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Date Modules and Sub-Modules Concerned Division/s

presentation / Discussion of System Controls Comptrotler

Discussion of Masterfiles

Chart of Accounts Comptrolier

Customer Set-up and Groupings

Vendor Sei-up and Grouping: Compirolier / PD

22-Nop-17 Items /Products Comprroller / WALD / PD /Sales

Documen? Class cerned Divisions

r Definad Field: 1Al Toncerned Divisions

.

User Defined Tables Ali Concarnad Divisigns

Concarnad Divisions

Document Numbering And Maste

Cost Center: Comprrolier / Treasury

Discussion of General Ledger/Cash/Bank

tra Vouches Comprralier /
Vouc Comptrolier
Recurrng Vouche! Comptrolier / Treasury

gourns Comptrolier /

Recurring Jlournal Comptrolier / Tre

Banlk Reconciliation Comprroller / Treasury

Discussion of Fixed Asset Management (PPE)

Sei-up GAD

PL invoice inspaction Divisior
Sales involce GAD
Sales Return GAD
Trading Stock 1o fixed a GAD
Transier of asses GAD
Depreciation calcuiatior OAD
Disposal of assets GAD

Accounts Receivable - Sales

Comptroliar / Sales

Orger (A Comprtrolier / Saies
s« D/O (DR comp Sale

< Ny Comptrolier 7/ 8
Saies Return Comprrolier / Saiss

Customer Recaipt and Payments Comptrolier / Sales / Cashier

Customer Depit and Cradit Notes Comptrolier / Sales

Garty Journal Comprroliar ' Saies
57 from Sale:s Comptrolier
;Ad;u;t'zaen‘ of Documents [Credit Notes and Agvances) Comptrolier / Sales
Accounts Payabie - Purchases
Indent/ Requisition Burchasing Divisions
Purchase Inwarc Quotations: Purchasing Divisions
Purchase Orders Purchasing Divisions / GAD
Burchase D/O (RFL WALD
purcnase Invoice (ICAR) Inspecticn Division
11/28/2017 Purchase Return o0 / inspactior / WALD
Procurement Wizard pC / Comotrolier
Venaor Receipt and Payment Comptrolier / Treasury
vendor Debit and Credit Note: Comprrolier / Treasury
Party Journat Comptrolier / Treasury
ST from Purchase Comptroller
Adiustment of Documents (Credit Notes and Advances Comptroller /' T

inventory and Warehousing

Compiroliar / WALD / DOD

Adjustmeant ot stQ

Transier of stocks WALD / DOD

Document Design All Concernad Divisions

Report Writer All Concerned Divisions

s /GAPS All Concernad Divisions

Discussion of

~4

Presentation / Discussion of "To be" Process ) Al Concerned Divisions




Current Process Flow

START

Purchase Order
Process

Receipt of items
delivered by the
suppliers (RFI)

Conduct inspection
{ICAR Process)

Storing of goods
that p d the

®

YES

Cash/Check
Payment Process

Sales Return
Process

NO-P

Unutilized Deposits
Process

Ordering Process

inspection

®

Releasing of Goods
ordered

©

of Agency

Payment to Supplier

®

Process

()—

NO

| Accept
ltems?

E

YES

Accept/
Sign DR

y

).

END

A 4

Diagram 1. Common Use Top View Process



FF

Receives and ensures
completeness of signed

NQOA and other
documents from BAC
support

Encode UNSPSC
and New Vendor to j«
FACT

h 4

Prepare P.O.

details in FACT

v

Print P.O.

Submits Performance
Bond

& Receives and
T\ Initials P.O.

Certify Fund
Availability

v

Prepares NTP and
attach P.O.

Informs vendor
for the signing of
PO and NOA

Records the
NOA, P.Q. and
NTP Issued

Signs P.O.

Signs NTP 4

—O

\ Signs P.O.

and NTP

Diagram 2. Purchase Order Process




Delivers items
indicated in the
Notice to Deliver

Receives /

deliveries with
100% acceptance /

Prepares Reguest
for Inspection (RF!)

A 4

Submits RF1 to /

Inspection Division /

Accepts goods for /

sale to client <
agencies /

Check in FACT system [«

Y

inspection and
ICAR
Preparation

Y

A

Reflects quantity to the
BIN CARD

Post ICAR to reflect
inventory in FACT

v

Prepares Certificate of

Acceptance

v

Signs/Accepts
Certificate of
Acceptance

> END }

- JS

Diagram 3. Request for Inspection Process




Random Sampling
at PS Warehouse

Perform task/s as

comments or

\ Return IER fo TI with

y required
Conduct Technical
Inspection, Physical
Test and Evaluaiion
based on parameters
as indicated in the IER
Sample of
aboratory Te Delivery for
X YES—
Reguired? Laboratory Test
Analysis
|
Assign
chc?;%;n;:;g YE number to
P IER and Sign

Attach I/RF and RFI
and forward to DC

further test; results
not conclusive
h

Approved YE

; Receives IER

\ instruction i.e. for

h 4

Prepare Rejection
Notice/Discrepancy

Distribute ICARs to

concerned technical

Inspectors for
signature

i

Print ICAR

Prepare ICAR

?

Receive iER and I/
RF Receive RFI
with supplier s DR/
Invoice from WD

File a copy

Send approved
RN/DN to Supplier
concerned

& Sign/Approve

Notice (RN/DN} for
DC Approval

'\ RN/DN

Review and /
sign ICAR

l\ Sign ICAR /L

¥
m
Z
lw)

O,

Distribute copy of
RN/DN to
concerned divisions
(OM, ASD, WD}

Receive ICAR &
attach the required
documents

v

Release 1o
Accounting original
documents

Diagram 4. Conduct of Inspection and ICAR Preparation (In-House Inspection) Process




START

4

Picks random
sample for test from
sample size

¥

A 4

Replace sample for
test from the additional
quantity provided by
the supplier

A 4

Pack and labe! the
sample and affix
signature

¥

Fill-up request for test
analysis and attach to
IER, PDIER or JIER
and forward to DC

Receive testing fee

Forward IER to DC

Forward original
reguest

*

END

YE

Sign/Approve
request

h 4

from the supplier for Approval
3 2
and submit co 9
request with testing fee fy
| H
Y Record results of
evaluation and
Receive AR/OR recommendations on the
IER
] 2
Evaluate fest results to
determine conformance
Submit AR to ADC with the required
specifications
‘ f
y

Release OR to
Supplier

Receive AR and test
Results from GATC

Receive IER

Approved?

|

NO

v

Return IER to ADC
with comments or
instructions. i.e. for
further test; results not
conclusive

Perform task/s as

required

Diagram 5. Sample of Delivery for Laboratory Test Analysis Process




Prepare/
Submit APR

@

Receives items

END

Receives and Verifies whether
the APR and the attached
documentary requirement is
correct and complete

Return to customer

Complete? N for compleiion and
correction
YES
¥
Assigns APR Encodes items

no. and attach
the routing slip

Return items to

xceeds
days?

3!  {nform Cuslomer

=

Schedule Pick-up
schedule

¥

NO

T

Cancels Order

T

and Quantity to
FACT system

inventery; generates UD @CC i

CHECK

Forward APR to
WALD

&

Process the check
payment of the Customer

Process the Request
for CCA of the Customer

Process the cash

Prepare the
Delivery Receipt

A A

payment of the Customer

Endorses DR to Sales
for payment to cashier

h 4

Issues CNAS

>

Prepare the
Delivery Receipt

A

YES

Fastlane? <

U

YES

Pick-up available
Items at respective
Bodega

\De'ivy

YES

Schedule the
delivery date

Rel items

®

Diagram 6. Ordering Process



\
Legend:

CCA - Certificate of Cash Availability
START UD - Unutilized Deposit

Receives APR and check
the existence of the UD,
based on the fund source.

Endorses the
APR to
comptroiler
AP

&

APR | CCA

Issue CCA based on
the actual amount of

the APR.
" APR

emaining
balance
sufficient?

Sign and approve
the CCA

NO

Y

Inform the client
agency

Produce Three (3)
copies

7 N Forward to Sales

END Division

A
r-CCA

Diagram 7. Payment Process



Receive ICAR Segregate the
IC:RorfM(;i:rd: lr:zm | » and other »] ICAR based on
pay attachments Payment type
One-Time- Releases check to
Pull out the the supplier
o Verify the history of
@ > quePCOpy of Staggared—w| payment In the thdex
0. Forwards to the
v authorized signatory
Evaluate and for signature
@ » check the With FMG - below 20
documents ®<—N previous Miltion
payment QED - 20 Million and
above
Classify the lacking +
or needing correction
Comp!et;a NG—w of document due from VES .
Correct? supplier or other Assign the ICAR to Signs the check
division the processor of the >®
YES previous payment X
Prepare the Coordinates the Forwards DV to Signs Reviews the amount
B summary of ionfinsuffici » the recording staff Forwards DV o Disbursement of check against the
i Y suUPPLIER p COTTECtian/Insuficient h g Chief Accountant DV and supporting
delivery document/s with the in charge Voucher documents
supplier Y ) * %
f’repare the Returns to the Records the Veriios
Disbursement INTERNAL junior processor for transaction in the Forwards to completeness of
Voucher (MS v modification or for index of payment and Cashier i ‘p the DV
Excel format) Coordinates with the re-computation subsidiary ledger signature on the

Prepares BIR
Tax Forms
{Forms 2306 &
2307)

s paymen
with retention
money?

YES

concerned division to

4
- ®
perform task/s as required

Prepares request for
refund of retention in
advance for refund of |~

retention money to

supplier when due

Forward to the senior

r
YES

Processor

Checks the
voucher for
corrections or any
errors made

Diagram 8. Disbursement Voucher for Trade Suppliers Process




START

Prepare request

letter for monetary
refund

—

| MR

END

Receives request letter and
verifies if the supporting
document is correct and

complete

Complete? N

YES
\ 4

Validate the existence of
claims by the customer
for the monetary refund

v

Check the subsidiary
ledger, thru FACT.NG
or manualiy

v

Post the APR with the
remaining balance

v

Prepare SOR

v

-

Supporting Document
- Dupiicate copy of APR
-DR

- RAD

- CNAS

- Summary of payment
and deliveries

-~

Return to customer
for completion and

correction
MR
\_/_\I

Legend:

SOR - Statement of Refund

SL — Subsidiary Ledger

DR — Delivery Receipt

RAD - Reply Action Document

CNAS - Certificate of Non-avaitability of Stock

Compare summary of
unutilized deposit
subject for refund

—_

Prepare reply letter
to customer

Sign and
approved

>

Send the ietter thru

email,telefax, and / or [«
thru mail

Diagram 9. Preparing Monetary Refund of Unutilized Deposit Process




TOLENT | | <. ce | INVENTORY MANAGEMENT AND T
START
Prepare Z Propar Confirm availability of
/Submit »| |Prepares SO » eg; es P stocks and prepare all >®
APR the items in the pick-list
v
Print SO
and @
Pick-list
Edit/adjust Recheck items with
Issues CNAS i« correc_ton and discrepancy/condition for
re-print DR appropriate action
N+O Checks quantity,
»| description and
condition of items
All items >
Legend: available? -
SO — Sales Order Complete
DR — Delivery Receipt vES ®¢NO Accurate/Good
CNAS - Certificate of + condition?
Non-availability of Stocks Consolidate and
.| Redcord and -
sign DR »| gather stocks to YES
staging area
For
-NO i
END P Consolidate @" delivery?
- delivered DR
YES
e A 4
Prepares schedule
of delivery and
inform client agency
v
C > Received items < Deliver items
as per DR

Diagram 10. Releasing of Items Process



Republic of the Philippines
Qlzpartment of Budget and Management

PROCUREMENT SERVICE

KR Road. Crismhal Street. Pacn, Manifs, Philippines 1007
Trunk Bre: B85-7750 Biret fne: 3563-9385 6 5539385

1’ OFFICE ORDER

No. 005-18
January B, 2018

SUBJECT: BUSINESS PROCESS REVIEW (BPR) WORKSHOP

10 In retation with the result of the Business Process Review (BPR) condulted by
the TT Services Division, the following PS personne! as attached in Annex A are
hereby authorized to atfend 2 twe (2) Gay workshop discuss on the results
and issues before implementing changes in the FACT ERP.NG. irom
January 10-11, 2018, 800 am to 5:00 pm t be fadilitated by tneMr. Dennis
Nacario at the DBM Multipurpose Hall,

2.0 For comphiance.

{

BINGLE B, GUTIERREZ
Executive Director 4
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Annex A
Business Process Review Champions

Divislon Decision Maker Procesé Owner e Alternate
Sales Division Ariel R, Cunanai. Mogis Mendozs Zosith Camares
Warehouse and Logistics Diviston [Ariel R Cunapari Cathy Mirabel jeffrey Bertumen
Denot Cperations Divislon Dave Valderrama . Boycis Tarca Mylene Quiambag
Inspection Division forge Mendozs, I Noralyn Salvador £l lon Bunao '
Procurement Group | Dir. Joele H, Eayte Ma. jennifer Jimenez /Sharon Baife {Rose Ladiad
Procurement Group # Dir, Jitie Lozans Rhazet Rigoroso Norma Calderen
Compirolier Division Alfan Raul Catalan fatimah Amsrha Pefinflor Mark Anthony Huertas
Treasury Division _jArnold fames Dupla Ma. loannia Victorla Maglay Abigoll Malay
General Administrative Division  [Engr. Edgar Atan Rocha Edgardo bim
Facifitator: frime

Mr. Dennis Nacario

Technical Support tary Ann Penaflor
Karl Michae! Espejo
Renel Rigor Boctot




Annex B
ERP Systems Module Issues Recommendation
Accounts Receivable | Reguires outstanding APR and can only be | "Single Fund Concept™, does not need
- Ordering Process closed upon the avaliability of the item, to maintain outstanding APR  but

instead, convert un-utilized funds to
any available item

There should be a specific outstanding
APR in order to issue a CCA by the
Comptrolier Division.

All putstanding APR will be pre-cigsed
and Sales Division wifl issue the SOFB.

Sales Division manually maintain and

L monitor outstanding APR's in order (o

issue DR's.

With the “Common Fund Concept”,
Sales Division is no longer requirad to
maintain and monitor open APR's.

Sales Division is required to encode alt
items in the client APR with or without
avaiiable stock.

Client agencies. can submit a soft copy
of the APR which is provided by the ps
as a downloadable excel file, then the
Sales Division upload this file into the
ERP system,

Demand Pianning Module is not yet
configure and setup, and never been used
by the PS,

The Demand Planning Module will be
set-up on the system, that will allow the
management o determine when and
guantity much goods to be procured.

Purthasing Process
{Accounts Payabie)

Monitoring of spedfic contract and
project is handled by Procurement
Division, "end to end process”.

Recommend to <Create 2 separate
Contract Management entity for PS

Supporting documents are provided by
the Comptralier Division for every PO
prior to payment for the supplier.

Added features at the systerm wherein
users can atiach efactronic copy of the
supporting documents,

Cost Centers are not yet configured, in-
house or Nop-trade procurement are
dore within the same module and are
only  separated with document
classification.

Cost centers should be configured and a
separate mpdule for In-house or Non-
trade procuremant.

Recording of GFA
Transactions

GEA transactions are incorporated with
the trade products and treated as an
inventorial instead of service.

GFA transaction will be treated as 2
service and 3 separaste document
classification.

Hard to monitor and maintain balance of
client agencies because it is incorporated
with the other trade products.

Easily to separate GFA transactions with
the other trade producis.




Delaved payment Lo Airline due o late

| issuance of Purchase Invoice

Implement & lump-sum payment to
Airine. No need 1o indizate individuat
transaction/agency in the Purchase
Invgice

Transter of Stocks
{TOS)

Frequent modification of TOS transaction
due to capacity and consideration of
amount and freight cost of the items to
be delivered by Forwarder,

Limitation of FACT to have CBM set-up
per items/packaging.
Additional User Defined Field will be
set-up to inciude the Loading Number,
Waybill Number and Loading Date

Master File {System
| Cantrols)

Stock valuation control uses by the
system is weighted average, which is
selling price is computed manually.

FIFO stock valuation, which will aliow
batch inventary of items and aging
products,

Document classification {5 manually
inputted to the system that is prone to
error,

Fixed Document class for every system
user, already embedded at their
astoount,

Not afl setup are configured, prone to
error arid some process are still done
manuatly,

Setup configuration for all system |
controls, maximize the Tull capability of
the system and helps automate manual
process.




'Drdering of Common-Use
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_.

Ciient Agency

Sales Division

WALD

START

¥

Client Agency submit

APP, MOA and Payment

Confirms with the notice
of delivery

E 3

k4

Upload APP in FACT
(inward Quotation)

Transfer items to Sales

Programs delivery
schedule based on the

Order

¥

APPs received

Send Naetice to Deliver to

i

the Agency

k

Medify/Finalized SO
based on the confirmation

Generate Delivery

A\ 4

of the agency Receipt
Pre-close outstanding
quantity based on the

confirmation ofthe |
agency
Delivers itern
®» (with coordination with
admin)

Create Sales Invoice

v
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urchase urder

Purchasing Staff , :
Comptroller (PMO) Purchasing Chief

START

v

Receives and ensures
~ completeness of signed
NOA and other documents

¥
e NSESG s e | e
N{O
, Prepare Draft P.O. in FACT
system

Reviews and Signs Draft

Print Draft P.O. PO

L4

\
Prepare payment to 1
Supplier

Finalizes P.O. *

END
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Inventory Management

Supplier/Vendor Bodega Section and Control Section

WALD Chief Inspection Division

START

Delivers items
indicated in the
Notice of Delivery

Receives Prepares Request For
deliveries with Inspection in FACT
100% acceptance system

v

F

Submits RFi to
Inspection ~ f-
Division

_| Conduct of inspection
"| and ICAR Preparation

Accepts goods for
sale to client
agencies

Checks ICAR in FACT
system

A 4

Post ICAR in FACT

Reflects quantity
to the Bin Card system
i Signs/Accepts
Prepares Certificate of 3 >
Acceptance L Certificate of
Acceptance

END

&




dering of Common-Use

. Procurement e Inspection
Client Agency L Sales Division peC WALD
Division Division
{ START )
v
Ciient Agency submit :
APP, MOA and | Receives | Upoad AEEn
Payment for new "1 document ' )
| {inward Quotation)
clients

Confirms with the
notice of delivery

¥

Transfer items to
Sales Order

Programs delivery

Send Notice to

Deliver to the
Agency

schedule based on
the APPs received

k:

Modify/Finalized SO
based on the

confirmation of the
agency

Generate Delivery

-

Receipt

v

Create Sales
Invoice




