
OFFICE OF THE SOLICITOR GENEFAL

134 Amorsolo St. Legaspi Villaqe

tlakaliCilY

PURCHASE ORDER

Republic ollhe Philippines

024-12-211

December 5, 2024

Mode ol Plocurement:

Small Value Procurement

P.0, #

Date:
TUV NOHD PHILIPPINES, INC

Unit 603-609 Common GoalTower Finance Cor. lndustry Sls 
' 

Madrigal Business Park

Ayala Alabang, Muntinlupa CitY

229-531-755-00000

Iel ne; 8807-8446

TIN

Accounl No.: 3741-8922-18

Supplier:

Address:

Bank:

EmailAdd

BPI - Alabangy'Ayala Lilr B.anch

ddt ia@tuv-nord.com

Gentlemen:

Please lumish this Oifice the artrcles to the lerms and conditions conlained herein

Delivery Term: On or Before Decemb€r 31,

2024

daysPayment Term: thin thirty

Cediticale ol Completion and Acceplance

k lo Bank

OFFICE OF THE SOLICITOR GENERAL
Place ol Dolivery

oale ol Delivery:

AmountUn t CoslionDescriJn t

Php 147,840.00Php 147,840.00
PBOCUREMENT oF CONSULTANCY SERVICES FOF THE lso 9001:201!r0MS

EXPANDED SURVEILLANCE AUOIT OF THE OFFICE OF THE SOLICITOB'GENERAL

Localion - Certilication Body's services will be performed at the OSG'S Main Building and

leased otlices, as follows:

'APIIC Building - 136 Amorsolo St., Legaspi Village, MakatiCily

'Montepino Building - 138 Amorsolo Sl.. Legaspi Village. MakatiCily

'Convclgys One - 6796 Ayala Avenue, LegaspiVillage MakaliCity

'Other Olfice Address Space/s may be plocured by ihe Ciienl

Scope ol Work:

Supplier must conduct surveillance audil of tho OSG'S processes not covered by the 2023

extemal audit, viz:

a) Managemenl Processes: 'l) Communicalion Handling: 2) Secretariat's Processing of New

Cases: 3) Managemenl Review; 4) Change l,4anagement; 5) Customer Feedback

Management; 6) Correction and Review ol Pleadings; 7) Risk [Ianagement

b) Core/Operation Processes:

1) Legal Divisions - Action on Pending Casos and Termination and Archiving of Casesi

2)SpecialcommitleeonNaluralizalion(ScN).AdministrativeNaluralizalionlssuanceof
Ce ificalions; and Adminiskative Naturalization Proceessing of Pelitions'

c) Supporl Processes:

1) Docket Management Service (Dl\'ls)

i) Procossing of Documenls;

ii) Citizen's Charter - Follow-up on Stalus of Filing of Notic e of Appearanc€; lssuance

ol Cenifiod True Copy (CTC) of Notice of Appearance;and lssuance ol Requested

Records to Client Agencies in Connection with lheir Exisling Cases'

2) Financial l,,4anagemenl Services (F[lS)

i) tsudget Division - lvlodification in Funds; Requesl lo oversight Agencies; Budgel

Prepalalion; and Obligation ol Allolmenl;

ii) Accouniing Division - Liquidation Procedure; Financial Beporling Procedure;

Disbursement Procedure; and Payroll Procedure;

iii) Cash Division - lncome Reporls Procedure; Payments Procedure through Checks

and Advice to Debil Accounl (ADA); Payments Procedure; and Processing of Agency

Allowance.

3) Case lilanagoment Service (C[/S)

i) V[.4 Backup Procedurei

ii) ECMT APP Server, Web Server, and VM l'4aintenance

iii) Seruice Call Procedurei

iv) Seruer Maintenance;

v) Mainlenance of VOIP:

vi) lnlernet Security;

vii) ln-House DeveloPment;

viii) ICT l\4ainlenance and Configurationl

ix) Nelwork Maintenance

Stock No

lol1



4) Human Besource Management and Adminislrative Service (HBiilAs)

i) Human Resource Managemenl Division

'Recruitmenl. Selection, and Placemenl Section - Fecruilmenl and Hiing

'Learning and Development Seclion - Procedure on the Conducl ol General

Training, Procedure on the Conduct of Speciali2ed and Technical Training;

Procedure on Legal Employees' Official Localand lnlernalional ln-Porson and

Online Attendanc; to Various Trainings; and Procedure on Post'Training Activities'

'Leave Adminislralion and Personnel Becords Section - HR and Personnel Becords

Procedure; and Leave Adminislration Plocedule.

ii) Adminislralive Division

'Property and Supply Seclion - Property lnvenlory and Disposal; Supply

l\4anagemenl; Requisition and Heceipl ol Common Suppliesi and SuPplier

Evaluation.

'SecuIity, Ground & Building lvlainlenance Seclion'Salely and Securily Measures;

Visitor's Pass lssuance; Unloward lncidenl Bepons; Corleclivo and Prevenlive

Mainlenance - Equipment; Corrective and Preventive I/aintsnance' Building and

Facilities; and Gate Pass lssuance,

'Procurement Seclion - Alternalive Method ol Procurement; and Procuremenl

through Public Bidding.

'General Services Section' Prevenlive Maintenance and RepaiI ol Service

Vehicles; Large Service Vehicle Dispalch, and Small Service Vehicle Dispatch'

iii) Library and Legal Resources Division

'Beference and Circulation Procedure;

'Procedure on the Acquasilion of Library Malerials;

'Procedure on the Processing of Library l\,'laterials

5) lnlernal Quality Audil

i) lntornal Quality Audil Procedurei

ii) Non-conformity and Corrective Aclion Beporl.

The loltowing documenls shall be deemed Io lom & construed as pad ol lhis agreenent:

' Tams ol Feterence

' Ouotalion

. C,onsultants' Prolile

. Other documenls as nay be required by laws

Ph 147 0LONEDR FOBD PESTY OSEIGNO HHT NUEsEv THN USAoH DE BTYFOE UNDRONTotal Amounl in Words

was posled nl
RA 9184

Adm n As

N

Adminrslralive Division

This is lo celily thal lhis

Philgeps n conqliance

ilied above, a penalty ol onelenlh (1/10) ol one percenl lor every day ot delay shall be

Very tr! y

Ccnlorme:

lDale)

ALOBS:Funds Available

Amount:
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