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the cuarterly bidding.

MEMORANDUM NO. 124, '
Series of 1993

o

All ViSCa Staff

o

T 02 ‘
R B: PURCHASE OF SUPPLIES aAND EQUTIPMENT

@ffective October 1, 1993 all supplies and equipment shall
be purchased thru quarterly bidding scheduled for the purpose.
Emergency purchase thru canvass will be allowed only when it

. involves loss of life or property or where the supplies to be

purchased are perishable. In this regard, request for emergency
purchase shall be certified by the Director or Departyment/Office
Head concerned for approval by the College Fresident or his autho=-
rized representative. Directors and Department Heads are enjoined
to strictly observe the above mentioned requirements for emergency
purchase. : - : = :

Staff members concerned are therefore required to submit
their quarterly procurement list, which includes the estimated

cost, &gl the Budget Office for approval of the quantity and amount

needed, The approved procurement 1ist shall then be submitted to
the Supply Office for review ofﬁgpecifications and inclusion in

The 'SPMD is required to prepare and disseminate guarterly

bidding schedule and rules in stating specifications. Similarly
the Budget Office shall issue a memorandum informing all interested

parties on how to fill up the procurement form..
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