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MEMORANDUM ORDER

No. C\?ﬂz
Series of 2025

SUBJECT: GUIDELINES ON THE APPROVAL OF LETTER REQUESTING CHANGE IN THE
MODE OF PROCUREMENT

In line with efforts to streamline procurement processes and ensure full compliance with existing
procurement laws and policies, the following guidelines shall be strictly observed when
requesting approval for changes in the mode of procurement—specifically from Small Value
Procurement (SVP) to Public Bidding (PB), and vice versa:

A. All written requests must be submitted by the end-user unit, clearly justifying the
change in the mode of procurement (inclusion of the original mode and the proposed
new mode of procurement should be stated explicitly). The letter shall be addressed to
the Director and noted by the Chairman of the Bids and Awards Committee (BAC).

B. Copies of the Original PR and Approved Project Procurement Management Plan
(PPMP) shall be attached to the request letter

C. The request must be noted/authorized by the Budget Section to determine any
implications on budget allocation.

D. Only after proper endorsement and evaluation of the BAC will the request be
subject to final approval by the Director or the authorized official; and

E. All approved requests and their supporting documents shall be recorded and filed
by the Procurement Management Section for audit and reference purposes.

Note: Changes to the mode of procurement must not be used to circumvent procurement
laws or expedite processes without valid justification. All requests are subject to BAC
review and may be denied if found non-compliant.

This Memorandum Order shall supersede all previous orders inconsistent herewith, and will
remain valid unless amended, revoked, or superseded. This Memorandum Order shall take effect
five (5) days after the official circulation of the Records Section.

Done this 3t of August, in the year 20 2¥

GERALD GLENN £, PANGANIBAN, Ph.D.
Director
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