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REPUBLIC OF THE PHILIPPINES

DEPARTMENT OF BUDGET AND MANAGEMENT
MALACANANG, MANILA

NATIONAL BUDGET CIRCULAR NO. 425
January __28 1992

ALL HEADS OF DEPARTMENTS, BUREAUS, OFFICES AND
AGENCIES OF THE NATIONAL GOVERNMENT; STATE
UNIVERSITIES AND COLLEGES; GOVERNMENT-OWNED OR
CONTROLLED CORPORATICONS; AND ALL OTHERS
CONCERNED

SUBJECT MANUAL ON THE DISPOSAL OF GOVERNMENT PROPERTY

1.0

2.0.

3.0

4.0

5.0

With the abolition of the Supply Coordination Office (SCO) pursuant to Executive
Order No. 285 dated July 1987, the function of disposal of obsolete, forfeited,
abandoned and surplus supplies, materials and equiment has been transferred
to the different line depariments and agencies, subject .0 the guidelines developed
by the Systems and Procedures Bureau (SPB) of the Department of Budget and
Management (DBM) and existing laws.

Pursuant to this directive, a Manual on the Disposal of Government Property is
hereby issued to guide agencies in their disposal undertakings.

The Manual was prepared taking into consideration existing laws and policies
governing disposal, the guidelines issued by the defunct Supply Coordination
Office and pertinent rules and regulations of the Commission and Audit.
Refinements and supplements were introduced by DBM to enhance relevance and
practicality of the guidelines. This was done as a result of observations obtained
from actual exposure of SPB staff and DBM Regional offices to disposal activities.

As manuals are supposed to be dynamic, improvements on the guidelines may be
introduced from time to time as we are able to develop better disposal methods.
Agencies are encouraged to present their suggestlons or recommendations to
DBM in thls regard.

It is hoped that the Manual on the Disposal of Government Property will be helpful

to all concerned.
GUILLERMO N. CARAGUE

Secretary of Budget and Management
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PART !
| INTRODUCTION
Background and Purptse

Property disposal is the third and fest phese in the supply management
cycle where the first two phases consist of procursment,and utiiization and
maintenance. Disposal occurs when & piece of squipment or property-can no -
longer provide efficient setvice or, thougn still working, has been rendered
useless due to obsolescence. '

- Disposal proceedings should be immedialely initiated to avold further
deterioration of the property and consequent depraciation in its vaiue. A
systematic and timely disposal will yield benefits in terms ¢f, among others, a
higher appraised vailue and by enablmg storage areas ava:table for other
purposes. _

To facliitate the dispasal. of the increasing cuartity of unsetviceable
‘equipment and property, the heads of tha various depariments/agencies have .
been authorized to dispose of such equipment and property. Together with
- such authorization, a uniform procedure cf covernment property disposal is
prescribed.

This manual aims to serve as & gikide to agencias by providing
informative and prescriptive mateiials on the lsgal proulcuons responsibilities
, procedures, conditions and requirsimernis concarning disposal actions.

Legal Bases
Disposal activities are gdverned j}ri maﬁiy hy the following issuances:
1.0 Exscut:va Order No. 338 Series of 1983

‘ Executive Ordar No. 838 dated March 18, 1983 stlpulates among -
others: :

1.1 the authority of the Ministers (now Secretaries) and Heads of -
Ministries (now Depariments/Agencies) to dispose of their
respective unserviceable equipment and disposable property;

1.2 the creation of a Disposal Committee in each department/agency
to be composed of the. representatives. of the owning
department/agency, the Bureau of %pply Coordnnatlbn and the
Commission on Audit;



2.0

1.3 the creation of Regional Disposal Committees composed of the
representatives of the regional offices of the owning -
department/agency, the Bureau of Supply Coordination, and the
Commission on Audit; B - o

1.4 the duties of the Disposal Committee and the Regional Disposal
Committee; .

1.5~ the submission of di'sposal documents and the modes of disposal.

Executive Order No. 285, Series of 1987

Executive Order No. 285 dated July 25, 1987, on the other hand,

provides, among others:

2.1

2.2

2.3

the abolition of the General Services Administration and the transfer of
its functions to appropriate government agenciss;

the mandate of the Systems and Procedures Bureau of the Department
of Budget and Management to develop guidelines relative to disposal of
government property;

the reconstitution of the Disposal Committee which shall now include the
representative of the Department of Budget and Management in lieu of
the Supply Coordination Office.

) Ageﬁcy Coverage

The guidelines prescribed in this manuai shall apply to departnﬁents and

agencies of the national government including their respective regionalffield
offices, state universities and colleges, and government-owned or controlled

corporations.

Scope of Guidelines

1.0

2.0

The guidelines contained herain shall refer to the disposal of government
property which are unserviceable, obsolete, forfeited, abandoned, excess
or surplus to the needs of the government, or junk or scrap materials.
As used in this manual, government property refers to personal property
such as supplies, materials and equipment purchased or owned, stocked
and used by the governmernt in its operations.

Disposal of the following property are likewise coverad by these

. guidelines but shall be done in coordination with appropriate government

agencies:



2.1

22

23

Museum matsrials acquirsd'and praserved solely for exhibition;

and antique property and werks of art, which shall be referred to
the National Museum for the determination of its disposition and

_ appra'sal of vaiue

Documents submitted for copyright, in coordination with the
National Library; and .

Models submittad in connection with applncﬁatl'ons for patents, in
coordination with the Bureal of Patents, Trademarks and
Technology Transfer '

3.0 Excluded from the coverage of this manual are:

3.1

3.‘2

Real Property, which shall be governed by the DBM-DENR-
DPWH Joint Circular No. 1 dated September 30, 1989. Disposal

‘of real property shail be done in coordination with the Department_

of Environment and Natural Resourcas

Records which- shall‘ be governed by the DECS Department order
No. 13-A dated s-sbruary 3, 1988

. Definition of Terms

| The foliowing terms Wthh are used to refer to dnsposable govemment .
property are defined, thus:

1.0  Abandoned Property - eny personal property in the possession of any
government agency without a known cwner.

2.0 Beyond.Economical Repair - when the cost of repalk and maintenance
-~ becomaes prohibitive and dlsadvamagsous to the government considering
such factors as:

2-.1
22
23
2.4
2.5

maintenance expenses

downtime

replacement cost of spare parts

frequency of breakdown

alternative modes such as rental of eguipment or
outright replacemant ' : '

3.0 Econom:cally ﬁeparrabie - that which can be rehabilitated and
. maintained at a cost economical to the agency, consndenng the five (5)
factors mentloned in item 2.0 above.
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5.0
6.0
7.0

8.0

90

10.0
11.0

120
13.0

14.0

Equipment - any propeﬂy, other than land, structures and fixed facihties
having a useful life greater than one year, the cost of which amounts to
P1,500 or more (per COA Circular No. 86-2008) and which when used
does not suffer any material or substantial change or aiteration in sme
or form,

Excess Property - that which is beyond the requlrement of the owning

agency but may still be needed in some other government agencles o

Expendab!e Propeny that which may be ce nsumed, spent, or used-up,

‘such as, supplies

Forfeited Property - thet which is acquired by summary process or by

- order of the court pursuant to any law in the Philippines.

Materials - aré expendable commoditles usad by the government in the | |

process of manufacture or construction mciudmg paris or remnants fram
destroyed or damaged fixed assets. _

Non-expendab!e Property - that which cannot be consumed, spent or
used- up, such as, equlpment

Obsolete Property - that whmh has lost its efficagy elther due to’

‘technological advancement, change of procedures reorganlzatlon of

office, or completion of project

Scrap/Junk - fragments of decarded materiale that has g vaiug except
for Its basic material contents and which cannot be reprocessed and re-
used in the operetiens of other government property.

Supphes are expendable commodxtle ‘which are normally consumed
within a year In connectlon with government operations.

Surplus Property - excess personal property no longer needed by the
government.

Unserviceable Property that which is beyond repanr and has no more
tilrzatlon potentlel _ |



PART Il

DISPOSAL ACTIVITIES/PROCESSES

A. Creatlon of the Disposal Committee

1.0

2.0

QOrganization

The creation of a Disposal Committee in each department and -
agency is provided in E.O. 888. On the other hand, E.O. 285 stipulated
the reconstitution of the Disposal Committee as follows:

Owning Department or Agency - Chairman
Commission on Audit ) - Member
Department of Budget and Management - Member

The Regional Disposal Committees are organized in the same
manner, with representatlves from the followmg

Regional Ofﬂce of Owning Dept./Agency - Chairman

- DBM Regional Office - Member
COA Regional Office - Member
Functions

2.1 - Disposal Committee/Regional Disposal Commiites

The functions of the Disposal Committees and the
Regional Disposal Committees as provided in E.O. 888 are the
following: :

a. Inspect or authorize the department's/agency’s field offices
to inspect the unserviceable equipment and property to
- verify justification for disposal; '

b. Set the final appraised value of all disposable property
considering obsolescence, market demand, physical
condition and result of previous biddings for similar
property;

c. Recommend to the Head of the Department/Agéncy for
approval, the manner of disposal,

d. Conduct public biddings fb_r the sale of disposable propetty
on an "as is, where is" basis and to recommend
correspondin_g award. .



3.0

4.0

‘ Recommendations of Disposal Committees in the regions
and in agencies attached to certain Departiments shall be subject

to the final approval of the Head. of the Department concerned. - SR

2.2 Chairman and Members of the Commites

The Disposal Committee Chairman calls the meeting of the
Commitiee and initiates the activities in the disposal process. In
cases of conflicts or differences among the Committee members
especially regarding varying appraised values, the Chairman shall
make the final decision as to which recommendation shall -be
submitted to the Head of the Department/Agency for approval.

The members are clothed. with the authority to make
decisions in behalf of their respective offices during the various
committee deliberations. The members are expected to
undertake inspection, appraisal and valuation activities as a group

or individually, and participate in the bidding and awarding
activities. ' :

Secretarniat Services

A Secretariat and technical staff to be manned from existing

'personnel of the agency shall be formed to handle all the Committes’s

technical and administrative matters as well as the. safekeeping and

. systematic filing of Committee documents and records.

Designation of the DBM Representative

The DBM representative to the Disposal Commities shall be
designated by an authorized DBM official upon submission by the
agency of a letter raquesting such designation.

Determination of Disposable Property

1.0
2.0

3.0

4.0

Any or all of the following conditions shall constitute disposable property:
Property which can no lbnger be repaired or reconditioned:;

Property whose maintenance cost/costs of repair mors than 0utweighs_
the benefits and services that will be derived from its continued use:

Property that has become obsblete or outmoded because of changes in

technology;

Serviceable property that has been rendered unnecessary due to change
in the agency's functions or mandate;



5.0

6.0

Unused supplies, materials, and spare parts that were procured in
oxcess of requirements; and

Unused supplies and materials that has become -dangerous to use
because of long storage or use of which is determined to be hazardous.

Submission of Documents Pertaining to Disposable Property

Accountable officials in possession of unserviceable property shall submit

to the Disposal Committee, through their respective heads of offices, the
following accomplished forms, as appropriate:

1.0

2.0

3.0

Inventory and Inspection Report (I & | Report, otherwise known as
General Form No. 17-A). This form covers semi-expendable materials
and equipment and non-expendable supplies and should be
accompanied by any of the following as the case maybe: [See Annex A)

1.1 individual survey repon, duly certified by the Supply Officer and
Head of Agency;

1.2 List of missing spare parts, duly certifie:’ by the Supply Officer
and Head of Agency;

1.3 Stencils of chassis and engine numbers of motor vehicles; and
1.4 Current photographs in two (2) positions.

Report of Waste Materials (RWM otherwise known as General Form No.
64-A).  This form covers expendable materials, supplies, and
consumables including spare parts, empty containers, remnants from
destroyed or damaged fixed assets. [See Annex B]

Invoice-Receipt for Property (IRP otherwise known as General Form No.
30-A). This form covers government property transferred from another
agency which has become unserviceable, and duly recommended for
disposal by the head of the agency. [See Annex C]

Inspection

1.0

2.0

Objsctive. Inspection is aimed at obtaining a first hand observation of
the physical and operational condition of the property and their
marketability or ability to attract prospective buyers.

.Conduct of Ocular Inspection. Inspection may be done separately by

each member of the Disposal Committee or as a group, where

practicable. In the conduct of ocular inspection, the following activities
shall be performed, where applicable;



2.1  Verify stated serial number, motor number, property number, and
other specifications necessary for establishing correct
identification of the property.

2.2 Determine the physical condition/general appearance of the
property relative to:

a. the equipment being operational, economically repairable
- or beyond economical repair;

b. the availability of spare pans and the general
obsolescence of the squipment; and

C. the quality, degree and extent of maintenance and repair
done on squipment.

2.3  In cases where the equipment is declared to be junk, the total
estimated weight per lot should be determined to form as basis
of the appraised value. The cost par unit of the property/supplies
inspected will depend on the kind of material appraised.

Appraisal

1.0

2.0

. 3.0

Objective. The objective in computing the appraised value of the
property for disposal is to set the government’s minimum selling price so
that the government shall receive fair compensation for the items sold.
The Disposal Committee members, including the owning agency, shall
each prepare its appraisal report.

Basis of the Computation. After having conducted the ocular inspection
and regardless of the mode of disposal to be undartaken, the appraised
value shall be computed using as basis the information/data appearing

in the Inventory & Inspection Report, Report of Waste Materials and
Invoice-Receipt for Property.

The following basic variables are to be used:
- year of acquisition

cost of acquisition
replacement cost

Formulae. In the computation of the appraised value, any of the formulae

‘as enumerated below in versions may be used depending on the

information available.



3.1

- 3.2

3.3

Version 1 - this is . used for all types of

property where the acquisition cost and year of
“acquisition are known. ;

APPRAISED VALUE = RUV x CF x CFF x No. of Units

where,
R _
RUV = (AC - SV} x --—--- + SV
L
Version. 2 - this is used for all types of

property where the acquisition cost and year of
acquisition are unknown but the replacement cost
can be established.

APPRAISED VALUE = RC ¥ CF x UF x No. of Units

Version 3 - this is used for all types of
property where the acquisition cost is unknown,

but year of acquisition and replacement cost can
be established,

APPRAISED VALUE = RC X AF x CF x No. of Units

Legend:

RUV - Remaining Useful Value
CF - Condition Factor

CFF - Currency Fluctuation Factor
AC - Acquisition Cost

. 8V - Salvage Value

R - Remaining Useful Life
L - Estimated Service Life
AS - Actual Service

. RC - Replacement Cost

UF - Usage Factor
AF - Age Factor




4.0

Definition of Terms (as used in the formulae):

4.1

4.3

4.4

4.5

4.6

4.7

4.8

4.9

ACQUISITION COST (AC), refers to the price or amount at which

~the property was purchased or acquired.

HE'PLACEMENT COST (RC), refers Ito' the current n;arket price |

- of a similar new equipment; or if the equipment is no longer

available in the market due to product obsolescence, the market
price of a similar equipment which can functionally replace the
item appraised. :

CURRENCY FLUCTUATION FACTOR (CFF), or P to $ rate
APPRAISAL YEAR over P to $ rate ACQUISITION YEAR, as
used in Version 1, refers to the U.S. Dollar reference rate relative
to the Philippine Peso at the time.of appraisal/acquisition. [See
Annex D for Annual Average of US$ Guiding Rate]
ESTIMATED SERVICE LIFE (L), as used in Version 1, refers to
the length of service life that may be expected from a particular
equipment assuming normal utilization. [See Annex "E" for Table
of Estimated Service Life of Equipment/F perty]

ACTUAL SERVICE (AS), is defined as the age of the
equipment/property from date of purchase, or the difference
between the year of disposal and the acquisition year.

REMAINING USEFUL LIFE (R), as used in Version 1, refers to
the difference between the Estimated Service Life (L) and the
number of years of actual service (AS) of the property. If the
computed R is less than zero, R is assigned a value of zero.

SALVAGE VALUE (SV), is equivalent to ten percent (10%) of the
acquisition cost of the equipment/property.

PHYSICAL CONDITION (PC), refers to the condition of the
property at the time of inspection relative to such observable
factors as form, physical state, general appearance, degree of
deterioration/ obsoclescence, completeness of components,

- marketability of the property/components and other similar

observable factors.
CONDITION FACTOR (CF), as used in ali versions, refers to the -

value, used for computational purposes, corresponding tot he
Physical Condition of the equipment/property.

10



PHYSICAL CONDITION CF VALUE

EXCELLENT 0.80
VERY GOOD 0.70
GOOD 0.60
SATISFACTORY 0.50
ADEQUATE - 0.40
FAIR 0.30
POOR 0.20

VERY POOR 0.10

4.10 USAGE FACTOR (UF), as used in all versions, refers to whether
- the equipment/property has been used or not at the time of
disposal. If the property has not been used, UF is assigned a
constant value of 0.90; otherwise, it is equal to the values
assigned to the Condition Factor (CF).
VALUES OF THE USAGE FACTOR:
a) - If UNUSED 0.90
b) It USED, and the physical condition is:

PHYSICAL CONDITION UF VALUE

EXCELLENT - 0.8C
VERY GOOD 0.70
GOOD 0.60
SATISFACTORY 0.50
ADEQUATE 0.40
FAIR 0.30
POOR 0.20
VERY POOR 0.10

4.11 AGE FACTOR (AF), as used in Version 3, refers to the remaining
economic vaiue of the property relative to its estimated usefu! life.

[See Annex E ‘for Table of Estimated Serice Life of
Equipment/Property]

The value of the AGE FACTOR (AF) is determined by
evaluating first the Depreciation and reckon the corresponding
value of the Age Factor (AF). The computation for the value of
Depreciation (D) is:

D=L -AS
L

11



If D is: Value of AF is:

1 D<=-1.00 0.100
2 -1.00 <D «<=-0.90 0.118
3 090 «<D<«<=-0.80 0.136
4 -080 <D<=-0.70 - 0.1856
5-070 «<D<=-060 0173
6 -060 <D<=-0.50 0.191
7 -050 <D <=-0.40 0.209
8 -040 <D <=-030 0.227
9 -0.30 <D<=-0.20 0.245
10 -0.20 <D< =-0.10 0.264
11 -0.10 <D <= 0.00 0.282
12 D =0 0.300
13 0 <D< 050 D +0.400
14 D>= 050 0.900

5.0 Sample Computations

5.1 Version 1

APPRAISED VALUE = RUV X CF X CFF X No. of Units
RUV = (AC - 8V) x R/L + 8V

Given;
= Year of Acquisition: 1960
Year of Disposal: 1991
Acquisition Cost: P 50,000.00
Estimated Service Life: 20 years
No. of Units: one (1)
Physical Condition: poor

Step 1. Compute Remaining Useful Life (R)
R= L - AS

20 - (1991 - 1960)
20 - 31 '

- 11

Since the value of R is 'negative, R is assigned a value of
ZERO (0).

R=".0

12



Compute for the Salvage Value (SV) .

Stop 2.
 8V= 10% x Acquisition Cost
= 10% x P 50,000.00
= P 5,000.00 |
Step 3. Compute for the Remaining Useful Value (RUV)

RUV = (AC-SV)x_R_+ SV

= (50,000 - 5,000) x _0  + 5,000
| 20

= (45,000) x 0+ 5,000

= 5,000
Compute for the Currency Fluct ~iion Factor

Step 4.
(CFF)

CFF = Peso to Dollar rate appraisal vear
Peso to Dollar rate acquisition year

= 8.752
Convert Physical Condition to equlvalent

Step 5. .
numerical value using CF Table
- CF value for POOR = 0.20

Step6.  Compute for the Appraised Value
APPRAISED VALUE = RUV X CF X CFF X No. of units

= 5,000 x 0.20 x 8.752 x 1

= P 8.752.00

13



5.2 Version 2

APPRAISED VALUE = RC X CF X UF X No. .of Units

Example No.

Given:

Step 1.

Step 2.

Step 3.

Example No.

Given:

1 (Usage Factor = Used)

Year of Acquisition: unknown
Acquisition Cost: unknown
Replacement Cost: P 50,000.00
No. of Units: one {1)
Physical Condition: fair

Usage Factor: used

Convert Physical Condition to equlvalent numerical
value using CF Table

CF value for FAIR = 0.30

Convert observed Usage Facior to equlvalent
numerical value using UF Table -

UF (used) value for FAIR = 0.30

Compuite for the APPRAISED VALUE

APPRAISED VALUE = RC x CF x UF x No. of units
= P 50,000 X 0.30 X 0.30 X 1

2 (Usage Factor = Unused)

Year of Acquisition: unknown
Acquisition Cost: unknown
Replacement Cost: P 50,000.00
No. of units: one {1)
Physical Condition: Very Good

~ Usage Factor: Unused

Step 1.

Convert Physical Candition to equivalent numerical
value using CF lable ‘ .

CF value for VERY GOOD = 0.70

14



Step2.. - UF for unused property ls constant L AT

"{'UF 090

“Step 3. "“Compure for the APPRAISED VALUE
APPRAISED VALUE = RC X CF X UF X No.of units

=P 50,000 x 0.70 x 0.80 x 1

= P 31,500.00

53 Version3

APPRAISED VALUE = RC X AF X CF X No. of Units

Given: Year of Acquisition: 1975

Year of Disposal: 1991
Acquisition Cost: unknown
Replacement Cost: - P 50,000.00
Estimated Service Life: 20 years
No. of units: one (1)
Physical Condition: Satisfactory
Step 1. Convert Physical Condition to equivalent numerical
value using CF Table

~ CF value for SATISFACTORY = 0.50
Step 2. Compute for the Depreciation (D)

D=L - AS
L.

=20 - (1991 - 1975)
20

=20 - 16
20

- =0.20

15 -



Step 3. Convert Depreciation (D) to equivalent Age Factor.(AF)
value using AF Table

AF value for D = 0.20 is row 13 of AF Table:

If D is: . Value of AF is:
0<D<0.50 D + 0.400
Thus,

AF = D + 0.400

0.20 + 0.400
= 0.60
Step 4. Compute the APPRAISED VALUE
APPRAISED VALUE = RC X AF X CF X No. of units
=P 50,000x 0.60x0.50 x 1

= P 15,000.00

Setting of Minimum Value

1.0

2.0

3.0

Once all items listed in the | & I, RWM or IRP have been computed, and
the Total Appraised Value is determined, an Appraisal Report shall be
prepared by each representative, and forwarded to the requesting

agency through the Disposal Committee Chairman for appropriate
consideration. "

Incase of conflict in appraisal, the Disposal Commitiee shall deliberate
on the appropriate appraised value that the government shall set as the
minimum bid price. If the Committee cannot arrive at a consensus, the
Chairman shall adopt an appraised value which he deems most
advantageous to the government, based on sither of tha following:

2.1 the highest éppraised value submitted by a Committee member

2.2  the average of the submitted appraised values plus 10%

‘The minimum value shall be set‘depending oh how the property shall be

sold i.e., by piece, by lot or by all lots.

16



4.0

The minimum value set shall be good only for six months. If the

property remams Vunso!d aﬁer S|x months a reappraisal must be-,

conducted

G "-‘Mades of Dlsposal

The Disposal Committee shall recommend to the head of the agency the

proper mode of disposal. Property may be disposed in any of the following
modes as appropriate and deemed most advantageous to the government

S0

20

3.0

40

Condemnation/Destruction of Property

Valusless, unsalable or hazardous property may be condemned
and destroyed by pounding, burning, breaking, shredding, throwing or
any other method by which the property is disposed beyond economic
recovery. Destruction shall be made in the presénce of the Disposal
Committee.

Transfer of Property

Upoen the initiative of the owning agency  r upon submission of
request to the owning agency, property recommernded for disposal may

- be transferred to another government agency. Transfer shall be done

either with or without cost. Cost in this case refers to payment based on
the appraised value of the property.

in effecting the transfer of property, the Invoice Recsipt for
Property (IRP or Gensral Form No. 30-A) must be prepared by the
owning agency and transmitted together W|th the property to the recipient
or requesting agency.

Barter

Barter is a modified form of Transfer of Property whersin an
agency transfers property to another government agency in exchange
for another pisce of property. The value of the property being
transferred may or may not be equivalent to that being received.

in effecting barter of property, the invoice Recsipt of Property

' (IRP or General Form No. 30-A) shall be prepared by each party and

transmitted together with the property to the other party.

Donatlon of Property

Property recommended for disposal may be donated to chatitable,
scientific, educational or cultural associations on exceptional and
meritorious cases with the approval of the COA and the DBM.
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5.0  Sale of Property

.51 _ Public'Bidding. As a general rule, the. disposal of government

-+ . property shall be through sale by public bidding. Public bidding

may be done through sealed public bidding or when
circumstances warrant, by viva voce.

a. Sealed Public Bidding. Sealed public bidding is
characterized by the submission of sealed bids by
prospective buyers, whereby the time, date and place of
opening of bids is indicated in the Invitation to Bid; the
evaluation of bid tenders by the Disposal Committes; and
the awarding to the highest complying bidder. The

detailed procedures in public bidding are dascribsd in
PART Iil.

b. Viva Voce. Disposable property of insignificant value or
such nature that requires immediate disposal shall be sold
through public auction by viva voce to be conducted by the

- Disposal Committes. Other situations/cases for viva voce
are those involving the disposal of ‘aste materials and/or
spare parts of insignificant valus.

5.2 Negotiated Sale. Negotiated sale is another mods of sale of
property which is resonted to as a consequence of failed public
bidding. [Details on this are described in PART !i]

Dropping from the Books of Accounts

Upon disposal of property, the pertinent pottions of the Inventory &
inspection Report, Report of Waste Materials or Invoice-Receipt for Property,
whichever are applicatie,shall be accomplished. These reports shall be the

hasis for dropping the property from the books of accounts and for taking up
the proceeds from sale of property.
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A.

PART llI

GUIDELINES/PROCEDURES IN THE SALE OF PROPERTY

Prebidding Requirements

1.

Preparation of the Invitation to Bid (ITB). The ITB is prepared by the

owning agency and signed by the agency head or any authorized official.
The ITB must contain the following: -

a. The name of the owning agency:

b. Sufficient descriptive information on the items/iots for bidding,
such as: S

- location of the property to be disposed
- quantity

- name of itams

- specifications, whare necessary

C.. Date, time and place of pre-bidding confc 3nce, if necessary,
d. Date, time and place of submission and opening of bids; -
9. Information on bidding requirements such as accomplishment of

the bid tender, submission of bid bonds, terms of payment and
claims, among others. :

f. Reservation or option on the pért of the government to accept or
reject any or all bids.

Publication of the ITB. The ITB must be published in a newspaper of
general circulation if the cost of such publication does not exceed 50%
of the value of the property. Otherwise, substitute publication may be
availed.of, by posting copies of the ITB in conspicucus public places in
the area where the property is located or where the bidding will be
conducted. Copies of the ITB may also be sent by mail or personal
dslivery to prospective bidders. '

Schedule of Bidding. Bidding shall be scheduled on a dats not less than

seven (7) working days from date of issuance/publication/posting of the
ITB. _

B.  Who may Participate In Public Bidding

Any person, partnership or corporation cbmplying with the prescribed

rules and reguiations may participate in the sale by public bidding.
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C. Accomplishment and Submission of Blds

1.

- Preparation of the Bid Tender Any qualified bidder shall accomplish his
- .- Bid Tender, clearly mdlcatmg the following, among others:

a. The description of the items/lots with the corresponding bid offer
clearly indicated in figures and in words

b. The name and signature of the bidder

C. The business or residence address of the bidder

d. The business license number or Residence Certificate number of
the bidder

e. Terms and conditions offered regarding bidders bend, payment
default and delivery

A bidder shall accomplish the Bid Tender in at least three (3) copies,
preferably typewritten. Bid tenders should be properly signed and
submitted to the Chairman of the Disposal Com-ittee on or before the
time scheduied for the opening of the bids. The snvelope containing the

bid tender should be sealed and addressed propery and corractly.

2.1. If the items are being sold by lots, bidders shall submit bid
" tenders for differant lots in separate envelopes.

2.2. If the items are being sold by lots and all lots where interested
buyers may offer a bid for each lot or a single bid for all lots, the
bid tender shaii be submitted in only one envelope.

Erasures or intelineations should be avoided or duly initialed by the
bidder.

D. Bid Bond

1.

Bid bond per itern/lct, as the case may be, which shall accompany the
bid tender or is presented at the time of the opening of bids, shall be
required from each bidder and should be at least 10% of the minimum
bid price set by the government.

Bid bonds should be in the form of cash, manager's check, cr cashiers

check acquired from a reputable bank wathm the area wherg hidding is
to be held.
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" Defective Bids

Bids that are not in prescribed form (e.g. unsigned bids) and/or those not
accompanied or guaranteed by bid bonds at the time of opening bids are
considered defective bids. '

Defactive bids are automatically disqualified. However, exceptional
cases may occur where a defective bid may be favorably considered by the
Disposal Committee. The defective bid may then be rectified in the presence
of the bidders and members of the Disposal Committee.

Withdrawal of Bids

1. A bidder may bé allowed to withdraw a bid tender before the time of
opening of the bids. His bid shall be returned unopened.

2. After the opening of the bids, no bidder shall be allowed to withdraw his
offer unless the following conditions are met:

a. There is a mistake in the offer.

b. The mistake refers to the object or principal conditions of the
proposal.

C. The reason for such mistake must be conclusive and convinging.

Open‘lng of Bids

All bids shall be opsned at the time, date and place set in the invitation
to bid under the direction of the Disposal Committee and in the presence of the

COA Auditor. Bidders or their duly authorized representatives may witness the
proceedings.

The bid tender shali be signed by the members of the Disposal
Committee immediately after it is opened and announced in order to confirm
compliance with the requirements of the bidding.

The bid tenders are filed for safekeéping by the Secretariat of the
- Disposal Committes. -

The Abstract of Bids

An Abstract. of Bids in triplicate shall be prepared during ths bidding
- proper showing the name of the owning agency, the date, time and place of
bidding, names of bidders with their corresponding amount of bid tenders and
bid bonds per item/lot, including reason for disqualification where applicable.

The Abstract of Bids shall be signed by the members of the Disposal
Committes.
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The purpose of the Abstract of Bids is to show in matrix-summary.form

the individual bidders, their bids and bid bonds - per item/iot, .and the.
confirmation of the Disposal Committee. Each me‘mb‘er‘-qfjthqlgom_mitfceejghall»"_-{ RTINS

- be provided with,ha:fgap,yf.Off‘:_théﬁAbSt,r”ac‘t-- of Bids. =
" k Unsuccesstul Bidding

It the sale through public bidding is unstccessful, a rebidding shall be

scheduled.  Bidding may be declared unsuccessful in any of the foliowing
cases:

| é;. There is no bidding participant
b. Orly one (1) bidder submitted a bid tender for each Iot.

c. All bidders failed to comply with the terms and conditions prescribad in
the lnvitation to Bid. : . .

d. Complying bidders failed to mest the minimum bid price.

In case of failure of the second bidding, the Dicosal Committee may
dispose of the property through negotiation.

~ Negotlated Sale

. In case the second pubiic bidding fails, the property may be sold at a
‘private or negoiiated sale. Negotiation within one (1) month from the date of
the second failed bidding shall be done with the bidders of the first and/or
second failed bidding and other prospective bidders (such as those who
obtained bid forms but did not submit bid tenders) at a price not lower than
.-80% of the appraised vaiue. If negotiation is done after one (1) month,

participants in the negotiation shall be expanded 10 include other potential
buyers aside from those abovementionad.

It negotiation shail tae place after six (6) months from date of second
falled bidding, the proparty should be reappraised and sold at not lower than
90% of reappraised value.

Bid bonds shall be required from all participants in the negotiation.

Awarding of Bids
1. Award shall be given to the highest complying bidder.

2. When two or more complying bidders made identical offers, public
: auction viva voce between those who made identical bids shall be .
resorted 10 at a price not iess than the offered bids.
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Awarding of bids should be done immediately afier the opening of bids,
it practicable. Bid bonds of losing bidders shall be returned immediately
after the announcement of the winning bidder.

" In case of deferment of award, a temporary receipt shall be issued by

the agency to acknowledge submission of bid tenders. Onece the
Disposal Committee completes its deliberations and determines the
winning bidder, bid bonds of losing bidders shall be returned upon
presentation of the receipt immediately after awarding of the winning
bidder. Deferment of award shali not exceed five (6) working days from
date of opening of bids.

Payment

1.

Upon cetermination of the awardee, the bid bond shali be considered as
partial payment and the difference between such payment and the
offered bid price shall be paid in the form of cash, cashier's check or
manager's check of a reputabla bank within the area where the bidding
was held. Full payment shall be made within five (5) working days from
the date of the notice of award.

In case of failure of full payment within the piascribed peried, the
awardee may bs penalized through cancellation of the award and
forfeiture of the bid bond in favor of the government .

Claiming of Award

1.

Claims shall be made anly by the awardee, after the bid price is fully
paid as evidenced Ly an official receipt. It shall be effected in the
presence ¢f the reporting accountable officer or his duly authorized:
representative and witnessed by the Disposal Committee.

The property officer of the owning agency shall accomplish a tafly-out
sheet as evidence of actual delivery. The tally-out sheet shall be signed
by autherized ageng official and the puyer acknowledging receipt of the
items. ' ‘

Claims shall be made only during official government working hours,

‘Ciaims shall be made within the pariod fixed by the Disposal Committee

but not more than 30 days after awarding. Failure on the part of the
awardes to claim the property within the stipulated period, shali have °
the effect of cancellation of the award/contract. The awarde. ~hall then
be charged storage fees and other incidental fees/costs or damages, i.e.,
costs incurred in the conduct of another public bidding or negotiation.
If the property remains unclaimed over a prolonged period of time,
ownership of the contracted/awarded property shall automatically revert
to the government. The government shali then have the right to dispose
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the property through whatever mannsr the Dlsposal Comm:ttee daems :
most advantageous to the government ' v ‘

" _ Taxes Customs Duties, COStS or Charges

The buyer of d:sposable property shall pay, in additidn to the purchase '
price, any taxes, customs duties, costs or charges of any kind or nature
whatsosver levied, or to be levied in connection with the sale of property. All

expenses incidental to the withdrawal of the property shall be borne by the
awardes. -
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