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Foreword  

  

 

 

 

 

A Guidebook for Research and Development (R&D) Procurement was developed in June 

2015 as an orientation  manual for research project proponents on the terms and reference 

of the Procurement Process as mandated by the Implementing Rules and Regulations of the 

Republic Act 9184 also known as Government Procurement Reform Act. The Guidebook 

also serves as a technical assistance provision on the preparation of cost estimates for 

equipment, analytic services and consumable items, to the inclusion of other surcharges. 

The significance of understanding the proper budget preparation, the technical 

specifications of the items to be procured, as well as the process of procurement is 

envisioned to keep in track the project implementation timeframe by the institution.  
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The Budget Preparation  Diagram  
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Frequently Asked Questions  

 
1. What is the government rule on budget 

preparation and procurement process?  

Since research proponents have sought for a research project funding from the 

University of the Philippines System which by its nature is a public fund, they will 

automatically be under the scrutiny of government accountability, hence the necessity of 

abiding by the rules and procedures for a rightful utilization of the fund as provided by the 

Republic Act 9184 also known as the Government Procurement Reform Act of 2002.  

 

 

 

2. Why is line -item budget important in a project 

proposal? 
In a research project, a Line- item budget serves a significant role in its 

implementation because it determines how much budget is needed by the research 

proponent/grantee to execute a particular project on a definite timeframe. Also, it serves 

an integral part for the institution (in this case, the University of the Philippines) to 

incorporate the budgetary requirements from its research proponents/entities on its 

budget planning and making of its Annual Procurement Plan (APP) as required by the 

Department of Budget and Management (BDM) by the national government. 

 

 
3. How can RA9184 be applied on the budget 

preparation of the project proposal?  
The Republic Act 9184 contains all the procedures that will govern the utilization of 

the fund granted to the proponents, in view of this fact, any procurement that will be done 

in accordance to the implementation requirements of the whole project will undergo a 

competitive public bidding or other mode of procurement as what the project necessitates. 

In view thereof, all documentary requirements provided by the funding institution (in this 

case, the University of the Philippines) should be complied by the research proponents.  

Refer to Section 7: Procurement Planning and Budgeting Linkage, Rule II of the 

Revised IRR of RA 9184 

Refer to the Revised Implementing Rules and Regulations (IRR) of the Republic 

Act 9184 through the link : www.gppb.gov.ph/laws/laws/RevisedIRR.RA9184.pdf  
 

Refer to Section 3: Governing Principles on Government Procurement, Rule I of 

the Revised IRR of RA 9184 
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The Proposed Project Budget  

 

 

THINGS TO CONSIDER IN BUDGET PREPARATION 

  

1. Components of a line -item budget on e quipment : 

 

Please note that the budget for equipment/consumables includes the 

following:  

 

 

a) cost of equipment  

  The cost of equipment is the item's purchase price, or historical cost, plus  
  other initial costs related to acquisition and asset use.1 

 

 

b)  freight  rate and taxes 

Price charges by transportation carrier for moving a n item or commodity 
from point A to point B. Actual amount charged varies based on weight of 
object being moved, type of commodity being moved, and distance traveled.2 
 

b.1.) For imported goods, the Bureau of Customs, Department of Finance 

(DOF) provides a functional online tax computation in order to determine the 

cost upon transfer of the equipment from its point of origin to the country. 

Please visit the website: www.customs.gov.ph  

 

The online portal for the Tax Computation will be shown in the next page. 

 

 

 

 

 

 

 

                                                                    
1 Source: Source: https://www.boundless.com/accounting/textbooks/boundless-accounting-textbook/controlling-and-reporting-of-real-

assets-property-plant-equipment-and-natural-resources-6/components-of-asset-cost-42/cost-of-equipment-235-6408/ 
2 Source: http://www.businessdictionary.com/definition/freight -rate.html 
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THE TAX COMPUTATION PORTAL3 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

b.2.) tax exemption  

 

The default option will  always be local suppliers and in cases wherein two-

failed biddings occurred and the act necessitates for a direct contracting as 

mandated by Section 50, Rule XVI of the Revised IRR of RA9184, the 

University of the Philippines (UP) will  facilitate the request for Certificate of 

Tax Exemption with  the DOF. 

 

c) delivery  charge 

A fee paid by the customer for the delivery of a purchased product, collected 

by the parcel service, the company, or both.4 

 

 

 
                                                                    
3 Source: http://customs.gov.ph/tax-computation/ 
4 Source: http://www.businessdictionary.com/definition/delivery-charge.html 
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d)  maintenance  cost 

The costs incurred to keep an item in good condition and/or good working 

order. When purchasing an item that requires upkeep, consumers should 

consider not just the initial price tag, but also the item's ongoing 

maintenance expenses.5 

 

e) brokerage  fee /  commission  

A fee charged by an agent, or agent's company to facilitate transactions 

between buyers and sellers. The brokerage fee is charged for services such as 

negotiations, sales, purchases, delivery or advice on the transaction.6 

 

f)  storage  charge 

Commerce: Amount charged to store goods in transit at the point of origin, 
destination and ports of entry during the transport . Storage charges are also 
assessed by companies who are in the business of renting storage space.7 

 

g) customs duties  

Tariffs or taxes payable on merchandise imported or exported from one coun

try  to another.8 

 

 

 

 

 

 

 

 

 

 

                                                                    
5 Source: http://www.investopedia.com/terms/m/maintenance-expenses.asp 
6 Source: http://www.investopedia.com/terms/b/brokerage-fee.asp 
7 Source: http://www.businessdictionary.com/definition/storage-charge.html 
8 Source: http://legal-dictionary.thefreedictionary.com/Customs+Duties 

Note: 

The Bureau of Customs (Department of 

Finance) provides an online portal named as 

Philippine Tariff Finder (PTF) 

(website:http://www.tariffcommission.gov.

ph) that houses all eight existing tariff 

schedules of the Philippines. The PTF aims to 

provide quicker access to crucial information 

resource necessary for Philippines businesses 

to prosper in a flat, highly competitive world. 

(Source: www.customs.gov.ph) 

http://www.businessdictionary.com/definition/commerce.html
http://www.businessdictionary.com/definition/amount.html
http://www.businessdictionary.com/definition/store.html
http://www.businessdictionary.com/definition/goods-in-transit.html
http://www.businessdictionary.com/definition/point-of-origin.html
http://www.businessdictionary.com/definition/port.html
http://www.businessdictionary.com/definition/entry.html
http://www.businessdictionary.com/definition/transport.html
http://www.businessdictionary.com/definition/storage.html
http://www.businessdictionary.com/definition/company.html
http://www.businessdictionary.com/definition/business.html
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The Philippine  Tariff  Finder  portal 9 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
                                                                    
9 Source: http://finder.tariffcommission.gov.ph/ 
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h)  PITC fee (only if equipment will be procured through the PITC )10 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

i)  bank fees 

A bank charge can result from the account holder not maintaining a 

minimum balance, for overdrafts, or from any of a wide variety of 

other banking activities and actions. Also called bank fee.11 

 

j)  exchange-rate  fluctuations  

According to Section 61.4, Rule XIX of the Revised IRR of RA 9184, should 

the procuring entity receive bids denominated in foreign currency, the same 

shall be converted to Philippine currency based on the exchange rate 

prevailing on the day of the bid opening for purposes of bid comparison and 

evaluation. 

                                                                    
10 Source: http://www.pitc.gov.ph/  
11 Source: http://www.businessdictionary.com/definition/bank-charge.html 

http://www.businessdictionary.com/definition/bank.html
http://www.businessdictionary.com/definition/result.html
http://www.businessdictionary.com/definition/account-holder.html
http://www.businessdictionary.com/definition/balance.html
http://www.businessdictionary.com/definition/overdraft.html
http://www.businessdictionary.com/definition/banker.html
http://www.businessdictionary.com/definition/activity.html
http://www.businessdictionary.com/definition/action.html
http://www.businessdictionary.com/definition/call.html
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What is inside the PITC Procurement page? 12 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

                                                                    
12 Source: http://www.pitc.gov.ph/index.php/bidannouncement 

Reminder:  

Procuring entities should maximize the 

use of government portals/websites such 

as the PTF and PITC, which contains a 

listing of potential suppliers and 

manufacturers, so as to keep track of the 

procurement timeline and to facilitate an 

ÅÁÓÉÅÒ ÄÅÔÅÒÍÉÎÁÔÉÏÎ ÏÆ ÔÈÅ ÅÑÕÉÐÍÅÎÔȭÓ 

availability in  the market. 
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The Project Procurement Management  

Plan  

I. DEFINITION AND SIGNIFICANCE 

Project Pro curement Management Plan (PPMP) refers to the procurement plan of a 

specific program/project/activity (PAP) of the agency13 of which the procuring entity (the 

ÒÅÓÅÁÒÃÈ ÐÒÏÐÏÎÅÎÔÓɊ ÓÈÏÕÌÄ ÂÅ ÐÒÅÐÁÒÉÎÇ ÁÌÏÎÇ ×ÉÔÈ ÔÈÅ ÐÒÏÊÅÃÔȭÓ ,ÉÎÅ-item budget. 

 The significance of which is for the agency to include the procurement of equipment 

for research and development in the Annual Procurement Plan (APP) and will have an 

allocation in the budget plan.  

 

  

 

 

Annual Procurement Plan (APP) refers to the requisite document that the agency must 

prepare to reflect the necessary information on the entire procurement activities (i.e., 

goods, services, civil works to be procured) that it plans to undertake within the calendar 

year, as follows: 

 a) Name of the procurement program/project; 

 b) Project management office or end-user unit; 

 c) General description of the procurement; 

 d) Procurement method to be adopted; 

 e) Time schedule for each procurement activity; 

 f) Source of fund; and, 

 g) Approved budget for the contract.14 

 

                                                                    
13 Source: http://www.dbm.gov.ph/wp-content/uploads/Issuances/2010/Circular%20Letter/CL2010-9/cl2010-9.pdf 
14 Source: http://www.dbm.gov.ph/wp-content/uploads/Issuances/2010/Circular%20Letter/CL2010-9/cl2010-9.pdf 
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II. INCLUSION IN THE PPMP 
The end-user units of the procuring entity shall prepare their respective 

PPMP for their different programs, activities, and projects (PAPs).  The PPMP 

shall include:   

a) Information on whether PAPs will be contracted out, implemented by     
     administration in accordance with 

 
b) The guidelines issued by the GPPB, or consigned;   

 
c) The type and objective of contract to be employed;   

 
d) The extent/size of contract scopes/packages;   

 
e) The procurement methods to be adopted, and indicating if the procurement tasks    
     are to be outsourced; 

 
f) The time schedule for each procurement activity and for the contract  
     implementation; and   

 
g) The estimated budget for the general components of the contract.  
(Paragraph 7.3.2, Section 7, Rule II of the IRR of RA 9184) 

 
 

 
Reminder:  

The submission by the procuring entity of 

PPMP along with its inclusions stated 

above is a mandatory for it will be part of 

the Annual Procurement Plan (APP) of the 

institution. Failure of compliance nor late 

submission would mean a delay in the 

budget planning and procurement 

process and will affect the 

implementation period of the project in 

general. 
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III. THE PPMP FORM TO BE ACCOMPLISHED AND SUBMITTED BY THE RESEARCH PROPONENT 
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IV. T(% ).4%2#/..%#4)/. "%47%%. 2%3%!2#( 02/0/.%.43ȭ PPMP 

AND THE UP APP 

 

!ÌÌ 50 ÃÏÌÌÅÇÅÓȭ !00 ×ÉÌÌ ÂÅ ÃÏÎÓÏÌÉÄÁÔÅÄ ÂÙ  

UPD-Supply and Property Management Office  

 

Inter -college consolidation and making of college -

level Annual Procurement Plan (APP) (i.e. APP of UP 

College of Science from the consolidated PPMPs of 

research proponents)  

 

2ÅÓÅÁÒÃÈ ÐÒÏÐÏÎÅÎÔÓȭ 00-0 ÔÏ ÂÅ ÃÏÎÓÏÌÉÄÁÔÅÄ ÂÙ ÔÈÅ 

respective Academic units (e.g. Institute of Biology, Institute 

of Chemistry) depending on the nature of the project  

 

2ÅÓÅÁÒÃÈ ÐÒÏÐÏÎÅÎÔÓȭ 00-0  

UP APP 
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V. ATTACHMENT TO PPMP: TECHNICAL SPECIFICATIONS FORM 

In preparing for the budget, a detailed technical specifications form on every 

equipment to be procured should be accomplished as required attachments to the 

ÐÒÏÊÅÃÔȭÓ 00-0 ÔÏ ÂÅ ÓÕÂÍÉÔÔÅÄ ÂÙ ÔÈÅ ÒÅÓÅÁÒÃÈ proponents. 

sample form: 
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V.1. WRITING THE TECHNICAL SPECIFICATIONS FORM 

 

 As a significant part of the procurement process and integral to the making of PPMP 

by the proponents, technical specifications form should be written with the following 

considerations: 

 

a) FUNCTION. The equipment/s that will be included in the making of the Line-item budget 

should be related and will be useful in the conduct of the project implementation in order 

to avoid disallowance in terms of its allocation. It is important that a separate sheet or 

annex in the project proposal will be entailed for the description of function of the 

equipment/items in connection to the implementation of the project. 

 

b) DESCRIPTION. !Ó ÐÁÒÔ ÏÆ ÔÈÅ ÐÒÏÊÅÃÔȭÓ ÉÍÐÌÅÍÅÎÔÁÔÉÏÎ ÐÒÏÃÅÓÓȟ ×ÒÉÔÉÎÇ ÏÆ ÔÈÅ 

specifications of the equipment to be purchased should be written in detail. For example, 

the quantity of the equipment/s, color, size, thickness and unit of measurements should be 

provided, and as what are being required in the project. 

 

c) AVAILABILITY OF SUPPLIERS / MANUFACTURERS. The research proponents should 

secure the availability of suppliers / manufacturers of the equipment/s that are intended to 

be purchased for the project. There are separate requirements being provided for by 

RA9184 if the supplier / manufacturer is a local or foreign corporation. Refer to Section 23 

ɀ Eligibility  Requirements for the Procurement  of Goods and Infrastructure Projects, 

Rule VIII of the Revised IRR of RA 9184. In addition, for some proponents who does not 

have an idea on the availability of supplier in the market, a listing of registered suppliers / 

manufacturers can be found in the website of the Philippine International Trading 

Corporation (PITC)  as illustrated on the 9th page of this guidebook. 

 

 

 

 

 

 

 

 

 

 

Reminder:  

If foreign supplier/s are needed for the 

procurement, the research proponents 

should ensure that the foreign supplier/s 

should be registered under the 

Philippine Government Electronic 

Procurement System (PhilGEPS), 

otherwise it could not participate in the 

bidding process nor direct contracting as 

a mode of procurement. 
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d) REFERENCE TO BRAND NAMES. Section 18, Rule VI of the Revised IRR of RA9184 

states that specifications for the procurement of goods shall be based on relevant 

characteristics and/or performance requirements, thus, reference to brand names shall not 

be allowed. This provision will further allow for a more competitive bidding from suppliers 

/ manufacturers of the item/s to be purchased.  

 

e) MARKET RESEARCH and PROMPTNESS. Writing of technical specifications should be 

based on a well-thought market research for a more tangible reference on the writing of 

the function and/or description of the equipment to be purchased. The use of internet and 

reading of current materials are convenient instruments in determining a detailed 

technical specifications. Also, while taking into account all of the abovementioned factors to 

be considered, time is of the essence from the preparation until the finalization of technical 

specifications in order to avoid the consequences of delays.  

 

 

ILLUSTRATION: 

 
 

 

 

WRITNG TECHNICAL 

SPECIFICATIONS 

 

FUNCTION 

 

DESCRIPTION 

 

REFERENCE 

TO BRAND 

NAMES 

 

MARKET 

RESEARCH 

 

PROMPTNESS 

 

AVAILABILITY 

OF SUPPLIERS 
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VI. ATTACHMENT TO PPMP: PURCHASE REQUEST FORM 

After the completion of the forms on technical specifications, and after the bidding 

process (Refer to page 20 for the Procurement Process), the procuring entity should 

accomplish the purchase order form that will reflect the transaction between the 

procuring entity and the winning bidder for the equipment. 

sample form: 
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VII. THE PROCUREMENT MONITORING REPORT FORM 

The procurement monitoring report shall cover all procurement activities specified in the APP, whether ongoing and 

completed, from the holding of the pre-procurement conference to the issuance of notice of award and the approval of 

the contract, including the standard and actual time for each major procurement activity.  The procurement monitoring 

report shall be approved and submitted by the Head of the Procuring Entity to the GPPB in printed and electronic 

format within fourteen (14) calendar days after the end of each semester. (Paragraph 12.2, Section 12, Rule V of the 

IRR of RA 9184) 

sample form: 
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The Government Procurement Policy  

Board  

 
I. FUNCTIONS 

The Government Procurement Policy Board (GPPB), as established in Section 

63 of the Act, shall have the following duties and responsibilities:  

  
a) To protect national interest in all matters affecting public procurement, having    
     ÄÕÅ ÒÅÇÁÒÄ ÔÏ ÔÈÅ ÃÏÕÎÔÒÙȭÓ ÒÅÇÉÏÎÁÌ ÁÎÄ ÉÎÔÅÒÎÁÔÉÏÎÁÌ ÏÂÌÉÇÁÔÉÏÎÓȠ  

  
b) To formulate and amend public procurement policies, rules and regulations, and  
     amend, whenever necessary, this IRR;  

  
c) To prepare a generic procurement manual and the standard bidding forms for  
     procurement;   

 
d) To ensure the proper implementation by Procuring Entities of the Act, this IRR  
     and all other relevant rules and regulations pertaining to public procurement;  

  
e) To establish a sustainable training program to develop the capacity of  
     Government procurement officers and employees, and to ensure the conduct of  
     regular procurement training programs by and for Procuring Entities; and  

  
f) To conduct an annual review of the effectiveness of the Act and recommend any  
     amendments thereto, as may be necessary.  

 
g) The GPPB shall be under the administrative supervision of the DBM for general  
     oversight and for budgeting purposes.  
(Section 63, Rule XX of the IRR of RA 9184) 

 

 

 

 

Reminder:  

The GPPB is the authorized over-all 

administering body on the procurement 

process which means that all the 

provisions and procedures stated as the 

content of this guidebook should be in 

complete adherence so as to avoid legal 

liability nor sanctions from not following 

the rules of procurement. 
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II. The GPPB PROCUREMENT TIMELINE15 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

                                                                    
15 Source: http://www.gppb.gov.ph/timelines/Goods/goods.html 
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The Procurement Process as 
mandated by IRR of RA9184  
(Government Procurement Reform Act) 
 

I. DEFINITION 

Procurement.   Refers to the acquisition of goods, 

consulting services, and the contracting for infrastructure 

projects by the procuring entity.  In case of projects 

involving mixed procurements, the nature of the 

procurement, i.e., goods, infrastructure projects, or 

consulting services, shall be determined based on the 

primary purpose of the contract. (Section 5, Rule I of the 

IRR of RA 9184) 

II. MODES OF PROCUREMENT and PROCESSES 

Competitive  Bidding.   Refers to a method of procurement 

which is open to participation by any interested party and 

which consists of the following processes: advertisement, 

pre-bid conference, eligibility screening of prospective 

bidders, receipt and opening of bids, evaluation of bids, 

post-qualification, and award of contract.  For purposes of, 

ÁÎÄ ÔÈÒÏÕÇÈÏÕÔ ÔÈÉÓ )22ȟ ÔÈÅ ÔÅÒÍÓ Ȱ#ÏÍÐÅÔÉÔÉÖÅ "ÉÄÄÉÎÇȱ 

ÁÎÄ Ȱ0ÕÂÌÉÃ "ÉÄÄÉÎÇȱ ÓÈÁÌÌ ÈÁÖÅ ÔÈÅ ÓÁÍÅ ÍÅÁÎÉÎÇ ÁÎÄ ÓÈÁÌÌ 

be used interchangeably. (Section 5, Rule I of the IRR of 

RA 9184)  

 

 

 

 




