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Evaluation of Suppliers/Service Providers’ Performance
This process starts from the end-user’s evaluation of the supplier/service
SCOPE provider up to the transmission of Summary of Suppliers/Service Provider’s
Performance to the Bids and Awards Committee (BAC)
To provide an evaluation in order to determine whether the
PURPOSE suppliers/service providers are still worth to be requested to offer their
services in the future procurements.
PROCESS DESCRIPTION
INPUT PROCESS OUTPUT
Evaluation of
_ Quarterly
—Suppliers/Servjce Evaluation of Suppliers/Service Consol
End User Providers’ Providers’ Performance —-ﬁn - BAC
Performance Form o
Ratings of Suppliers
DESCRIPTIVE STATEMENT:

The performance of all suppliers/providers of goods and services of the office needs to be evaluated
to ensure that only good suppliers/providers are hired. The End Users rate the performance of the
suppliers/providers and the accomplished evaluation forms are submitted to the GSS. The GSS then
summarize/consolidate the result of thesewaluations-and transmit to the BAC office to serve as a

| guide for the BAC in recommending future Suppliers and Service Providers.

Step |  Respousible

Prm/Adiﬂty

No. Personnel Details References
1 End User Accomplish the | Administer the completion of | -Evaluation of
Evaluation of the Survey Forms Supplier’s
Suppliers/Servic Performance
e Provider’s Form Catering
Performance Submit the accomplished Services Only
Form(Form 1-4) | Evaluation of Supplier’s (FM-QP-ROS5-
and submit to Performance Form to GSS FAD-37-01)
General Services | within 5 working days after the
and Supply (GSS) | receipt of supply or the - Evaluation of
conduct of the activity Supplier’s
Performance
Form Meals and
Accommodation
(FM-QP-RO5-
FAD-37-02)
- Evaluation of
Supplier’s
Performance
Form for Office
Supplies,

Materials, and
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Responsible
Personnel

Process/Activity

References

Equipment (FM-
QP-ROS5-FAD-37-
03)

Evaluation of
Supplier’s
Performance
Form for Other
Services (FM-QP-
ROS5-FAD-37-04)

GSS Staff

Receive and
record in
Individual
Supplier’s
Logbook the
submitted
accomplished: =
Evaluaéon of
Suppliers/Servic
e Provider’s
Performance
Form

Receive the accomplished
Evaluation of Suppliers/Service
Provider’s Performance Form
and complete the columns of

individual Supplier’s Logbook

- - o

Individual
Supplier’s
Logbook (FM-QP-
ROS5-FAD-37-05)

GSS

Prepare
Summary Report

Collate the results of the survey
with the use of Summary
Report

At the end of the Quarter,
consolidate the Summary
Report by Name of Supplier

Summary Report
Form for Catering
Services, and
Hotel, and
Accommodation
(FM-QP-RO5-
FAD-37-06

Summary Report
Form for the
suppliers of office
supplies,
materials,
equipment and
other services)
(FM-QP-RO5-
FAD-37-07)

Quarterly
Consolidation of
Performance
Ratings of
Suppliers (FM-
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QUALITY QP-RO5-FAD-37
PROCEDURE (QP) Rev. No. £ff. Date
’::" m&m Process/Activity Details References
QP-ROS-FAD-37-
08)
4 GSS Chief Review, sign, and | Review, sign, and submit the Transmittal letter
submit the Quarterly Consolidation of
Summary of Performance Ratings of
Supplier/Service | Suppliers to BAC
Provider’s
Performance to | Submit to BAC within 10
BAC working days after the end of
each quarter for their reference
5 GSS Staff Retain ... se - -= Retain documented Master list of
documented information in accordance with | Records
information the control of Retained
Documented Information Master list of
procedure and the Master List | External Records
of Retained Documented
Information Master list of
Internal Records
ATTY/ARNALDO E. ESCOBER,JR.CESO V
NAR . CLAVERON ALFREDO , CPA
Am::mr v CAO, FAD Chief A R Rt
)
Process Owner Deputy QMR Regional QMR
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1] QUALITY
/ OBJECTIVE (QO) YO T
Finance and Administrative Division
EVALUATION OF SUPPLIERS/SERVICE PROVIDER’'S PERFORMANCE
Key Performance Indicators (KPI) Applicable Documents
Functio T | | iebtaga
n Indicator /Formula o ng
Objective Target i i Results Monitoring | Summary Log Sheet
(ifapplicable)
Report, Memo, etc.)
Evaluation | Toaccurately 1.Timeliness: Number of Suppliers evaluated Quarterly | GSS Logsheet
of evaluate the All Suppliers who within the quarter Divided by The Chief
suppliers/se performance of a delivered /accomplished their | Total Number of Suppliers who
rvice Supplle:wi?dm . services within the quarter are | delivered/ accomplished their
provider’s g:;'::;nne 1!\:;::’. evaluated and submitted to the | services within the quarter
clormance | o BAC within 10 working days Multiplied by 100%

o suppliers/service after the end of each quarter

providersarestill | 2.Accuracy: Number of survey forms retrieved Quarterly GSS Logsheet

worth to be 85% of Survey Forms during a quarter Divided by Total Chief

requested to offer distributed are retrieved Number of Survey forms distributed

their services in Multiplied by 100%

the future

procurements

s ALFREDO
Administrative Officer V Chief-FAD ~ Assistant Regional Director
Process Owner Deputy QMR Regional QMR
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@}‘ EVALUATION (QME)

OFFICE Finance and Administrative Division
PROCEDURE TITLE | EVALUATION OF SUPPLIERS/SERVICE PROVIDER’S PERFORMANCE
To accurately evaluate the performance of a Supplier within a quarter in order to determine whether the

gggmm suppliers/service providers are still worth to
be requested to offer their services in the future procurements
CURRENT PERIOD

DILG REGION V H
PROCESS QUALITY | QME-QP-RO5-FAD-37

INDICATORS Q1 Q2 Q3 Q4 Average Rating

Objective 1: To evaluate the performance of the Suppliers within a quarter
A | Number of deliveries made by the Supplier that was

evaluatedwithin a quarter
B | Total Number of Deliveries made by this Supplier within a quarter
T 1
C | Formula; Targgt Result - 80%
A/Bx100

Objective No. 2: To accurately evaluate the performance of the ;uppliers

A | Number of Survey Forms Retrieved during the quarter

B | Total Number of Survey Forms Distributed during the quarter

C | Formula: Target Result - 80%
A/Bx100
Note: For unmet targets, QMS Secretariat will initiate correction and corrective action using the Corrective Action Report (CAR) duly signed by the

| Regional Quality Management Representative

M. CLAVERON :
ministrative Officer V Chief-FAD "_Assistant Regional Director

" Process Owner Deputy QMR Regional QMR
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DILG REGION V
Evaluation of Suppliers Performance

Summary Logsheet

_BevNo. | EfDate

ko)

FM-QP-RO5-FAD-37-01

QUALITY OBJECTIVE: Performance of suppliers who delivered/accomplished their services within the quarter are accurately
evaluated
FREQUENCY OF MONITORING: Quarterly

COVERED PERIOD:

Due Date of Submission: 5 days after the end of the quarter

Objective Results
ACTION IMPLEMENTATION Je
NPY(No Remarks(Indicate
No.| Name of Logbook | No.ofSupplierswho | . o o reasons If Target is
delivered/accomplishe | "0 * >UPP | .| Met Unmet |Performanc torN
d their services within a Mw a Datg/ MentS e Yet) oo FY)
quarter , '
1 _|Catering Services ;
2 _|Hotel and Accommodation
3 |Office Supplies,
4 ic

. CLAVERON
Agdministrative Officer V
r

. ARNALDO E. ESC JR., CESOV
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Repubiic of the Philippines FM-SP-RO5-02-0
DEPARTMENT OF THEINTERIORAND-LOCAL- GOVERNMENT e
DILG Reglonat Office No. 5, Rizal St Legazpi City OL0149
http//regionS.diig.gov.ph
DOCUMENT TITLE prmry DISPOSAL
Summary of Ratings for Suppliers of .| Chronologically
|Catering Services arranged
Summary of Ratings of Suppliers of Hotel Chronologically
'ndmdlﬂnl arranged
IOM:I Supplies and Materials Summary of Chronologically
Ratings arranged
| chronologically
{Other Services Summary Evaluation Sheet A
Consolidation of Ratings for Chronologically
of Catering Services arranged
Consolidation of Ratings for Chronologically
of Hotel and Accommiodation arranged
Quarterly Consolidation of Ratings for
of Office Supplies, Materials and Chr:noh'iully
Consolidation of Ratings for Chronologically
of Other Services arranged
Chronological
Logbook of Suppliers .::w ly
Evaluation Forms No.a, b,candd 1 year

\

m_-muvcm-v Assistant Regional Director

B
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Republic of the Philippines
DEPARTMENT OF THE INTERIOR AND LOCAL GOYERNMENT
DILG Regional Office No. 5, Rizal St,, Legazpi City

regionS.dilg.gov.ph

Name of Office Finance and Administrative Division
Evaluation of Suppliers’ Performance
MASTER LIST OF MAINTAINED INTERNAL DOCUMENTED INFORMAEQN
REVISION
DOCUMENT CODE DOCUMENT TITLE 00 o1 02 03 08
QP-RO5-FAD-37 Quality Procedure ((QP)

{Q0-QP-RO5-FAD-37

{Quality Objective (QO0)

QME-QP-RO5-FAD-37

|Quality Monitoring Evaluation (QME)

FM-QP-RO5-FAD-37-01

|Process Summary Logsheet

FM-SP-RO5-01A-01

Information 4 588 4

FM-SP-R05-01B-01

Masterlist of Maintained IntesnabPocumented.] .

Masterlist of Maintained External Documented
Information j ! :

RRO-QP-ROS-FAD-37

Risk Register-Objective =

RRP-QP-RO5-FAD-37

Risk Register-Process

EDEN S. UzZAa
Info atlpn_oﬂ‘lcer |

.A_gsistant Regional Director
Deputy QMR

DILG R5QMS
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Republic of the Philivpines
DEPARTMENT OF THE INTERIOR AND LOCAL GOVERNMENT
DILG Regional Office No. 5, Rizal St. Legazpi City

region5.dilg.gov.ph

Name of Office: Finance and Administrative Division
Evaluation of Subbliers' Performance

H-SP-ROS-O!B-!H l

| EffDate | Page

MASTER LIST OF MAINTAINED EXTERNAL DOCUMENTED INFORMATION
' DOCUMENT CODE DOCUMENT TITLE REVISION/ EDI'!'ION
Delivery Receipts
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PROCEDURE TITLE
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4/ RISK REGISTER (OBJECTIVE RISK ASSESSMENT)

FINANCE AND ADMINISTRATIVE DIVISION

QP-ROS-FAD-37

EVALUATION OF SUPPLIERS/ SERVICE PROVIDER'S PERFORMANCE

DILGRSCNS |
NTROLLED cgpy

: : PLAN/
To accurately evalwate
the perfomanceof a Certificate of
Supplier within a i Participation/
quarter in order to Less than 85% of Suppliers will not WAGE pepeshindly Appearance isn't
determine whether the [Late submission of adtens: 1 weed forms | D¢ evaluated P givento . - Mintain and sustain
suppliers/service  |evaluation forms - w“‘*’u “I ;| acourately and on | 0 veco | PECIaRtS Wi 1~ the existing control
providers are stifl worth time | - |did aot accomplish
to be requested to offer joirsorvicos well |4 e evluaion ¢
their services in the form g
futare procurements ¥ - !
- Lh ]
TMPACT, 1 asigaifcast, 2 Minor; - Modkrate,  Major 5 Hebromme oo ooty etine Poquired st tnd st e Subsing (otool
LIKKLIROOD: 1-Rare; 2-Unhikoly; 3-Moderate; 4-Likely. 5 Almost Covtatn Alert level (Maintain and sustain the rontrol)

Y

Cantrol (eg. Avold or Treat/ Mitigate, Tramsfer, T




DILG REGIONV
RISK REGISTER (PROCESS RISK ASSESSMENT)

DIVISION FINANCE AND ADMINISTRATIVE DIVISION
! PROCEDURE TITLE  EVALUATION OF SUPPLIERS/SERVICE PROVIDER'S PERFORMANCE

Evaluation of
wmmi, Secretariat/End User forget | Suppliers/Providers | Scheduling of Ll
Provider's vetrieved by theend | 0 *ccomplish and retrieve | are not evaluated activities and 3 3 s [ &
Performance Form and s the evaluation forms accurately leaves B
submit to General
Services and Supply
Receive and record in
Individual Supplier's
Loghook the submitted Designate staff, in
accomplished Delayed submission of © 2 3
Evaluation of documents to G55 of officeli-in-
Suppliers/Service d
Provider's
Performance Form : ]
= .Dedgmﬂen#;h
Prepare Swmmary Delay in the Unavailability of wd:::a case of absence 3 3
Report preparation of report | staff/officer in charge """;“ of officer-dn-
charge
Review, sign, and
Unavallability of
“mm?‘m“ Delay int the approval of| staff/officer In charge: no |Delayed submission “m“"m“i;;*mﬁ . :
Provider's draft designated officer in of Report to BAC | | ik
| Performance to BAC e N
Retain documented Unable to retain Lost documented
nformation docuinetitnd Weather disturbances
— ,5“.':

2o T
: 1-Ravw 2-Uniikely; 3-Moderate: 4-Likely; 5-Almost c.,_h
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