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MEMORANDUM ORDER
No: _31Y
Series of 2025
SUBJECT § AMENDMENT TO MEMORANDUM ORDER NO. 56 SERIES OF 2024 RE:
PRESCRIBING DELIVERY TERMS (DT) FOR THE DELIVERY OF GOODS
AND SERVICES

In the interest of the service, the Bureau hereby prescribes the following revised guidelines for the
delivery of goods and services, pursuant to the Implementing Rules and Regulations (IRR) of
Republic Act No. 12009 (RA 12009), otherwise known as the New Government Procurement Act.

Section 1. Scope. This procedure applies to the indication of Delivery Terms (DT) in Calendar
Days (CD) in the Abstract of Quotations (A0Q), taking into account the classification of items.
The End-user shall ensure that the proposed DT in the Purchase Request (PR) aligns with the
classifications indicated in Section 3. The End-user’s signature on the AOQ shall be deemed as
conformance to and acknowledgment of the prescribed DT.

The Procurement Management Section (PMS) shall review the DT proposed in the PR b
the End-user against the DT offered by the supplier stated in their RFQ and prescribe the
final DT in the AOQ based on the classifications in Section 3, which shall serve as the final
DT in the preparation of the Purchase Order (PO).

Section 2. Purpose. This procedure aims to harmonize and standardize the prescribing of DT
across all Bureau procurement transactions. Prescribing appropriate DT serves a critical role in
ensuring the timely and efficient delivery of goods and services, as they:

a. Establish clear timelines for both suppliers and End-users.

b. Provide a basis for monitoring supplier compliance and accountability for delays, partial
deliveries, or non-compliance.

c. Promote consistency, fairness, and transparency in procurement, safeguarding Bureau
interests, and ensuring uninterrupted public service.

Section 3. Categorization of Items (see list of items per classification: https://bitly/BEPlitems). In
cases where the listed items fall under multiple classifications, the DT corresponding to the item with
the highest allowable DT shall prevail. The following allowable DT, allowable extensions, and partial
delivery are hereby prescribed.’

Classification of the item Allowable DT Allowable Extension and partial
delivery
1. Common-use/Consumable 15CD No extension.
Supplies /Readily No partial delivery.

Available Items - refers to
items that are readily
available or could be
acquired off-the-shelf in
local physical stores.
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Classification of the item Allowable DT Allowable number of extensions and
partial deliveries
2. Non-common Use 30CD No extension.
Items/Equipment, No partial delivery.

Made-to-order Items with
Domestic Inventory (e.g.,
ICT equipment, office
furniture, specialized tools).

3. Job Order - refers to 30CD No extension.
non-specialized services No partial delivery.
such as maintenance, repair,
and calibration.

Note: For the repair of motor vehicles,

the availability and lead time for
purchasing the required spare parts
should be taken into consideration. A
justification letter from the end-user
shall likewise be required.

For meals and/or accommodation, the
DT will be the exact date of the
activity /event as stated in PR,

4. Agricultural Supplies - 60 CD 30CD
refers to items that are One (1) partial delivery per PO within
agricultural in nature, such the prescribed DT.

as, but not limited to: seeds,
fertilizers, pesticides, and
agricultural by-products.

5. Imported Items/Supplies 60 CD 30CD
with Limited to No Local Two (2) partial deliveries per PO within
Inventory - refers to items the prescribed DT.

that are not locally available
and require importation.

Note: For imported items, the
End-user/ Canvasser shall
identify if the item is imported
and propose the appropriate DT
in the PR.

The supplier shall provide
documentation from the store or
authorized distributor
confirming that the item is not
locally available to support the
offered DT.
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Classification of the item Allowable DT Allowable Extension and partial
delivery

6. Plants and Planting Subject to the No extension.
Materials - refers to live | terms/arrangements Two (2) partial deliveries per PO
plants, seedlings, and with the Supplier within the prescribed DT.
planting materials. and the approved

contract by the
Bureau.

7. Imported Highly Subject to the No extension.
Specialized Equipment | terms/arrangements | Two (2) partial deliveries per PO within
(e.g., laboratory with the Supplier the prescribed DT.
instruments) - refers to and the approved
items with limited to no contract by the
domestic or foreign Hureau.
inventory or those that
are generally difficult to
source.

Section 4. Delivery Monitoring and Compliance. The DT stated in the PO shall be strictly
monitored by the Property and Supply Section (PSS). Acceptance by the supplier of the PO shall be
deemed as conformance to and acknowledgment of the prescribed DT.

In the event of delivery delays due to justifiable and uncontrollable circumstances, the supplier
shall submit a written explanation of the cause. The PSS shall review all requests and may
recommend to approve or reject them based on the merits of the justification, in accordance with
Section 71.1.3 of the IRR of RA 12009. Only valid reasons such as natural disasters, delays
attributable to the Bureau (e.g., layout designs for t-shirts and pamphlets), or work suspensions
mandated by national directives shall be considered. BPI reserves the right to grant or deny requests
for extension, provided that the maximum allowable extension does not exceed the period allowed
under the IRR of RA 12009, and that no further requests for extension shall be permitted.

Section 5. Changes in approved PO. Corrections to the prescribed DT or requests to change the
offered brand, quantity, or specifications are strictly prohibited and must comply with Section 71.1.1
of the IRR of RA 12009, which allows amendments only in case of emergency, fortuitous events, or
when necessary to reflect the intention of the parties, and must be properly justified in writing and
supported by relevant evidence. All such requests must be submitted to the PSS for review and
require the approval of both the End-user and the Bureau Director.

Section 6. Penalties and Sanctions. Any delay in delivery shall be subject to penalties in
accordance with Republic Act No. 9184 (Government Procurement Reform Act), as amended by
Republic Act No. 12009 (New Government Procurement Act), its Implementing Rules and
Regulations (IRR), and other applicable government issuances. Pursuant to Section 71.1.4 of the
IRR of RA 12009, all contracts shall provide for liquidated damages equivalent to 0,1% (one-tenth
of one percent) of the cost of the unperformed portion of the contract for every day of delay until
delivery or performance is completed. Repeated or unjustified non-compliance by a supplier may
result in additional sanctions such as temporary suspension, blacklisting from future procurement
opportunities, or other corrective measures.
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The imposition of the liquidated damages and other sanctions must be in accordance with Section
71.1.4 of the IRR of RA 12009. The Bureau shall ensure that all contracts include a provision for
liquidated damages and that the suppliers are informed of the penalties prior to contract signing.

Section 7. Delivered goods and services. In case of concerns re i ality, technica
problems, or working condition of delivered goods or services, the End-user shall immediately
notify the PSS in writing and submit supporting documents (e.g., photos, certifications, or test
results). The PSS, in coordination with the Inspection Team and the concerned End-user, shall
evaluate the report to determine compliance with the PO or contract. If deficiencies are confirmed,
the supplier shall be formally requested to take appropriate corrective action within a given time.
Failure to comply shall constitute a breach of contract and subject the supplier to penalties under
Section 6. All actions regarding deficiencies in delivered goods or services must be documented and
processed in accordance with contract implementation and termination under Section 71 of the
IRR of RA 12009.

Sectlon 8. Effectnvnty This Order shall take effect five (5) calendar days after its posting and

and supersedes previous issuances, and all other prior orders

inconsistent herewith.

GERALD GLENNA., PANGANIBAN, Ph.D.

Director
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MEMORANDUM ORDER

No. ¥

Series of 2024

SUBJECT : PRESCRIBING DELIVERY TERMS FOR THE DELIVERY OF GOODS
AND SERVICES

To ensure timely delivery of goods and services, the Bureau hereby implements the
following allowable delivery terms for the delivery of goods and services:

Classification of the Item Allowable Delivery Term
Readily-Available Goods 7-15 calendar days

Referring to goods that are readily available or could be
acquired off-the-shelf in local physical stores

Made-to-Order Goods or Imported Goods with 15-30 calendar days
Domestic Inventory

Extendable for orders of

Referring to goods that are locally available but are made- large quantity
to-order or are generally imported but with domestic

inventory

Imported Goods with Limited to No Local Inventory 30-60 calendar days

Referring to goods thatare not locally available, requiring
its importation. Said goods have limited to no domestic
inventory

Agricultural Supplies 15-45 calendar days

Referring to items that are agricultural in nature, such as,
but not limited to: seeds, fertilizers, pesticides,
agricultural byproducts

Job Order 15-30 calendar days

Referring to non-specialized services, usually
maintenance or calibration

Imported Chemical Supplies Variable, based on
proposals by suppliers

Referring to chemicals that have limited to no domestic
or foreign inventory, or are generally difficult to source
Specialized Equipment Variable, based on
proposals by suppliers

Referring to equipment that have limited to no domestic
or foreign inventory, or are generally difficult to source
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The Procurement Management Section (PMS) is given the discretion of prescribing a
delivery term (by calendar days) based on the allowed range. The prescribed term shall
be an exact figure and not in range of days. In cases where multiple item classifications
are bundled in a single procurement, the PMS shall apply the delivery term of the item
with the greatest allowable delivery term.

In cases where the allowable delivery term is not practically applicable for a certain
procurement, the end-user must include a justification prior to bid posting to prescribe a
delivery term beyond the allowable.

The Property and Supply Section is likewise reminded of the prescribed delivery terms
in the preparation of the Purchase Order (PO).

This Memorandum shall take effect on February 15, 2024 and shall supersede all
issuances inconsistent herewith.

GERALD GLENN F. PANGANIBAN, PhD

Director
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