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REPU8LIC OF THE PHILIPPINES 0;t. _1(,. ~

DEPARTMENT OF PUBLIC WORKS AND HIGHWAYS
OFFICEO~~~:CRETARY FE9 15 2006
SUBJECT: REVISED POLICIES AND

PROCEDURES ON THE
REIMBURSEMENT OF
EXPENSES FOR EMERGENCY
REPAIR OF SERVICEIMOTOR
VEHICLE

In line with the Department's efforts in streamlining and strengthening internal management
guidelines in the reimbursement of expenses for emergency repair of service/motor vehicle, the
following revised policies and procedures is hereby adopted and shall be strictly observed.

A. Conditions for Emergency Repairs

I. Repairs shall be allowed where the need is urgently indispensable to prevent
immediate danger to, or loss of, life and/or property, or avoid detriment to the public
service as certified by the end-user and approved by the head of office concerned. End
user refers to the accountable officer who was assigned service/motor vehicle covered
by an Acknowledgement Receipt for Equipment (ARE).

2. Only minor repairs due to fair wear and tear shall be allowed to cover replacement of
defective parts/components and/or repair or overhaul in the power train, axle and
suspensions, steering system, brake system, fuel system, cooling system and electrical
system. In any case, cost of repair shall not exceed PI 0,000.00.

3. Repair parts for engine tune-up such as spark plugs, condenser, contact point, ignition
coil, including oils, lubricants and filters may be allowed as emergency purchases,
subject to post inspection and certification of the end user.

4. Only Government service/motor vehicle with Government Plate, DPWH Identification
Number, included in the Inventory of Service/Motor Vehicles and Property, Plant and
Equipment Ledger Card of the Office concerned shall be allowed under this Order.

B. Supporting Documents Required for Emergency Repairs

The following documents shall be attached to the disbursement voucher to support claims for
emergency repairs for service/motor vehicles:

I. Post Inspection for repair done Outside Motorpool (Annex A)
2. Certificate of Emergency Repair (Annex B)
3. Post Inspection and Acceptance Report (Annex C)
4. Open canvass by the end-user from at least three (3) suppliers/dealers, if applicable

(Annex D)
5. PriceNerification Monitoring Report by SPMD (Annex E)
6. Report of Waste Material (Annex F)
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k7. Certified copy of Current LTO Registration of the subject service/motor vehicle
(Annex G)

8. Certified copy of Updated Acknowledgement Receipt for Equipment (ARE)(Annex H)

9. History of Repair (Annex I)

C. Area of Responsibility

I. The end-user shall, within five (5) working days after the same had been repaired,
present the service/motor vehicle for Post Repair Inspection to the Motorpool Section,
Central Equipment and Spare Parts Division (CESPD), Bureau of Equipment (BOE) or
to the equivalent RES/ AES in the Regional/District/Sub District Offices for repair done
in the private shop. Post Repair Inspection prepared in violation to the 5-day rule shall
not be accepted as supporting document for the purpose of this Order.

2. The designated inspectors from CESPD, BOE or equivalent officials in the
Regional/District/Sub District Offices shall conduct inspection on the spare parts
procured/installed and the repair done and issue Post Inspection and Acceptance
Report. Waste materials shall be surrendered to SPMD-AMMS or Supply Section in
the Regional Office or to the equivalent office in the District/Sub-District for proper
disposition.

3. The SPMD-AMMS or equivalent offices in the field shall conduct a price verification
to determine the prevailing price in the market.

4. Liquidation by Special Disbursement Officer (SDO) on Cash Advances pertaining to
the emergency repair of service/motor vehicle shall follow the same policies herein

D. Funding Source

Funds for the purpose shall be chargeable against the appropriate Maintenance and Other
Operating Expenses (MOOE) released to the concerned office, subject to the Special Provisions
on Emergency Purchase in the applicable General Appropriations Act. Funds representing the
Engineering and Administrative Overhead (EAO) may be used for this purpose, subject to the
Special Budget, duly approved by appropriate official of the Department.

E. Penalty Clause

Any violation of these policies and procedures shall subject the erring accountable official,
after due notice and hearing, to immediate sanctions that shall include relief, suspension and/or
dismissal in accordance with Civil Service rules and regulations and other pertinent laws and
regulations.

This Order shall take effect immediately and supersede Department Order 300, series of
2002.

" 1111" ~""IIWI N 6T00087
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.- -CENTRAL EQUIRMENI--,-&"SPAREcRART$,Dl\llS1QJ"_- -~~~~~- -~---'--"--------'---'-'---.---.--..-'
MOTORPOOL SECTION

BUREAU OF EQUIPMENT, DPWH

POST INSPECTION FOR OUTSIDE REPAIR
.ANNEX IiAn

NOTE: 80th Waste Materials and the Equipment should be presented to Motorpool for Post Inspection.

-

. -- _. ._- -

EQUIPMENT MAKE & MODEL ENGINE MAKE & MODEL DPWH NO. PLATE NO. DATE OF REPAIR POST INSPECTION REPORT NO. DATE

...... .. - "-. . - .
-----

ASSIGNED TO: NAME & ADDRESS OF REPAIR SHOP/STORE:

DATE OFAR.E OFTHE VEHICLE REQUESTED BY:

DATE OF LTO REGISTRATION'
-c . .... .

ITEM QTY. UNIT PARTS SUPPLIED/INSTALLED: INV./OR NO. DATE UNIT TOTAL

NO. COST COST END-USER/DESIGNATION

APPROVED BY:
-- ... _ n_~_._m .---.- ... - ..

...
___________ •__ • __.u

.

,
HEAD OF OFFICE of END-USER

INSPECTED BY:

.... ._ •. n

EQUIPMENT INSPECTOR

NOTED:

VIRGILIO A. ARPAFO

Bureau Director- ACKNOWLEDGEMENT:
I hereby acknowledged that the components/

materials/parts was installed.

End-User I



CERTIFICATE OF EMERGENCY REPAIR

REPUBLIC OF IRE PHILIPPINES
Department of Public Works and Highways

Office of the Secretary

Date

CERTIFICATE OF EMERGENCY REPAIR

In accordance with the provisions of Executive Order No. 320, Series of 1940 and
the conditions set forth under Section 4 of Department Order No. 33 Series of 1988, this
certifies that the item on the attached invoices from the Supplier have been purchased
under stress of emergency.

Tht: plU"chast: of Olt: Ht:m was absoluldy nt:cessary and urgt:nl fur Ole use of
SCly1CC vehicle Vehicle Type with Plate No. HI No. a.'lsigned at Assigned Office that wa.'l
used for Purpose.

End User

Approved:

Head of Office

2



REPUBLIC OF THE PHILIPPINES
DEPARTMENT OF PUBLIC WORKS AND HIGHWAYS

OFFICE OF THE SECRETARY
Manila

ANNEX "C"
I

! Supply and Property Management Division, AMMS
. : POST INSPECTION AND ACCEPTANCE REPORT Annex G-7 COA

! CIR. No. 2001-004 s.
Supplier

!
P.!O. No.: Date: Invoice No.: Date:

Requisitioning Officer:

Item No. Unit Description Quantity

•
I

,
.

!

INSPECTION ACCEPTANCE
Date of Inspection:

Inspected, verified and found OK as to quantity and Date Received:
specification

! Other Remarks: IComplete
! ! I! IPartial!

I

!
Inspector (CESPD, BOE)

! N'oted:
! I

, !
End-UserI

I

I Chief, CESPD, BOE
I
I

3



Annex D
Republic of the Philippines

Department of Public Works and Highways
OFFICE OF THE SECRETARY

ABSTRACT OF OPEN CANVASS

ITEM -
NO.

PARTICULARS QTY. UNIT Supplier 1 Supplier 2 Supplier 3

We hereby certify that we have read and recorded all bids received in response to the open canvass.

Prepared and Submitted: Verified:

End-User Supply Officer ~

- .- -



REPUBLIC OF THE PHILIPPINES

Department of Public Works and Highways Date of Opening:

Time of Opening :

TO CANVASS NO.

DATE:

PLEASE QUOTE YOUR GOVERNMENT PRICE FOR THE ARTICLES LISTED HEREUNDER

AND INDICATE THE BRAND NAME, COUNTRY OF ORIGIN, ETe.
Item No. QTY. UNIT UNIT PRICE TOTAL PRICE REMARKS

I hereby certify that a canvass was made by the

undersigned and the price indicated herein was

the lowest in the market at the time of the canvass.

(Signature, over printed name authorized canvasser)

I certify that I have read the Terms & Conditions

of this Canvass / Invitation to Quote and that entries

(Signature, over Printed Name of Suppliers

Authorized representative - Tel No. )
PERIOD OF DELIVERY: Within workina days upon receipt of Approved Order. Guarantee Period
NOTE: If the total amount involved in your bid exceeds P5,000.00, please place the canvass in an envelope indicating the canvassnumber as reference, then seal and deliver the same to the Supply and Property Management

Division, AMMS, DPWH, Ground Floor, Main Office, Bonifacio Drive, Port Area, Manila. If the amount is below P5,000.00 the same canvass form duty accomplished with quotation may be received and handcarried by our
authorized canvasser. Inquiries may be made thru Telephone Nos. 304-3338; 304-3108; 304-3258 and 304-3540.
ITQ.2000



ANNEX "F"

WASTE MATERIAL REPORT
Department of Public Works and Highways

Agency
Place of Storage W.M.R. No.

Date:
ITEMS FOR DISPOSAL

ITEM QTY. UNIT DESCRIPTION RECORD OF SALES
O.R. No. Amount

i 1
.2

3
I 4
I 5

6
I 7
i 8 ;

,
I

I 9
I 10
I TOTAL

Returned by: Received by:
'I

i

Remarks:
•

Certified Correct: Disposal Approved:I

OIC, Property Section, SPMD-AMMS
i CERTIFICATE OF INSPECTION
,

I hereby certify that the property enumerated above was disposed of as follows:

Item Destroyed
Item Sold at private sale
Item Sold at public auction
Item Transferred without cost to

Property Inspection: (Name & Signature) Witness to disposition:
i
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"0 , DISTRICT OFFICE -.-----d.i.liman ..-- ..--- .

~tJ:t;U~-=~~;l,~;~6;~·;HU.ll'~~. 86526595
MV FILE NO PLATE NO 4'/ PR~J~S PLATE NO

1 12-261 25 SGS '"51 I' ' ~6' /
CLASSIFICATION PREVIOUS C R. NO TM CONTROL NO

govt new Off10302018 4
IE NUMeER CUSTOMS CP NO DATE CLASSIFICATION OTHERS (Spocify)

.•. EI~~~MPT 0 ~~~6R 0
TYPE OF eODY MO~ ~~ 4 4

'TJ)G'(-TFP 29

TIRE SIZE

NeT CAPACITY

eoe CP NO.

DATE

LTO Form ·No.3

CD
DATE IssueD

AUTHORIZED AGENCY

ORIGINAL BOT DECISION NO.

Republic of the Philippines
tl.RTMENT OF TRANSPORTATION & COMMUNICATIONf
LAND TIlANSPORl'ATION OFFICE

East Avenue, Quezen Cny

ad rive a
(Print Name & 5;0")

MAKE

ThiS ,s to CERTIFY that the motor vehicf described herei." ;s
duly registered. This certificate is VALID nly when signed by
81.;thotized LTO officili/s, properly sealed nd accompanied by
Official Receipt as proof of payment. y unauthorized er.~
sure or alterat/on hereon wilf in' . document.

COMPUTER

)I ~-

)

------------------------------
Republic of the Philippines

DEPARTMENT OF TRANSPORTATION & ael-l1~ffiIffi5'~~3J!
LANDT~NSPORTATION OFFICE

East Avenue, Quezon City

I. TO rorm Nfl. 78

Field Office: Dillrna" Bbl.l!;l ,jrrhJ'! Field Office Code: --1-.:<1-•.-' __

mmmIIIEIID 258223840 DA TE: -')~;-~Il)5-.Jl2Oi~~---

RECEIVED FROM (Last neme, First neme, MI)

IEPARTMENT OF PUBUC ••'JORKS& H.••.VAYS
ADDRESS (No" Street, City, Mun/cipelity, Province, Zip Code)

eOJ··nF",aO - FORT "''':Ell MiIt·JUI., NCR, FIRST DISTRICT D

...,;.

..~



ANNEX "H"

ACKNOWLEDGMENT RECEIPT FOR EQUIPMENT
BUREAU OF EQillPMENT

Central Equipment and Spare Parts Division

NO.:
DATE:

Qhantity Unit Description COST
i

I
.

i
,

i

i !

I
I

I

I

I I

! I
I

!
! I

I

I
.

I

i
I

I ! I

I

I

i

I
,

:

REMARKS:

I

Rec~ived by: (Actual End-User) Received from:
I
I

Signature Over Printed NameSignature Over Printer Name

Position / Office Position / Office

i Date Date
I

I

I

r.

I
..

8



5120104 .. ITS Car Care -C~~er
!

.."..:.'."-~3:~~.~~".•. ~~~:m1~1~~1~:~,~i~~~~~~,.:~::~; ~~~¥~~~:~"I~·:m'~9~~,~~.~~~~~~~ ;;;~e:h~~d••.

........................... t ..· · · ···..· ·..1 .
..... _ " I 5,010.00

"'AKE AI D"'O DEL UI rrSEIlLO.L 10: EIO II E SEIlLO.L 10 : PLATE 10 : DPlfIIH 10 :
N ISSAN S.AFMU, SNII .. CR lG Y60-'VU6170 - T 042-151 055 SFT·375 H1·4356.

EID-USEIl DESOI,o.TD I: 0 FfCE: DATEOf A.Il.E.
RESITO V. D.c,,\IID PROJECT DIRECTOR FCSEC-PMO 3/1412005

JOB ORDER mVOICE/PURCHASE ORDE: N.AME OF AtITO SPAREP.AR1'S REI1l:.ABKS
,. ND. DATE, NO. _ DATE SUPPLYISUPPL~ QTY UNlTMATEIUAL COST

H' 04-01-0334 ~'h 12004 /.204-255 5123104 _ MR2 t~ator Parts & 4 pcs. IDisc Brake Pad, Fro~ RH & 600.00 '

~

& f'JX;_m:.~'..::m .._ m ~~~~~~:.I~~ _.~m~;;;;-:..·~~C·B;;;k~·pa'CRea;·RH& ~~~.•~~ Repaired at Private .hop

S ··:···7:···· ·..···..··..······..·..··· .
, ~ 65637 5123104 Men:::~desPetron 1 I Lab . 500 00Ser\l'lce Center . at or . - ...

.~~,..'HI ST'b'RY '0 i:t'FfEPAJ R._.....---~--
. •.~ Republic of the Philippines

Dprtment of Public Wor1<sand Highways
Central Equipment and Spare Parts Division

BUREAU OF EQU IPfllE NT

800.00 ~epaired at PriVate'shopFreon gaslot

.

16978,1'.2120D4D4-08-0352

~~::.::.<'.:.<;.,:":'"
[;... ' " ,,'.. ' ' .: ......';'~.': - - .' ..' -.' .

05-08.0462 . E:/111200.5
P-4200-0337-

05
9/14105 CMiMEGA Trade' 4 pc.

Wheel Tire. Tubeless'
31x 10 .50x15 .'

?7 980 00 Supplied by \fIlinning bidder-
" . and mounted at Private shop

05-10.0625 11)1211200.5 .. - .. 1 assy Clutch Disc.............................................................................................................................................................................................................................................................................................
__ _ ' 1 assy Pressure Plate For Open Canvass (Under..................................................: ~.._ ~ ; p~.:.~·R~·i~~·~~·..B~~ri·~g· ·..· · process) .--

............................................... , .
. 1 pc. Pilat Bearing

P IlEPAIlED BY: ,VEIlIF lED CO IlFl.S::T BY: SUB'" ITTED BY: 10 TED BY:

PAULINO M. MACALINTAL
1::lgllerU III

ROQUITO L. CONSOLACION
o C- Uob rpooISee;1b I

OSCAR O. ISIDRO
o K:-C'~f,CESP 0

VIRGiliO A. .A.RPAFO
B I re a I 0 Ire C'b r

\
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