared by
Printed Name and Signature / Designation

Date

10050ISLL




e @
APPENDIX E

DEVELOPMENT OF INSTRUCTIONAL MATERIALS

SCHOOL YEAR
SEMESTER

(Pleaso attach Abstract of Instructional Material DevelopedPublished)
Propared by:

Printod Namo and Signature / Designation

Date

1100501SLL



APPENDIX F.1
NATIONAL LINKAGE
INSTITUTION
DEPARTMENT
SCHOOL YEAR
SEMESTER
Dateof
Activities lementation

(Please uso additional sheets if necessary)
Prepared by

Printod Name and Signature / Designation

Date

1100501SLL



APPENDIX F2
INTERNATIONAL LINKAGE

INSTITUTION

DEPARTMENT

SCHOOL YEAR

SEMESTER
[ T Dateof. Status of Tnstitutiony/Agencies

Activities i i Linkage cluded in'Network

Ploaso use addiional shee’s if necessary)

Prepared by

‘Printed Name and Signature / Designation

Date
1/10050ISLL




APPENDIX G.1

FORUMS, SEMINARS, WORKSHOPS AND CONFERENCES

INSTITUTION
DEPARTMENT
SCHOOL YEAR

SEMESTER

Date:
Proponent |.-mplemented

|
|

| |
|
|
|

“(Please use additional sheet/s if neccssary)

|

|

|
l"
\ .

Prepared by

[ ———T
Printed Name and Signature / Designation

/10050ISLL



APPENDIX G.2

OTHER ACTIVITIES UNDERTAKEN

SCHOOL YEAR
SEMESTER

“‘Nature Date of: Participants
Activity :

(Plcase use additional sheet’s if necessary)

Prepared by

Printed Name and Sigaature / Designation

Date

1100501SLL



APPENDIX H

INDEX OF COMPARISON REPORT

INSTITUTION

DEPARTMENT

Categories

19992000
Summer

2000-2001

17 Sem 77 Sem

17 Sem

2001-2002

27 Sem

1. No. of Graduate scholars

2. No. of Faculty Graduate scholars

3. No. of Grantees (Thesis/Dissertation)

4. No. of faculty members able to attend
conferences & seminar-workshops through the
COE/COD grant (indcate nature of
participation; use addlional sheet/s if necessary)

5. No. of Equipment bought

6. No. of Linkages developed (indicate nature of
participation; use addiional sheet/s if necessary)

7. No. of Publications (ndicate nature, itle and
author; use additional sheet’s if necessary)

8. No. of researchi(es) facilitated through the
COE/COD grant (indicate nature, fifle and
author; use additional sheet/s if necessary)

9. No. of seminar-workshops conducted by the
Center funded through the COE/COD

(indicate nature and fille; use additional sheet/s if
necessary)

10. Others (please specif, use additional sheet/s
ifnecessary) "~

Prepared by:

Printed Name and Designation

/00301SLL
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FORM 1
ABSTRACT OF CANVASS
ABSTRACT OF CANVASS
(For Emergency Purchases)
To be used for:
citvity -
Date -
Venue -
ESTABLISHMENT ADDRESS TRICE

Canvass made through personal inguiries. Choice was ____(name of establishment)
due to itslowest price.

Prepared By:

Printed Name and Signature of OfficiaEmployec
Desi

ignation
Approved By: Noted by:
Printed Name and Printed Name and
Signature of Project Coordinator Signature of Project Implementer
Designation Designation

*ltalicizeditoms may be changed.

/10050ISLL




FORM 2
AUTHORITY TO HOLD ACTIVITY

College

University

Address

AUTHORITY TO HOLD ACTIVITY

Date Requested

Purpose

Date

Venue

No. of Persons

Estimated Expenses
Breakdown :

a  Packaged rate

b, Supplies and Materials
¢ Transportation
4. Incidental Expenses

Chargeable Against

‘Requested by
Recommending Approval: Approved by:
Project Implementer Project Coordinator
Printed Name and Signature Printed Name and Signature

*Italicized items may be changed.

//10050ISLL




FORM3
AUTHORITY TO REIMBURSE

College

University

Address

AUTHORITY TO REIMBURSE

Date Requested
Purpose

Date

Venuo

No.of Persons
Estimated Expenses

Breakdown :

Packaged rate
Supplies and Materials

4

c. . Transportation
Incidental Expenses

Chargeable Against

Requested by
Recommending Approval: . Approved by:
Project Implementer . Project Coordinator
Printed Name and Signature Printed Name and Signature

*lalicized items may be changed.

J100S0ISLL




FORM 4
AUTHORITY TO TRAVEL

College
University
Address

Al [ORITY VEL
NAME
POSITION
OFFICIAL STATION
DESTINATION
PERIOD OF TRAVEL
PURPOSE OF TRAVEL
ESTIMATED COST

CHARGEABLE AGAINST

RECOMMENDING APPROVAL: ' APPROVED:

Project Implementer Project Coordinator
Printed Name and Signature: Printed Name and Signature

o ltalicized items may be changed.

/100501SLL



FORM 5
CERTIFICATE OF ACCEPTANCE
College:
University :
Address :
Date
CERTIFICATE OF ACCEPTANCE
(For Merchandise)
1/We hereby certify that | have accepted and inspected each article delivered by
They are in accordance withthe
specification stipulated under PO No/RIV No. dated

S —
“Project Coordinalormplemeriler
Printed Name and Signature

* Halicized items may be changed.

1100501SLL



FORM 6
CERTIFICATE OF TRAVEL COMPLETED

Institute/Department :

College:

University :

Adaress :
CERTIFICATE OF TRAVEL COMPLETED

(Institution Head-President/Dean) (Institution)
Printed Name and Designation Official Staion
Date
T CERTIFY that ized in lineraty of Travel No.
ted under below:

() Strictly in accordance with the approved inerary

()Cu i
Attached: OR. No. dated. forP_

( below.

() Other deviation as explained befow.

EXPLANATION OR JUSTIFICATION:
Bridences of travel
Respectiully submited:
‘Officer/Enployes
(Printed Name and Sigrature)
Thercby

personal information.

(Institution Head-President/Dean)

Printed Name, Sigaatue nd Designation

© Talicized itemns may be changed:

/10050ISLL



FORM 7

CERTIFICATE TO JUSTIFY EMERGENCY PURCHASE

(Date)

CERTIFICATE TO JUSTIFY EMERGENCY PURCHASE

Thereby certify:
1. That the seed for the suppies covered by o atached Reqisition lsue
Voucher dat is exceptionally urgeat “Ind absohtely

©

That the articles are urgently needed bythe ___(Departmeny)

for (Purpose). H

3. That to procure them through regular requisition will result in disruption of
work and cause detriment to public service;

4. Thatthe price was the lowest obtainablo at the time of the purchase.

Project Coordinator
Printed Name and Signature

Authority: Pasgraph 6, Exec. Order No. 303, 5. 1990

* ltalicizeditems may be changed.

J100S0ISLL



FORM 8
INSPECTION REPORT
College:
University :
Address :
INSPECTION REPORT
AGENCY:
DEALER/SUPPLIER
ARTICLES AMOUNT
Modes of Acquistion: Date:
Delivered ~ At:
on:
FINDINGS AND RECOMMENDATIONS AMOUNT
INVOICE/OR.NO. Date;
Inspected by: Date:
PRINTED NAME AND SIGNATURE

* Italicized items may bo changed. *

7/10050ISLL



FORM 9

ITINERARY OF TRAVEL

‘Project Implementer
Printed Name and Signature

College

University

Address

ITINERARY OF TRAVEL

Name : Position :

Monthly Satary : Official Station

Purpose of Travel : i

Date Place ‘Means of Allowable Expenses Daily Total

Visited Arrival | Transportation | Transportation | perDiem | Allowance | Amount
TOTAL

Loy ) e vt e Preparcd by :

Minenury. (ﬂ'nnmvdunmnywlum
) Tapeio v

(> Expases climad rc M
Official/ Employee

RECOMMENDING APPROVAL APPROVED:

"Project Coordinalor
Printed Name and Signature

* Ltalicized items may be changed

//100501SLL




FORM 10
REIMBURSEMENT EXPENSE RECEIPT

REIMBURSEMENT EXPENSE RECEIPT

Date:
RECEIVED from
ame)
the amount.

(Official Desigaaion)
of ®

(n Words) . (a Figmes
in payment for

(Paymens o subsistence, sevioss,
rentalortrsporaion should show chuive dds, purpose,
Gistnce, ncusive poiats ftave, o)
PAYEE
Address
Residence Cert. No.
Date/Place of Issue
WITNESS

Address

Residence Cert. No.

Issue

/10050ISLL




. ®

FORM 11

REQUISITION AND ISSUE VOUCHER

REQUISITION AND ISSUE VOUCHER

L1

=
Bqusmon ssuance
o l kal
| I
1 I
[ 1 [
1 1 |
1
o o g s
o e S ||
P
Ve
[ |
u T
P OTCRE
Dat dpproa: J

110050ISLL
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FORM 12

INVENTORY REPORT OF PROPERTY

INVENTORY REPORT.OF PROPERTY

Name and Remerks (specify if property
iption/Specification. | Dateof | Unit | Total is library holdings
Q. | Unit | (oinclude brand name and | Puchase | Value | Value or equipment or
serial mumber, ifay)
CERTIFIED BY: 'VERIFIED BY:
Name and Signature of Comiroller
Date Prepared

/10050ISLL






