MEMORANDUM

To

Subject

Date

Republic of the Philippines
COMMISSION ON AUDIT

Commonwealth Avenue, Quezon City, Philippines

All Officials and Employees Concerned

Guidelines for the Release/Distribution of COA Office uniforms and lapel
pins for Calendar Year (CY) 2009

11 September 2009

For a systematic delivery/release of office uniforms and lapel pins and alteration/
replacement of the same, the following guidelines and delineation of duties/responsibilities for
the release/distribution of office uniforms and lapel pins for CY 2009 are hereby prescribed:

. The Procurement Property and Supply Management Services (PPSMS), General
Services Office (GSO), Administration Sector shall:

1.1

1.2

1.3

1.4

1:5

1.6

Receive from the contractors the COA uniforms, lapel pins, and
altered/replaced uniforms/lapel pins with the accompanying delivery receipts,

Ensure completeness of the items delivered;

Secure the items delivered until finally distributed/transported to the Sectors/
Offices/Regions concerned;

Coordinate with the Uniform Coordinators of the Sector/Office in the Central
Office/National Capital Region (CO/NCR) concerned on the schedule of
delivery and manner of release of the items; and

Canvass for courier service providers offering the most reasonable price but
efficient services for the transport of the items in the regional offices and
request fund allocation therefor;

Coordinate with the courier service provider contracted by COA and the
Service Chief, Administration, Training and Finance Services (SC-ATFS),
Regional Office concerned on the scheduled transport of the items.

2. The Service Chief, ATFS, Regional Office shall:

2.1

¥,

Coordinate with the PPSMS, GSO, Administration Sector on the scheduled
transport of the items;

Coordinate with the Uniform Coordinator of the Region on the scheduled
delivery of the items and the manner of release thereof to the end
users/employees;



3.

2.3 Receive from the courier service provider the items and ensure that the items
are in order and complete in accordance with the delivery receipt;

2.4 Secure/keep the items until they are finally distributed to the employees;

2.5 In case of defect/s in deliveries, coordinate with the Bids and Awards
Committee (BAC) Secretariat or its authorized representative in the Regional
Office in determining the cause of the defect/s of the items;

2.6 In case of defect in the cutting, sewing of the uniform or in the use of the
measuring tape it provided by the Contractor, the item/s shall be returned to the
Contractor concerned for alteration/replacement; and

2.7 If the defect is due to non-conformity with the measurement, the item/s shall be
returned for alteration/replacement to the authorized tailor and/or dressmaker
hired by the Regional Office.

The designated Uniform Coordinator (UC) of the Sector/Office/Region shall:
3.1 For UCs of the Sector/Office:

a) Receive the items from the PPSMS-GSO

b) Inform the employees concerned to pick up their uniforms/lapel pins, record
and distribute the same to the concerned employees;

¢) Receive from the official/employee concerned the duly accomplished Report
on COA Uniforms to be altered/replaced;

d) Coordinate with the Contractor concerned for the schedule of the return of the
defective uniforms;

e) Receive altered items/replacements for distribution to employees concerned

32 For Uniform Coordinators in the Regions —

a) Receive the items from the SC-ATFS; .

b) Inform the employees concerned in the Regional Center and Supervising
Auditor in the provinces/cities to pick up their uniforms/lapel pins, record
and distribute the same to the concerned employee/SA or his authorized
representative;

¢) In case of defect, coordinate with the SC-ATFS, and the BAC or its
authorized representative in determining who between the Contractor and the
authorized tailor and/or dressmaker who took the measurements is
responsible for the alteration/replacement.

d) Coordinate with the ATFS for the return of the items for
alteration/replacement to the (a) contractor concerned, if the defect is in the
cutting, sewing of the uniform or in the use of the measuring tape the
contractor provided, with the advise that the Contractor concerned shall bear
the cost of alteration or replacement; or (b) authorized tailor and/or
dressmaker hired by the Regional Office to take the measurements, if the
defect is due to non-conformity with the measurement, with the advise that
the cost of alteration or replacement shall be borne by said tailor/dressmaker.



¢) Receive altered items/replacements, record and distribute the same to the
concerned employees.

4. Officia/Employee shall:

4.1 Receive from the UC of the Sector/Office/Region the office uniform and lapel
pin; and

4.2 In case of defect, fill up the Report on COA Uniforms to be altered/replaced
and return the item/s within two days from receipt thereof to the designated UC
of the Sector/Office/Region.

The Assistant Commissioners and Directors - concerned shall ensure the proper
implementation of this Memorandum.

For strict compliance.




REPORT ON COA UNIFORMS TO BE ALTERED/REPLACED

No. Name Sector/Office/Cluster/Unit | Reason/s for Returning the Uniform
of Assignment (State defects/what areas are to be
altered/repaired/if for replacement, state
reasons why)
Prepared by: Noted:

Signature over Printed Name
Designated Uniform Coordinator

Immediate Coordinator



CONTRACTORS FOR THE COA UNIFORM FOR CY 2009

CONTRACTOR

FEMALE UNIFORM

'MARINA T. LAROYA
President/General Manager
| La Marina Enterpriscs, Inc.

'NIMFA R. GONZALES
President
The Executive Chic

58 -]’I"apllh_St., Kaunlaran

CONTACT INFORMATION

i "Sg-g_lﬁﬁmgu St., San Antonio Village

Makati City
Tel. No. 895-0165/899-9951

Caloocan City

Tel. No.: 288-4350
Fax. No. 287-1770
Email: the_executive_chic_inc@yahoo.com

GLORIA MANABAT
President
Le Mode Fashion

|

7 Ernestine St., Don Jose | Ieigiﬁ:'i Subd.,
Commonwealth Ave.,
Quezon City

Tel. Nos.: 427-0615/930-8835/
899-8461
Telelax: 427-0616

MALE UNIFORM

' BIBIANA P. RIZAL
Owner/General Manager
Rizal’s Tailoring

-

1623 P. Guevara St., Sta. Cruz, Manila

Tel. No: 711-8497/711-9320
Email: rizal_tailoring@yahoo.com






