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Republic of the Philippines
Deportment of Ehueation
Region VIII
SCHOOLS DIVISION OFFICE OF TACLOBAN CITY
Tacloban City

November 24, 2025

DIVISION MEMORANDUM
No. 979 s.2024

CUT-OFF DAYS ON THE SUBMISSION OF PURCHASE REQUEST (PR) FOR
PROCUREMENT AND REITERATION ON THE PROCESSES OF SUBMISSION OF
PURCHASE REQUEST (PR)

TO: Chief, CURRICULUM IMPLEMENTATION DIVISION
Chief, SCHOOLS GOVERNANCE AND OPERATION DIVISION
UNIT HEADS
PROGRAM AND PROJECT FOCALS
ALL CONCERNED

1. In line with the procurement process timeline and to ensure an efficient year-end
procurement management, the BAC Secretariat Office will accept Purchase Requests
(PRs) for procurement until December 10, 2025 only. This cutoff will allow the BAC
Secretariat sufficient time to monitor ongoing procurement activities prior to the
closing of books on December 15, 2025, as well as to consolidate and prepare all
essential dccuments required for reporting.

2. Furthermore, to ensure the efficiency and accuracy of Purchase Requesi (PR}
preparation, the BAC Secretariat is mandated to provide administrative support to
the BAC by conducting a thorough review of specifications prior to the approval of
the Head of the Procuring Entity (HoPE). All PRs must be countersigned by the BAC
Secretariat before they are endorsed for the approval of the HoPE.

3. For preferential attention and compliance,

Coptrma

SHERLITA A. PALMA, EdD, CESO VI
Schools Division Superintendent
Y Officer-in-Charge
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