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1.0 PURPOSE:

I.1 This document aims to define the policies and procedures for controlling and maintaining
PMDC documented information, to ensure that appropnate versions are identified and made
available at point of use.

1.2 This procedure aims to ensure that documents of external origin are identified and their
distribution, controlled.

2.0 POLICY

It is the policy of PMDC to ensure that pertinent documented information are properly identified,
updated, approved, controlled, and made available at points of use. F. it is the policy of PMDC to
ensure that documents of external origin are identified and controlled during distribution.

3.0 DEFINITION OF TERMS:

3.1 Controlled Copy - Reproduced copy of the original document. latest issued document:
indicated by blue “Controlled Copy™ stamp.

3.2 Documented Information — as referred to in this procedure, are QMS quality procedures,
standard operational instructions, the Qualitv Manual. and other procedures/ standard/form
indicated in the Document Masterlist.

3.3 Document Controller/Custodian (DCC) - Individual’s assigned to oversee the
implementation of the Document Control procedure and maintain controlled copies of
documents.

34 Document Masterlist — A list of the documents being controlled by the Document
Controller/Custodian in terms of creation, approval, revision, distribution, access, and use.

35 Document Feedback Form (DFF) — A form used to suggest any revision to an existing
document or manual.

3.6 External Documents — Documents generated from external sources.

3.7 Internal Documents — Documents generated from QMS implementation and relevant
PMDC operations

3.8 Obsolete Copy — Superseded document, indicated by red “Obsolete Copy™ stamp
39 Original Copy — Original document bearing approvals in blue ink, maintained by the DCC
and indicated by green “Master Copy™ stamp ' P M D c
3.10 Initiator — Person who initiated document creation/revision.
| UNCONTROLLED
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3.11 Uncontrolled Copy -~ Reproduced copy of a controlled copy document strictly for reference
use. It is a copy issued to non-copy holders or non-Process Owners.

4.0 SCOPE:

4.1 This procedure applies to all documents required by the PMDC’s Quality Management
System as indicated in the Document Masterlist.

4.2 This procedure also covers the monitoring and/or distribution of externally generated
documents.

5.0 RESPONSIBILITIES:

5.1 Management Representative/s — Reviews the established procedures in line with the
requirements of the ISO 9001 Standards and recommends approval for implementation i.e.
Vice President for Corporate Services and Vice-President for Operations

5.2 Document Controller/Custodian — Ensures that all documents are properly identified,
updated, approved and made available at relevant areas for use. The DCC is also
responsible for the maintenance and implementation of this procedure on Control of

Documents. Ensures that obsolete documents are identified and prevented from unintended
use.

5.3 Process Owners — Responsible for ensuring that all QMS documents are relevant and up-to-
date. Process owners are also responsible for ensuring that feedbacks to their respective
documents are promptly evaluated and addressed.

6.0 PROCEDURE DETAILS:

" Ref. | Key Activities | Responsibilities ‘
._No. e gt _BSes, S N '
6.1 | Creation/identification of documents Initiator _ !
| 6.2 | Review and approval of documents Supervisor of Initiator, VP for |
‘ Corporate Services and VP for |
- Ml Operations j
6.3 | Registration and stamping of documents ~~ Document Controller/Custodian :
6.4 | Distribution and maintenance of controlled " Document Controller/Custodian i
copies iy ey’ e
6.5 | Document modification/revision/update ' Concerned Process Owner, Document |
L Controller/Custodian
6.6 | Coding system T B ~ Document Controller/Custodian =
6.7 | Uncontrolled copies _ Document Controller/Custodian
6.8 | Control of externally-generated documents Document goniroller’Custodian
6.9 | Electronic copies of documents Document [Controller/
- 6.10 | Format, imeline, and document review Concerned 0
oot b . SR - Controller m

MAC 2 § pma

" Approved by:

f Date
|
1

Vice President, Corporate Services



PHILIPPINE MINING DEVELOPMENT  ContolNo  PMDC-QP-01-03

CORPORATION Revision No 5
Effectivity: May 29,2018
uali , !
p?..ceaze Control of Documents =g
2 A Page No Page 3 of 15

6.11 [ Maintenance and disposal of obsolete documents | Document Controller/Custodian |
6.1 Creation/Identification of Documents (see also Figure 1 in Annex A)
6.1.1 If a need to create a document arises, the Document Feedback Form (DFF) is used.

6.1.2  The Imtiator prepares the DFF together with the draft of the proposed new document.
The draft shall be labeled (watermarked, if possible) with the word “DRAFT™ and
should not be used in operations unless it is officially approved.

6.1.3 The prepared DFF and draft shall then be submitted to the DCC for monitoring and
tracking.

6.1.4 The DCC shall also reserve a control number to the proposed document based on the
established coding system. Sce 6.6.

6.1.5 The DCC shall submit the DFF and proposed document to PMDC’s VP for Corporate
Services or VP for Operation depending on the procedure being proposed to change
for approval.

6.2 Review and Approval of Documents
6.2.1 All DFFs shall be initially approved by the initiator’s superior

6.2.2 The VP for Corporate Services and/or the VP for Operations shall be the approving
authorities in the creation and revision of documents. However, the creation and
revision of documents may be elevated to the Management Committee if the Vice
Presidents decide that the document creation/revision warrants an approval of the
Committee. Approved documents bear the signature of approving authorities in blue
ink.

6.3 Registration and Stamping of Documents (see also Figure 2 in Annex A)
6.3.1 If the DFF was approved by the VPs, the DCC shall:

a. For newly created documents,
e [nclude the reserved control number on the document (see section 6.6.1)
* Print a clean copy of the document

b. For revised documents,
e Update revision no. of revised pages OR update version number of
documents classified as “Complete Rewrite”™ (see 6.5.8 and 6.6.2)

e Print a clean copy of the document

If the DFF was not approved, it shall be returned to the initigtor. P M Dc
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The DCC shall submit the newly printed document/pages to the VP for Corporate

Services or VP for Operations for signature.

The DCC shall revise the Document Masterlist to register the SIGNED newly
created/revised document.

The DCC shall reproduce the document according to the number of custodians
specified on the Distribution List.

The DCC shall stamp the “Master Copy” stamp (green ink) on every page (lower left)
of the original document. The DCC shall stamp the “Controlled Copy™ (blue ink) on
every page (lower right) of the controlled copies.

The DCC shall also affix his/her initials and date of distribution together with the
stamps on the page/s.

6.4 Distribution and Maintenance of Controlled Copies

6.4.1

The DCC shall distribute the controlled copies to the specified custodians in the

Document Distribution List.

6.4.2 Once the controlled copy has been given, the custodian needs to surrender his’her

643

6.44

obsolete copy to ensure that only updated copies are under his’her custody. He/she
shall also affix his’her signature on the Document Distribution List to signify receipt.

Only controlled copies are considered to be the official copies of the original copy.
Moreover, only entities indicated in the Distribution List are considered as official
bearers of the controlled copies. As documents are frequently revised for continual
improvement, their unauthorized reproduction is highly discouraged to avoid the use
of outdated references.

Employees who wish to be included in the Document Distribution List must write
his/her intent through a memorandum signed by his/her supervisor. The memorandum
must be addressed to the VPs.

6.5 Document Modification/Revision/Update

6.5.1

6.54

If there is a need to update, modify, or revise a QMS document, the DFF 1s used.
The initiator shall submit the DFF to the DCC for monitoring and tracking.

The DCC shall forward the DFF to the concemed process owner for evaluation of
the feedback.

If the concerned process owner agrees with the feedpack indica?m
he/she shall take the appropriate action/s to address the feedback the

Approved by
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does not agree with the feedback, he/she may indicate his/her opinion on the DIT
and return it to the DCC for concurrence of the VP holding the department
responsible for the procedure

6.5.5 Drafts of proposed changes to documents must be included in DFFs. (see also
section 6.9.1.4).

6.5.6 The review and approval, registration and stamping, and distribution of controlled
copies shall follow the guidelines set under Section 6.2, 6.3, and 6.4,

6.5.7 Revision number/s of the revised page/s of a document shall be updated (See Section
6.6).

6.5.8 1f about 50% or more of the pages is affected by the revision, the revision shall be
classified as “Complete Rewrite”. In such case, revision number of all pages of the

document shall follow the highest revision number of that document.

6.5.9 Obsolete pages/documents, upon retrieval (see Section 6.4.2), shall be stamped with
the “Obsolete Copy™ stamp (red ink)

6.5.10 Revisions done on the pages/document shall be recorded on the Revision History
form of the document.

6.6 Coding System

6.6.1 The control number issued to documents shall follow the scheme below:

! Document Type | Control Number
ian_llt_y Manual | PMDC-QM

Quality Procedure | PMDC-QP-xx

Form PMDC-QP-xx Fnn

Note: xx and nn are series numbers starting with 01
6.6.2 The version and revision numbers shall follow the scheme below:

a. RC\ ISI()I'I number

Qualll\ Prmcdureq Forms ]l
. appltcablc to pages of qualm e applicable to pages uf!
procedures; : ACCOMPLISHED/FILLED-UP |
e default revision number is 0; i forms; |
| e if a page is revised, ONLY the | ® changes 10— lnfnnnalmni =
: revision number of that page shall (including !vpographlcp
! be updated contained {n the form: m DS
(i.e. The current revision number | ® See PM

01_] all the pages of a quality Records |1 __ggw LLED
B s g CEDY |

1
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procedure 15 0. However, page 3 ’.
was revised. ONLY page 3 shall |
have a revision number of 1); }
» shall conform t0 6.5.6 |

revising accomplished/filled-up |
forms.

b. Version no.

Quality Procedures

e applicable only to the whole
document;

e indicated in the last two digits of
the QP’s control number: 1.e.
PMDC-QP-01-00 - version 1
PMDC-QP-01-01 — version 2
PMDC-QP-01-02 — version 3
Note: though the default number in
the control number is 00, the
actual version is 1, _

e version number ONLY changes if |
the document was classified as {
“Complete Rewnite”™ 1n 1ts recent |
modification. (See Section 6.5.8) |

applicable to blank forms:
indicates the current/updated
format of the form; starts with |
version number 1;

(e.g. PMDC-QP-01 FOI v.2 —!
this means that the format of |
form number 1 of QP 01 has |
undergone a revision, hence, the |

update from version 1 to version |
2). i

6.7 Uncontrolled Copies

6.7.1 If an employee requests for a copy other than the controlled copy of a document,
he/she needs to write his/her request in the Uncontrolled Copies log of the DCC.

6.7.2 The DCC shall then issue an uncontrolled copy of the document to the requestor and
stamp the “Uncontrolled Copy™ stamp on every page of the copy.

6.8

Control of Externally-Generated Documents

6.8.1 The External Document Distribution List is used to monitor the receipt and

distribution of externally generated documents.

6.8.2 Recording is done immediately upon receipt and turnover of documents to concerned
unit and/or individual. The responsibility for the maintenance and updating of the
External Document Distribution List is entrusted to the DCC.

6.8.3 Externally generated documents received through email are hkewise recorded in the

6.9 Electronic Copies of Documents (see Annex D)

______ by G

Approved by

External Document Distribution List.

] “Date
Jaime T. De Veyra

Vice President. Corporate Services
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6.9.1 Electronic copies of documents are not used as reference for implementation since
there is no assurance of being the latest version of the document. Electronic files of
Original Copies are edited, copied, and printed only by the DCC to protect from
unauthorized copy and use.

6.9.2 The documents shall be scanned and uploaded in the shared folder in the intranet, and
may be accessed by all employees. However, for security purposes and to protect the
integnty of the documents, all documents shall be locked from editing and printing;
exempted from this are the forms which may be filled up and printed.

6.10 Format, Timeline, and Document Review
6.10.1 Format

6.10.1.1 All documents shall be written in Times New Roman font, with the
font size of 12.

6.10.1.

(8]

All documents shall be printed on A4-sized paper.

6.10.1.

L

Initiators may get the format of the document/s (Quality Procedure or
Form) they will create/revise from the DCC.

6.10.1.4 Proposed changes of an initiator/process owner on a document should
be highlighted in yellow for easy identification.

6.10.2  Timeline

6.10.2.1 Timelines considered in this procedure are based on PMDC’s Policy
on Turnaround Time Standards.

6.10.2.2 Initial processing of a DFF by the DCC shall not exceed two (2)
working days from the receipt of the DFF. However, the accumulated
working days for the overall processing of the DFF by the DCC shall
not exceed five (5) working days. This includes processes stated in
section 6.1.3,6.1.4,6.1.5,63.1,63.3,634,63.5,636,64.1, 642,
6.5.2,and 6.5.3.

6.102.3 The concerned process owner’s evaluation of feedback indicated in the
DFF and submission of draft as a result of action required by the DFF
shall not exceed five (5) working days upon his‘her receipt.

6.102.4 The effectivity date of a newly created/revised document shall be one
(1) week from its approval to allow all employ

the new provisions. PM D c
6.103 Docuijem Review UNCONTROLLED
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6.10.3.1 To ensure that all documents used in PDMC’s QMS is updated and
relevant, process owners are required to review their respective Quality
Procedures annually.

6.1032 The process owners shall document their reviews and submit and
discuss them in Management Reviews scheduled near the beginning or
the end of the year, whichever is closer to year-end.

6.10.3.3 Reference period of process owners for their document reviews shall
be the past 12 months from the date of the Management Review.

6.10.3.4 Process owners may review their respective documents ahead of the
schedule indicated in section 6.10.3.2 and as frequent as they deem
necessary. However, they will still be required to conform to the
provisions stated in sections 6.10.3.2 and 6.10.3.3.

6.10.3.5 Process owners are encouraged to review their respective documents as
frequently as possible to ensure the documents’ relevance.

6.11 Maintenance and disposal of obsolete documents

6.11.1 Obsolete documents that were once stamped as a Master Copy shall be stored and
maintained by the DCC indefinitely.

6.11.2 Obsolete documents that were once stamped as a Controlled Copy shall be
disposed of 1n a secure manner by the DCC.

7.0 REFERENCES:

7.1 PMDC-QP-02 - Control of Records

7.2 PMDC-QP-01 FO1 - Document Feedback Form

7.3 PMDC-QP-01 F02 - External Document Distribution List
74 PMDC-QP-01 FO3 - Document Distribution List

7.5 PMDC-QP-01 FO4 - Document Master List

7.6 PMDC-QP-01 FO5 - Revision History Page

PMDC
Sl Sl UNCONTROLLED
. ,\f}prn\.ed by . | Date: ppf 2Q o _ COPY g

Vice President, Corporate Services




ANNEX A — Flowcharts of Procedures

PHILIPPINE MINING DEVELOPMENT Control No: PMDC-QP-01-03

CORPORATION Revision No. 5
Effectivity: May 29. 2018
Quality Control of Documents SR
Procedure Page No Page 9 of 15

Need to Create a
Document

Initiator prepares
DFF and draft of
proposed
document

Submit DFF and
draft of proposed
—> document to DCC
for monitoring and
tracking

DCC submits DFF and

PMDC’s VP for Corporate
Services for approval

\
DCC reserves
proposed document to MR and control number to
the proposed
Document

A

Approved by Cr)

Figure 1. Creation/Identification of
Documents (see also section 6.1)

Vice President, Corporate Services

PMDC
[UNCONTROLLED
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The DCC shall print a

clean copy of the
document and:
a. For new documents

e  Place the reserved

control number on

_ the document

b. For revised documents
Update revision no
of revised pages,
update version no
of document 1f
“Complete
Rewrite”

Submission of DFF to
QMR and PMDC’s VP for
Corporate Service for

approval .

Approved?

Return DFF to
Initiator

- DCC revises Document
DCC reproduces DCC submits document

document according to the

Masterlist to register the

no. of custodians specified SIGNED newly ‘I? ”_) for Corporate
in the distribution ist created/revised Services for signbtue
: ) dncnment

I

v

DCC stamps
e “Master Copy” stamp (green ink)
on every page (lower left) of the
original copy, and
e “Controlled Copy” stamp (blue
ink) on every page (lower right) of
the controlled copies.
The DCC also affixes his/her initials
toeether with the stamps

Figure 2. Creation/Identification of
Documents (see also section 6.1)

PMDC
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ANNEX B - Elements of QP Header and Footer

1. QP Header

Default control number is PMDC-QP-01-00
Hence, the current control number means
that the current version of the document is 2.
This also indicates that the document has
undergone two complete rewrites (see
section 6.6)

Default revision number of documents is 0
Hence, the current revision number means
that the page may have been revised once or
the document may have undergone a
complete rewrite (see sections 6.5.8 and

Effectivity date must be set
at least five (5) working
days from the approval of
the document (see section
6.1024)

662
2. QP Footer
.f i3t ': | FEB.4,2015
i
PMDC’'s VP for Corporate
Services is the approving Date the docuinent
authority of Corporate Services- was approved
related QMS documents

L~

PMDC
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PMDC’s VP for Operations is

the approving authority of

Operations and project Date the document
management-related QMS was approved
documents

PMDC
JEEE o ~ |UNCONTROLLED
Approved by: Jgi_m; ST | Date = ; C 0 PY
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ANNEX C - Stamps used to control documents

Stamps

I. Master Copy
Controlled Copy
Obsolete Copy
Uncontrolled Copy

L bo

ﬁ

PMDC
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ANNEX D - Accessing electronic copies of documents

STEP 1

& . ThuPC
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& Downloads
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Fecent places
-
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4 Not
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STEP3
hrad head_private Id
- - -3
Procurement Public I_ CualityhlanagementS;stems
-7 - I_'l-l'
Timehlachine TimelMachineBackup
™ e Double-click on the
QualityManagementSystems
folder
STEP 4
New item = Select al
’ Easy access » v alact ne
Delete Mew Propertie;

£.1.136 + QualtyManagementSystems »

Forms
150 Standards
PMDC Quality Manual
PMDC Quality Procedures
Templates
_|OM_DEVLIB_._ATTRIBUTES_
9. Document Masterlist_10November2013.p...
‘J_] Document Revision History xlsx
B QMS_06Nov2015.rar

Select the folder of
the document you
wish to access -~
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L.OPURPOSE:

This document aims to define and provide the conirols needed in the use, maintenance, and
disposal of records in order to: 1) maintain their integrity as evidences of transaction; 2)
ensure their appropriate filing and storage to facilitate timely retrieval whenever needed, and;
3) ensure business continuity in ease of a disasier or calamity.

20PCLICY:

To ensure conformity to the requirements and effective operation of the PMDC’s quality
management system, it is the policy of the PMDC that pertinent records are established,
organized. maintained, and properly disposed in accordance with the guidelines provided in
the control of records. Further, this policy governs the management of PMDC’s records, both
physical and electronic. It describes how incoming and outgoing records arc processed and
deiails how records should be organized and stored, accessed, and captured into the Central
Recards System,

This procedure shall also refer to and implemented in accordance with PMDC's Records
viznagement Policy and other regulatory bodies such as National Archives of the Philippines
which may prescribe records filing, storage, and disposition, among others,

3.0 DEFINITION OF TERMS.

3.1 Active Record - records within the active retention period

3.2 Arca Record Keepers (ARKs) - designated individuals responsible for capturing
and managing the records received and produced
by their respective depariments

3.3 Central Records System - a system in which the files of several
organization units arc consolidated in one
location

3.4 Confidential Records . unauthorized disclosure would be prejudicial to

the interesi or prestige of the PMDC/government
and may cause administrative embarrassment or
unwanted injury to honor & dignity of an
individual

3.5 Disaster Preparedness is 2 researched-based set of actions that are
taken 2s precautionary measures in the face
of poiwniial disasters in order to avoid and
mitigaie negative outcomes

3.6 Inactive Records : records within the inactive retention period

e 4]

.Z lnpcgming Re.cﬂ records which originated from entitics external
PMDC =
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to PMDC, duly received and captured in the
Central Records System
3.8 Outgoing Records - records created by the different departments and

captured in the Central Records System before
transmission to external entities

3.9 Record - evidence of performing a process or activity or
an output of a process; information that is
created, received, and maintained as evidence
by PMDC in the transaction of ils day-to-day
business or pursuit of legal obligations.

3.10. Records Management - advisory body on the development/improvement
Improvement Committee (RMIC) of PMDC’s records management and
corresponding activities
3.11 Records Custodian - identified individuals from cach unit held

responsible for the maintenance, filing and
salckeeping of records, as indicated in the

Records Matrix

3.12 Records Matrix - list of records with their corresponding title,
custodian, originator/author, and retention
period

3.13 Retention Period - the period for which records are kept by an

organization prior to disposition
4.0 SCOPE:

4.1 This procedure applies to all records which are indicated in the Records Matrix.

4.2 This procedure also covers the handling of externally generated data in linc with the
execution of operating instructions as well as those data provided by client/customers.

4.3 This procedure shall also cover all PMDC employees and all existing and future PMDC
records.

5.0 RESPONSIBILITIES:

5.1 Records Management Improvement Committee — a) provide oversight on the
management of PMDC’s records in all phases of its life cycle; b) establish a sound Records
Management Program; c) review and implement existing policies and guidelines on records
disposition; d) formulate policies for records disaster recovery plan

5.2 Designated Officers — ensure that the data and information provided are sufficient, as
required in the relevant document or form.

GO PNe .00 verka
Vice President, Cor te Services
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accordance with new and applicable practices to records management. He/she shall also be ¢)
custodian of Critical Records such as blueprints, contracts, Terms of Reference of Projects,
Joint Operating Agreements, Memorandum of Agreements, and the like. d) serves as
PMDC’s Document Controller/Custodian.

5.4 Records Custodian — refers to identified individuals from each unit held responsible for
the maintenance, filing and safekeeping of records, as indicated in the Records Matrix. Each
Project Manager shall also serve as Records Custodian for the particular project/s he/she
handles.

5.5 Area Record Keepers (ARK) — All departments shall have a corresponding Area Record
Keeper (ARK) designated by his/her Department Manager. For the Office of the Vice
President and Office of the President, shall be their respective secretaries. ARKs shall be
responsible for capturing or recording the records entering and produced by their respective
departments.

Apprt(b Date:
\PYEime T. De Vdgyra

6.0 PROCEDURE DETAILS:
Ref. Key Activities Responsibilities
No.

6.1 General Procedure RMIC/Records Officer

6.2 Collection and Identification Records Custodian

6.3 Review and/or approval of records, as appropriate | Concerned designated officer

6.4 Records Management Flow Records  Officer and/or  records

custodian

6.5 Organization, Storage and Protection Records Custodian / ARK

6.6 Retrieval and Maintenance Records Custodian / ARK

6.7 Retention and disposition of records Records Custodian / ARK

6.1 General Procedure
6.1.1 Records are legible, identifiable and easily retrievable.
6.1.2 Records can be in the form of any type of media such as physical, scanned,
direct electronic entry, and indexing/directory.
6.1.3 Information on records can be labelled as classified and unclassified. Classified
information can be categorized as top secret, secret, confidential, and restricted.
6.1.4 If necessary, records arc reviewed and for approval prior io use.
6.2 Collection and Tdentification
6.2.1 Records arc identifiable through any combination of the following information,
F ETaPPrOPHAlC:
PM Dc . a. Titlg of Record - =

e(s)

Vice President, Corpbrete Services
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c. Name of Signatory (ies)

d. Name of Recipient/Sender
e. Document Code

f. Revision Status

g. Reference Document

h. Control Number

1. Subject Matter

6.2.2 Records are collected upon availability from their source, for appropriate filing
by the Records Custodian or concerned process owner. Only marking pens are used
on records. Pencil markings are avoided and may be considered unofficial.

6.2.3 In case of erasure or correction, the corrected data bears the initial of the person
who corrected it.

For example: 6312 7564 ADK
6.3 Review and Approval of Records

6.3.1 Some records require the signature of authorized individuals. The reviewer
ensures that said records are legible and contain sufficient information as basis for its
endorsement or approval. Hence, some records without the signature of approving
authorities may be treated “unofficial”.

6.4 Records Management Flow

All incoming and outgoing records of PMDC shall be processed by the Records Unit
prior to submission to the concerned department for incoming records, and before
dispatch to external entities for outgoing records.

6.4.1 Incoming Records

Incoming records are records which originated from an entity outside of PMDC.
These records include correspondences, memoranda, billings, report, and other
printed or non-print materials such as Incoming Emails.

Concurrently, records from the Company’s satellite offices (e.g. Davao Office, Depot

Office) shall not be considered as incoming records unless they are incoming

communications, memos, reports and the like, which are addressed to or should be

i dled by theMain Office. Instead, records shall be logged in the PMDC Main and
PM ao Office Qorrespondence in Google Sheeis. _ o W

UNCONTROLLED
Approveco ijﬂ b MYJE Date:

ata Coarvi C
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Emails received by email addresses other than in(o pindc.conipli especially those

“official” in nature such as, but not limited to, emails with attached letters or memos,
proposal letters, and directives from regulatory bodies, shall be printed and submitted
to the Records Unit for processing. For other emails, it is the recipient’s discretion
how he/she should handle the email. However, he/she shall be responsible for
unlogged official records that he/she received.

Approvc Date: .
Jdime T. DeVeva | 5 |

Vice President, Corpofate Services
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The processing of Incoming Records shall be as follows:

RECEIVE & STAMP

The incoming record shall be received and
stamped by the Records Unit.

Ex: | 4

=

CONTROL

A corresponding control number shall be assigned
to the record using the scheme below.

CRI-MMYY-Item Number

Ex. CRI-0723-0279 (Incoming record was
received on July 2023; record is the 279" record
received for the year.

+

SCAN

The record shall be scanned and saved under the
current year and month in the folder for Incoming

57 :

RECORD

The following details of the incoming record shall be logged in the Central Record Logbook — Incoming.

Essential Information in the Logbook

Control | Date Mode of | Sender | To | Date | Subject | Remarks
Number | Received | Received Matter

CRI-0723- 07/17/2023 PD DENR - PMD 7/4/2023 Request for | PMD

0279 _MGB copies

Correspondingly, these details shall also be logged in the PMDC Central Records file in Google Sheets.

¥

——

ROUTE

The record shall be given to the ARK of the concerned department/office and have him/her indicate that
he/she has received the document by signing on the Remarks portion of the record on the logbook.

Original copy of record should be provided to the respective department unless stated that the copy will

be kept by the Records Unit.

PMDC

UNCONTROLLED

S~

GORY, -
w W/ 1 jaine T. De Veyr

Date:
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6.4.2 Outgoing Records

Outgoing Records are records created by PMDC to be distributed to external entities.
These records include correspondences, memoranda, and reports, among others.

The processing of Outgoing Records shall be as follows:

CREATE

The ARK of the department where the
outgoing record originated shall ensure that the
record is fully processed (with necessary
details such as signatures and/or initials, dates,
subjects, etc.) and has two (2) receiving copy.

SCAN

The record shall be scanned and saved under
the current year and month in the folder for
Outgoing Records

=

§

RECEIVE AND STAMP

The ARK shall submit the outgoing record to the
Records Unit and have him/her acknowledge the
receipt by signing on the Logbook.

L

CONTROL

A corresponding control number shall be
assigned to the record using the scheme below.

RO-MMYY-Item Number

Ex. CRO-0723-0109 (Outgoing record was
received by the Records Unit on July 2023,
record is the 109" outgoing record for the year.

RECORD

The following details of the outgoing record shall be logged in the Central Record Logbook — Outgoing,

Essential Information in the Logbook

Control | Date Source Addressee Date as Subject Remarks
Number | Received /Recipient | Indicated Matter
CRO-0723- 07/14/2023 PMD Ay, Danilo U, Uykieng 711272023 Accomplishment PD
019 Direclor MGE Reporl PMD(RC)

Correspondingly, these details shall also be logged in the PMDC Central Records file in Google Sheets.

N,

PMDC

ecord shha 1 then be given to the Administrative Assistant for dispatch.

DISPATCH

L

|
Approved sel I \J
laimeT.DeVevia/

Vice President, Corporate Services
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6.4.3 Inter-department Distribution of Records

For records that need to be transferred to different department/offices, the Area
Record Keeper of the originating department, or Records Unit in the case of Incoming
Records, needs to ensure that the records to be transferred are captured/logged in their
Department’s Records Logbook. Also, upon transfer, he/she must ensure that the Area
Record Keeper or any employee of the receiving department who is available to
receive the record signs on the logbook, indicating the date of receipi, to signify that
the record has been received by the department.

Furthermore, aside from the records transferred to other department/offices, Area
Record Keepers must also log the details of ALL the records they receive to ensure
that their records are accounted for and can be easily tracked and retrieved. They must
ensure that the place or the person in possession of the record is included in the log.

6.4.4 Confidential Records

Confidential Records are records which may only be accessed by its intended
recipients. These records need not be scanned but shall be processed as an
Incoming/Outgoing Record and shall have a subject matter of CONFIDENTIAL. The
intended recipient or originating department shall be responsible for the safekeeping
of their respective confidential records.

Emails which are confidential in nature shail not be logged in the PMDC Central
Records file. However, they may not be deleted from the email address of the
recipient for audit and safekeeping purposes.

6.5 Organization, Storage, and Protection

6.5.1 All employees are responsible for the filing, organization and safekeeping of the
records under their custodianship. All records shall be organized and filed according
to PMDC’s filing system in order to facilitate the easy retrieval and preservation of
records.

Records shall be filed according to the Functional Subject-Alphabetic Classification
System (FSACS), wherein the function of the agency is the main classification,
followed by the list of all subject topics pertaining to each function as sub
classification and sub-sub classification if applicable. Records shall also be filed
chronologically as it is created and monitored on a daily basis. The filing of electronic
records should also follow the filing scheme of physical records.

_"\

PMDC - PR
D f |
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Example:
Records Main classification
Central Record Scans Sub classification
Incoming Sub-sub classification
2023 Sub-sub-sub classification
January/Jan
February/Feb Chronological
March/Mar
Qutgoing Sub-sub classification
2023 Sub-sub-sub classification
January/Jan
February/Feb Chronological
March/Mar
Example:
Records Main classification
Office Order and Memorandum Sub classification
Office Order Sub-sub classification
2023 Sub-sub-sub classification
January/Jan
February/Feb Chronological
March/Mar
Memorandum Sub-sub classification
2023 Sub-sub-sub classification
HRAD
OP Chronological
Davao
Example:
PMD Main classification
PMDC Projects Sub classification
DMRA Sub-sub classification
Dinagat Parcel 1 Sub-sub-sub classification
Accomplishment Report Sub-sub-sub-sub classification
2023 Chronological
2022
Correpondences/Communication Sub-sub-sub-sub classification
2023 Chronological
Joint Operating Agreement/s Sub-sub-sub-sub classification
- T Sub-sub-sub classification

PMDC

Approved py: '
infe T. De Veyra

Vice President, Corporgje Services

Date:
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6.5.2 All records must be stored in labelled storage areas such as, but not limited to,
folders, arch files, data folders, and cabinet/drawers. Permanent physical records
which, according to the File Plan, have reached its retention period shall be
transferred to PMDC’s warehouse.

6.5.3 Records in digital format, whether born digital or scanned, shall be considered
permanent. It shall be regularly backed-up by the Records Unit through diverse media
(i.e. Compact Discs, External hard drive) and transferred to the PMDC’s Safety
Deposit Box for safekeeping.

All employees shall also submit all their electronic vital records bi-annually to the
Records Unit for backing up and transfer to the Safety Deposit Box.

6.6 Retrieval and Maintenance

6.6.1 Records, borrowed by other departments or work units are traced using
logbooks or log sheets.

6.6.2 A Record Matrix is maintained indicating information, such as: Record Title,
Custodian, Originator/Author, Period Covered, Location, Record Format, and
Retention Period for easier tracking and retrieving of records.

6.6.3 To safeguard the release of electronic and hard copy of documents, a
representative from each department shall be assigned to request for documents from
the Records Unit and will be using the File Request Form (See Annex A).

6.6.4 In order to lessen and reduce paper clutter, records shall be allowed to have one
(1) extra copy for quick reference.

6.7 Retention and Disposition of Records

6.7.1 Maintenance and disposal of records are done in accordance with the Record
Matrix (See Annex B).

6.7.2 The Record Matrix prescribes the retention period of the records which is
derived from the submitted File Plan of each department.

6.7.3 Records which have exceeded their retention periods shall be subject to
disposition and shall be processed by their Records Custodian/s.

6.7.4 Bach department shall annually submit their updated File Plans to the Records
Unit for collation and submission to the National Archives of the Philippines. The File
ibe the retention period of records and shall dictate which of them

ﬁwan-sha-l-l—desq
PMB'eid be d15p01 ed or archived. e =
UNCONTROLLED | PHMoc
WGOPY Date: e . ' ; ' : E

Jaime 7. De Vewa
Vice President, Corporate Services
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6.7.5 Records which have exceeded their activity and inactivity periods and are
subject for disposal shall be logged and written in memorandum format by the
Records Custodian of the originating department to be submitted to the Records Unit.

6.7.6 Permanent records which have exceeded their activity and inactivity periods
may be stored in the PMDC’s warchouse upon prescription of the Records Custodian
and approval of his/her department’s manager and Records Management
Improvement Committee.

6.7.7 For easier safekeeping, permanent records may be converted to electronic files,
except for records that require original copy bearing authentic signatures. Upon
advised by the Records Custodian, conversion to electronic files shall be processed by
the Records Unit.

7.0 DISASTER PREPAREDNESS:
7.1 Preparation

7.1.1 Ensure that PMDC’s records systems arc cffective, efficient, accountable and
transparent by establishing the Quality Procedure on Records.

7.1.2 Protect paper records by always storing them in boxes or cabinets in cool, dry,
and secure locations.

7.1.3 Protect electronic records by establishing and following appropriate quarterly
backup and storage procedures through Safety Deposit Box.

7.1.4 Inspect records storage areas regularly to ensurc they are secure, safe and free
from any sign of deterioration, infestation, or damage.

7.1.5 Establish clear procedures for protecting vital records, so that all records are
well protected and accessible as needed in the event of an emergency.

7.1.6 All personnel should be aware of and trained in emergency response procedures.

7.1.7 Develop and implement a formal disaster recovery plan, including measures for
prevention, recovery, and post-incident reviews. Review the plan regularly and update
it to reflect any major office changes.

7.2 Recovery

7.2.1 Actions to save or salvage records should begin as soon as possible afier a
bu1ldmg oﬁimal fire marshal, building security, or safety officer determines the
le and they have given their approval to enter the building.

P M D?GZ Bring the|disaster response team and confirm and prioritize recovery operations
] d disaster recovery plan. -

Approv s W, Date: ! '
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7.2.3 As appropriate, arrange to salvage any non-vital records or clean up records
systems or storage areas.

7.2.4 Once the disaster is over and the office is back to normal, review the plan and
make changes for improvement.

8.0 Records Matrix

ADPVOVEC’O Ra!ne L P D';.‘ Vevr

o e

Vice Precident r”nr‘_

te Services

" e | Record | Retention
Record Type Custodian Origin/Author Foin Period
MGB CO, 3
1 | Certificate of Analysis Project Manager Private Peidies & 5 years
Electronic
Laboratory
Declaration of Mining Project ; ;
R Partner/O 5
2 Penaibility Study Project Manager ner/Operator | Printed years
3 Environmental Compliance Project Manage MGB Printed & N
Certificate (ECC) ) Ber Electronic
Environmental Impact . Printed &
4 Statement (EIS) Project Manager | Partner/Operator Blectronio 5 years
Exploration Work Program : Printed &
5 (EXWP) Project Manager | Partner/Operator Blectronic S years
- " ; Printed &
6 | Final Exploration Report Project Manager | Partner/Operator Electronic 5 years
Mineral Ore Export Permit ; Printed &
: 5
7 (MOEP) Project Manager MGB Blacironic years
« : Printed &
8 | Ore Transport Permit (OTP) | Project Manager MGB ikl 5 years
E Printed &
9 | Order of Payment Project Manager MGB Rlectronic Permanent
i ) Printed &
10 | Correspondences Project Manager | Partner/Operator Electronic 5 years
; ; _ ; Printed &
11 | Correspondences (PMP\C) Project Manage: PMDC Blectronic 5 years
PMDC
5 LGU, T T .
- AL ran Partner/Operator Fxied P?rmaqem
Date:
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Record | Retention
R T i igi
ecord Type Custodian Origin/Author Baseit Period
13 | Official Receipt (PMDC) FAD PMDC - FAD Printed | Permanent
Environmental Work Program - Printed &
14 (EWP) Project Manager | Partner/Operator Hlestronid 5 years
Community Development : _ Printed & )
15 Program (CDP) Project Manager | Partner/Operator Electronic 5 years
Certification on Conduct of A Printed &
16 IEC Project Manager LGU Rlsctionic Permanent
17 | Attendance on IEC Activity Project Manager | IEC Participants | Printed | Permanent
18 | Memoranda Project Manager PMDC Fiiteg & Permanent
Electronic
s ; Printed &
19 | Post-Visit Reports Project Manager PMDC Blaottanic 5 years
5 Lo s " Field Printed &
20 | Project Monitoring Report Project Manager Cosidisier | Blctihi Permanent
! _ ] ; PMDC, Printed &
21 | Minutes of Meetings Project Manager Parter/Operator | Blectronic 5 years
Requirements for filing of : Printed &
22 DMPF Project Manager | Partner/Operator Electronic 5 years
Printed &
23 | Annual Reports Project Manager | Partner/Operator Elren;t?onic 5 years
. . Printed &
24 | Quarterly Reports Project Manager | Partner/Operator Bléctionic 5 years
25 | Annual Presentation Project Manager | Partner/Operator | Printed 5 years
26 | Action liem/s Project Manager | Partner/Operator | Printed 5 years
27 aep Yol ARpcHt Project Manager | Partner/Operator | Printed 5 years
Operations
28 | Reference Price Index Project Manager | PMDC - PMPC | Printed 5 years
] Printed &
29 *MCB emcumcms W Project Manager I’artner/Operato_r_ Flostionts 5 years

Date:

Approvetco | = : ]| g
eT De Veyr i A A ) fia :
Vice te Services i
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et Record | Retention
R T i
ecord Type Custodian Origin/Author Format Period
30 | Production Report Project Manager | Partner/Operator | Printed 5 years
les Invoi
3] lion Fvatonsiaes Project Manager | Partner/Operator | Printed 5 years
Agreement
Printed &
3 i ;
2 | Draft Survey Report Project Manager | Pariner/Operator Hlbctronic 5 years
33 | Chiefmate's Report Project Manager | Partner/Operator | Printed 5 years
34 | BSP Assay Report Project Manager | Partner/Operator | Printed 5 years
35 | Verification of Shipment Project Manager MGB Printed 5 years
36 | Billing Statement FAD PMDC - FAD Printed 10 years
37 | Post-Collection Report FAD PMDC - FAD e & 10 years
Electronic
38 | Document Feedback Form DCC pmpc-pec | Printed & | e anent
Electronic
External Document i Printed &
37 | Distribution Master List RCk PMRC-DCE | Bl |00t
40 | Document Distribution List DCC pMDC-DCC | Pred & | b anent
Electronic
- P i r
41 | Document Master List DCC PMDC-DCC i & Permanent
Electronic
42 | Revision History Page DCC PMDC-DCC Prmmd & Permanent
Electronic
43 | Request for Action Form 10 Tesm PMDC Printed | Permanent
Leader
44 | Audit Checklist 1QA Team PMDC IQA Printed | Permanent
Leader
45 | Audit Programme L PMDC IQA Printed | Permanent
Leader
26 A!ﬁﬁﬁ - ria e PMDCIQA | Printed | Permanent
c Leader
UNCONTROLLED —T T
Approved jpx N Date: )
bongT De Veyra #5 | ;J &
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3 o Record | Retention
Record Type Custodian Origin/Author Sormat Period
47 | Customer Feedback Form DCC Partner/Operator i & 5 years
Electronic
Template for Informing Printed &
48 | Customer of the QMS and DCC PMDC - PMD Electronic 5 years
Gathering Customer Feedback
PN i e HR Manager | PMDC — HRAD | Printed | Permanent
Hiring)
s | TIREnew Shectfor VT and HR Manager | PMDC — HRAD | Printed | Permanent
President)
51 | Notice of Personnel Action HR Manager | PMDC-HRAD | Printed | Permanent
52 | Interview Letter HR Manager | PMDC —HRAD | Printed | Permanent
Interview Sheet for External
53 | Hiring (for HR and Hiring HR Manager | PMDC - HRAD | Printed | Permanent
Manager)
54 | Background Reference Form HR Manager | PMDC -~ HRAD | Printed | Permanent
55 | Pre-Employment Checklist HR Manager | PMDC -HRAD | Printed | Permanent
56 | Job Offer Sheet (Form 8) HR Manager | PMDC-HRAD | Printed | Permanent
Annex 1: Regrets Letter (Non .
—HRAD | P d 1
"% Qualified after the Interview) BB Mpnagrr | PMIXC e g
sg | Interview Letter (for External | pp \roooer | PMDC—HRAD | Printed | Permanent
Hiring) -
59 | Job Offer Sheet (Form 8-A) HR Manager | PMDC - HRAD | Printed | Permanent
Introduction of PMDC/Project . : ) Printed &
60 to LGU Project Manager | PMDC — PMD Blectronic S years
. ; : . . Printed &
61 | JOA Registration with MGB | Project Manager | PMDC -~ PMD Blectionic 5 years
Endorsement to MGB for the Printed &
62 | Issuance of Order of Payment | Project Manager | PMDC — PMD : 5 years
e Electronic
(Qcgunatiop Fee) w

Approve . J
ilhe T. De Veyrd
e Services

Date:

Vice President, Corpo,




PHILIPPINE MINING DEVELOPMENT

' Control No: | PMDC-QP-02-03

CORPORATION ' Revision No.: | 3
. __Qmu_al_i'_ SR En ) T T et &R E_HECliVil}ﬂ . l AllguSl 30, 26—2;-
Procedure | ComtrolofRecords oo Page 160719 |
2 i Record | Retention
Record Type Custodian Origin/Author Foisiat Period
Reminder to submit proof of . Printed &
= payment of occupation fee FrojpciMammget | EMECEIMD ot | 1R
Reminder to submit Diiiiad &
64 | mandatory reports (ExWP, Project Manager | PMDC - PMD Blictic 5 years
EnWP, CDP)
65 | Evaluation Report Project Manager | PMDC — PMD Braed & Permanent
Electronic
Findings/Recommendation on Printed &
66 | Partner/Operators' submitted | Project Manager | PMDC — PMD : 5 years
Electronic
reports
Advisory on submission of ' \ Printed &
67 reports o MGB Project Manager | PMDC — PMD Electronic 5 years
Reminder to submit revised Printed &
68 | mandatory reports (ExWP, Project Manager | PMDC - PMD Rlectronic 5 years
EnWP, CDP)
. Printed &
69 | Endorsement to MGB RO Project Manager | PMDC - PMD Risctronic 5 years
Coordination with
Partner/Operator re: Conduct . Printed &
: PMDC - PMD . 5 ye
" of IEC/PMDC Introduction to Frojoct Mataiee Electronic yeas
the Community
Reminder to the
Partner/Operator to submit : Printed &
‘0jc - PMD : 5
& 1st, 2nd, and 3rd quarter Etpject Mansgen || FMDE Electronic o
reports
Reminder to the Printed &
72 | Partner/Operator to submit 4th | Project Manager | PMDC - PMD Electronic 5 years
quarter and annual reports
Communicate to the
Partner/Operator the action ; " Printed &
PMDC - PMD : 5 years
7 item/s based on the Minutes B hpagey Electronic Y
i ol {h¢ Mcetng N
ne ——
L)

T. De Veyra

Date:
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. e Record | Retention
Record Type Custodian Origin/Author Tormst Period
Reminder to the Printed &
74 | Partner/Operator to submit Project Manager | PMDC - PMD 3 5 years
Electronic
EIS
Reminder (o the operalor {o Printed &
75 | submit the requirements for Project Manager | PMDC - PMD o 5 years
the filing of DMPF
Endorsement of the Printed &
76 | Partner/Operator for the filing | Project Manager | PMDC - PMD Bhestranias 5 years
of DMPF to the MGB RO
Reminder to the
Partner/Operator to submit a . Printed &
77 copy of each MGB approved Project Manager | PMDC - PMD Blectionis 5 years
OTP and MOEP
Registration of the Joint ; Printed &
;i : P - PMD 3 :
78 Operating Agreement (JOA) Project Manager MDC Hlestronie Permanent
79 Payment of 2nd Commitment Project Manager | PMDC — PMD Prmtled & 5 years
Fee Electronic
80 REEWRLix L eelbrnasice Project Manager | PMDC - PMD e & 5 years
Bond Electronic
81 | IEC Presentation Highlights Project Manager | PMDC —PMD | Printed 5 years
: W . Printed &
82 | Project Monitoring Journal Project Manager | PMDC - PMD Electronic Permanent
Reminder to the
Partner/Operator to submit a ; Printed &
: PMDC - PMD b 5
& copy of their MGB registered SR R Electronic s
JOA
84 | Purchase Requisition Form Procureme.nt. PMDC —HRAD | Printed | Permanent
Officer/Specialist
Procurement R
isiti . ... | PMDC —HRAD | Printed | Permanent
85 | Work Order Requisition Form Officer/Specialist rinte
o = Procurement :
7 ' — HRAD-{ - Printed_| >nt
i OFPMWH Officer/Specialist e }T i 2 ;,Egrmiam.gl
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87 | Abstract of Canvass Form Procureme.nt. PMDC - HRAD | Printed | Permanent
Officer/Specialist
88 | Purchase Order Form (+50K) | . LTOCWement | pypye HRAD | Printed | Permanent
Officer/Specialist
89 | Purchase Order Form (-50K) ProcuremeP t. PMDC —HRAD | Printed | Permanent
Officer/Specialist
90 | Purchase Order Form (-5000) | PrOSWement | oy me HRAD | Printed | Permanent
Officer/Specialist
. i3 Procurement )
91 | Receiving Report Form Officer/Specialist PMDC - HRAD | Printed | Permanent
: Procurement :
92 | Request for Quotation Form Officer/Specialist PMDC -HRAD | Printed | Permanent
Evaluation and Acceptance Procurement :
93 Summary Form Officer/Specialist PMDC - HRAD | Printed | Permanent
94 | Specifications BAC Secretariat PMDC Printed | Permanent
95 | BAC Resolution BAC Secretariat | PMDC-BAC Printed | Permanent
96 | Terms of Reference (Bidding) | BAC Secretariat | PMDC-BAC Printed | Permanent
97 | BAC Meeting Minutes BAC Secretariat | PMDC-BAC Printed | Permanent
i -BAC Printed &
98 | Suppliers’ Contracts Rat Secmaras | EMDC § N4 MneC < | permanent
Suppliers Electronic
: BAC Secretariat Printed &
99 | Notice to Proceed PMDC-BAC Rlectroic Permanent
100 | Performance Bond BAC Secretariat Suppliers Printed | Permanent
101 | Bid Documents BAC Secretariat | PMDC-BAC Permanent
102 | Minutes of Pre-bid conference | BAC Secretariat PMDC-BAC Printed | Permanent
103 | Bid Bulletin BAC Secretariat | PMDC-BAC Printed | Permanent
: MmutFS OrBlfl Submxsmgi BAC Secretariat PMDC-BAC vides | Peinanent
ﬁ;‘ A = BAC Sccretariat | PMDC-BAC '| Prinfed | Permament|
=D T

.|
Appro

has

Date:

Vice President, Corporate Services

YL



" - ' Control No: | PMDC-QP-02-03
PHILIPPINE MINING DEVELOPMENT
CORPORATION | Revision No.: | 3
| i L | Effectivity: | August 30, 2023
| | ua : |
: Mocsdiare Control of Records Page No. Page 19 of 19
: o Record | Retention
Record Type Custodian Origin/Author Sl Period
106 | Memo issued by BAC TWG BAC Secretariat | PMDC-BAC Printed | Permanent
107 | Notice of Award BAC Secretariat | pyvipeBac | PP & | permanent
Electronic
9.0 REFERENCES

9.1 PMDC Records Management Policy
9.2 NAP General Circular No. 1 & 2 of January 20, 2009
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1.0 PURPOSE

This document defines the policies and guidelines to identify and control nonconforming
services within the QMS Scope, and to initiate and record corrective actions taken by the
PMDC to eliminate causes of nonconformities and support the intention of continual
improvement.

2.0 POLICY

The PMDC shall provide services to its stakeholders in accordance with their specified
requirements. As such, it is the policy of the company to ensure that all services that do not
conform to requirements are identified, evaluated, and resolved in accordance with the
guidelines as provided in this document. It is likewise the policy of the PMDC to implement
corrective actions to continually improve the effectiveness of the established quality
management system.

3.0 DEFINITION OF TERMS:

3.1NC - Nonconformity. Deviation from a specified
requirement that needs immediate action.
3.2 OF1 - Opportunity for Improvement; an aspect in the

Quality Management System that may cause minor
errors or possible problems in the PMDC operations
and therefore may be further improved to enhance
or maintain the effectiveness of the system. This is
usually discovered from audit observations.

3.3 Disposition - Refers to actions to be taken to nonconformities,
such as correction, concession, mitigation of
effects.

3.4 Correction - Immediate short-term measure to be taken to
address an identified NC or OFI.

3.5 Corrective Action - Long-term measures to be taken to address an
identified NC or OFI.

3.6 Preventive Action - Action to eliminate the cause of potential

nonconformity or undesirable situation. Preventive
action is taken to prevent occurrence. There can be
more than one root cause for an NC/OFI.

3.71QA - Internal Quality Audit. A procedure to evaluate the
effectiveness of the QMS.
3.8 RFA - Request for Action Form. This is used to initiate

and record NC/OFI and monitor the status and

UNC

PMDC /| e 0
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actions taken relativé to the NC/OFTI. The form shall

be used by the IQA Team during the conduct of
their Audit and/or the PMDC Employee/s who will

initiate

any

identified

nonconformity  or

opportunities for improvement.

4.0 SCOPE

- PMDC Employee who initiated the RFA.

This document applies to all services provided by the PMDC for its stakeholders, where
nonconformities may arise within the QMS scope. This procedure also covers all corrective
actions identified when nonconformity is encountered/anticipated through internal audits,
customer complaints, problems encountered/anticipated within the QMS Scope and any
event that could affect the QMS.

5.0 RESPONSIBILITIES

5.1 The Management

Representative —

responsible  for

ensuring the proper

implementation of this procedure. The MR validates nonconformities, establishes the
control methods, defines responsibilities and authorities, and reviews and approves
the necessary action to address the identified nonconformity. They are also
responsible for ensuring the effectiveness of actions taken.

5.2 PMDC Employee/Initiator — aside from a member of the IQA, an employee may also
identify nonconformity and initiate the control and disposition measures, in
coordination with assigned Supervisor or authorized officer.

5.3 Process Owner — Verifies nonconformity and determines root cause of NC/OFI.

5.4 IQA Auditors — authorized to initiate RFA through their Audit Team Leader.

5.5 IQA Team Leader — maintains a registry of issued RFA.

6.0 PROCEDURE DETAILS
%‘:}f' Key Activities Responsibilities
6.1 | Identification of nonconformity PMDC Employee
6.2 | Verification/Validation Process Owner
6.3 | Resolution of Nonconformity Mancom/MR/Process Owner
Ld4—Fetownpon Action Taken IQA Team
YRuation of Efffectiveness of Action Taken IQA Team with concerned
\¥J
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6.1.

6.1

Benchmarking;

Analysis of similar processes;

Evaluation of previous outputs/activities relative to the operations;
QMS audits; and

Customer Feedback

1

2

Documenting and Reporting of Nonconformities/OFIs

Identified nonconformities should be recorded on the RFA Form. The
RFA Form is assigned with serial number as follows:

AAA-XX-YY

L Sequence number

B
!

Year

> Origin
CDDSSS - SSD department

RFA form contains information that includes, but not limited to:

Description of potential or actual
nonconformity/nonconformance/OF1

Root-cause analysis, if applicable

Proposed action

Individuals responsible for initiating and implementing action
Target completion date

Follow-up action date

Evaluation and assessment of action taken

6.2 Verification of Nonconformity

All documented nonconformities are referred to the Process Owner, for verification
and analysis of the nonconformity using appropriate tools/techniques. The Process
Owner, depending on the nature of nonconformity, may initiate a meeting with
concerned individuals to facilitate the verification and identification of root cause.

6.3 Resolution of nonconformity

After problem analysis, the necessary corrective action/s is/are formulated and
recorded. Whenever possible, the target date for completion of “Action to be Taken”

U
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6.4 Follow-up on Action Taken
The IQA Team, may conduct follow-up “action to be taken” and perform some
verification to ensure that appropriate action have been taken to address the identified
nonconformity.

6.5 Evaluation of Effectiveness of Action Taken

The IQA Team shall initiate the review of the effectiveness of the Action Taken
together with the concerned Department Head or process owner.

Dispositions and effectiveness of actions taken are reviewed and discussed with the
process owner during meetings with the IQA Team Leader/assigned IQA Auditor
/Initiator wherein information relevant to RFAs is considered.

Status of actions taken is included in the agenda and is discussed during management
reviews and/or management committee meetings.

7  REFERENCES

7.1 Quality Procedures
7.2 Request for Action Form

- Date:

7 - ;
CO Y Jaim Veyra . ,

ice President, Cdrporate Services
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1.0 PURPOSE:

1.1 To establish, document, and maintain a procedure for PMDC's Internal Quality Audit

(IQA).

1.2 To define the system for the planning, preparation, execution, follow-up, and

reporting of IQA activities in determining whether:

1.2.1 The QMS conforms to the planned arrangements. To the requirements of ISO

9001:2015 and to the established quality management system, and
1.2.2 The QMS iseffectively implemented and maintained.

2.0 SCOPE

This procedure applies to the PMDC's quality management system whose processes directly

affect the quality services delivered to the customer.

3.0 DEFINITION OF TERMS:

3.1 Audit -| Systematic, independent, and documented process
for obtaining evidence and evaluating it objectively,
to determine the extent to which criteria are fulfilled

3.2 Audit Criteria -| Set of policies, procedures, or requirements, used as
reference against which audit evidence is compared

3.3 Audit Evidence -| Records, statements of facts or other information,
which are verifiable and relevant to the audit
criteria. It can be qualitative or quantitative

3.4 Audit Findings -| Results of the evaluation of the collected audit
evidence against audit criteria

3.5NC - | Nonconformity, non-fulfillment of requirement

3.6 Disposition -| Actions to be taken to address nonconformities

3.7 Correction -| Immediate shori-term measure to be taken to

address an identified NC or OFI

3.8 Corrective Action -

Long-term measures to be taken to prevent
recurrence of an identified NC or OFI

3.9 OF1 -| Opportunity for Improvement, an aspect in the

Quality Management System that may cause minor
errors or possible problems in the PMDC operations
and therefore may be further improved to enhance
or maintain the effectiveness of the system. This is

— usually discovered from audit observations

W - | Management Representative (Vice President for
Operations and/or Vice President for Corporate
UNCONJROLLED| | benice .
| s g of s - | Request for Action Form
COPY 1—
Approved by: i [ Date:

Jaimé¥. De Veyra
Vice President, Corporate Services
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4.0 PROCEDURE DETAILS
4.1 Responsibilities

4.1.1 The MR is responsible for ensuring that a complete audit on the
quality management system takes place at least once a year.

4.1.2 The IQA Team Leader is responsible for ensuring the proper
implementation of this procedure

4.1.3 The MR/Process Owners are responsible for ensuring that appropriate
actions, with regard to audit findings are taken without undue delay to
eliminate their causes.

4.1.4 The auditor(s) who carried out the audit, which resulted in raising
audit findings, is responsible for conducting follow-up activities to
verify the completeness and the effectiveness of the actions taken.

4.1.5 Auditor(s) are responsible for preparing the necessary tools and Audit
Checklist to be used for the Audit.

4.1.6 The IQA Team should meet regularly, preferably quarterly, to discuss
relevant matters pertaining to internal audit.

4.2 Planning the Audit

42.1 An Audit Programme/Plan is prepared by the IQA Team Leader. The
audit should be conducted at least once a year.
42.2 The Audit Programme/Plan contains
¢ Purpose of the activity
¢ Audit scope which shall include but not limited to applicable clauses in
the ISO 9001:2015 Standards, quality objectives, risk and opportunities,
control of documented information, etc.
» Departments to be audited including units and the IQA Team
with their designated representatives
¢ Assigned auditors, and
« Date and time of the audit
The whole quality management system will be audited at least once a
year.

42.3 In addition to the planned audits, unplanned internal audits may be
initiated by the MR, if deemed necessary. Decisions for initiating
unplanned internal audits should be based on:

e Unusual; increase of quality related problems
e . oduction of new services
P M D c e CHanges on the quality system, personnel and processes, and

U NCONTROLLE 6 stomer’s request
COPY |

Approved by: <} J Date: _
Jaime T. De Veyra NUV ff b ZUL : ket |
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424 The Audit Programme/Plan is reviewed and approved by the MR/Vice

425

4.2.6

427

President for Corporate Services or Vice President for Operations prior to
its implementation.

Prior to conducting an audit, proper arrangements should be made with the
corresponding issuance of notification to be forwarded to concerned
auditee/s or process owners at least two weeks before the conduct of
internal audit.

Notification of an audit shall be in the form of the copy of the Audit
Programme/Plan prepared by the IQA Team Leader.

Auditors who are tasked to conduct the audit shall be selected from the
pool of qualified personnel listed on the Special Order duly signed by the
President. Auditors registered on the list are trained and qualified in
accordance with appropriate education, training, skill, and experience, as
suggested in ISO 9001:2015.

4.3 Preparation for the Audit

431

432

433

Upon notifying auditors and auditees, necessary documentation (e.g.
Quality Manual, PAWIM, QMS and project management records) are
reviewed by the auditors.

Taking into account the audit scope, objectives, and the information
gained from the review of various documents and records, Audit
Checklists are developed.

The checklist is used flexibly. It is not used as a questionnaire which,
when completed, signals the end of the interview. During the audit, the
auditor may add to the checklist, depart from it, and return later, or may
decide not to cover some items.

4.4 Conducting the Audit

441

An opening meeting is conducted prior to actual audit to reconfirm audit
plan, basis for the audit, and audit participants. The meeting is usually an
informal one with no record being kept except those necessary for the
smooth conduct of the audit.

442 An Audit proper must have the following activities:

e Establishment of facts by interviewing personnel, reviewing
documents, observing processes and verifying records.

¢ Recording of facts to determine the objective evidence of
nonconformity

e Classifying audit findings as to NC or OFI

PMDC
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443

Closing meeting is conducted to present audlt findings to the auditees of
the audited area.

4.5 Reporting of Audit Findings

451

452

453

454

455

456

Audit findings are documented. In case of NCs and OFls, the assigned
auditor shall accomplish the RFA form.

Audit follow-up 1s conducted on or a maximum of one week after the
target completion date, to verify whether the appropriate action is
effectively implemented

In case of a rescheduled follow-up, the auditor ensures that the new
follow-up date is properly recorded.

An Audit Summary Report is prepared by the IQA Team Leader and
submitted to the VP for Corporate Services or VP for Operations for
approval.

To provide evidence of a systematic audit and for useful references, the
IQA Team Leader maintains all relevant records of concluded internal
audits.

Results of internal audits are discussed and presented during management
review meetings.

4.6 Verification of Actions Taken

46.1
4.6.2

46.3

The IQA Team Leader shall maintain a registry for all actions submitted.
Corrective actions are implemented without undue delay. Guidelines are
given on Control of Nonconformity and Corrective Action Procedure.
Actions to address OFIs are recommended but not required.

4.7 Audit Analysis

471

472

473

Audit Analyses shall be prepared annually by the IQA Team to give the
Management an overview of the status and performance of PMDC’s
Quality Management System.

An Audit Analysis shall be prepared and shall cover the audit results of

the preceding year. This may be done during Management Review.

The Audit Analyses shall:
e Enumerate the Nonconformities and Opportunities for
Improvement of the QMS
e [llustrate the strengths and weaknesses of the Quality Management
System, and

/_

.

PMDC
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)} Report the IQA Team’s initial analysis of the status and condition
of the PMDC’s QMS based on the audit results.
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474 The MRNice Presidents shall be furnished a copy of the Audit Analysis.
Meanwhile, the original copy shall be kept by the IQA Team Leader.

5.0 REFERENCES
5.1 PMDC-QP- - Control of Nonconformity and Corrective Action Procedure
5.2 PMDC-QP-05 FO1 - Audit Checklist
5.3 PMDC-QP-04 FO1 - Request for Action Form
s N
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1.0 PURPOSE

This document institutionalizes the policies and procedures for evaluation of unbidded properties,
monitoring of the contracts with Partners/Operators, and management of mining projects.

2.0 POLICY

It is the policy of PMDC to ensure that Partners/Operators strictly comply with contractual
obligations and adhere to laws, rules and regulations pertinent to project implementation.
Likewise, to ensure the effective operation of PMDC’s quality management system. the company
establishes and maintains the necessary procedures/work instructions for reference and adoption
by concerned employees.

3.0 SCOPE

The set of procedures applies to the specific steps or activities that the Technical Personnel and
other concerned employees need to adopt in order to adhere to PMDC’s Quality Policy and
Objectives. This document covers the procedures from the evaluation of the unbidded mining
assets to the generation of revenues.

4.0 DEFINITIONS

1.

)

('S

Certificate of Analysis — refers to the document issued by a qualified laboratory and duly
signed by its representative which certifies the assay of mineral samples, including the
method of analysis and preparation used.

Community — refers to the area where the mining project is located. It also refers to the group
of people directly affected by the mining project, or stakeholders, which includes the local
officials, the residents, indigenous people and all other key players.

Contract — refers to the written agreement that governs PMDC’s operating relationship with
its contractors called: Partners/Operators. Said contract is referred to as the Joint Operating
Agreement.

Declaration of Mining Project Feasibility Study — refers to a document proclaiming the
presence of minerals in a specific site which are recoverable by socially acceptable,
environmentally safe, and economically sound methods specified in the Mine Development
Plan.

Development — refers to the work undertaken to prepare an ore body or a mineral deposit for
mining, including the construction of necessary infrastructure and related facilities.

Environmental Compliance Certificate (ECC) — refers to the document issued by the
Department of Environment and Natural Resources (DENR) certifying that the project under
consideration will not bring about an unacceptable environmental impact and that the
proponent has complied with the requirements of the environmental impact statement system.
(R. A. 7942)

PMDC

Approved by: /—MQ Date: ‘ UNCONTROLL
Lucas R. Vidad L U3

y kK
» JUL
Vice President for Operations . - N COorPY

ED



Records
Text Box
PMDC
UNCONTROLLED 
COPY



PHILIPPINE MINING DEVELOPMENT  Control No: MDEQRD6-05

CORPORATION Revision No.: 6
- Effectivity: July 5, 2021
, Quality p : y Y3, !
roject Management —
A{g Procedure j g Page No. Page 3 of 30

7. Environmental Impact Statement (EIS) — refers to the document(s) of studies on the
environmental impacts of a project including the discussions on direct and indirect
consequences upon human welfare and ecological and environmental integrity. The EIS may
vary from project to project but shall contain, in every case, all relevant information and
details about the proposed project or undertaking, including the environmental impacts of the
project and the appropriate mitigating and enhancement measures. (DENR Administrative
Order No. 37)

8. Exploration — refers to the searching or prospecting for mineral resources by geological,
geochemical and/or geophysical surveys, remote sensing, test pitting, trenching, drilling,
shaft sinking, tunneling or any other means for the purpose of determining their existence,
extent, quality and quantity and the feasibility of mining them for profit. (R. A. 7942)

9. Exploration Work Program (ExWP) — refers to the comprehensive and strategic plan to
delineate the ore body of a deposit through the various stages of exploration methods.

10. Final Exploration Report — refers to the report submitted by the Partner/Operator containing
the summary of all the exploration activities they have conducted in the project area within
the span of the exploration stage.

11. Force Majeure — refers to acts or circumstances beyond the reasonable control of the
Partner/Operator or the PMDC including, but not limited to, war, rebellion, insurrection,
riots, civil disturbance, blockade, sabotage, embargo, strike, lockout, any dispute with surface
owners and other labor disputes, epidemic, earthquake, storm, flood or other adverse weather
conditions, explosion, fire, adverse action by government or any instrumentality or
subdivision thereof, act of God or any public enemy and any cause that herein describe over
which the affected party has no reasonable control. (R. A. 7942)

12. Mineral Ore Export Permit (MOEP) — refers to the permit issued by the Department of
Environment and Natural Resources (DENR) Secretary or his authorized representative or by
the provincial governors for the transport/shipment outside the Philippines of all mineral
ore(s), including tailings by permit holders and other mining rights holders, including small
scale mining permits. (DENR Administrative Order No. 2008-20)

13. Ore Transport Permit (OTP) — refers to the permit issued by the Mines and Geosciences
Bureau (MGB) or the Office of the Provincial Governor to a Contractor, accredited dealer,
retailer, processor and other Permit Holders to transport minerals/mineral products.

14. Order of Payment — refers to a document issued by the concerned MGB Regional Office
(RO) for the purpose of payment of occupation fee based on the area covered per
municipality where the project is located.

I5. Partner/Operator — refers to the mining company to whom PMDC awarded the Contract or
Joint Operating Agreement for a particular project, after the conduct of a competitive and/or
transparent bid.

16. Production — means the extraction or disposition of minerals.

PMDC
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I7. Project Management — refers to the activity in which the Project Management Department
(PMD) conducts monitoring of the mining projects and activities within the Diwalwal
Mineral Reservation Area (DMRA) and other mine sites, verification of compliances with all
regulatory requirements at every stage of mining operations, and project generation which
covers evaluation of unbidded properties.

Project Management is carried out through site visits, review of reports and work programs,
and communication with the Partner/Operator and the stakeholders, as needed, to ensure that
problems are addressed, relevant programs/projects and services are provided to the mining
communities, and revenues are generated on time. It also includes the close monitoring of
PMDC’s contract with the Operator in such a way that all provisions of the contract,
including Operator’s obligations, are complied with.

18. Project Monitoring Database — refers to the database maintained by the PMD for each of the
projects. The database contains the details of the major activities, events, and issues that arose
or transpired on the project the journal pertains to and the specific PMD Personnel that
undertake such actions. The database is meant to aid any PMD Personnel in monitoring and
determining the status of the projects.

19. Reference Price Index — refers to the basis of pricing the minerals/metals under consideration.
This in turn relates to Bangko Sentral/London Metal Exchange, Asian Metal and Info Mine
website data, as well as information provided by the Mines and Geosciences Bureau.

5.0 RESPONSIBILITY

1. Field Coordinator — monitors the Partner/Operator’s activities and operations at the site,
and submits timely feedback report to the PMD Manager.

2. Finance and Account Department (FAD) — undertakes the timely billing and collection of
fees, payments and royalties from the PMDC’s Partners/Operators.

3. Legal Department (LD) — provides legal support and assistance to the Project Management
Department in terms of any legal issues that the Technical Personnel encounter in their
assigned projects.

4. Mineral Pricing Committee (MPC) — a PMDC AdHoc Committee which is tasked to
review and submit recommendations to the President and CEO regarding the
determination and settlement of pricing decisions on the value of ore or mineral shipments.

5. President and CEO — provides strategic direction to the company and oversees the
complete operation of the organization, including that of Project Management.

6. Vice President for Operations — provides strategic direction to the operations of Project
Management, Business Development and Corporate Social Responsibility (CSR).

7. Technical Personnel — records/documents the progress of all mining projects in accordance

with agreed timelines and ensures that all PannerstperamW
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contractual obligations and adhere to laws, rules and regulations pertinent to project
implementation.

Project Management Department (PMD) Assistant — creates the reminders for the
Partner/Operator to submit required reports, work programs, and acknowledges the same
upon receipt.

Project Management Department (PMD) — refers to the unit that undertakes all phases of
project development including evaluation of unbidded properties, and project monitoring
and reporting which include site visits, provision of technical assistance and coordination
with Partners/Operator and ensures compliance with all rules and regulations pertinent to
project implementation.

PMD Manager — manages the Project Management Department and ensures that the
Technical Personnel and PMD Assistant adhere to the provisions stated in this Procedure
on Project Management.

Project Management —

PMDC

Vice President for Operations
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6.0 PROCESS FLOW ON PROJECT IDENTIFICATION/AWARD

Input: Unbidded Properties

IDENTIFICATION OF PRIORITY
PROJECTS TO BE BIDDED OUT

Y

Jor execution by PMDC Top Management

GATHERING, COLLATION & ANAYSIS OF DATA FROM MGB
REGIONAL OFFICES & MGB CENTRAL OFFICE
(Related Literatures, geologic reports & maps, mineral resource/drilling reports)

Sfor execution by PMD

Y

DUE DILIGENCE
Courtesy call to LGUs & MGB Regional Offices

Jor execution by PMD

SITE VISITS/VERIFICATION

Reconnaissance mapping & Sampling

;

Sfor execution by PMD

o

PREPARATION OF SUMMARY REPORTS FOR THE PROJECTS
Geologic map
Laboratory results of sample gathered,
¢.  Executive Summary (Location and Accessibility: Drainage and Topography: Results
and Conclusion; Previous data gathered: Licenses and permits granted. if anv)

Jor execution by PMD

.

PREPARATION OF TERMS OF REFERENCE (TOR)
a. Determination of the corresponding PMDC share for

metallic and non-metallic commodities
b. Commitment Fee
¢. TOR Conference with BAC

Jor execution by PMD and 1.D

.

APPROVAL BY TOP MANAGEMENT
(President & CEOQ, Board of Directors)

v
v
¥ IDENTIFICATION OF INVESTORS | for execution by PMD
(BOL, INDUSTRY) and BDD
POSTING OF AVAILABLE +
- Z ~ PROPERTIES IN PMDC WEBSITE
Jor execution by BA(
AND/OR IN SEV‘ERAL MAJOR MEETING WITH PROSPECTIVE for execution by PMD
SPREADSHEETS INVESTORS and BDD
v v
Sor execution by PMD(C Top | BIDDING/AWARD/ISSUANCE OTHER FORMS OF AWARDING | for execution by PMDC Top
Management and'or BAC OF NOTICE TO PROCEED AS PERMISSIBLE BY LAW Management and'or BAC
I
v

Output: AGREEMENT

PREPARATION OF MEMORANDUM OF AGREEMENT

(MOA) & OPERATING AGREEMENTS

Jor execution by PMD and 1.D

PMDC
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7.0 PROCESS FLOW UPON COMMENCEMENT OF CONTRACT

Input: AGREEMENT

(OPERATING AGREEMENT)

COMMENCEMENT OF CONTRACT

for execution by PMD

COORDINATION WITH LGUs/ CONCERNED
GOV'T AGENCIES FOR THE INTRODUCTION
OF PMDC PROJECT AND OPERATOR

Y

ENDORSEMENT OF OPERATING AGREEMENT FOR
MGB REGISTRATION AND COMPLIANCE OF
REGULATION/LEGAL REQUIREMENTS

for execution by PMD

PROJECT MONITORING

(from Commencement of Exploration to Revenue Entry)

for execution by PMD

Y

CONDUCT OF IEC/ INTRODUCTION
TO THE COMMUNITY
(Can be undertaken afier exploration
depending on the situation)

Jor execution by PMD

COMMENCEMENT OF
EXPLORATION

Sor execution by Partner:Operator

h 4

CONDUCT OF OTHER PROJECT
MANAGEMENT ACTIVITIES

Y

Jor execution by Partner Operator

COMMENCEMENT OF
DEVELOPMENT/PRODUCTION

Jor execution by Partner Operator

Output: Revenue

REVENUE ENTRY

Jor transmittal by Partner/Operator
for receipt by PMDC

Jor execution by PMD, BDD, and P O

PMDC
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8.0 PROCEDURE AND ACTION PLANS

The following provisions present the procedures and the corresponding timeline within which the
Technical Personnel and other concerned parties are expected to undertake the specific activity.

However, in the event that a Technical Personnel is not available (due to field work, sickness, or
any valid reason} to handle or execute a required action or output that he/she is assigned to, the
time indicated to perform the required action or output shall start on the first day the Technical
Personnel reports to the office.

Moreover, the PMD Manager may assign another Technical Personnel to handle or execute an
action that requires immediate attention. The time indicated to perform the required action shall
therefore start on its delegation to the Technical Personnel.

8.1. Project Generation/Evaluation

8.1.1. Upon the identification of priority projects by the Top Management, the Project
Management Department shall gather, collate, and analyze all the available pertinent
data from the Mines and Geoscience Bureau Central Office {(CO) and Regional Office
{RO), and from other concerned agencies.

8.1.2. The data shall be verified by the Technical Personnel through due diligence and site
visits, where reconnaissance mapping and sampling will be conducted. A project
summary report shall be prepared to be submitted to the President and CEO, and a list
of projects for bidding shall be submitted to the PMDC Board of Directors for their
approval.

8.1.3. The PMD and Legal Department shall prepare the Terms of Reference (TOR) with the
following details;

a. Time Table: The following time table is established as the most tvpical and
accepted miming cycle from Exploration to Mine Development:

¢« The terms for Exploration Period is six {6) years for mining properties
with metallic minerals such as copper, gold, nickel, chromite, etc, and four
(4) years for mining properties with non-metallic minerals such as
limestone, silica, sand and gravel, and the likes;

e Feasibility study including the filing of the Declaration of Mine Project
Feasibility {DMPF) and its applicable processes shall be part of the
Exploration, any extension on the applicable period shall require approval
of PMDC Board;

¢ Mine Development and Production activities shall commence immediately
upon approval of the DMPF.

e The provided timeline may be shorten depending on the availability of
technical data of the mining projects and research study of the PMD. The
said timeline shall also be determined by the PMD.

Quality !  Effectivity * November 28, 2024 |

PMDC

A ved by: P ;; 3 CONTROLLD
pRIOTEERY ucas R, Vidad v ND\' 2 -I qé}'& COPY

#Vice President for Operations

ED



Records
Text Box
PMDC
UNCONTROLLED 
COPY



" PHILIPPINE MINING DEVELOPMENT  Conirol No- PMDC-OP0605

CORPORATION Revision No.: | 9
- Effectivity: . November 20, 2024
Qual;ty - Project Management
Procedure - Page No Page 9 of 30

b. Commitment Fee:

« First payment upon signing,

e Second pavment after twelve (12} months occurring from Operating
Agreement execution date. The payment of the Commitment Fee will not
proceed if the project become operational (Production Period) the twelfth
(12™) month from signing of the Operating Agreement; and

e Third to sixth payments (1f exploration period is extended) annual
Cominitment Fees. The payment of the Commitment Fee shall cease if the
project become operational {Production Period).

¢. Operating Agreement should stipulate that Partner/Operator should get [SO-14001
certification (Environmental Management System) should they decide to proceed
to DMPF. The ISO-14001 is a mandatory requirement for mining projects with
metallic minerals within one (1) year from the receipt of the order approving the
DMPF. For mining projects of non-metallic minerals, ISO-14001 s not mandatory
but recommended.

8.1.4. The projects shall be subjected to bidding rounds with interested/prospective bidders.

8.1.5. Once the bidding/negotiation ts done, the project shall be awarded to the winning
bidder, and a Notice of Award shall be issued.

8.1.6. The PMDC and the winning bidder shall sign the Operating Agreement.
8.2. Commencement of Contract

The provisions in the contract shall take effect immediately after the Operating Agreement
signing of the Partner/Operator; and PMDC.

8.2.1. Coordination with LGUs and Concerned Government Agencies
8.2.1.1.  Introduction of PMDC Project and its Partner/Operator

The assigned Technical Personnel shall send a letter using PM-Template-001
to the LGUs introducing the PMDC mining project, and the credentials of the
Partner/Operator with the agreed schedule as coordinated with the
Partner/Operator. The said letter shall be signed by the President and CEO.

8.2.1.2. Endorsement of Operating Agreement with the MGB Regional
Office for Registration

a. The assigned Technical Personnel shall prepare and send a letter using
PM-Template-002, within fifteen (15) calendar days after Operating
Agreement sigmng, endorsing the registration of the project to the
concerned MGB Regional Office (RO); said endorsement letter shall be

PMDC
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signed by the President and CEO or the Vice Prestdent tor Operations. The
Partner/Operator shall be furnished a copy of this letter.

The assigned Technical Personnel shall remind the Partner/Operator using
PM-Template-003 to register the Operating Agreement to the concerned
MGB RO within thirty (30) calendar days after Operating Agreement
signing, and remind the P/O to submit to PMDC a copy of the registered
Operating Agreement within thirty (30) calendar days after its registration.
The letter of reminder shall be signed by the President and CEO or the
Vice President for Operations.

In cases where the Partner/Operator does not respond to the letter of
reminder to submit a copy of the registered Operating Agreement, see
Section 8.8.2.

8.2.1.3. Payment of Occupation Fees

a.

Upon receipt of the copy of the registered Operating Agreement, the PMD
Assistant shall send a letter using PM-Template-004 to the concerned
MGB Regional Office within five (5) working days requesting for the
issuance of an Order of Payment to the Partner/Operator for the occupation
fee. The said letter shall be signed by the President and CEO and/or Vice
President for Operations.

Upon receipt of the Order of Payment from the concerned MGB RO, the
PMD Assistant shall forward a copy to the Partner/Operator within three
(3) working days using PM-Template-005a.

If the Partner/Operator did not provide a copy of proof of payment of the
occupation fees within thirty (30) calendar days from the receipt of the
Order of Payment, the PMD Assistant shall send a letter using PM-
Template-005 fo the Partner/Operator requiring them to submit a copy of
the Official Receipt/s from the LGU/s as proof of their payment of
occupation fee/s. The said letter shall be signed by the President and CEO
and/or Vice President for Operations.

Upon receipt of the proof of payment, the PMD Assistant shall record the
details of the same in the Project Monitoring Database.

The payment of occupation fees shall be done annually throughout the
duration of the contract. The PMD Assistant shall send a letter using PM-
Template-004 to the concerned MGB RO thirty (30) calendar days before
the annual anniversary date of the JOA registration.

In cases where the Partner/Operator does not respond to the letter of
reminder to submit proof of their payment of occupation fee, see Section
8.8.2.
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coordination with the Partner/Operator on the agreed

a. The assigned Techmcal Personnel shall

8.2.1.4. Introduction of the Project to the Community (to be conducted in

schedule)

coordinate  with the

Partner/Operator through a letter using PM-Template-010 on the possible
schedule/s for the conduct of community meeting/Information, Education

and Communication (IEC) Campaign.

b. The assigned Technical Personnel shall conduct the meeting/IEC as

scheduled together with the Partner/Operator,

c. The assigned Technical Personnel shall prepare a summary/report using
PM-Template-011 for submission to the President and CEO, thru the Vice
Prestdent for Operations, and the PMD Manager, within five (5) working

days after conduct of the said activity.

d. The assigned Technical Personnel shall file a copy of the report in its

designated project folder.

e. In cases where the Partner/Operator does not

respond to the letter to

conduct [EC/Introduction to the Community, see Section 8.8.2,

8.3. Monitoring of the Partner/Operator’s Submission of the Mandatory Requirements to

MGB for the conduct of Exploration

8.3.1. The PMD Assistant shall require Partner/Operator to submit digital copy of the

following work programs:

Exploration Work Program
Environmental Work Program
Communrty Development Program

o op

Partner/Operator’s Safety Officer

Health and Safety Program, and accreditation at respective MGB office of the

8.3.2. The PMD Assistant shall document in the Project Monitoring Database the relevant

details of the submissions of the work programs.

8.4. Commencement of Exploration

8.4.1. The Partner/Operator shall start the conduct of exploration activities in the area
within a period of ninety (90) calendar days from the date of registration of the

Operating Agreement with the concerned MGB RO,

The assigned Technical

Personnel shall monitor the progress of the exploration activities of the
Partner/Operator thru site inspection and validation, conduct of meeting whenever
necessary, etc. The assigned Technical Personnel may also provide technical

assistance to the Partner/Operator as needed.

8.4.2. In cases where the Partner/Operator could not proc

ed with the exploration

— activities, see Section 8.8.1. PMDC
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8.4.3. Submission of Reports (Quarterly/Semestral/Annual Technical Report, CDP
and Environmental Reports, Safety Reports, Audited Financial Statements)

a. The PMD Assistant shall remind the Partner/Operator to submit to PMDC a
copy of MGB-received pertinent reports/documents using PM-Template-012 /
PM-Template-013 / PM-Template-013a, whichever is apphicable:

o Quarterly Reports on Exploration Accomplishment Reports

+ Semestral and Annual Exploration Accomplishment Reports

e Annual Community Development Program and Environment
Accomplishment Repoits

¢ Monthly Safety Performance and Annual Safety Statistics

« Audited Financial Statement, if necessary

b. Upon receipt of the pertinent reports’idocuments, the PMD Assistant shall
provide the reports to the PMD Manager. The PMD Manager shall designate a
Techmical Personnel to review and take note of major accomplishments of the
Partner/Operator. The assigned Technical Personnel shall input major
accompiishments, if any, of the Partner/Operator in the Project Monitoring
Database.

¢. Upon receipt of the subimitted Audited Financial Statements, if any, the assigned
Technical Personnel shall forward the said Financial Statements to the Finance
and Accounting Department.

d. The Finance and Accounting Department shall review the document, and submit
the evaluation report to the PMD Manager within five (5) working days.

¢. In cases where the Partner/Operator does not respond to the letter of reminder to
submit the mandatory report/s, sece Section 8.8.2.

8.4.4. Project Site Inspection/Field Verification/Regulatory Agencies’ Scheduled
Inspections, and Evaluation Meetings

a. For monitoring and validation of reports submitted by the Partner/Operator, the
assigned Technical Personnel shall conduct project site inspection/ficld
verification in coordination with the regulatory scheduled mmspections, as
needed, to be approved by the PMD Manager and Vice Prestdent for Operations.

b. The assigned Technical Personnel shall fill up a Travel Order to be approved by
the President and CEO once the schedule of the site inspection with MGB CO
and/or MGB RO 1s arranged.

¢. The assigned Technical Personnef may collect rock/sand/ore/water samples
from the field, as needed. The said samples shall be sent to MGB Central Office
(CO) for laboratory analyses. MGB CO shall send a Certificate of Analysis to
PMDC once the analyses are done. If in case MGB CO is not capable of certain
analyses needed by the assigned Technical Personnel,_the assigned Technical
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Personnel shall send the said samples to a private laboratory. The private
laboratory shall send a Certificate of Analysis to PMDC once the analyses are
done.

d. For the evaluation meetings, the assigned Technical Personnel shall coordinate
with MGB CO and/or MGB RO informing them that PMDC will be joining the
evaluation meeting, and communicate thru phone call for the details.

e. The assigned Technical Personnel shall submit a Post Travel Report using PM-
Template-011 to Vice President for Operations after the project site
inspection/field verification. The findings and recommendations cited during the
exit conference on the following aspects must be included in the Post Travel
Report:

« Exploration activity and results relevant to the project

o Community development project accepted by the community and giving
improvements to the local residents

¢ Environmental imbatives giving positive impact to the community as well
as observable negative effects-violations for corrective action, if any.

» [EC initiatives appreciated by the community, 1f any.

f.  Once the Vice President for Operations has noted/signed the Post Travel Report,
the assigned Technical Personnel shall file it in its designated project folder.

g The assigned Technical Personnel shall monttor the actions of the
Partner/Operator on the findings and recommendations cited by the members of
the inspection team. The major actions shall be noted down n the Project
Monitoring Database.

h. Whenever necessary, the assigned Technical Personnel may request a PMDC
staff from the field to monitor or validate the Partner/Operator’s activities in the
project area. The PMDC staft shall submit a project momitoring report to the
assigned Technical Personnel within five (5) working days after the end of the
site visit. The monitoring report should contain any or all of the following:

Expioration activity/ies,

Community development project/s,

Community coordinatiorys,

Sample shipment/s or movement or transportation, and

» Other activities/accomplishments that may be related to the exploration
activity.

1. After his’her review, the assigned Technical Personnel shall file the project
monitoring report, submitted by the assigned PMDC staff, in its designated
project folder.

8.4.5, Participation in the Presidential Mineral Industry Environmental Award

(PMIEA) for Exploration DM
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If PMDC receives an invitation to the PMIEA involving PMDC projects, PMDC
shalt encourage its Partners/Operators using PM-Template-024 to actively
participate in Presidential Mineral Industry Environmental Award (PMIEA) for
Exploration. The PMD Assistant shall coordinate with Partner/Operator and
consolidate documentary evidences for submission to the PMIEA Secretariat for
evaluation as entry and participant to the yearly award:

Environmental Management 45%
Safety and Health 15%
Community Development 15%
Information, Education, Communication 25%
TOTAL 100%

8.4.6. Meeting with the Partner/Operator

a. The assigned Technical Personnel shall inform the PMD Manager and/or Vice
President for Operations if the Partner/Operator requested for a meeting to
discuss project issues, as needed. Subject to their availability, the PMD Manager
and/or Vice President for Operations shall attend the meeting together with the
Technical Personnel.

b. The assigned Technical Personnel shall submit the Minutes of the Meeting using
PM-Template-014 to the President and CEQ, thru the PMD Manager and Vice
President for Operations, within two (2) working days after the meeting.

¢. The assigned Technical Personnel shall monitor the progress of the
agreements/action items as contained in the Minutes of Meeting, and act upon
the comments and instructions of the President and CEO, if any. The major
matters to be monitored with the corresponding actions undertaken shall be
recorded to the Project Monitoring Database,

8.5. Monitoring of the Partner/Operator’s Submission of the Requirements for Application
of Environmental Compliance Certificate and Declaration of Mining Project Feasibility
(Prior to the Commencement of Development/Production)

8.5.1. Application of Environmental Compliance Certificate (ECC)

a. The assigned Technical Personnel shall remind the Partner/Operator using PM-
Template-015 to submit the Environmental Baseline Study for the preparation of
required Initial Environmental Examination (IEE), and the Environmental Impact
Statement (EIS) and other documents required in the application of ECC to the
Environmental Management Bureau Central Office (EMB CO). The said reminder
shall be sent to the Partner/Operator within five (5) working days upon receipt of
the Partner/Operator’s notification that the exploration activities in the project area
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has been completed and of its intention to proceed with the
development/production stage of the mining project.

In cases where the Partner/Operator does not respond to the letter of reminder to
submit EIS and other required documents in the application of ECC to EMB, see
Section 8.8.2,

The assigned Techmeal Personnel shall coordinate with the EMB CO and
Partner/QOperator regarding the status of the ECC application through email, phone
calls and/or letters. The assigned Technical Personnel shall document in the Project
Monitoring Database the relevant details regarding the status of the ECC
application.

The application for ECC is evaluated by a Review Committee of different
concerned regulatory agencies (EMB, MGB, BMB, FMB, etc.) The assigned
Technical Personnel shall participate in the evaluation and/or field inspection of the
Review Committee, as needed and approved by the PMD Manager.

The assigned Technical Personnel shail provide the Vice President for Operations
thru the PMD Manager a report regarding the matters discussed in the evaluation of
the Review Committee within three (3) working days after the said evaluation,

The assigned Technical Personnel] shall monitor the actions of the Partner/Operator
based on the findings and recommendations of the technical working group of
concemned regulatory agencies. The relevant actions and updates shall be written in
the Project Monitoring Database,

Upon receipt of the notification that the ECC was already issued/approved, the
assigned Technical Personnel shall request for a copy of the 1ssued/approved ECC
with the Partner/Operator within three (3) working days.

8.5.2. Filing of the Declaration of Mining Project Feasibility (DMPF)

a. After the completion of exploration activities and submission of Final Exploration

Report, the Partner/Operator shall exercise option to proceed to filing of the
Declaration of Mining Project Feasibility. The Partner/Operator shall notify PMDC
that the exploration is successful and defined a mineral resource for feasibility
studies and thus, they intend to continue the project for development/production
stage.

If the Partner/Operator proceed to Mine Development and Production, the
Partner/Operator shall:

¢ Get certification for ISO 14001 for metallic mining projects. The said
certification shall be optional for non-metallic mining projects.

¢ Request MGB RO to organize Multi-stakeholders Team as backup, support,

and advocate for the advancement of the project PMDC

L
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The assigned Technical Personnel shall send a letter using PM-Template-016
within three (3) working days after the signing of Partner/Operator for another four
{4) vears with the option to proceed with the development/production of the mining
project area, reminding the Partner/Operator to submit to MGB CO/RO and to
PMDC a printed copy of each of the following documents/report necessary for the
filing of DMPF:

» Sworn Declaration of Mining Project Feasibility (DMPF)
o Secretary’s Certificate attesting to a Board Resolution as to the authority of the
person who is filing the Declaration
» Mining Feasibility Study Report/Project Description: i.¢.; 1) MGB Form No.
05-3/05-3A; 2) Evaluation Fee shall be paid by the Operator/Partner to the
concerned MGB RO
e Application for Order of Survey or Approval of Survey Plan
» Complete and submit Final Exploration Report
Submission of IEE and EIS as required for the application of Environmental
Compliance Certificate (ECC)
Comphiance to the provision and conditions in the ECC
Environmental Protection and Enhancement Program (EPEP)
Application for Mineral Processing Permit
Social Development and Management Program (SDMP)
Mine Safety and Health Program (MSHP)
Certificate of Environmental Management and Community Relations Record
(CEMCRR), if applicable
o Addrtional Requirement for approval of MPSA or FTAA:
o Project approval/endorsement by the Sanggunian concerned
o Proof of Compliance with the terms and conditions of the MPSA
o Proof of technical competence to undertake the implementation of the
activities under the Work Program:
= Bio-data and track record in mining operations and environmental
management
=  Sworn statement/employment contract/proof of availed services of
the technical person’s who will undertake the implementation of
the Work Program
= Proof of financial capability to undertake the implementation of the
activities under the Work Program
= Latest Audited Financial Statement
« [atest Annual Report

d. The assigned Technical Personnel shall monitor and record in the Project

Monitoring Database the comphance of Partner/Operator with respect to the
abovementioned list of submissions.

Upon checking if the requirements are complete, the assigned Technical Personnel
shall send an endorserment letter using PM-Template-017, addressed to the
concerned MGB RO, to the Partner/Operator for the filing_ of DMPF_within three

(3) working days. ) PMDC
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f. In cases where the Partner/Operator does not respond to the letter of reminder to
submit copies of the above listed documents to the concerned MGB RO and
provide PMDC a copy of the same, see Section 8.8.2.

The process in the filing of the DMPF involves evaluation of the assigned
Technical Working Group of the concerned MGB, EMB and other regulatory
agencies. The Technical Personnel shall participate in the said evaluation of
regulatory agencies pertaining to the DMPF application.

0z

h. The assigned Technical Personnel shall provide a report detailing the matters
(findings, recommendations, etc.) discussed in the evaluation of the DMPF
documents within three (3) workings days fo the Vice President for Operations
through the PMD Manager.

1. The assigned Technical Personnel shall monitor the actions of the Partner/Operator
based on the findings and recommendations of the Technical Working Group of
concerned regulatory agencies. The relevant actions and updates shall be written in
the Project Monitoring Database.

8.6, Commencement of Development/Production

In the development/production stage of mining, the assigned Technical Personnel shall
ensure that the Partner/Operator performs its responsibilities and obligations as stipulated in
the Operating Agreement through observing/monitoring production/shipment operations, site
inspection and validation, evaluation of reports, conduct of meetings whenever necessary,
etc. In addition, the assigned Technical Personnel may provide techmcal assistance to the
Partner/Operator as needed.

8.6.1. Amendment/s to the Operating Agreement

a. PMDC and Partner/Operator shall agree and sign the amendment/s, as needed,
to the Operating Agreement for development, production, and mine
rehabilitation and decommissioning.

b. If the Partner/Operator agreed and signed the amendment, the Partner/Operator
shall:

+ Actively participate in the following events:

o Presidential Mineral Industry Environmental Award (PMIEA) for
Mining Operation

o Annual Mine Safety and Environment Conference

o Active membership of Partner/Operator’s professional and management
staffs to professional organizations

PMDC
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» (Cooperate and participate, together with PMDC, in the Mine Rehabilitation
Fund (MRF} and Contingency Liability and Rehabilitation Fund (CLRF)
creation, and Multi-partite Momitoring Team inspection

Submission of Reports to PMDC (Monthly/Quarterlv/Annual Mandatory
Reports, Audited Financial Statements, and Environment Audit Report)

The PMD Assistant shall remind the Partner/Operator to furnish PMDC a copy
of the Quarterly Reports using PM-Template-012 within fifteen (15) calendar
days before the end of each quarter, and Annual Report, Audited Financial
Statements (as necessary), and Environment Audit Report related to
Partner/Operator’s 1SO 1400!: Environmental Management System using PM-
Template-013, within fifteen (15) calendar days before the end of each vear. The
letter shall be signed by the PMD Manager. The reports must include, if
applicable, but not limited to:

¢ Monthly General Accident Report and Annual Safety Statistics

e Moenthly Explosives and Accessories Consumption Report

» Semi-annual report on mine waste and mill tailings produced, contained,
and/or utihized for the period

e Accomplishment Reports covenng all work programs (environmental,
production or exploration, if any, safety and health and social
development)

The PMD Assistant shall ensure that the submitted mandatory reports, Quarterly
and Annual Reports, were duly received by the concerned MGB RO.

Upen receipt of the submitted Quarterly Reporis and/or Annual Report and
Environment Audit Report, the PMD Assistant shall provide the said reports to
the PMD Manager. The PMD Manager shall assigned a Technical Personnel to
review the reports. The assigned Technical Personnel shall review the said
Quarterly Reports and/or Apnual Report, and take note of the major
accomplishments of the Partner/Operator. The major accomplishments and
1ssues shall be written in the Project Monitoring Journal, if there is any. The
assigned Technical Personnel shall also monitor the implementation of the audit
finding enumerated in the Environment Audit Report.

Upon receipt of the submitted Audited Financial Statements, if any, the PMD
Assistant shall forward the said Financial Statements to the Finance and
Accounting Department thru the PMD Manager.

The Finance and Accounting Department shall review the document and submit
the evaluation report to the PMD Manager within five (5) working days.

Atter the PMD Manager’s review of the evaluation report of the Audit Financial
Statements, the PMD Assistant shall file the evaluation reports, the Quarterly
and/or Annual Reports, the Audited Financial Statements, and the Environment

Audit Report in their designated folders. PMDC
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g In cases where the Partner/Operator does not respond to the letter of reminder to
submit the mandatory report/s, see Section 8,8.2.

8.6.3, Project Site Inspection/Field Verification, Regulatory Agencies Scheduled
Inspections and Evaluation Meetings

a. For the monitoring of the on-site activities, validation of reports submitted by
the Partner/Operator, and regulatory agencies scheduled inspections, the
assigned Technical Personnel shall conduct a project site inspection/field
verification, and shall participate in the regulatory agencies and Multi-partite
Monitoring Team (MMT) scheduled inspections and evaluation meetings to be
approved by the PMD Manager and Vice President for Operations.

b. Upon approval of the PMD Manager and Vice President for Operations, the
assigned Technical Personnel shall secure a Travel Order to be approved and
signed by the President and CEO.

c. The assigned Technical Personnel shall collect rock/sand/ore/water samples
from the field, as needed. The said samples shall be sent to MGB Central Office
(CO) for laboratory analyses. MGB CO shall send a Certificate of Analysis to
PMDC once the analyses are done. If in case MGB CO is not capable of certain
analyses needed by the assigned Technical Personnel, the assigned Technical
Personnel shall send the said samples to a private laboratory. The private
laboratory shall send a Certificate of Analysis to PMDC once the analyses are
done.

d. The assigned Techmcal Personnel shall coordinate with the concerned
regulatory agencies such as MGB the monitoring of the mandated expenditure
of the Partner/Operator with respect to the allocation of the budget (1% direct
mining and milling cost) for Soctal Development and Management Program
(SDMP) to the host and neighboring communities, e.g water facilities, hospitals,
schools, etc. The allocation is as follows:

»  75% for Social Development Management Program
* 15% for Information Education Communication Program
o 10% for Development of Mining Technology and Geosciences

¢. The assigned Technical Personnel shall submit a Post-Travel Report using PM-
Template-011 to the President and CEO thru the PMD Manager and Vice
President for Operations within five (5) working days after the project site
inspection/field verificatton.

f For regulatory scheduled inspections and evaluation meetings, the assigned
Technical Personnel shall monitor the actions of the Partner/Operator on the
findings and recommendations cited by the members of the inspection team. The

major actions shall be noted down in the Project Monitqring Database
PMDC
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8.6.5.

Once the President and CEO has noted the Post-Travel Report, the assigned
Technical Personnel shall file it in its designated project folder,

Meeting with the Operator/Partner

The assigned Technical Personnel shall require the Partner/Operator using PM-
Template-018 to provide an annual presentation, when necessary, summarizing
the results of the mining production operations and other relevant
accomplishments not later than the end of January of the year immediately
following the end of the pertinent year.

The assigned Technical Personnel shall conduct a meeting with the
Partner/Operator for the discussion of project updates, as needed. Subject to
their availability, the PMD Manager and/or Vice President for Operations shall
attend the meeting together with the Technical Personnel.

The Minutes of the Meeting using PM-Template-014 shall be submitted to the
President and CEQ, thru the PMD Manager and the Vice President for
Operations, within two (2) working days after the meeting.

The assigned Technical Personnei shall also file the Minutes of the Meeting in
its designated project folder after the President and CEO’s review of the
minutes.

The assigned Technical Personnel shall monitor the progress of the
agreements/action items as contamed in the Minutes of Meeting, and act upon
the comments and instructions of the President and CEQ, 1f any.

Shipment/Production Monitering

The Partner/Operator shall submit to PMDC the Monthly Production Report,
Quarterly Reconciliation Report, and Integrated Annual Production Report. The
aforementioned reports shall include the following details as appiicable:

+ Mine tonnage and grade (ROM)

¢ Processing tonnage, grade, metal recovery, concentrate grade

» Product (Cu-Au) tonnage and grade for Gold Production

+ Monthly report on production, sales, inventory of metallic minerals
e Employment Data

s [Energy consumption report

The assigned Field Coordinator at the Project Area shall submtt a monthly
project monitortng report using PM-Template-019 to the Technical Personnel
copy furmshed the PMD Manager within five (5) working days after the end of
¢ach month. The monitoring report shall contain any or all of the following:

e Location where ore materials were extracted; PMDC
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Schedule of shipment/s;

Name of vesseliss;

Arrival and departure of the vessel/s;

Number of hours/days required to haul materials from stockpile to vessel
until completion;

» Information on the draught/dratt survey before and after loading;

e Conduct of sampling, and;

e Other event/data relevant to the shipment.

I in case the Field Coordinator may not be able to submit its monthly project
monitoring report on time due to unforeseen events, the Field Coordinator shall
communicate with the PMD Assistant through text, call or email to provide the
necessary information, for the latter to accomplish the PM-Template-019 on
behalf of the Field Coordinator. The PMD Assistant shall submit the
aforementioned report to the Technical Personnel within five (5} working days
after the end of each month.

¢. The assigned Techmcal Personnel shall monitor/observe shipment operations of
the Partner/Operator in a year. The actual monttoring/observation shall be
determined if necessary. When actual shipment is momtored and observed, the
assigned Technical Personnel shatl check on the sampling of the ore to be
shipped. Furthermore, the assigned Technical Personnel shall prepare the
detailed report on the shipment operations and submit the said report to the
PMD Manager, and the Vice President for Operations within five (5) working
days after the saxd activity,

The assigned Technical Personnel shall coordinate with the Partner/Operator
through calls, text or email to submit all the MGB-approved MOEPs, OTPs and
other shipment documents of ail the shipments made at the soonest possible
time.

If the Partner/Operator failed to submit the same, the PMD Assistant shall send
within ten (10) working days after the end of the month a reminder using PM-
Template-020 to the Partner/Operator, to submit all the above-mentioned
documents related to shipments made in the preceding month, if any. The letter
of reminder shall be signed by the PMD Manager or the Vice President for
Operations.

If there is no actual monitoring of shipment operations undertaken, the assigned
Technical Personnel shall coordinate with the Field Coordinator for updates on
the on-going shipment. The assigned Technical Personnel shall also coordinate
with the MGB personnel regarding the status of the shipment. The coordination
shall be reflected in the PMD Monitoring Database.

d. The assigned Technical Personnel shall request withun fifteen (15) working days
after the end of the year for MGB Certification on the shipment made for the

year.
PMDC
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d. The assigned Technical Personnel shall request within fifteen (15) working days
after the end of the year for MGB Certification on the shipment made for the
year.

¢. In cases where the Partner/Operator does not respond to the letter of reminder to
submit all the MGB-approved MOEPs, OTPs, and other shipment related
documents, see Section 8.8.2.

8.7. Revenue Entry

8.7.1. Determination of the Reference Price of the Mineral/Ore by the PMDC Minerai
Pricing Committee (PMPC)

a. After receipt of letter from Partner/Operator requesting approval of the price of
the mineral to be shipped, the PMPC shall evaluate and recommend to the
PMDC President and CEO within five (5) working days upon receipt of the
request.

b. The PMPC shall send a letter to the Partner/Operator signed by the President
and CEO, mforming them of the price approved by PMDC within five (5)
wortking days after the approval.

8.7.2. Issuance of Billing Statement (On PMDC Share)
8.7.2.1 The assigned Technical Personnel shall:

a. Coordinate with the Partner/Operator through calls, texts or email to submit
all necessary shipment/production related documents. If the
Partner/Operator failed to provide the requested documents, the assigned
Technical Personnel should inform the PMD Assistant to remind the
Partner/Operator to submit the necessary documents as contained in PM-
Template-020 for the shipment of nickel-chromite/production and/or
metallic and non-metallic minerals. The letter of reminder shall be signed
by the PMD Manager or the Vice President for Operations;

b. For gold, advise Partner/Operator to submit Sales Agreement, Production
Report, BSP Assay Report; for non-metallic, submit Sales Invoice or
Production Report;

c. Coordinate with concerned MGB Regional Office for verification of
Partner/Operator’s shipment within three (3) calendar days upon receipt of
the shipping documents;

d. Review submitted documents and check on the completeness of documents
to be submitted before computation of share due to PMDC;

N I PMDC
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8.7.2.2 The Finance and Accounting Department (FAD), within five (5) working days
upon receipt of the PM-reviewed shipping and sales documents, shall compute
the share due to PMDC taking into consideration the following:

a. Tonnage
b. Quality

¢. Reference Prices as sourced from applicable reference such as, but not
limited to the sales agreement between the partner and its customer/end-
user, websites of the Bangko Sentral ng Pilipinas {BSP) for gold and silver,
London Metal Exchange (LME), Asian Metal and Ferroalloy.net. The latter
two websites are for raw mineral ores exported as is to end-users. Also for
reference and guidance are collective reports and recommendations to the
President and CEO by the PMDC Mineral Pricing Committee {PMPC).

d. PMDC share rate in (%) per applicable Operating Agreement in either US
dollar and/or Philippine Peso.

The FAD shall issue the billing statement signed by the President/CEO or his
authorized representative to the Partner/Operator. The Partner/Operator shall be
given sixty {60} days to settle the amount as stated in the billing statement.

8.7.3. Payment of 2™-6" Commitment Fees

8.7.3.1. The PMD Assistant shall remind the Partner/Operator using PM-Template-02 1
with Billing Statement prepared by FAD within thirty {30) calendar days
before the due date of the payment of the 2°%-6" Commitment Fee. The letter
of reminder shall be signed by the PMD Manager or the Vice President for
Operations.

8.7.3.2. In cases where the Partner/Operator does not respond to the letter of reminder
to pay the 2"/3™ commitment fee, see Section 8.8.2.

8.7.4. Performance Bond

8.7.4.1. The PMD Assistant shall annually monitor and remind the Partner/Operator
using PM-Template-022 to submit the renewal of its Performance Bond within
thirty (30} calendar days prior to its yearly expiration date. The letter of
reminder shall be signed by the PMD Manager or the Vice President for
Operations.

8.7.4.2. The PMD Assistant shall forward the submitted Performance Bond to FAD for
satekeeping, and file a photocopy of it to the Performance Bond folder.

8.7.4.3. In cases where the Partner/Operator does not respond to the tetter of reminder
to submit the renewal of performance bond, see Section 8.8.2.

PMDC
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8.7.4.3. In cases where the Partner/Operator does not respond to the fetter of reminder
to submit the renewal of performance bond, see Section 8.8.2.

8.7.5. Provision of Special Technical Assistance to the Partner/Operator

a. The Technical Personnel may provide technical assistance upon request of the
Partner/Operator.

b. The Technical Personnel shall acknowledge the request of the
Partner/Operator within three (3) working days upon receipt of the request.

¢. Upon approval of the PMD Manager, the Technical Personnel shall proceed
with the provision of technical assistance to the Partner/Operator on the agreed
scope and details of work.

d. The Technical Personnel shall provide a detatled technical report to the PMD
Manager within ten {10} working days upon completion of the technical
assistance provided.

e, After the review of the PMD Manager, the Technical Personnel shall file the
technical report in its corresponding project folder.

8.8. Addressing Non-Action and Non-Compliance of Concerned Entities, and Requests of
Partner/Operator

8.8.1. In cases where the Partner/Operator could not proceed with the
8.8.2. exploration activities for any of the reasons below:

a. Due to Force Majeure

i.  The Technical Personnel shall determine the necessary action or assistance to
be rendered to the Partner/Operator within five (5) working days upon receipt
of a letter/advice from the Partner/Operator regarding the matter,

The Technical Personnel shall recommend appropriate action to the Vice
President for Operations thru the PMD Manager (memo format).

it.  Upon the review and decision of the Top Management (the Vice Presidents,
and the President and CEO), the Technical Personnel shall coordinate with the
Partner/Operator regarding the action/assistance to be provided and to
determine when the Partner/Operator may resume its exploration activities in
the project area.

iii,  The Technical Personnel shall document in the Project Monitoring Database
the details of all the transactions and actions about the Force Majeure that
transpired including, but not hmited to, correspondences, as well as the
assistance/actions provided by the Technical Personnel.

Approved by: f%g Date; PMDC
ncas R Vidad NCY 2|7 UNCONTROLLED

Vice President for Operations
COPY



Records
Text Box
PMDC
UNCONTROLLED 
COPY



PHILIPPINE MINING DEVELOPMENT Control No: PMDC-QP-06-03
I CORP(?RATION i Revision No.: 7

i ' Effectivity: July 5, 2021
Quality Project Management

Procedure Page No. . Page250F30

b. No Feedback from the Partner/Operator

1. The Technical Personnel shall send a letter reminding the Partner/Operator to
start the exploration activities in the arca at least thirty (30) calendar days
betore the end of the ninety (90} day period.

. If the Partner/Operator still does not communicate nor start the exploration
activities after the 90-day period, the Technical Personnel shall send a second
letter within five (5) working days after the said period requiring the
Partner/Operator to submit a written explanation stating the reasons for not
commencing/proceeding with the exploration activities.

iii.  If the Partner/Operator still does not communicate nor comply within thirty
(30) calendar days after the 90-day period, the Technical Personnel shall send
a thurd/final letter to the Partner/Operator requiring the latter to state its
reasons for not undertaking exploration activities. The said letter shall be sent
within five (5} working days after the mentioned 30-calendar day period.

iv.  During the course of the above mentioned items (i-iil), the Technical
Personnel shall also attempt to set a meeting with the Partner/Operator to
discuss the reasons for its non-compliance.

v.  If the Partner/Operator communicates and/or submits 1fs written explanation
and/or requests for moratorium/extension, said explanation/request shall be
evaluated by the Technical Personnel, and reviewed by the PMD Manager.

If explanation and/or request for moratorium/extension is meritorious as
evaluated by the Technical Personnel, reviewed by PMD Manager, and
approved by President and CEO, said request shall be submitted to the PMDC
Board of Directors for approval. Upon approval of the PMDC Board of
Directors, a written response signed by the President and CEO informing the
Partner/Operator that their request was approved shall be sent to the
Partner/Operator within five (5) working days after the PMDC Board of
Directors” approval of the said request.

If explanation and/or request is found not reasonable, the Technical Personnel
shall require the Partner/Operator to commence with conduct of exploration
activities as soon as possible without delay and extension to the Exploration
Period.

vi.  If the Partner/Operator still does not communicate nor comply with the period
stated in the third/final letter, the Technical Personnel shall escalate the issue
to the Legal Department, copv furnished the President and CEO, thru a
Memorandum including the PMD’s findings and recommendations.

8.8.3. Non-Response of Partner/Operator to PMDC’s Letters of Reminders

PMDC
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8.8.3.1. The Technical Personnel shall monitor the response of the Partner/Operator
to the following letters of reminders within the deadline set on each
pariicular letter of reminder:

¢ Submuission of Environmental Work Program

* Submisston of Community Development Program

» Submission of Revised Exploration Work Program

e Subimission of Revised Environmental Work Program

¢ Submission of Revised Community Development Program
¢ Conduct of IEC Campaign

» Submission of the Payment of 2™-6" Commitment Fee

In the event that the Partner/Operator does not respond to the letter of
reminder, the Technical Personnel shall send a follow-up letter after the
deadline set on the letter of reminder.

8.8.3.2. The Technical Personnel shall monitor the response of the Partner/Operator to
the letter of reminder of submission of all MGB-Approved MOEPs and
OTPs of all the shipments made in the preceding month, if any, within the
deadline set on the letter of reminder after the sending of letter of
remtinder.

In the event that the Partner/Operator does not respond to the letter of
reminder, the Technical Personnel shall communicate/follow-up with the
Partner/Operator either thru email, SMS, or phone call, and shall record
these in the Project Monitoring Journal.

8.8.3.3. The PMD Assistant shall monitor the response of the Partner/Operator to the
following requirements within thirty (30} calendar days after sending the
letter of reminder:

* Submission of Quarterly Reports

e Subimission of Annual Report

e Submission of Copy of registered Operating Agreement

e Submission of Copy of the Official Receipt from LGU as proof of their
payment of the occupation fee

¢ Submisston of Copy of proof of the renewal of performance bond

s Submission of ExXWP, EnWP, and CDP to MGB

e Submission of EIS and other required documents in the appiication of
ECC to EMB

¢ Submission of a copy each of the documents necessary for the filing of
DMPF to PMDC

e Submission of Audited Financial Statements

e Submission of Environment Audit Report

In the event that the Partner/Operator does notsrespond to the letter of

reminder: PMDC
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a.

The PMD Assistant shall refer to a Technical Personnel the said non-
response andfor non-submission, and the Technical Personnel shall
communicate/follow-up with the Partner/Operator either thru emaul,

Significant issues/updates acquired through SMS, or phone call, and
email shall be recorded in the Project Montitoring Database.

In the case of non-response and/or non-submission of the
Partner/Operator’s quarterly reports within one (1) calendar year, the
Technical Personnel shall escalate the issue to the Legal Department for
their review and appropriate action.

8.8.3.4.1f the Partner/Operator fails to respond to the following letters of reminders

due to force majeure or other justifiable reasons:

e Submission of Quarter reports

e Submission of Annual report

o Submission of Copy of registered Operating Agreement

o Submission of Copy of the Oftficial Receipt from LGU as proof of their
payment of the occupation fee

¢ Submission of Environmental Work Program

¢ Submisston of Community Development Program

e Submisston of Revised Exploration Work Program

¢ Submission of Revised Environmental Work Program

e Submission of Revised Community Development Program

¢ Conduct of IEC Campaign

e Submission of a copy each of the documents necessary for the filing of
DMPF

« Submission of the Payment of 2 Commitment Fee

e Submission of Copy of proof of the renewal of performance bond

e Submission of MGB-Approved MOEPs and OTPs of all the shipments
made in the preceding month

¢ Submisston of ExWP, EnWP, and CDP to MGB

¢ Submisston of EIS and other required documents in the application of
ECC to EMB

e Submission of Audited Financial Statements

e Submission of Environment Audit Report

a. The Technical Personnel shall determine the necessary action to be
taken for the non-response ot the Partner/Operator.

b. If the Partner/Operator asks for assistance, the Technical Personnel
shall determine the necessary step/s to be rendered to the

PMDC
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Partner/Operator’s request within five (5) working days upon receipt of
a letter/advice from the Partner/Operator regarding the matter.

¢. The Techmical Personnel shall recommend approval of the proposed
assistance/action to the President and CEO thru the PMD Manager
{memo format).

d. Upon the recommendation of the PMD Manager, and the approval of
the President and CEQ, the Technical Personnel shall coordinate with
the Partner/Operator regarding the action/assistance to be provided and
to determine when the Partner/Operator may resume its mining related
activities in the project area.

e. The assigned Technical Personnel shall document in the Project
Monitoring Database the details of all the transactions and actions
about the Force Majeure that transpired including, but not limited to,
correspondences, as well as the assistance/actions provided by the
Technical Personnel.

8.8.3.5.1n cases where the LGUs and concerned government agencies do not
respond to the request for the Issuance of Order of Payment sent by PMDC,
the Technical Personnel shall communicate/follow-up with the LGUs and
concerned government agencies either thru letter, email, SMS, or phone
call, and shall record these in the Project Monitoting Journal.

9.0 RECORDS AND DOCUMENTATION
9.1. Project Monitoring Database

In addition to the records produced by the transactions, correspondences, ete. in the course of
the processes and provisions stated in this procedure, PMD Assistant shall keep a database of
the Projects which shail be accessible to the Technical Personnel. The Database shali serve
as a ready reference for any action/activity done by the Technical Personnel on a particular
date, as well as their remarks and other information that the Techmical Personnel’s deem to
be important/critical to their projects. Intended to be referred to on a regular basis (¢.g. daily,
weekly), the Project Monitoring Database shall enable the Technical Personnel to review the
last actions taken on the projects, and what further steps need to be done.

9.2. Records

The following is the hist of the types of records which shall be produced in the course of this

procedure.
- PMDC
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NOY B YUMONTROLLED
Vice President for Operations ' COPY



Records
Text Box
PMDC
UNCONTROLLED 
COPY



L 1

PMDC-QP-06-05

Approved by:
Lucas R. Vidad

(\(r

ice President for Operations

NOY 27

207

PHILIPPINE MINING DEVELOPMENT  ControlNo:
CORPORATION Revision No : 7
. . Effectivity: july 5, 2021
ualit . ’
i PrQ d y Project Management
Ko _ ocedure  Page No Page 29 of 30
Record Type ‘ Reference Origin/Author Recipient/s Reter}tlon
[ Period
U | Cenificate of Analysis | Scction 4.0 MGB CO. Privale PMDC 5 yoars
_ Laboralory o
| Declaration of Mining Project _ _ _
2 Feasibility Study Section 7.7 Partnes/Operator MGB. PMDC Permanent
Environmental Compliance 2 . Partner/Operator.
3 -
© | Centificate (ECC) R f’c_":[’{:“_.’r-? o MGB PMDC " _liermanent
4 :Elgl\'sl;‘onmcma] Impact Statcment Section 7.7.1 Partner/Operator MGRB. PMDC |' Permanent
5 | Exploration Work Program (ExWPF} Section 7.4 Partner/Opcerator MGB, PMDC 3 vears
6 | Final Exploration Report Section 7.7 Partner/Operator MGB, PMDC Permanent
7 | Minerai Ore Export Permut { MOEP) Section 7.7 MGB Parmgl;‘do[]))grator, 5 vears
§ | Ore Transport Permit (OTP Section 7.7 MGB Fartnce perator, 5 years
S | Order of Pavment Section 7.3.3 MGB Partner/Operator Permanent
10 | Correspondences Section 7.0 Partrer/Operator PMDC 5 years
i | Correspondences (PMDC) Section 7.0 PMDC Partner/Opetator 4 vears
; . . LGU. .
£2 | Official Receipt Section 7.3.4 Partner/Operator PMDC Permanent
13 | Official Receipt {(PMDC) Section 7.9.2 PMDC - FAD Partner/QOperaior Permanesnt
14 FE\:IF;C;nmemal Work Program Section 7.4.7 Partner/Operator MGB, PMDC 3 vears
15 E(?SEI}I unity Development Program Section 7 4.7 Partner/Operator MGB. PMDC 3 vecars
16 | Certification on Conduct of iEC Section 7.5 LGU PMDC Permaneni
17 | Attendance on [EC Activiky Section 7.5 IEC Participants PMD{C Permanent
18 | Memoranda Section 7.6 PMBPC Pastner/Operator, Permanent
PMDC
. Section 763 |
nY 5 4
19 | Post-Visit Reports Section 7 8 2 : PMDC PMDC 3 vears
20 | Prosect Monitormg Report Section 7.6 3 Field Coordinalor PMDC Permanent
|
- Section 7.6.4 PMDC, -
21 | Minuies of Mectings Section 7.8 3 | Partner/Operatos PMDC 3 vears
22 | Requrements for filing of DMPF Section 7.7.2 Partner/Operator MGB. PMDC 5 vears
Section 7.6.2
23 | Annual Reports Section 7.7 2 Partner/Operator MGB, PMDC 3 years
Section 7.8.1
24 | Quarterly Reports Scc‘fc’" 762 Partner/Operator MGB. PMDC 3 vears
- Section 7.8.1 - -
25 | Annzat Presentation Seciion 7.8.3 Partner/Operator PMDC 3 years
26 | Action ltem/s Section 7.8.3 Partper/Operator PMDC 5 years
27 | Reports on Shipmery Operations Section 7.8.4 Partner/Operator PMDC 5 vears
28 | Reference Price Index Section 7.9 PMDC - PMPC Parincr/Operator 5 years
29 | Shipment Documents Section 7.9 Partner/Operator PMDC 3 vears
30 | Production Report Sectton 7.9 Partner/Ogerator PMDC DNTYE
Date
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Record Type Reference Origin/Author Recipient/s R:’;t:r';::g"
31 | Sales Invoice/Sales Agreement Section 7.9 Partner/Operator PMDC 5 years
32 | Draft Survey Report Section 7.9 Partner/Operator PMDC 3 years
33 | Chicfmate's Report Section 7.9 Partner/Operator | PMDC 5 vears
34 | BSP Assay Report Section 7.9 Partner/Operator I PMDC 5 years
35 | Venfication of Shipment Section 7.9 MGB PMDC 5 vears
36 | Billing Statement Section 7.9 PMDC - FAD Partner/Operator 10 years
37 | Post-Collection Report Section 7.9 PMDC - FAD PMDC 10 vears

10.0 REFERENCES
1. Joint Operating Agreement
2. Mineral Production Sharing Agreement
3. R. A 7942 — “Philippine Mining Act of 1995”

4. DENR Administrative Order No. 37, Series of 1996 — “Revising DENR Administrative
Order No. 21, Series of 1992, to Further Strengthen the Implementation of the
Environmental Impact Statement (EIS) System™

5. DENR Administrative Order No. 2005-07, Apnil 14, 2006 — “Amendments to Chapter
XVIII of DENR Order No.96-40, as Amended, Providing for the Establishment of a Final
Mine Rehabilitation and Decommissioning Fund”.

6. DENR Administrative Order No. 2010-13: Amendments to Sct. 16 on Ancestral Lands
and Chapter XIV on Development of Mining Communities, Science and Mining
Technology of DENR AQ0-96-40

7. DENR Administrative Order No. 2010-21: Implementing Rules and Regulations of RA
7942 — Philippine Mining Act of 1995

PMDC
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a

Internal Hiring/Promotion for Rank-and-File Positions
Note: Priority is given to internal candidates prior to hiring of external applicants.

Step Hiring Procedures Responsibility Forms to
Use/References/
Remarks
1 Determine the need for hiring/ filling up of | Requesting Manager/ Memorandum to the
vacant position in accordance with approved | Officer/HRAD Manager | President and CEO
organization structure, and outline job | for the qualification to be submitted by
description, technical requirements/ | standards Requesting Manager
qualification standards (if new position)* and coursed through
the concerned Vice-
President.
To be discussed in
the MANCOM
2 Approval of Request for Hiring President and CEO
3 Issue memo or notice regarding the HRAD Manager Memorandum or
publication of the vacant position. Notice of Vacant
Position with
required
qualifications
4 Accept applications from employees: (1) | HR Specialist to ensure
letter of interest in the vacant position completeness of
addressed to the President & CEO, attention | submitted requirements
to the HRAD Manager, and (2) updated
resume must be submitted by the aspiring
employee
5 Preliminary evaluation of candidates HR Specialist to be Promotion and
— Prepare a comparative list of | reviewed by the HR Selection Policy
candidates taking into consideration the | Office/HRAD Manager
minimum qualification requirements of Comparative List of
the position/criteria (4.1.1, 4.1.2, 4.1.3 Candidates (Form
and 4.1.4) prescribed in the Promotion 9)
and Selection Policy;
- Forward the comparative list of
candidates to the concerned
department/unit where the vacancy
exists together with the application
documents
6 Evaluation of applicants, which includes: Requesting Manager | Shortlist of
1. Written examination; with assistance from Candidates &
/————Zreﬂaw&nmroﬁﬁfting (optional) HRAD, if required. Weritten Justification
DAMAC (if necessary)
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v
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Page No.

Page 2 of 9

candidates and written justification;
and,
b. Selection line-up/comparative list of

candidates prepared by HRAD

Requesting
Manager’s Shortlist
of Candidates &
Written Justification
(if necessary)

Evaluation of the candidates
— Conduct of online interviews thru
video-conferencing by PSB

Promotion and
Selection Board (PSB)

Promotion and
Selection Policy

Comparative List of
Candidates (Form
9)

Requesting
Manager’s Shortlist
of Candidates &
Written Justification
(if available)

Candidate
Evaluation Form
(Form 1) duly
signed by the PSB
Member

PSB Evaluation
Summary (Form
10)

Submission of the PSB Evaluation Summary
to the Vice President

PSB, PSB Secretariat

PSB Evaluation
Summary (Form
10)

10

Online interview thru video conferencing by
the Vice President of the requesting
department

Concerned Vice
President

PSB Evaluation
Summary (Form
10)

Interview Sheet for
President and Vice
President (Form 2)

11

Submission to the President and CEO the
evaluation report of the screened candidates:
a. PSB Evaluation Summary
b. Interview Sheet of the requesting
department’s Vice President

b

HRAD

PSB Evaluation
Summary (Form
10)

Interview Sheet for
President and Vice
President (Form 2)

ne
MW interview thru video conferencing of

(EEYIEO

President and CEO
i

+-Interview Sheet for |

Presidentiand Vice

| =}
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President (Form 2)
13 | Final sclection of employee for promotion President and CEO Promotion and
Selection Policy
14 |Issuance of the Notice of Personnel HR Officer, HRAD Notice of Personnel
Action/Approval of Promotion (copy Manager Action (Form 3)
furnished Payroll Officer for the new
compensation)
15 Issue New Employment Contract HRAD
16 |Send out “Regrets Letter” to shortlisted HR Specialist, HR Regrets Letter — for
candidate who did not pass the evaluation Officer interviewed
process applicants who did
not make it (Form
5)

Any exception to the above-stated procedure shall be subject to the approval of the President and CEO.

Internal Hiring / Promotion for Managerial Positions and Above
Note: Priority is given to internal candidates prior to hiring of external applicants.

letter of interest in the vacant position
addressed to the President & CEO,
attention to the HRAD Manager, and (2)

updated-resume~must be submitted by the
ﬂng emplom

Step Hiring Procedures Responsibility Forms to
Use/References/
Remarks
1 Determine the need for hiring/ filling up of | President and CEO for | Memorandum to
vacant position in accordance with | Vice President the President and
approved organization structure, and | Positions; President CEO to be
outline  job  description, technical | and CEO and submitted by the
requirements/ qualification standards (if | concerned Vice Requesting Officer
new position)* President for
managerial positions/
HRAD Manager for
the qualification
standards and job
descriptions
2 Approval of Request for Hiring President and CEO
3 Issue memo or notice regarding the HRAD Manager Memorandum or
publication of the vacant position upon Notice of Vacant
approval of President/CEO Position with
required
qualifications
4 Accept applications from employees: (1) | HR Specialist to ensure

completeness of
submitted requirements

tion of candidates
comparative list of

cang'tﬁtcs aI\mg into consideration

mary eva]

HR Specialist tobe
reviewed by the HR
Officer/HRAD

Promeotionand ——
Selection Policy
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the minimum qualification Manager Comparative List of
requirements of the position/criteria Candidates (Form
(4.1.1, 412, 413 and 4.14) 9)
prescribed in the Promotion and
Selection Policy;
- Forward the comparative list of
candidates to the concerned VP for
managerial positions (Note: For
above managerial positions, forward
directly to the President & CEO)
6 Interview of qualified candidates Vice-President Comparative List of
Candidates (Form
9)
Interview Sheet —
for VP and
President (Form 2)
7 Endorsement of qualified candidates to the Vice-President
President and CEO
8 Interview and assessment of shortlisted President and CEO | Comparative List of
candidates Candidates (Form
9)
Interview Sheet —
for VP and
President (Form 2)
9 Endorsement to the Board Committee on President and CEO | Memo to the Board
Nominations and Remuneration Committee
10 Interview and evaluation of candidates Board Committee on
Nomination and
Remuneration
11 Endorsement of the most qualified -do- Memorandum to
applicant to the PMDC Board the Board
12 Approval (or disapproval) of PMDC Board Board Resolution
hiring/promotion
13 Prepare & serve Notice of Personnel HRAD Notice of Personnel
Action; (copy furnished Payroll Officer for Manager/Payroll Action Form (Form
the new compensation) Officer 3)
14 Issue New Employment Contract HRAD
15 Send out “Regrets Letter” to shortlisted HR Specialist, HR Regrets Letter — for
candidate who did not pass the evaluation Officer interviewed
Process applicants who did
P M D c 7 not make it (Form
i Lo e - i -y
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External Hiring for Rank-and-File Positions
Step Hiring Procedures Responsibility Forms to
Use/References/
Remarks
1 Draft Job Advertisement after approval to HR Specialist, HR
fill-up vacant position Officer and reviewed
by HRAD Manager &
Requesting Manager
2 Posting of Job Advertisement in the PMDC HR Specialist
website and through any or all of the
following:
¢ Online (Jobstreet)
e Newspaper
e Others
3 Receipt of applications HR Specialist
e Application Letter
e Curriculum Vitae (CV) with photo
- Initial Screening HR Officer
- paper evaluation of applications
based on submitted CV, job
description and technical
requirements for the position
5 Communicate with applicants regarding the HR Specialist Letter informing
schedule of the written examination and shortlisted
interview of shortlisted applicants applicants of
interview schedule
(Form 4 or 4-A,
whichever is
applicable)
6 Preliminary evaluation of candidates HR Specialist to be | Promotion and
= Prepare a comparative list of | reviewed by the HR | Selection Policy
candidates taking into consideration Officer/HRAD
the minimum qualification Manager Comparative List of

requirements of the position/criteria
(4.1.1, 412, 413 and 4.14)
prescribed in the Promotion and
Selection Policy;

- Forward the comparative list of
candidates to the  concerned
department/unit where the vacancy
exists together with the application

documents™,

Candidates (Form
9

it ination;
N c 0 N T Ro ELLE@’STP fe;?ilr:g (optional)

@n’on of applicants, which includes:

Requesting Manager
with the assistance if
HRAD, if required

Shortlist of

| Condides &

Written
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Justification (if
necessary)

8 Evaluation of the candidates Promotion and
- PSB Interview Selection Board (PSB)

Promotion and
Selection Policy

Comparative List of
Candidates (Form
9

Requesting
Manager’s shortlist
of Candidates &
Written
Justification (if
available)

Candidate
Evaluation Form
(Form 1) duly
signed by the PSB
Member

PSB Evaluation
Summary (Form
10)

Summary to the Vice President

9 Submission of the PSB Evaluation | PSB, PSB Secretariat

PSB Evaluation
Summary (Form
10)

10 Interview by the Vice President of the Concerned Vice
requesting department President

PSB Evaluation
Summary (Form
10)

Interview Sheet for
President and Vice
President (Form 2)

11 Submission to the President and CEO an
evaluation report of the screened
candidates:
c. PSB Evaluation Summary
d. Interview Sheet of the requesting
department’s Vice President

HRAD

PSB Evaluation
Summary (Form
10)

Interview Sheet for
President and Vice
President (Form 2)
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President (Form 2)
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13 Final selection of employee for promotion President and CEO | Promotion and
Selection Policy
14 Serve Job Offer (copy furnished Payroll HRAD Manager
Officer
15 Issue Probationary Employment Contract HRAD
16 Send out “Regrets Letter” to shortlisted HR Specialist, HR Regrets Letter — for
candidate who did not pass the evaluation Officer interviewed
process applicants who did
not make it (Form
5)
17 Provide list of pre-employment HR Specialist Pre-employment
requirements to the new employee Checklist (Form 7)
18 Provide information to Payroll Officer for HRAD Manager Job Offer (Form 8
payroll purposes or 8-A, whichever
is applicable)
19 Orientation on the organization’s policies, HRAD Manager, HR
objectives, administrative matters, etc. Officer/HR Specialist

L Any exception to the above-stated procedure shall be subject to the approval of the President and CEO.

External Hiring for Managerial Positions and Above

requirements of the position/criteria
4.1.1, 412, 413 and 4.14)

K App

P
UNCON R_.dﬂtzED o the concerned VP for

prescribed }in the Promotion and
election Policy;
e comparative list of

1anagerial | positions (Note: For
7

Step Hiring Procedures Responsibility Forms to
Use/References/
Remarks
1 Issue memo or notice regarding the HRAD Manager Memorandum or
publication of the vacant position Notice of Vacant
Position with
required
qualifications
2 Accept applications from applicants: (1) | HR Specialist to ensure
letter of interest in the vacant position completeness of
addressed to the President & CEO, | submitted requirements
attention to the HRAD Manager, and (2)
updated resume must be submitted by the
aspiring employee
3 Preliminary evaluation of candidates HR Specialist to be | Promotion and
- Prepare a comparative list of| reviewed bythe HR | Selection Policy
candidates taking into consideration Officer/HRAD
the minimum qualification Manager Comparative List of

Candidates (Form
9)
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above managerial positions, forward
directly to the President & CEQO)

- Interview of qualified candidates Vice-President Comparative List of
Candidates (Form
9)
Interview Sheet —
for VP and
President (Form 2)
5 Endorsement of qualified candidates to the Vice-President
President and CEO
6 Interview and assessment of shortlisted President and CEO | Comparative List of
candidates Candidates (Form
9
Interview Sheet —
for VP and
President (Form 2)
7 Endorsement to the Board Committee on President and CEO Memo to the Board
Nominations and Remuneration Committee
8 Interview and evaluation of candidates Board Committee on
Nomination and
Remuneration
9 Endorsement of most qualified applicant to -do- Memorandum to
the PMDC Board the Board
10 Approval (or disapproval) of PMDC Board Board Resolution
hiring/promotion
11 Background reference check of candidate HRAD Background
before endorsing to the Board Committee Reference Check
on Nomination and Remuneration (if Form (Form 6)
necessary)
12 Prepare Job Offer for approval by the Vice HRAD Manager
President for Corporate Services and
President and CEO
13 Call candidate for the Job Offer HR Specialist, HR
Officer
14 Serve Job Offer HRAD Manager
15 Issue Probationary Employment Contract HRAD Manager/HR
Officer
16 Send out “Regrets Letter” to shortlisted HR Specialist, HR Regrets Letter — for
candidate who did not pass the interviews Officer interviewed

applicants who did
not make it (Form

B ki i

MDC

1 mployment
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Pre-employment
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requirements to the new employee Checklist (Form 7)
18 Provide information to Payroll Officer for HRAD Manager Job Offer (Form 8
payroll purposes or 8-A, whichever
is applicable)
19 Orientation on the organization’s policies, HRAD Manager, HR
objectives, administrative matters, etc. Officer/HR Specialist
Any exception to the above-stated procedure shall be subject to the approval of the President and CEO.

*Filling-up of new positions will require approval from the PMDC Board and GCG

" pMDC | I
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Procedure Details
I.  DEFINITION OF TERMS

Definitions and terms used in the Procedure were lifted from RA9184 and its IRR, and other
references that were provided and approved by the GPPB.

1. Regular Items - items for purchase that are commonly used and frequently requested being
necessary in the transactions of the Company’s business and consumed in day to day
operations

(8]

Non-regular ltems - items for purchase that are seldom requested due to the spetific i'egmre'

that vary according to the end user’s needs. Wi

3. Shopping - method of procurement where the procuring entity simply requests for the
submission of price quotations for readily available off-the-shelf goods or ordinary/regular
equipment to be procured.

TWO TYPES:

a) Shopping (Unforeseen Contingency) - cases when there i1s an unforeseen contingency
requiring immediate purchase amounting to Two Hundred Thousand Pesos (Php
200.000) and below.

b) Shopping (Ordinary) - Procurement of ordinary or regular office supplies and
equipment not available in the Procurement Service amounting to One Million Pesos
(Php 1.000,000) and below.

4. Ordinary or Regular Office Supplies - The phrase shall be understood to include those
supplies, commodities, or materials which, depending on the procuring entity’s mandate
and nature of operations, are necessary in the transaction of its official businesses, and
consumed in the day-to-dav operations of said procuring entity.

L

Negotiated Procurement - Small Value Procurement - method of procurement where the
procurement does not fall under Shopping and the amount does not exceed One Million
Pesos (Php 1,000,000). The procuring entity shall draw up a list of at least three (3)
suppliers, contractors, or consultants of known qualifications which will be nvited to
submit proposals, or curriculum vitae in the case of consulting services.

6. Direct Contracting - method of procurement where the item/s to be procured satisfies any of
the three (3) following conditions:

a) Procurement of goods of proprietary nature which can be obtained only from the
roprietary surce, i.e. when patents, trade secrets, and copyrights prohibit others from

P M D Ganu i‘aclurElhc same iem:
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b) When the procurement of critical components from a specific supplier is a condition
precedent to hold a contractor to guarantee its project performance, in accordance with
the provisions of its contract. or

¢) Those sold by an exclusive dealer or manufacturer which does not have sub-dealers
selling at lower prices and for which no suitable substitute can be obtained at more
advantageous terms to the GOP.

Competitive Bidding / Public Bidding — Rule 1V Section 10 of the IRR of RA9184 states
that all procurement shall be done through competitive bidding (except where in rules on
Alternative Methods of Procurement would be applicable).

General Support Services - Section 5(r) of the IRR of RA 9184 expressly defines goods to
include General Support Services, which involves "non-personal or contractual services,
such as, the repair and maintenance of equipment and furniture, as well as trucking,
hauling. janitorial, security, and related or analogous services." The term "related" or
"analogous services" includes. but is not limited to, lease or purchase of office space, media
advertisements, health maintenance services, and other services essential to the operation of
the procuring entity.

Lowest Calculated Bidder (LCB) - refers to the bidder whose bid was found to be the
lowest upon submission and evaluation of bids

Lowest Calculated Responsive Bidder (LCRB) — refers to the bidder whose bid was
declared as the lowest after a post qualification of its legal, financial, and technical
compliances, was conducted.

RESPONSIBILITIES

Ll

Fnd User — primary origin of the request to be procured; responsible for the preparation of
the requisition form.

Procurement personnel — responsible for the preparation of Request for Quotation, Abstract
of Quotations, Purchase Order, and Receiving Report; ensures that requested item’s is‘are
procured within the timeline provided that there are no external factors beyond their
control.

Bids and Awards Committee  shall have the following functions:
a) advertise and/or post the invitation to bid/request for expressions of interest;
b) conduct pre-procurement and pre-bid conferences:

———

UNCONTantﬁw
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g) recommend award of contracts to the Head of the Procuring Entity or his duly
authorized representative.
h) recommend the imposition of sanctions in accordance with Rule XXITII:

1) recommend to the Head of the Procuring Entity the use of Alternative Methods of

Procurement as provided for in Rule XVI hereof: and

1) perform such other related functions as may be necessary. including the creation of a
Technical Working Group (TWG) from a pool of technical. financial, and/or legal
experts to assist in the procurement process, particularly in the ehgibility screening.
evaluation of bids, and post-qualification.

i )
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IIl. PROCUREMENT PROCESS FLOW

PHILIPPINE MINING DEVELOPMENT
CORPORATION

Procurement

1) Competitive Bidding / Public Bidding

PMDC-QP-08-04
5
April 25, 2018

Control No:
Revision No .

Effectivity:

Page No. Page 4 of 28

PROCESS PERSON RESPONSIBLE / NOTES
Preparation of Purchase Requisition / Work Order ] - Prepared by the End User; endorsed by immediare g
'[ Requisition { Supervisor |
{ - PR should be properly signed and all details filied up by
| knd User
f - A drafi of Terms of Relerence should be attached together
| with the PR

Conduct Pre-Procurement Conference

1

conducted by BAC
attended by the Lnd-User, BAC-TWG and President CEO

i

%

Completion of Terms of Reference

prepared by End User, together with the BAC-THG
reviewed by the BAC
Approved by the President CEO

Presentation of Proposéd Bidding to the BOARD
for Approval

Approval of PR/WOR - Reviewed by the authorized Admin Officer
- Budgct availability is certified by the Finance & Budger
Officer
- Recommended by the FPice President and approved by the |
President CEO !
[

"

- Approval by the board through a Board Resolution

preparation of 2 Board Memo includes all the approved
details from the Pre-Procurement conference, attached with
the Terms of Relerence

Board Memo 1s to be signed by the Presidens CEO

Board Memo and/or Board Resolution be done by the
Legal Department

! Advertisement/ Posting of Invitation to hid/Request

- prepared by the BAC

approved by the BAC Chairperson

for Expression of Interest
o

5

| Preparation and Issuance of Public Bidding
i Documents

prepared and issued by the BAC Secretarian |
available from the day of Advertisement until the date of
subnussion of bids/closing date

[ CondwiPoBidConforence |
i |
PMDC |

! |

UNCONTROLLED
.COPY

| Date
5 Jaime |, DeXevra F
: Vice President, Corporate Services '

- the conferenc
- 10 be atlended by BAC,

{:f‘\‘-rl v

- conducied IFI!_w_H,-t-‘"
- the conference 18 optional 1f the Approved Budget for the

Contract 15 less than Php ] Million (Sec22 1)
¢1s o be prL‘-‘dd.,\'I by BAC amdd its Secretarian
L:" N Ll b kot bbbl

# Sers, pi nnnu.n‘?m#}‘ ﬁ.‘}'lﬁ
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- the BAC is required to invite Observers who may atiend |
and observe all stages ol the procurement. especially:
- the pre-bid conference:
| - opening of bids:
- bid evaluation;
- post-qualification;
- contract award, and
- special meetings of the BAC.
- The BAC must invite three Observers:
| - a COA representalive
f - an NGO sector representative
- privale sector that 1s knowledgeable on the
i procurement at hand

Preparation of Minutes of the Meeting of Pre-Bid - prepared by the BAC Secrerariar
Conference - approved by the BAC Chairpersan
|
Receipt of Request for Clarification - prepared by interested bidder (if any)
- received by the BAC Secretariar
- answercd through the 1ssuance of Supplemental/Bid
- B Bulletin
N
Preparation of Supplemental/Bid Bulletin - prepared by the BAC Secrerariat
- approved by the BAC Chairperson
- 1ssued to the BAC and its Secretariar aid TWG, and all the
__prospective hidders
<

performed by the BAC

on the day of Deadline/Opening of Bids. the actual bid
opening should be done in front of the BAC, Secretariat.
end users, prospective hidders, and observers

both the Ehgibility and Technical Envelope. together with
the Financial Envelope. shall be accepted before the
specified time of the deadline

the Eligibility and Technical Envelope should be apened
first to determine what bid proposal is eligible/qualified to
be accepled by usmng nondiscretionary ~pass/fail” crileria
(See RA 9184 IRR-A Scction 30.1) {
if all chigible buds arc opened, it would be proceeded by the |
opentng of the Financial Envelope for determining the |
Lowest Calculated Bidder (as read) :
after the conference, the BAC shall remind the bidders of |
the “no-contact rule” 1o the BAC, its Members, Sceretarial,
and TWG during the entire ¢valuation process

Conduct of Bid Submission and Bid Opening

l

- -
| Preparation of Minutes of the Mecting of Bid ' - Prepared by the BAC Secretarian f
il - Submission :md Bid Opening | - Approved by the BAC Chairperson |
S ation of the | nq‘:.i Calculated Bid and - performed by the BAC-THG
PM preparation of Hs summarny | - approved by the BAC Charrperson and cnd e

- The #4C-TH(rshould pfué}uh. the Evaluation Repori

UNCONTROLLED e

0P, il ™ . |GONTROLLER

.‘:u..i., 1Upuml* Services i _

[olle ]2
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—

&

.

Conduct of Post Qualification

|
i
|
|
|

- The post-qualification process must be conducted and !

completed within twelve (12) calendar days from the
determination of the LCB.

after the LCB complied and passed the post-gualification.
bidder is to be declared the Lowest Caleulated Responsive

Bid through a memo

-
!

Preparation and Appro\él of the BAC Resolution

prepared by the BAC Secretaniat

signed by the BAC

to be approved by the President CEO or his duly
authonzed representative within fificen (13) calendar days
from receipt

shall contain the BAC recommendation to award the
contract to the LCRB

copies shall also be furnished to all losing bidders |

Y

'

Preparation and Issuance of Notice of Award

Prepared by the BAC Secretariat Procurement personnel
Approved by the President CEO

The Notice of Award shall be issued 1o the awardee
immediately after approval of the recommendation and
posted within three (3) calendar days m the website of the
PhilGEPS. as well as the websites of the Procuring Entity
and its electronic procurement service provider. if any

l 1

-

Posting of Performance Bond -

Performance Bond shall be received by the Procurement
personnel from the winning bidder
Forwarded to /4D

r r

%

Preparation and Signing of Contract

]

Prepared by the Legal Officer and signed by the awardee
and President CEO

the Prestdent CEO and the winning bidder (or its
authorized representative) must enter mto a contract within
ten (10) calendar days from the receipt of Nolice of Award

by the winning bidder.

|
Y

Preparation and Issuance of Notice to Proceed

- lIssued to the winnmg bidder within seven (7} calendar davs

Prepared by the BAC Secretariar Procurement personnel |
Approved by the Presiden: CEO

upon approval of the contract. Posting of the NTP m the
Philgeps and website of procuring entity within fifieen (13)
calendar days upon issuance

P

o

Ratification of the Contract by the governing Board

o

UNCONTROLLED|
I\np;co‘PY 0 SN

daime T~De Vieyra

" " : - v
CICT T TUSTUTTI, C O pOrale Services

- Signed by the Board of Dircctors

all related documents are to

Secretar

[). |' C

Minutes of the Board Meeting/Board Resolutionistobe |
prepared by the Legal Officer ‘
Reviewed by the Assistamt Corporate Secretary and

Corpuoraie Secretary

Ium arded e L1 - u
wat for salcheeping 1! a properhy hh.LE-:‘I hiah :
A _'.. EpEs - -
xﬁﬂﬂeﬂhdJL

COHPY
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2) Alternative Modes of Procurement
(a.1) Shopping - Unforeseen Contingency

PROCESS PERSON RESPONSIBLE / NOTES
Preparation of Purchasc Requisition / Work Order - Prepared by the End User. endorsed by immediate |
Requisttion Supervisor
- For items purchased as "UNFORESEEN"| there must be
a writlen explanation under the “Remarks” or “Purposc’
section of the PR explaining the unforeseen situation that
required the purchase
|
N
Assignment of PRAWOR Number - prepared by Procurement personmiel, or other designaied
HRAD personnel
r‘
[ Approval of PRAWOR - Reviewed by the anthorized Admin Officer 1
! - Budget availability is certified by the Finance & Budget
i | Officer
i - Approved by the Fice Presideni only if the estimated
budget 1s Php50.000 and below.
{ - Approved by the President only if the estimated budget
| is above Php30.000)
{ .
Preparation of Abstract of Quotation. and Evaluation - prepared by Procurement personnel. or other designated
and Acceplance Summary Report HRAD personnel
- Abstract of Quotation contans only the name, address.
and contact details of the of the supplicr (based on
mvoice/receipt)
- Evaluauion and Acceptance Summary Report is prepared
{ and approved by the BAC-THG
J
Approval of the Abstract of Quotation - Reviewed by the BAC-TH G
- Recommended for award by the BAC
- Approved by the President CEO
f
Dy, -
[ Preparation of Purchase Order / Work Order - prepared by Procurcment personnel, or other designared |
{ HRAD personnel i
ji
[ Approval of Purchasc Order / Work Order | - certified by the Finance & Budger Officer ‘
! - recommended for approval by the concerned f
[ Department Manager ‘
' | - Approved by the iee President only if the estimated |
| budget is Php30.000 and below; .
| ! | | - Approved by the President only 1if the estimated budget i
_— T " [ |

[___ls above Php50,000

argio vhient Order [ - Payment mode may r'.r;.’lw:_\ of the _r:.a."-'m;u,; i ¥
UNCQNTR LLE | | A CASH-ON-DHLIVERY OR® “"EFes |

B. PAYMENT AFTER DELIVERY

lcep ™ |CHWTROGLED
| ' ]

Jaime 'l l)( \ eyra

—
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]
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i A) CASH-ON-DELIVERY |
| |
- _
|
1| Preparation of Pavment Order | ] - prepared by Procurement personnel. or viher designaied |
| | HRAD personnel |
I | - preparation of Payment Order through “Cash Advance™ 1
I - Request for Payment shall be accompanied by duplicate |
: copies of PR. 400, and EVACS, PO/WO {
| i = Procurement personnel shall advise the awardee for date }
‘ I of delivery (to coincide with the release of check |
E pavment) i
{
| Processing of Payment Order | { - prepared by concerned FAD personnel .
B
Recetpt of Delivery and Preparation of Receiving - received and prepared by Procurement personne!
Report - signed by the Warehouse Properiy Officer
- verified by a FAD Represenative
- inspected and accepted by the End User
- for the procured equipment or item/s with assigned
Property Code. a copy of Receiving Report together with
a copy of its invoice shall be forwarded to the
- Warehouse Property Officer.
l[' i
N
Safekeeping ol Documents - related documents shall be filed by Procurement i
personnel in a properly labeled folder N

B) PAYMENT AFTER DELIVERY

I_

Receipt of Delivery :.mc[ Pn..l‘r:ll’:llml't of Receiving
Report -

rceeived and prepared by Procurement personnel

signed by the Warchouse Propera Officer

verificd by a FAD Representative

mspecied and accepted by the End User

for the procured cquipment or item/s with assigned
Property Code. a copy of Receiving Report together with
a copv of its mvoice shall be farwarded to the
Warchouse Property Officer.

~

Preparation of Pavment Order

= |

PMDC i |

HRAD personnel

- Reguest for Payment should be accompamed by

duplicate copies of PR. AOQ, and EVACS, PO/WO. RR.
and original copy of INVOICE/RECEIPT

Procuremeny personniel shall kc-‘:l‘ a dupheate copy of

YOG TT0 | ——————

UNCONTROLLED

wkeQPY 71—

Jaime T l){ Vevra
i Viee f‘ln:am.t f(np waie Services

i Date

T GeeY

- preparced by Procuremicnt personnel. or other designaied |
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Processing of Payment Order - prepared by concerned FAD personel —I
S |

P

"

Safekeeping of Documents

- related documents shall be filed by Procurement
personned in a properly labeled folder

PAYMENT IS FOR REIMBURSEMENT

The same process will apply to be followed the procedure below from Preparation of Purchase
Reguisition  Work Order Reguisition: until Approval of Purchase Order

IE

Worl Order.

NOTES:

¢ Payment made for the purchased item may be reimbursed after preparation of supporting documents

© PR should be properly signed and all details filled up by End User together with the original copy of Sales
lnvoice/OR: then to be forwarded to HRAD for processing

<

Receipt of Delivery and Preparation of Receiving

- prepared by Procurement personnel

Report - signed by the Warchouse Property Officer
- verilied by a FAD Representative
- received, inspected and accepted by the End User
- for the procured equipment or item/s with assigned
Property Code. a copy of Receiving Report together with
a copy of its invoice shall be forwarded to the
Warchouse Properiy Officer.
e
&
b
Preparation of documents needed by End User for - prepared by Procurement personnel. or other designared
reimbursement HRAD personnel

- copics of signed PR. A0Q. EVACS. PO, RR, attached
with original copy of INVOICE/RECEIPT to be
forwarded to End User

- Procurement personnel shall heep a duplicaie copy of
INVOICE/RECEIPT m a properly labeled folder

I

N

| Forwarding of documents to End User | [ - Performed by HRAD (ARK) L |
Safckeeping of Documents | - related documents shall be filed by Procurement |
[ personned in a properly labeled folder I

PMDC
UNCONTROLLED

"’“’C‘OPY i
Jaime I De Meyvra

S Vice President, Corporaie Services
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(a.2) Shopping — Ordinary or Regular Office Supplies

PROCES

[ Preparation of Purchase Requisition / Work Order
1 Requisition

4

Assignment of PRAWOR Number

PERSON RESPONSIBLE / NOTES

i Prepared by the End User. endorsed by immediate {
[ Supervisor

i PR should be properly signed and all details filled up by
L Ead User

- prepared by Procuremem personncl. or ather designated |
HRAD personnel |

b

Approval of PRAWOR

- Reviewed by the aurthorized Admin Offer '

- Budget availability 1s certified by the Finance & Budger |
Officer

- Approved by the Viee President only if the estimated
budget i1s Php30.000 and below:

- Approved by the Presidem only if the estimated budget
15 above Php30.000

5
<

Preparation of Request for Quotation

J

b
Posting of RFQ 1o PIIIGEPS websiie. Company
websive, and in any conspicuous place within the
COMPAny premises

prepared by Procurement personnel, or other designated |
HRAD personnel i
- price quotation from at least three (3) technically and |

financially capable supplier MUST be obtained :

- prepared by B4AC Seererariar

- posting in PhilGEPS is required only if the Approved
Budge! of the Contract amounts to above Php 50k

= 1l the ilem 1s posted i the PRIGEPS, minimum postmg
time is three (3) calendar dayvs

- posting 1n PhilGEPS 1s optional only if the Approved
Budget of the Contract amounts lo Php 50k and below

.'\. .

Preparation of Abstract of Quotation. and
Evaluation and Acceplance Summary Report

- prepared by Procurement personnel. or other designaied
HRAD personnc!

- Evaluation and Acceptance Summary Report is prepared
by the BAC-THG

- Evaluation and Acceptance Swomars should only
contain details of the bid from the LCB, properly signed
by the Fad User, and the BAC-TWG

Approval of the Abstract of Quotation

- Reviewed by the BAC-TIFG
- Recommended for award by the BAC
- Approved by the President CEQ

Preparation of Purchase Order / Work Order

[

‘\\

COPY Lol

Vice President, Corporate Services

T Date

- prepared by Procurement persomiel. or other designoed
HRAD persannel |
]
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Approval of Purchase Or?dcr / Work Order - certified by the Finance & Budget Officer

- recommended for approval by the concerned
Department Manager

- Approved by the Vice President only if the estimated
budget is Php50.000 and below:

- Approved by the President only if the estimated budget
is above Php50,000

L)

Preparation of Payment Order - Payiment mode may be any of the following:
A. CASH-ON-DELIVERY OR
B. PAYMENT AFTER DELIVERY

A) CASH-ON-DELIVERY

Preparation of Payment Order - prepared by Procurement personnel, or other designated
HRAD personnel

- preparation of Payment Order through “Cash Advance”

- Request for Payment shall be accompanied by duplicate
copies of PR, 400, and EVACS, PO/WO

- Procurement personnel shall advise the awardee for date
of delivery (to coincide with the release of check

payment)
| Processing of Payment Order | | - prepared by concerned FAD personnel
Receipt of Delivery and Preparation of Receiving | - received and prepared by Procurement personnel
Report - signed by the Warehouse/Property Officer

- verified by a FAD Representative

- inspected and accepted by the End User

- for the procured equipment or item/s with assigned
Property Code, a copy of Receiving Report together with
a copy of its invoice shall be forwarded to the
Warehouse Property Officer.

Safekeeping of Documents - related documents will be filed by Procurement
personnel in a properly labeled folder

B) PAYMENT AFTER DELIVERY

2

Receipt of Delivery and Preparation of Receiving | ‘ - received and prepared by Procurement personnel
Report - signed by the WarehouseProperty Officer
- verified by a FAD Representative (\

- mspected and acceE;d by the E;?CFPMD c

e - for the procured equipment or iten®s v awdd ;

=1 ' | Property Code. a C-MNE; Ny Wih

'1 oL '1\}:[:?“ | a copy of its mvoi ) EL L D
|

l | (g Warehouse Propefty Officer.

t Approved by: L) Date NY i

Jaime T. De Vevra APR ; -
' A ol ‘ Vice President, Corporate Services e, K25 208
Riglaby
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{"
l * Preparation of Pavment Order - prepared by Pracurement personnel. or other designated |
HRAD personnel
- Request for Pavment would be accompanicd by |
duplicate copies of PR, 400, and EVACS. PO/WO.RR, |
and onginal copy of INVOICE/RECEIPT
; - Procurcment personnel will keep a duplicate copy of
’ S _ INVOICE/RECEIPT 1n a properly labeled folder
[
\I
. Processing of Payment Order il |- prepared by concerned FAD personnel
X |
Safckeeping of Documents { - related documents shall be filed by Procurement

personnel in a properly labeled folder

PMDC & .
UNCONTROLLED T
.me.PY T ICORT RO

duime T, LV evirn | ety
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WD
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2) Alternative Modes of Procurement
b) Direct Contracting

PROCESS

[ Preparation of Purchase Requisition / Work Order
| Requisition

!
i

F
oy
Assignment of PR/WOR Number

Approval of PRAWOR

i}
Preparation of Abstract of Quotation, and
Evaluation and Acceplance Summany Report

PHILIPPINE MINING DEVELOPMENT

Procurement

Control No: PMDC-QP-08-04
Revision No.: 5
April 25, 2018

Page 13 of 28

Effectivity

Page No

PERSON RESPONSIBLE / NOTES

|
-

- Prepared by the End User. endorsed by immediaie
Supervisor

PR should be properly signed and all details filled up by
End User

- prepared by Procurement personned. er other designated
HRAD personnel

- Reviewed by the authorized Adnin Officer

- Budget availability is certified by the Finance & Budget
Officer

- Approved by the Fiee President only if the estimated
budget is Php30,000 and below.

- Approved by the President only if the estimated budget
is above Php‘mU 000

- prepared by Procurement personnel, or other designated |

HRAD personnel

- attached with the Abstract of Quotation is the official
quote from the bidder, and/or Cerlificate of Exclusive
Distributorship

- Evaluation and Acceptance Summany Report is prepared
and approved by the BAC-TH'G Evaluation and

Acceptance Summary should only contain details of the

bid. properiv signed by the End User. and the BAC-THG |

T

Approval of the Abstract of Quolation

3

Preparation of Purchase Order / Work Order

—
1l
b

Approval of Purchase Order / Work Order

I

i_l

UNCONIRQLLED
“““““COPY.“{ ¥ bevels

PMDC

| Preparabion pi; Paviment Ordes ¥ ’
f
|

\ [I4e I iC \uh i mrmv:: o \tr\hu

- Reviewed by the BAC-THG
- Recommended for award by the BAC
- Approved by the Presideat CEO

- prepared by Procurement personncl. or other designated

HRAD personnel

- Paymient mode may be any of the following:

- ceriified by the Finance & Budger Officer

- recommended lor approval by the concerned
Departmoent Manager

- Approved and signed by the President CEO

A CASH-ON-DELIVERY OR

B PAYMENT AFTER DELIVERY

= =—— E

r .
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Preparation of Payment Order
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A) CASH-ON-DELIVERY T

r
<

- prepared by Procurement persannel. or other designared
HRAD personnel

- preparation of Pavment Order through “Cash Advance”

Request for Payment shall be accompanied by duplicate

copies of PR, A0Q. and EVACS. PO/WO

- Procurement personnel shall advise the awardec for date |
of delivery (1o coincide with the release of check
pavment)

o

X
; Processing of Pavment Order !

| - prepared by conceriied FAD personnel gt

i
[

Receipt of Delivery and Preparation of Receiving
i Report

%
.

- received and prepared by Procuremeni personnel

- signed by the Warehouse Property Officer

- verified by a FAD Representarive

- inspected and accepted by the End User

- for the procured equipment or item/s with assigned
Property Code. a copy of Receiving Report together with
a copy of ils invoice shall be forwarded 1o the
Warchouse Property Officer.

Safckeeping of Documents

- relaled documents shall be Giled by Procurement
personael in a properly labeled folder

B) PAYMENT AFTER DELIVERY

i

-

Receipt of Delivery and Preparation of Receiving
Report

—
i

< 2
N

Preparation of Payvment Order

- received and prepared by Procurement personnel

- signed by the Warehouse Properiy Officer

verified by a I AL Represemiarive

- inspeeted and accepted by the End User

for the procured equipment or iem/s with assigned
Property Code. a copy of Receiving Report ogether
with a copy of its mvaice shall be forwarded to the
Warehouse Property Officer,

- prepared by Procurement personnel, or other designated

HRAD personncl

! ; - Reques! for Payment sfall be accompanied by duplicate
| | copics of PR, 400, and EVACS, PO/WO, RR. and
| 1 OP
! | original copy of INVOICE/RECEIPT '
2 | i |- Procuremeni personnel shall keep a duplicate copy of
P_M_B_c__ [ INVOICE/RECEIPT in a properly labeled folder
UNCONTROLLED}{ =+ Cres e R )
i PG
— et e
3 _-‘{m;'ﬁ\'{:-:]”h_\ - _J_ Y i Date: ) _f“' | &7 i : 1 ;
Tatme 1. De Veyra et SR

| Vice President, Corporate Services |
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Safekeeping of Documents

PHILIPPINE MINING DEVELOPMENT
CORPORATION

Procurement
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PMDC
UNCONTROLLED
wCOPY 1

Jaime T. De Vevra

Vice President, Corporate Services

Date
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- related documents shall be filed by Procurement

persannel in a properly labeled folder

—

T GO
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2) Alternative Modes of Procurement
¢) Negotiated Procurement - Small Value Procurement

PROCESS

Preparation of Purchase Requisition / Work Order
Requisition

==
)

\-‘;_

Assignment of PR/AWOR Number

&

<

Approval of PRAWOR

PHILIPPINE MINING DEVELOPMENT

Control No: PMDC-QP-08-04

CORPORATION Revision No.- 5
Effectivity: April 252018
Quality p ) ¥
rocurement
Procedure Page No Page 16 of 28

PERSON RESPONSIBLE / NOTES

Prepared by the Lind User; endorsed by immediate
Supervisor

PR should be properly signed and all details filled up by
End User

prepared by Pracurement personnel. or other designared
HRAD personnel

v

- Approved by the Viee President only if the estimated

Reviewed by the anthorized Adntin Officer
Budget availability is certified by the Finance & Budget
Ofjicer

budget is Php30.000 and below.,
Approved by the President onlv if the estimated budget
is above Php50,000

3

Preparation of Request for Quotation

prepared by Procurement personnel. or other designaied
HRAD personiel

at least three (3) technically and financially capable
supplier should be invited to submil quotation and join
the bid

-
|
< b
4

Posting of RFQ io PhilGEPS webste, Company
website, and in any conspicuous place within the
company premiscs

I

X

|
|
|
|

|

|

Preparation of Abstract of Quotation, and
Evaluation and Acceplance Summary Report

PMDC |

UNCONTROLLED,

- COPY

Jaime T. De Veyra

ViTE President, Corporate Services ;

- posting 1in PhilGEPS 1s optional onlv if the Approved

prepared by BAC Secreiariar

posting in PhilGEPS 1s required only if the Approved
Budgel of the Contract amounts to above Phip 50k

if the item is posted in the PilGEPS. minimum posting |
time is three (3) calendar days [

Budeel of the Contract amounts to Php 50k and below

- Evaluation and Acceplance Summary Report 1s prepared

| by the End User.and the BACTHG
oy IhE A sor. and e Dl ol

:.[)a'-.h.'.

prepared by Procurement personnel, or other designated
HRAD personmnel

bid can be awarded (o a lone bidder. provided a proof of
canvass /s made

proof of canvass (or at lcast a completely signed RFQ)
should be presented by the Procurement personnel. or
other designaied HRAD personnel even if the invited
supplier will not join the bid: or did nor sshinit @ bid Or
proof of PhilGEPS posting (il applicable)

and approved by the BAC-THG Evaluation and
Acceptance Summary should only contain details of the
bid from the Lovwest Calewlared Bidder, properly signed |

FPRBC
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Approval of the Abstract of Quotation | - Reviewed by the BAC-TWG

- Recommended for award by the BAC
Approved by the President CEO

&
Ji
b *
Preparation of Purchase Order / Work Order - prepared by Procurement personnel, or other m'\iprmuf
HRAD pe rsonric! g
i
Approval of Purchase Order / Work Order - ceriified by the Pinance & Budget Officer

- recommended for approval by the coneerned
Depariment Manager
Approved by the Vice President only if the estimated
budget is Php30,000 and below:

- Approved by the President only if the estimated budget
is above Php30.000

"

b
Preparation of Pavment Order

Pavment mode may be any of the foliowing.
A CASH-ON-DELIVERY OR
B. PAYMENT AFTER DELIVERY

{ A) CASH-ON-DELIVERY
F
o,
N
Preparation of Payment Order - prepared by Procurement personnel. or other designared
HRAD personiel
- preparation of Payment Order through “Cash Advance™
- Regquest for Pavment shall be accompanied by duplicate
copics of PR. 400, and EVACS. PO/WO
- Procurement personned shall advise the awardee for date
of deliverv (to coneide with the release of check
pavinent)
!'_.
< b
| Processing of Pavment Order | [ - prepared by concerned FAD persomnel
J ra e
Receipt of Delivery and Preparation of Receiving - received and prepared by Procurement persomicl
Repoit - signed by the Warehouse Praperiy Officer
- verified by a FAD Representative
- inspected and accepted by the Fnd User
- for the procured cquipment or item/s with assigned
Praperty Code. a copy of Receiving Report together with
a copy of its invoice shall be forwarded 1o the
Warchouse Property Officer. il
1
i Safekeeping of Documents { - related documents shall be filed by Procirement i
' o TN  persoyiel in a properly labeled folder i

PMOC |

U N c QNTRO L LED B) PAYMENT AFTER DELIVERY e S ._rrr_d—-:rﬁ,,-}_--*?.,—__ —

S— — — — — - ___h_._r_;._.\;-‘_.

-\mo\c}OI i } ' _—_.“_'___T_[-)_ﬂlt' e - P __ _

1= ; 2F E BB
- Jaime T, D Vevra : et } R R el
|
|

| Vice President, Corporate Services

HnﬂJﬂMu t"‘u Py
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Receipt of Delivery and Preparation of Receiving
Report

|

———

Preparation of Pavment Order

{

Processing of Payment Order
-

Ei.
N

Safekeeping of Documents

PMDC
UNCONTROLLED]
'\m‘mee PY:!imr ']I. De Venra

& Vice I’rv.\'iqcn!_ Corporate Scr\'?("c_s -

- received and prepared by Procurement personnel

signed by the Warchouse Properiy Officer

- verilied by a FAD Representative

- inspeeted and accepted by the End User

- for the procured equipment or item/s with assigned
Property Code. a copy of Receiving Report together with
a copy of is invoice shall be forwarded 1o the
Warchouse Property Officer,

- prepared by Procurement personnel. or other designated

HRAD personnel
- Request for Payment shail be accompanied by duplicate
copies of PR, A0Q), and EVACS, PO/WO, RR, and
origmal copy of INVOICE/RECEIPT
Procurement personnel shall keep a duplicate copy of
INVOICE/RECEIPT in a properly labeled folder

- prepared by concerned FAD personnel ]

related documents shal! be filed by Procurement
persamnel in a properly labeled folde

| Date

PR D C
8 U T Y i et
Ll { e it
I |
! & 1L |
— R —— Oy
ualiclaaz _

=T
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3) Ordering of COMMON OFFICE SUPPLIES to Procurement Service

Administraiive Order No. 17, July 28, 2011 Dirccting the Use of the Procurement Service and the

Philippine Government Electronic Procurement System in the Procurement Activities in Accordance
with Republic Act No. 9184, and Improving the Operation of the Procurement Service

PROCESS

Requisition

Preparation of Purchase Requisition / Work Order | -

PERSON RESPONSIBLE / NOTES

=
i

Prepared by the End User; endorsed by immediate ]
Supervisor i

- PR should be properly signed and all details filled upJ

by End User

Assignment of PR/-WOR Number

prepared by Procurement personnel, or other
designated HRAD personnel

(o]

I

Approval of PR/-WOR

Reviewed by the auihorized Adnin Officer

Budget availability is certified by the Finance & Budec
Officer

Approved by the Vice President only if the estimated
budgel is Php50.600 and below;

Approved by the President only if the estimated budget
is above Php30.000

{

Form

Preparation of “Agency Procurement Request™

- the form is downloadable from Procurement Service

prepared by Procurement personnel, or other
designared HRAD personnel

websife

#

b

Approval of APR

approved and signed by the Procurement personnel
(and other designated HRAD personncl). Finance &
Budeet Officer, and the President CEO

B
<

[ Preparation of Purchase Order
|
|

prepared by Procurement personnel or atfier
designated HRAD personncl

F

e

Approval of Purchase Order

"

- certified by the Finance r{’_:':f;:d;;:bf};m—

recommended for approval by the concerned
Department Manager
Approved and signed by the President CEO (f the

amount ix Php30.000.00 and ahove
Approved by the Vice-President if the amouit is less
than Php30.000.00

%‘remﬂhon-&%}':n&'llt Order

PMDC

prepared by Procurement persomiiel

- transaction/payment terms 15 “cush-on-delivery (COD)™ |
- attach duplicatc copics-ofL2K-ARl- ,-.{)h m}u")"ﬁ‘in-—-r—-—m-—-. )
the request

TG

UNCONTROLLED

lamw 'l De Vevra

Hﬁw&&wfmdff \etmu

| Date
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- request a schedule of service vehicle from the Office of |
the Vice President

Preparation of request for vehicle use

P
|

b,

Preparation to purchase from Procurement Service exccuted by Procurement personnel
{ direct purchase from Procurement Service

<

reccived and prepared by Procurement personnel
signed by the Warchanse Property Officer
verified by a FAD Representative
- inspected and accepted by the End User
for the procured equipment or ifem/s with assigned
Property Code. a copy of Receiving Report together
with a copy of its invoice shall be forwarded to the
Warchouse: Property Officer

Preparation of Receiving Report

I

Safckeeping of Documents - related documents shall be filed by Procuremen
personnel n a properly labeled folder

PMDC S
UNCONTROLLED}
™ COP Ll L o CHNTRO!

Vice President, Corporate Services - pull I JJ;LM

:_jf" 7 1. .

e Lol '
lgf]eca
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4) PROCUREMENT of GENERAL SUPPORT SERVICES
4.1) For Repair and/or Maintenance of Equipment/Machinery

PROCESS

Preparation of Repair and Maintenance Report

i
T\(,

Pre-repair Inspection of request and determining
the scope of work

{;,

Approval of pre-repair inspection

o

Preparation of Purchasc'chuisilion / Work Order
Requisition

§

-

Assignment of PRAWOR Number

Fi
.

S
Approval of PR/WOR

-
N

Preparation of Request for Quotation

pem

-

{ RFQ to PhilGLPS websiie, Company
P ch-f;;."m d'i.r_l'l'(JN\.‘f'l{'HH.‘ﬁ place within the

UNCONTROLLES

RROPY —d :

Jaime T. De Vevra
~Yive President, Corporate Services

— L]

PERSON RESPONSIBLE / NOTES

- Prepared by the Custodian

- RMR should clearly define the problem or intended
resuft, i full defails, at the best capacity of the
Cusiodian

- signed by the Custodian and Department Manager
concerned

- Warchouse Property Qfficer to forward the request o
Technical Inspector for pre-repair

T Date

- performed by Technical/ Inspecior

- prepared by Technical Inspector
- approved by Warchouse Praperiy Officer
- forwarded o Custodian End User

- Prepared by the Lnd User, endorsed by immediare
Supervisor

- PR should be properly signed and all details filled up by
End User

- Attached with the forwarded RMR

- prepared by Procurement personael. or other

designated HRAD personnel

- Reviewed by the anthorized Admin Officer

- Budge! availability is certified by the Finance & Budger
Officer

- Approved by the iee President only il the estimated
budget is Php30.000 and below:

- Approved by the President only il the estimated budget
is ghove Php30.000

i - prepared by Procurement personnel. ar ather i

|
|

destgnaicd HRAD personnel
- at least three () technically and financially capable
supphier should be invited (o submit quotation and join
_the bid

- prepared by BAC Secretariar |
{ = posting in PhilGEPS 1s required only if the Approved |
Budget of the Contract-amomntstoaborePhpsdic i

- if the item is posted in the I’hi](il_l'S.ﬁn:ﬁg;mb)(‘%iilg :
time 1s three (3) calendar days '

— COWTROCLED

|
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i - posting in PhilGEPS is optional only if the Approved
| - Budget of the Contract amounts to Php 30k and below
"i -
| Preparation of Abstract of Canvass, Evaluation | - preparcd by Procurement persomnel. or other ]
i and Acceptance Summiary E designated HRAD personniel
| ; - bid can be awarded to o lone bidder, provided a proof of
| | | eanvass ty mude
. ! |- proofof canvass (or at least a completely signed RFQ)
i | should be presented by the Procurement personnel or
| other designated HRAD personnel even il the mvited
i supplier will not join the bid: or dief not submit a bul Or
proof of PhilGEPS posting (if applicable).
| - Evaluation and Acceptance Summany Report is
| preparcd and approved by the B4C-THG Evaluation
‘ and Acceptance Summary should only contain details
of the bid from the Lowes! Caleulated Bidder. properly
I signed by the Lnd User, and the BAC-THG
=
/1 |
Approval of the Abstract of Quotation [ - Reviewed by the BAC-THG
| - Recommended for award by the BAC
{ - Approved by the President CEQ
F
‘T\ 4
Preparation of Purchase Order / Work Order - prepared by Procurement persomel, or other
designated HRAD personnel
‘i
Approval of Purchasc Order / Work Order - certified by the Finance & Budger Officer
- recommended for approval by the concerned
Department Manager
- Approved and signed by the President CEO
<
Preparation of Pavment Order - Payment made may he ainy of the following:
A CASH-ON-DELIVERY OR
B, PAYMENT AFTER DELIVERY
[
i A CASH-ON-DELIVERY
-
Preparation off f‘a} ment Order i - prepared by Procurement chmmn I or ather ]
| designarcd HRAD personnel
| - preparation of Payment Order through “Cash Advanee”™
. & Request for Paviment shafl be accompanied by duplicate
| | copics of PR, RMR. 400, and EVACS, PO/WO
| i - Procurement personiel shall advise the awardee for
|
|

lf—_ P MD C f;x-— \'ITIL nt (l du ]
UNCONTROLI:E%’«'; i
AP ¥

ialme'l DeVevra , b .
l_. ____\’.“Mfﬂ‘ﬂrﬂ} Services o =t I W ST |
[mffjfflm 7




| Receipt of Delivery/Service and Preparation of
I Receiving Report

Preparation of Post Repair Inspection on RMR

mn

\

Safekeeping of Documents
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- received and prepared by Procurement personne!

- signed by the Warehouse Property Officer

- verified by a FAD Represemative

- inspected and accepted by the End User

- for the procured equipment or item’s with assigned i
Property Code, a copv of Recciving Report together i
with a copy o its invoice shall be forwarded to the
Warelouse Properiy Officer.

]

prepared by the Technical Inspector
- signed and accepted by the End User and
Warchouse Property Officer

- related documents shall be filed by Procurement
personnel in a properly labeled folder

B. PAYMENT AFTER DELIVERY

r"

Rcce;pl of [ Delivery a and Pr Prcparalron of Reccmun
Report

|50 |
i

b

Preparation of Post Repair Inspection on RMR

B

Preparation nf Payment Order

!
i
s AL

b

[ Processing of Payment Order

<

PM_D_C afLchum. nl Documents
UNCONTROLLE?Z

-\]\pt{Q Q‘P‘Y { =

buime T np Vevra
Vice President, Corporate Services

"Date:

- received and prepared by Procurement personncl

- signed by the Warchouse Property Officer

- verified by a FAD Representative

- inspected and accepted by the End User

- for the procured equipment or item/s with assigned
Property Code. a copy of Receiving Report together
with a copy of its invoice shall be lforwarded to the
Warchouse Property Officer.

prepared by the Technical Inspecior
signed and accepled by the End User and
Warchouse Property Officer i

- prepared by Procurement personnel. or ather
designated HRAD personnel

- Request for Pavment would be accompanied by
duplicate copics of PR, RMR. AGQ. and EVACS.
PO/WO., RR, and original copy of INVOICE/RECEIPT |

= Procurement personnel shall keep a duplicate copvof |
INVOICE/RECEIPT 1n a properly labeled folder |

[ - prepared by coicerned FAD personnel i

- related documents shall be Qiled by Procurement
personned i a properly labeled folder

L RC

k!
(A
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A

4) PROCUREMENT of GENERAL SUPPORT SERVICES

4.2) Other Support Services

PROCESS

|
|
]' Requisition
i
1

PERSON RESPONSIBLE / NOTES

Preparation of Purchase Requisition / Work Order [

&

- Preparcd by the End User. endorsed by immediare
Supervisor

- PR should be properly signed and all details filled up by
End User

- PR should specify ali the requirements for the requested
service clearly in the “Termis of Reference” or “Scope or
Work™

- If PRAWOR 1s for the continuation of a service where the
contract is about Lo expirc or has expired, the said
PR/WOR should be accompanied by a Service
Evaluation Report (SER)

- The SER is to be accomplished by the emplovee-in-
charge of the procured service. and noted by his/her
immediate supervisor/manager

i Assignment of PR/AWOR Number

&

- prepared by Procurement personnel. or other designated

HRAD personnel

Approval of PR/WOR

r

<._

- Reviewed by the authorized Admin Officer

- Budget availability is certified by the Finance & Budger
Officer

- Approved by the Fiee Presiden: only if the estimated
budget 1s Php50,000 and below:

- Approved by the President only if the estimated budget
is above Php30.000

Preparation of Request for Quotation

- prepared by Procurement personnel. or other designated
HRAD personnel

- at least three (3) techmically and financially capable
suppliers should be invited to submit quotation and join
the bid

- il the SER indicated a favorable evaluation on the
current or more recent serviee provider, the latter shall
be considered as one of the three (3) suppliers for the
canvass: if evaluation of service is not favorable. said
service provider shall no longer be considered in the
Canvass

|

|
<

| Posting of RFQ to PhulGGEPS website. Company
i = o
website, and i any conspicuous place within the

i company premises

PMDC

- prepared by BAC Scereiariar

posting in PhIGEPS 1s required only if the Approved

Budgel of the Contract amounts to above Php 50k

- il the item 1s posted m the PhilGEPS, minimum posting
time is three (3) calendar days

- posting m PIGEPS 15 optional only il the Approved
_Budget of the Contraciameuiis-io-im-56kcand-beiow—

i
I
i

UNCONTROH.f‘U_— ¥

' «ppu.\COFW 1]

Date

'Jl.‘tkkﬁe

WOLLES

Jalme 'l De Veyra

Vice President, C orporate "\U\ lu-\
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Preparation of Abstract of Canvass. Evaluation and
Acceptance Summary

Approval of the Abstract of Quotation

Preparation of Purchase Order / Work Order

Approval of Purchase Order / Work Order

Preparation of Payment Order

- Evaluation and Acceptance Summary Report is prepared

- prepared by Procurement personnel. or other designared
HRAD personnel

- bid can be awarded to a lone bidder, provided a proof of
canvass is made

- proof of canvass (or at least a completely signed RFQ)
should be presented by the Procurement personnel, or
other designated HRAD personnel even if the invited
supplier will not join the bid. or did not submit a bid Or
proof of PhilGEPS posting (if applicable).

and approved by the BAC-TW( Evaluation and
Acceptance Summary should only contain details of the
bid from the Lowest Calculated Bidder: properly signed
by the End User, and the BAC-TWG

- Reviewed by the BAC-TWG
- Recommended for award by the BAC'
- Approved by the President/ CEO

- prepared by Procurement personnel, or other designated [
HRAD personnel

- certified by the Finance & Budget Officer
- recommended for approval by the concerned

- Approved and signed by the President CEO

Department Manager

- Payment mode may be any of the following:
C. CASH-ON-DELIVERY OR
D. PAYMENT AFTER DELIVERY

A CASH-ON-DELIVERY

Preparation of Payment Order

—

_Processing of Payment Order

Receipt of Delivery/Service and Preparation of
Service Acceptance Summary

- prepared by Procurement personnel, or other designated

- preparation of Payment Order through “Cash Advance™
- Request for Payment shall be accompanied by duplicate

- Procurement personnel shall advise the awardee for date

HRAD personnel

copies of PR, SAS, AOQ. and EVACS, PO/'WO

of delivery (to coincide with the release of check
payment)

| - prepared by concerned FAD personnel

- received and prepared by Procurement personnel
- verified by a FAD or HRAD Representative (non End

User Department)

- inspected and accepted by the End User

- acopy of Service Acceptance Summary, together with

Approved by:

Jaime T. ‘Ibe Veyra
Vice President, Cir_porate Services

Date:

PMDC |

"% 75| JNCONTROLLED

COPY
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F the original copy of its invoice shall be forwarded to

L £4D sk

Safekeeping of Documents - related documents shall be filed by Procurement i

|
| personnel in a properly labeled folder

B. PAYMENT AFTER DELIVERY

Receipt of Delivery/Service and Preparation of
Service Acceptance Summary

- received and prepared by Procurement personnel

- verified by a F4D or HRAD Representative (non End
User Department)

- inspected and accepted by the End User

- a copy of Service Acceptance Summary, together with

| the original copy of its invoice shall be forwarded to

| FAD

Preparation of Payment Order | - prepared by Procurement personnel, or other designared |
HRAD personnel

| - Request for Payment shall be accompanied by duplicate
copies of PR, RMR, 400, and EVACS, PO/WO. SAS.
and original copy of INVOICE/RECEIPT g
- Procurement personnel shall keep a duplicate copy of

] INVOICE/RECEIPT in a properly labeled folder
Processing of Payment Order | |—_iﬁrcpﬂrcd bv concerned FAD personnel
Safekeeping of Documents - related documents shall be filed by Procurement

personnel in a properly labeled folder

- o PANAINNY

o APR 25 @NCONTROL{:ED

ate Services
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IV. GUIDELINES

A. Filling up of Forms

a.

Purchase Requisition

The details to the sections “Originating Department/Work Unit”, “Date Requested”,
“Date Needed”, “Item No.”, “Item/Description”, “QTY”, “UM” (unit of measurement),
“Remarks”, and “Purpose™ must be provided and signed by the End User.

The specifications of purchase requisition must be completely detailed, up to the last
characteristic of the specification needed by the end user (except for proprietary names,
and brand name), and complete with justification (if necessary).

Work Order Requisition
The details of work to be done must be specified and attach a copy of the technical
requirements of the work to be done.

Purchase Order
The purchase order must indicate the payment and delivery terms.

Work Order
The type of work to be done (i.e. lease, hauling/delivery, others) and the contract cost
and payment terms must be indicated.

Request for Quotation

The Request for Quotation must prescribe the manner by which price quotations shall
be submitted i.e., by sealed or open quotation, and the deadline for their submission.
Suppliers must be informed that PMDC is a Tax withholding Agent.

Information relating to the examination, evaluation, and comparison of price quotations
shall be kept confidential and should not be disclosed to any other party except to those
officially concerned until award of the contract.

Service Evaluation Report

A report form that is accomplished by the employee-in-charge of the procured service
immediately after the expiration of the service contract. The SER shall be used as basis
whether the service provider can be considered for contract renewal after submission of
a new bid proposal together with other service providers.

Service Acceptance Summary

A form that is accomplished by the employee-in-charge/End User, which shows the
detailed summary and quality of the services done by the service provider and used as
basis for payment.

|

/L : Y WanVal
Appf()\ﬁﬁd b}. 4{& Date: APR 2 5 riviitJco
Jaime™¥. De Veyra

Vice President, Corporate Services

AN\DN\ |
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B. Timelines

a. For procurement of Regular Items: provided that there are no external factors beyond
the control of the Procurement personnel, the maximum number of working days to
process the request is twelve (12) working days. Scope of the process starts from the

receipt of approved Purchase Requisition up to the delivery of the item.

b. For procurement of Non-regular Items: provided that there are no external factors
beyond the control of the Procurement personnel, the maximum number of working
days to process the request is twenty two (22) working days. Scope of the process starts

Page 28 of 28

from the receipt of approved Purchase Requisition up to the delivery of the item.

¢. For the procurement of Goods, Infrastructure, and Consulting Services thru competitive
bidding, the provisions on each procurement activities provided in the R.A. 9184, also

known as the “Government Procurement Reform Act”, shall be applied.

C. PhilGEPS Posting

Posting of all the Request for Quotation and awards in the PhilGEPS website (as well as the
Company’s website, and at any conspicuous place in the premises of the Company) shall be
mandatory on all methods of procurement except for Shopping and Small Value
Procurement if the Approved Budget of Contract would equal to Fifty Thousand Pesos
(Php50,000.00) and below (GPPB Resolution No. 09-2009: Approving, by Referendum, the

Guidelines for Shopping and Small-Value Procurement).

B o |  PMDC
roved by: f | Date: 1C
:r P . ate R 7 I%%\TISCONTROLLFD
| Vice President, Corporate Services | ; COPY |
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PROCEDURE ON PHILGEPS POSTING,

PREPARATION OF PROJECT PROCUREMENT MANAGEMENT PLAN, ANNUAL

PROCUREMENT PLAN AND PROCUREMENT MONITORING REPORT,

AGENCY PROCUREMENT COMPLIANCE AND PERFORMANCE INDICATOR /

CONSOLIDATED PROCUREMENT MONITORING REPORT

1 DEFINITION

For purposes of R.A. 9184 otherwise known as the Philippine Government Procurement

Act,

=

the terms or words and phrases shall mean or be understood as follows:

BAC — refers to the Bids and Awards Committee established in accordance with Article V
of R.A. 9184

Bidding Documents — refers to the documents issued by the Procuring Entity as the basis
for Bids, furnishing all information necessary for a prospective bidder to prepare a bid for
the Goods, Infrastructure Projects, and Consulting Services to be provided

GPPB — refers to the Government Procurement Policy Board established in accordance
with Article XX of RA 9184

GPPB-TSO — refers to the Government Procurement Policy Board-Technical Support
Office

Head of the Procuring Entity (HOPE) — refers to: (i) the head of the agency or his duly
authorized official for national government agencies; (ii) the governing board or its duly
authorized official for government-owned and/or-controlled corporations; or (iii) the local
chief executive for local government units. Provided, that in a department, office or
agency where the procurement is decentralized, the Head of each decentralized unit shall
be considered as the Head of the Procuring Entity subject to the limitations and authority
delegated by the head of the department, office or agency

Procuring Entity — refers to any branch, constitutional commission or office, agency,
department, bureau, office or instrumentality of the GOP (NGA), including GOCC, GFI,
SUC and LGU procuring goods, consulting services and infrastructure projects

PPMP — refers to the Project Procurement Management Plan which shall be prepared by
the end-user units of the procuring entity for their different programs, activities, and
projects (PAPs). The PPMP shall include:

a) information on whether PAPs will be contracted out, implemented by administration

g type and opjective of contract scopes/packages

e extcnu’qwc of contract scopes/packages:
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e) the time schedule for each procurement activity and for the contract implementation;
and

f) the estimated budget for the general components of the contract.

8. APP —refers to the Annual Procurement Plan which reflects the entirety of the
procurement activities that will be undertaken by the procuring entity within the calendar
year using the prescribed format required by the GPPB and submitted to the GPPB.

9. APP-CSE — the Annual Procurement Plan of Common-Use Supplies and Equipment
submitted to the Department of Budget and Management-Procurement Service

10. APCPI — refers to the Agency Procurement Compliance and Performance Indicator which
is a standard procurement performance monitoring and evaluation tool for use by all
procuring entities

11. CPMR — refers to the Consolidated Procurement Monitoring Report

12. PMR — refers to the Procurement Monitoring Report which is prepared by the BAC in the
form prescribed by the GPPB.
- The PMR shall cover all procurement activities specified in the APP, whether on-
going and completed from holding of the pre-procurement conference to the issuance of

the notice of award and approval of the contract, including the actual time for each major
procurement activity.

13. PhilGEPS — refers to the Philippine Government Electronic Procurement System
provided in Section 8 of RA 9184

14. DBM-PS — refers to the Department of Budget and Management-Procurement Service

PMDC
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II. RESPONSIBILITIES

1. End-user Unit — responsible for the preparation of the Project Procurement Management
Plan (PPMP) of each unit of the procuring entity

2. Bids and Awards Committee — shall have the following functions:

a)
b)
c)
d)
€)
f)

g)
h)

i)
1)

k)

Advertise and/or post the invitation to bid/request for expressions of interest;
Conduct pre-procurement and pre-bid conferences;

Determine the eligibility of prospective bidders;

Receive bids;

Conduct the evaluation of bids;

Undertake post-qualification proceedings:

Resolve motions for reconsideration;

Recommend award of contracts to the Head of the Procuring Entity or his duly
authorized representative;

Recommend the imposition of sanctions in accordance with Rule XXIII;
Recommend to the Head of the Procuring Entity the use of alternative methods of
procurement as provided for in Rule XVI hereof; and

Perform such other related functions as may be necessary, including the creation of a
Technical Working Group (TWG) from a pool of technical, financial, and/or legal
experts to assist in the procurement process. particularly in the eligibility screening,
evaluation of bids, and post-qualification

3. BAC Secretariat — serve as the main support unit of the BAC and who shall be under the
direct supervision of the BAC Chairman

The Secretariat shall have the following functions and responsibilities:

a)
b)
c)
d)
€)
f)

g)
h)

i)

1)
k)

Provide administrative support to the BAC:

Organize and make all necessary arrangements for BAC meetings and conferences;
Prepare minutes of meetings and resolutions of the BAC;

Take custody of procurement documents and other records;

Manage the sale and distribution of Bidding Documents to interested bidders;
Advertise and/or post bidding opportunities, including Bidding Documents, and
notices of awards;

Assist in managing the procurement processes;

Monitor procurement activities and milestones for proper reporting to relevant
agencies when required;

Consolidate PPMPs from various units of the procuring entity to make them available
for review as indicated in Section 7 of this IRR:

Prepare the APP, APP-CSE, PMR, APCPI, and CPMR as delegated by the BAC;
Prepare the APCPI assessment, convene meetings with the Confirmation Team and

PMD
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4. Technical Working Group - appointed by the BAC from a pool of technical, financial,
and/or legal experts to assist in the procurement process, particularly in the eligibility
screening, evaluation of bids, and post-qualification.

The TWG shall have the following functions and responsibilities:

a) Preparation of bidding documents
b) Eligibility check/short-listing

¢) Bid evaluation and preparation of reports

d) Post-qualification

e) Preparation of post-qualification summary report

5. Observers — represent the public, the taxpayers who are interested in seeing to it that
procurement laws are observed and irregularities are averted.

The Observers shall have the following functions and responsibilities:

a) Prepare report (jointly or separately) indicating their observations on the procurement

activities;

b) Submit report to the Procuring Entity and furnish a copy to the GPPB and the Office
of the Ombudsman/Resident Ombudsman; and,
¢) Immediately inhibit and notify in writing the Procuring Entity of any actual or

potential conflict of interest.

6. Confirmation Team - checks the APCPI results of the procuring entity in terms of
completeness, correctness, consistency and responsiveness.

The Procuring Entity shall send invitations to at least three (3) suggested partners but
attendance of at least one (1) will suffice from any of the following:

a. COA

b. Civil Society Organization

c. Peer Review
d. Private Sector

7. Budget Officer of the FAD — refers to the Budget Officer of the Finance and Accounting

Department.

PMDC
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PROCESS FLOW
PhilGEPS POSTING
PROCESS PERSON RESPONSIBLE/NOTES

Posting of Invitation to Bid/ Request
for Expression of Interest

- Prepared by the BAC Secretariat
- Posted by BAC Secretariat with the assistance of the
Procurement Unit

Abstract of Canvass/BAC Resolution

- Prepared by the BAC Secretariat

- Signed by the BAC

- Approved and Signed by the HOPE

- Posted by BAC Secretariat with the assistance of the
Procurement Unit

Notice of Award

- Prepared by the BAC Secretariat

- Signed by the President

- Posted by BAC Secretariat with the assistance of the
Procurement Unit

Contract/Purchase Order

‘@

- Prepared by the BAC Secretariat

- Signed by the President and winning bidder

- Posted by BAC Secretariat with the assistance of the
Procurement Unit

Notice to Proceed

PMDC
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- Signed by the President
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2. PREPARATION OF PPMP, APP AND PMR

A. PROJECT PROCUREMENT MONITORING PLAN

PROCESS PERSON RESPONSIBLE/NOTES
Preparation of the Project - Prepared by the end-user unit
Procurement Management Plan - Note: BAC Secretariat to provide the PPMP form
(PPMP)

Submit to the Finance and Accounting - Reviewed by the Budget Officer of the FAD
Department (FAD) for evaluation

Preparation of the Budget Proposal - Prepared by Budget Officer of the FAD
by
Submit Budget Proposal to the HOPE - Reviewed by the HOPE for approval
.'7'
Upon approval of the HOPE, FAD - Consolidated and reviewed by the BAC
will forward the PPMPs to the BAC Secretariat
Secretariat for consolidation and
review

When the Corporate Budget becomes - Finalized by the BAC Secretariat
final, the consolidated PPMPs will - Reviewed by the BAC
also be finalized using the APP
format
Approval of consolidated PPMP - Approved by the HOPE
- ‘ROR REVISIONS IN THE PPMP

P D]Gved items Wlh] form part of the PPMP while disapproved items will

U N C 0 >fl and the PPMP will be revised accordingly.
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B. ANNUAL PROCUREMENT PLAN (APP & APP-CSE)

PROCESS

PERSON RESPONSIBLE/NOTES

Preparation of Annual Procurement

Plan (APP) & APP-CSE

- Prepared by the BAC Secretariat

- Approved and signed by the BAC and HOPE
- Posted in the PMDC website (Sec. 1.1 of the
IRR of EO 662) following the form and format
downloadable from the GPPB website

1 |
APP APP-CSE
submitted submitted - Submitted by the BAC Secretariat
to GPPB to DBM-
PS
*deadline * deadline
every every
January November
15% 15" of the
of the CY preceeding
year

FOR REVISIONS IN THE APP

Revisions in the APP

- Update PPMP by the End-user Unit
- Consolidate PPMP to APP by BAC Secretariat
- Approve Updated APP by HOPE

r ™~
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C. PROCUREMENT MONITORING REPORT

PROCESS

Preparation of the Procurement
Monitoring Report (PMR) in the form
prescribed by the GPPB

Submitted to the HOPE

Submitted to the GPPB-TSO (Sec.
12.2 of IRR of RA 9184) in printed
and electronic format

PMDC |
UNCONTROLLED

f

COPY ./

PERSON RESPONSIBLE/NOTES

- Supervised by the BAC

- Prepared by the Procurement Unit & BAC
Secretariat

- Consolidated by BAC Secretariat into one (1) PMR
- Approved and signed by the BAC

- Submitted by the BAC Secretariat to the HOPE
for approval
- Posted in the PMDC website

- Submitted by BAC Secretariat to the GPPB
- Within 14 cd after the end of each semester (EO
662,662-A and 662-B. series of 2007)
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< AGENCY PROCUREMENT COMPLIANCE AND PERFORMANCE INDICATOR
(APCPI) / CONSOLIDATED PROCUREMENT MONITORING REPORT (CPMR)

PROCESS

Fill up the following APCPI documents:

1. APCPI Self-Assessment Form
- In filling up the form, the Scoring
and Rating System shall be used as
reference

2. Consolidated Procurement
Monitoring Report

3. APCPI Confirmation Questionnaire

Action Plan Template

4. Procurement Capacity Development

F i

CONFIRMATI N PROCESS FLOW

Submit initial APCPI Results

Review of Initial APCPI results

PERSON RESPONSIBLE/NOTES

- Completion or accomplishment of APCPI documents
conducted by the BAC and BAC Sec or annually
within the first quarter of the year

- BAC Sec

*After completion of the APCPI Assessment Form, the BAC
Sec shall invite the Confirmation Team for the confirmation
exercise

- Submitted by the BAC Sec to the Confirmation Team

- Confirmation Team

* Upon receipt, the Confirmation Team shall determine the
correctness of all the information indicated in the said Form
within seven (7) working days

NO

Differences

Conduct of confirmation meeting

Confirmation of APCPI results

]

Approval of the APCPI results

- Confirmation Team

* In case there are differences in findings, a meeting shall be
called by the Confirmation Team with the BAC Sec to
reconcile the results

- Confirmation Team and BAC Sec
*The parties shall present their findings and may ask
questions to clarify some matters regarding the scoring

- Confirmation Team
*Afier the differences have been reconciled, the BAC Sec
shall submit the confirmed APCPI results to HOPE

N —_

Wonﬁmnd ARIICPI]

- Approval of HOPE

- Confirmed and approved APCPI results bhall be

submitted by the BAE-Sectothe PP e e
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REQUIREMENTS
Law/Rule/ Responsible Post in PE’s
Requirements Issuance Person/ Timetable website
Entity
EO 662 as BAC, BAC Annually Yes
APP amended; Sec, HOPE
Implementing
Guidelines
Sec. 12.2, IRR HOPE Within 14 cd Yes
PMR EO 662, as after end of
amended; semester
Implementing
Guidelines
EO 662, as BAC Sec, Every semester Yes
List of amended; BAC
Observers Implementing
Guidelines
Resolutions of | Sec.56, IRR BAC Sec Head | Within 7 cd Not required
protests from receipt
Court cases Sec. 58.3,IRR | BAC Sec Head | Not indicated | Not required
Blacklisting/ | Sec. 9.1, HOPE Within 7 cd Not required
Delisting Uniform after issuance
Orders Guidelines for
Blacklisting
Sec. 5.2, Rev. HOPE or duly | Immediately, if | Not required
Contract Guidelines re authorized extension
extensions Extension of representative | exceeds 6 mos.
Gen. Support
Services
List of Pre- Sec. 49.2, IRR BAC Sec, After pre- Not required
selected BAC, HOPE selection
Suppliers procedure
PMDC
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- PRESCRIBED FORMS

a) Project Procurement Management Plan

b) Annual Procurement Plan (Note: Forms are revised yearly by the GPPB)

¢) Annual Procurement Plan-Common Supplies and Equipment (Note: Forms are revised
yearly by the DBM-PS)

d) Procurement Monitoring Report

e) Agency Procurement Compliance and Performance Indicator (APCPI) Self-Assessment
Form

f) Consolidated Procurement Monitoring Report
g) Confirmation Questionnaire
h) Procurement Capacity Development Action Plan Template

6. REFERENCES

1. R.A. 9184 also known as Government Procurement Reform Act and its Implementing
Rules and Regulations

2. Executive Order No. 662 also known as Enhancing Transparency Measure under R.A.
9184 and creating the Procurement Transparency Board and its Implementing Guidelines
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PROCEDURE ON TRAINING AND DEVELOPMENT
1.0 PURPOSE

This document institutionalizes the procedures for the preparation of the training plan,
conduct of in-house training programs and participation in external capacity-building
programs.

2.0 POLICY

PMDC considers the participation of its employees in trainings and seminars as investment
for the mutual gain of the company and the individual. The employees’ participation thereof
is intended to develop, enhance and update their competencies for improved individual and
organizational performance.

3.0 SCOPE

This procedure outlines the specific steps and activities undertaken in the preparation,
implementation and evaluation of external and in-house training programs attended by the
Company’s officials and employees.

4.0 DEFINITIONS

1. Training Needs Assessment (TNA) — refers to a method of determining the company’s
learning gaps and/or training needs and the kind of learning intervention that is required
to meet the identified training requirements.

2. Training Plan — refers to a document which provides the list of external training programs
to be participated in by the employees and in-house learning sessions to be conducted
within the year. The training programs/learning interventions indicated in the Training
Plan were derived from the results of the Training Needs Assessment and those
formulated by HRAD which were seen as necessary based on the required competencies,
results of the performance evaluation, observations or evaluation of the effectiveness of
trainings attended.

3. Request for Training Form — refers to the form accomplished and submitted by the
employee and endorsed by his/her manager indicating the requested training program to
be participated in by the employee. The request includes the following information:
training course title, inclusive dates and venue, registration and other fees required and
the justification for his/her participation.

4. Evaluation of Training Effectiveness — refers to the list of trainings/seminars attended by
an employee for the concluding year prepared and distributed by HRAD to the
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Post-Training Report — refers to the report submitted by the employee after his/her
participation in an in-house or extemal training program which contains the training
highlights or key topics discussed, relevance of the training program to the employee’s

Jjob functions, specific benefits/learnings from the training. and activities or initiatives that

can be undertaken by the employee or his’her department in applying the learnings
obtained by the training attendee. The Post-Training Report is submitted by the employee
within five (5) working days from the last day of the training program or at the latest a
month afier the training/seminar provided that, HRAD has been advised accordingly. The
submitted PTRs are also used to evaluate the applicability and efiectiveness of the
training programs attended. Further, recommendations from the Post-Training Report can
serve as inputs for the succeeding year's Training Plan and other improvement inttiatives
within the organization.

Training Certificate — refers to the document that certifies that an employee has
participated in and completed a training program. The document includes details on the
training’s topic, date and venue and duly signed by the resource speaker/training provider.

Training Provider — refers 1o the third-party service provider to whom the facilitation of a

particular training program was awarded, through a competitive and transparent

procurement process.

Webinar — refer to short for web-based seminar, a webinar is a presentation, lecture,
workshop or seminar that is transmitted over the web using video conferencing software
allowing participants in different locations to interact with each other.

1.0 RESPONSIBILITY

o

L

)

Bids and Awards Committee (BAC) — refers to the internal committee that oversees all
bidding processes within the company.

Department Assistants - processes the documents relative to the approved request for
trainings and its corresponding fees, submits the employee’s registration form to the
training provider via fax or email, deposits the check payment to the training provider’s
bank account (if required) or provides the check payment to the training
participant/employee for pavment during the actual training.

Department Managers/Superyisors — provides inputs to HRAD on training requirements,
endorses requests for trainings, assesses the effectiveness of the training based on the
employee’s knowledge. skills and abilities and evaluates the applicability of the
recommendations indicated in the Post-Training Reports submitied by their subordinates
before submission to HRAD.

ccounting Department (FAD) — determines the availability of funds for

P M Dclu.t-_d trainifjgs and expenses relative to the conduct of in-house training programs.
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HR and Administration Department (HRAD) Manager — oversees the over-all planning
for external and in-house training programs, reviews request/s for training and
spearheads other capacity-building initiatives for the organization.

HR Officer - conducts the Training Needs Assessment during the first quarter of the
year, analyzes the results and submits a proposed Training Plan using the data obtained
from the Training Needs Assessment. He/she is also in-charge of the preparation and
facilitation of in-house training programs.

HR Specialist - assists the HR Officer in the conduct of the Training Needs Assessment
and preparation of the Training Plan; collates and monitors the submission of Post-
Training Reports and training certificates within a given period, and manages the
administrative preparation of in-house training programs.

Vice President for Corporate Services — endorses request/s for training and reviews the
proposed Training Plan prior submission to the President and CEO.

President and CEO - approves request/s for training and the proposed Training Plan as
endorsed by the Vice President for Corporate Services.

Procurement Unit - assists the Bids and Awards Committee (BAC) in facilitating the
end-to-end procurement process of the organization.
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PREPARATION OF THE TRAINING PLAN

PROCESS

COMMENCEMENT OF THE
TRAINING PLAN
PREPARATION

DISSEMINATION OF THE
TRAINING NEEDS
ASSESSMENT (TNA) SURVEY

FORMULATION OF THE
) TRAINING PLAN

l

REVIEW AND FINALIZATION
[ OF THE TRAINING PLAN

l

IMPLEMENTATION OF THE
| TRAINING PLAN

PMDC
UNCONTROLLED

PERSON RESPONSIBLE/NOTES

~ TNA Survey Form is developed by the HR i
Officer and reviewed by the HRAD Manager

- Disseminated by the HR Specialist

- Accomplished by the employee

s .

~ TNA Survey Forms are accomplished by the
employee and the department manager’
supervisor concerned

~ Accomplished TNA Survey Forms are collated
by the HR Specialist

- Results are generated by the HR Specialist
— Training Plan is drafied by the HR Officer

- Reviewed and finalized by the HRAD Manager

~ Endorsed by the Vice President for Corporate
Services

— Approved by the President and CEO

D
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PROCESSING OF EMPLOYEE PARTICIPATION IN EXTERNAL
TRAININGS/SEMINARS

PROCESS

PREPARATION OF THE REQUEST
FOR TRAINING FORM

E

CERTIFICATION OF BUDGET
AVAILABILITY OF THE REQUEST

TRAINING FORM

EVALUATION OF THE REQUEST FOR

=

v

APPROVAL OF THE REQUEST FOR
TRAINING FORM

v

TRAINING PROVIDER

PROCESSING OF PAYMENT FOR THE

h 4

RELEASE OF CHECK PAYMENT

/"

PMDC
UNCONTROLLE

| Date

PERSON RESPONSIBLE/NOTES

- Prepared by the employee
— Endorsed by the immediate supervisor

— Budget availability is certified by the Budget
Officer or any designated/authorized officer

— Reviewed by the HRAD Manager i
— Endorsed by the Vice President for Corporate |
Services ’

— Approved by the President and CEO

~ Facilitated by the Department Assistant
concerned and FAD Personnel

L

f

— For advance payment, the Department Assistant
deposits the check pavment to the training
provider’s bank account

— For on-the-day payment, the Department
Assistant turns-over the check payvment to the
training participant for payment on the training
day uself

. P@DG
SEF 'fft‘r(:lr;jﬁi ~OLLED
—tufibu_COPY




CORPORATION

Quality
Procedure

PHILIPPINE MINING DEVELOPMENT

Training and
Development

Control No: PMDC-QP-10-00
Revision No.: 0

Effectivity: September 27, 2016

Page No. Page 6 of 7

CONDUCT OF IN-HOUSE TRAINING PROGRAM
(In-house Training Facilitator)

PROCESS

DETERMINATION OF NEED FOR
TRAINING

v

IDENTIFICATION OF TRAINING
PARTICIPANTS

A J

| PREPARATION OF THE TRAINING'S
| ADMINISTRATIVE REQUIREMENTS

L

CONDUCT OF THE TRAINING

l

CONDUCT OF TRAINING i

EVALUATION

l

f
l SUBMISSION OF THE
| POST-TRAINING REPORT

PMDC |
UNCONTROLLED
| w.oOOPF AT

i.un

e

PERSON RESPONSIBLE/NOTES

- Conducted as indicated in the Training Plan or
mav be initiated by HRAD or other department/s

- Conceptualization/design of the training by the
HRAD or the department concerned

- Participants are selected by the HRAD Manager or
the department concerned

- Participation of employee is coordinated by the
HRAD or the department concerned with the
respective supervisor/manager

- Administrative preparation (food/meals,
training/workshop materials, training certificates,
projector. microphone, efc.) is managed by the HR
Specialist

- For venue requirements, the Procurement Unit
assists the HR Specialist in the canvassing and
engagement of a venue provider, as evaluated and
recommended by the BAC and approved by the
Head of the Procuring Entity (HOPE)

- Facilitated by the HRAD Manager, HR Officer or
the Department Manager/Officer concerned

~ Supervised by the HRAD Manager/Department
Manager concerned

~ Training Evaluation Forms are distributed by the
HR Specialist i
— Results are collated by the HR Specialist |

§ & Prepared by the training participant
~ Monitored and collated bv the HR Specialist
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CONDUCT OF IN-HOUSE TRAINING PROGRAM
(External Training Provider)

PROCESS

DETERMINATION OF NEED FOR
TRAINING

l

IDENTIFICATION OF TRAINING
PARTICIPANTS

-

CANVASS OF TRAINING PROVIDER

/N v
) SELECTION OF TRAINING PROVIDER |

v

PREPARATION OF THE TRAINING’S
ADMINISTRATIVE REQUIREMENTS

¥

CONDUCT OF THE TRAINING
CONDUCT OF TRAINING
EVALUATION

i SUBMISSION OF THE
I POST-TRAINING REPORT

l-)::! c

o GOP
. Jaime

SViCe Freswent,

Urporate Services |

PERSON RESPONSIBLE/NOTES

~ Initiated by the HRAD or as stated in the
Training Plan

~ Conceptualization of the training by the HRAD |

~ Conducted by HRAD

— Canvass of training provider conducted by
HRAD

~ Evaluation of canvass and selection of training
provider conducted by the BAC

~ Finalization of pre-selected training participants
by HRAD

~ Participation of employee is coordinated by the
HRAD with the respective supervisor/manager

— Adininistrative preparation {meals, fees,
transporiation arrangement, training/workshop
materials. training certificates. etc.) are
managed by the HR Specialist

— Facilitated by the HR Officer
— Supervised by the HRAD Manage:

~ Training Evaluation Forms are distributed by
the HR Specialist

— Results are collated by the HR Specialist

~ Accomplished and submitted by the employee
— Monitored and collated by the HR Specialist
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I. Purpose

This document aims to institutionalize the policies and procedures on the handling and
safekeeping of Security/Bond Documents.

IL. Policy

It 1s the policy of PMDC to ensure that security documents, such as Bid/Performance
Bond, Surety Bond, etc., are properly handled or managed to ensure protection or security
for the company in case a bidder or contractor withdraws from a bid or defaults in the
performance of his contracted service.

H1L Scope

This procedure covers security/bond documents required in the bid processes as well as
those after awarding the contract to a qualified third party.

IV. Definition of Terms

In accordance with the provisions of Republic Act 9184, its implementing rules and
regulations and other applicable law, rules and regulations, Bid Bond and Performance
Bond shall be defined as follows:

Bid Bond — or bid security is an amount of money that may be calculated as a percentage
of the budget estimate of a procurement requirement or a percentage of a bidder’s bid
price. The bid security is intended to deter bidders from withdrawing their bids, because
they would otherwise forfeit the bid security amount to the client. It gives the client some
assurance that the selected bidder will sign the contract or otherwise forfeit its bid
security.

A performance bond is issued by a winning bidder or contractor as a guarantee against its
failure to meet obligations specified in the contract. A performance bond is usually
provided by a bank or an insurance company to make sure a contractor completes
designated projects.

A Bid Bond or Performance Bond may be in the form of:

1) Cash or cashier’s/manager’s check issued by a Universal or Commercial Bafn?;—
2) Bank draft/guarantee or irrevocable letter of credit issued by a Universal or
Commercial Bank: provided, however, that it shall be confirmed or authenticated by a
Universal or Commercial Bank, if issued by a foreign bank.
Sk callable upon demand issued by a surety or insurance company duly
PMUcaf' ied by thg Insurance Commission as authorized to issue such security.

[
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V. Guidelines/Flowchart
a) For Non-Cash Bonds
PROCEDURE PERSON/UNIT RESPONSIBLE WORK INSTRUCTIONS

Receipt of Bond (be it a Bid or
Performance Bond, which may be
in any of the following forms:
a. Bank draft/guarantee
b.  Irrevocable letter of
credit, or
c.  Surety bond)

- Bids and Awards Committee
(BAC) Secretariat, for bid
bonds;

- BAC Secretariat for first
issuance of Performance Bond,
normally upon award of
contract;

- Concerned Department for
renewal of Performance Bond

Review and Verification of
Bond

- BAC Secretariat forwards the
Bond to the Legal Department
upon receipt;

- Legal Department reviews
the validity of the Bond

The BAC Secretariat or
Concerned Department staff
shall record the receipt of the
Bond in an appropriate
logbook, indicating the date
and time of receipt as well as
its validity period.

The Legal Department shall
review the correctness and
validity of the bond and its
conformity with the Terms of
Reference. It shall also verify
the issuing bond company’s
accreditation with the
Insurance Commission.

If valid and compliant, the
bond is forwarded by the Legal
Department to the Finance and
Accounting Department for
safekeeping.

Note:

If non-compliant, the Legal
Department shall advise the
BAC Secretariat or Concerned
Department to return to the
bidder or contractor the
invalid Bond, and for the latter
to address the deficiencies and
to re-submit a new Bond within
fifteen (15) calendar days
thereafter.

Upon re-submission, the BAC
Secretariat or concerned
department shall again
forward the Bond to the Legal
Department for its review.

Safekeeping and custody of

- Finance and Accounting

The FAD personnel shall keep

/ -f.f
Approved by: </ J_, Date:
Jaime T. De Vevra 0cT 74 7016
Vice President, Corporate Services ; 1.0
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b) For Cash Bonds
PROCEDURE PERSON/UNIT RESPONSIBLE WORK INSTRUCTIONS

Receipt of Bond (be it a Bid or
Performance Bond, which may be
in the form of Cash or
Cashier’s/Manager’s Check)

- Bids and Awards
Committee (BAC)
Secretariat for Bid and
Performance Bonds

The BAC Secretariat shall
record the receipt of the Bond
on an appropriate logbook
indicating the amount, date and
time of receipt, as well as its
validity period.

Issuance of
Acknowledgement Receipt

- Cash Management
Officer

The Cash Management Officer
shall record/post the details
(i.e. customer’s name, amount,
and accounting code) in the
Computerized Accounting
System (CAS).

Signing and Execution of
Bond Agreement (for
Performance Bond only but
not for Bid Bond)

-Legal Department drafts
the Performance Bond
Agreement

After review and approval by
the Legal Department of the
signed and notarized
Performance Bond Agreement,
the latter is forwarded to FAD
for safekeeping.

Deposit of the Cash Bond in
PMDC’s depository bank

- FAD personnel] as
authorized by the FAD
Manager

i

The FAD personnel shall
deposit the cash bond in the
trust liability account of
PMDC’s depository bank.

Monitoring of Bid or
Performance Bond validity
and expiry date

- BAC Secretariat for Bid
Bonds;

- Concerned Department
for Performance Bonds

PMDC |

The BAC Secretariat shall
return the Cash Bid Bond to
the bidders within thirty (30)
days after the winning bidder
has signed the contract.

The Concerned Department
shall monitor the expiry of the

Performance Bondand the

UNCONTROLLED‘ Contract. P il L
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1.0 PURPOSE

This document institutionalizes the policies and procedures for the repair and
maintenance of the company’s properties and equipment.

20 POLICY

It is the policy of PMDC to ensure that all of its properties and equipment are in good
working condition and performing according to their required functions. Regular
preventive maintenance and repair works, whenever necessary, shall be undertaken to
maintain the satisfactory operating condition of machines and equipment and prolong
their useful life.

3.0 SCOPE

The set of procedures applies to the specific steps or activities that the Property
Officer and other concerned employees need to adopt in order to adhere to PMDC’s
Quality Management System. This document covers the procedures from the
identification of equipment for repair to preparation of post-repair inspection report.

4.0  DEFINITIONS

1. Repair of Equipment — process/act of restoring a property/equipment to its
original state or to its working condition. Unserviceable equipment may be
restored to its normal state of efficiency by making repairs.

2. Minor and Ordinary Repair — merely keeps an equipment in fit condition for use
without increasing its capacity or otherwise adding to its normal value as an asset

3. Maintenance — actions taken to retain the equipment in a serviceable condition or
to restore it to serviceability when it is economically repairable

4. Repair and Maintenance Report (RMR) — a document issued in reporting the
breakdown or malfunctioning of a certain property or equipment, at the same time
requesting for the repair of said property. The RMR form comes in three parts, to
wit: a) Request to Repair; b) Pre-Repair Inspection; and ¢) Post-Repair Inspection

5. Waste Materials Report (WMR) — a document that lists all waste materials such as
destroyed spare parts and other materials considered scrap due to repair and
replacement

6. Property Masterlist — a record of all the assets of the company which is organized,
collated, and maintained by the Property Officer

P
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Equipment

Repair and Maintenance Logbook - shows the summary/history of all repairs and
maintenance work done. Said logbook shall be maintained by the Field Office
Property Custodians and the Property Officer for Main Office records. The
Property Officer shall, however, for reference purposes, maintain copies of the
Repair and Maintenance Reports and Official Receipts from repair and
maintenance works done in the field.

RESPONSIBILITY

l.

Custodian — refers to the employee who is the actual user or assignee of the
property/equipment

Property Custodian - is a designated individual who has the authority and
immediate responsibility for the immediate custody of all properties within his
custodial area. The Property Custodian shall be bonded and be physically located
near the property for which he or she is responsible

Department Manager/Immediate Supervisor — approves a request for repair

Head of HR and Administration Department — approves the commencement of
repair after the pre-repair inspection and evaluation done by the Technical/Property
Inspector, and the recommendation of the Property Officer, in consideration of the
records and repair/maintenance history of the concerned property/equipment

. Technical/Property Inspector — refers to the person designated or assigned to

inspect and assess the property prior to repair, determines the reasons for
breakdown as to fair wear and tear or negligence and inspects the property’s
condition after its repair

Property Officer — refers to the person designated to be in charge of the overall
accounting, safekeeping and maintenance of the properties of the company. Also
responsible for maintaining property records and reports, and handles the
administrative aspect of the disposition of company properties, upon direction and
approval of management

Procurement Officer/Specialist — refers to the person who is tasked to handle the
company’s procurement functions in accordance with the provisions of Republic
Act 9184

Field Administration Assistant/Davao Administration Officer — persons tasked to
process the Repair and Maintenance Reports in the Field Offices, prior to
submission to the Main Office for review of the Property Officer, the Department
Managers Concerned, and endorsement to the Procurement Officer/personnel
designated to handle procurement functions
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PHILIPPINE MINING DEVELOPMENT

Quality

Procedure
(3

/A

60 PROCESS FLOW

PROCESS

Request to Repair

Fill out the Request to Repair
portion of the Repair and
Maintenance Report {(RMR)

A e

- Requested by the Custodian
- For approval of
Depurtiment Manager/
Immediate Supervisor

- Property Officer/Field
Admin Assistant/Davac
Admin Officer

Pre-Repair Inspection

Fill out the *Pre-repair
Inspection” portion of the
RMR

- Pre-inspected by the
TechmcaiProperty Inspector
- Reviewed and noled by the
Property Oftficer

- Approved by the HR and
Admimsiration Department

Pre-Repair Inspection

- Property Officer/Field Admin

In filling out the request,
indicate the details of the
property to be repaired and
specify the defects or
complaint.

Technical'Property Inspector shall
check the propertviequipment based
on the complaint and identify the
namee of work to be done and parts to
be supplied/replaced.

Property Officer or Property
Custodian shall check. i the property
15 listed in the Masterlist.

Property Officer shall check on the
repair and maintenance records of the
equipment and notes down histher
comments or recommendations

Cost of repair shall be estimated by
TechmicalProperty Inspector/Property
Officer with the assistance of

* Control No: PMDC-QP-12-00
CORPORATION RevisionNo.: MMM__L ____________ i
~ Repair and Maintenance _Effectivity: November 18, 2024
of PropF rties and - Page No. l Page 3of 6 |
_ Equipment P
PERSON RESPONSIBLE/NOTES WORK INSTRUCTIONS

. C Assistant/Davao Admin
Verify the property listing in Officer Procurement personnel
the Property Masterlist Property Officer or Field Property
Custodian shall verify records if the
H property is covered by warranty, Put
| notes/comments on the pre-Repair
£ Inspection space, 1f necessary
I
Affix signature on the provided
space
|
\.‘E‘r
- Custodian/Property Fill out the Purchase Request
Prepare the Purchase Custodian/Field Admin/ ¢ Work Order £
Request or Work Order and ; and Wor orms
Technical or Property
forward to Procurement for :
. - Inspector
the processing of the request
PNMPCE
X T IvIpCT
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PHILIPPINE MINING DEVELOPMENT

Control No:

CORPORATION
| Repair and
Quality Maintenance of
e ~ Procedure Properties and
Equipment
PROCESS PERSON RESPONSIBLE/NOTES
- Custodian/Technical or

Post-Repair Inspection Property Inspector
Upon completion of the

repair, conduct the Post-
Repair Inspection

Sign the Post-Repair
Inspection (and Waste
Materials Report (WMR), if
necessary)

- Davao Admin Officer/Field
Admin Assistant/Property
Officer

- For WMR: Propertv
Officer/Head of Admin Dept./
Technical or Property
Inspector/Technician

Prepare the necessary
documents for payment,
liquidation or reimbursement,
to wit:
1. Photocopies of the ff:
a. RMR
b. Service Report from
the service center
¢. WMR
2. Original copy of Invoice
and OR for accounting
use/reference

- Procurement Officer or
Specialist/Field Admin
Assistant/Davao Admin
OfTicer/Property
Officer/Property Custodian

Document repair and
maintenance works done

- Property Officer/Field Office
Property Custodian

PMDC-QP-I2 00

Revision No.: (Y

Effectivity: December 2016

Page No. Page 4 of 5
WORK INSTRUCTIONS

Check if the repair done is in
accordance with the specified
requirements; Test the
performance of the property;
Check if the parts replaced are
in accordance with the
specifications

Fill out the Post-Repair
Inspection part of the RMR

Prepare the WMR and

list down all defective spare
parts including materials
which are removed or pulled
out from the property/
equipment due fo replacement
of a new part

For all completed Main/Field
Office repair and maintenance
works, concerned Main/Field
Office shall attach all required
documents for liquidation or
reimbursement, and ensure
that these are properly signed
by all authorized /designated
PMDC officers and
employees prior to submission
to the Finance and Accounting
Department (FAD)

Record the cost and date of repair
in the RMR Logbook

File the RMR, photocopy of
Invoice, original copy of Service
Report, and warranty certificate
with the Property Officer

Property Officer shall maintain
photocopies of the RMRs and
ORs submitted by the Field
Office for reference purposes
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Ax | Equipment
7.0 FORMS
1. Repair and Maintenance Report (RMR)

- the RMR consists of three parts namely, Request to Repair, Pre-
Repair Inspection, and Post-Repair Inspection which are described as
follows:

L REQUEST TO REPAIR

- indicates the defects/complaints in the property/equipment, as
listed by the Custodian

- filled out and signed by the Custodian

- endorsed by the Immediate Supervisor/Manager

- assigned a Reference No. by the Property Officer/Field Property
Custodian in the upper right corner of the RMR form.

- The format of the RMR control number is as follows:

Year-Property Code-Counter

Where:
* Year- current year of repair
e Property Code- first four alphanumeric characters in the
property number
o Counter — series number

Example:
Reference No: 2024-CP-01-001

(2024 as the current year of repair, CP-01 as the first four alphanumeric
characters in the property number, and 001 as the counter.)

IL. PRE-REPAIR INSPECTION

- shows/enumerates the findings, nature and scope of work to be
done, and parts to be supphed/replaced, as determined by a
designated Technical/Property Inspector

- pre-inspected by the Technical/Property Inspector

- reviewed and noted by the Property Officer

- approved for repair signed by the Head of HR and Administration
Department

1. POST-REPAIR INSPECTION
- shows details of the work done
- inspected and accepted by the Requisitioner/Property Inspector
- noted by the Property Officer

Approved by: f____, — — | Date: b - PMDC
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2. Waste Materials Report (WMR)

- lists the waste parts/items for disposal

- certified true and correct by the Property Officer and initialed by Field
Office Administrative Officer /Assistant for Field Office waste material

disposal

- disposal approved by the Head of the HR and Admunistration

Department

- inspected by the Technical/Property Inspector
- witnessed by an Accounting staff or any employee

3 Repair and Maintenance Logbook (RML)
- shows the type of equipment, its description, asset no., make, model and
serial number, as well as acquisition date and acquisition cost
- shows the date, reference number, type of work whether repair (R),
preventive maintenance (PM} or repair and maintenance (RM), scope of
work and services (including parts replaced), and total cost (gross)

incurred

- maintained by Property Officer (Main Office) and/or Property Custodian/
Field Administration Assistant/Davao Administration Officer (Field

Office).

TIMELINES

Reflected in the PMDC Citizen’s Charter 2024 (5™ Edition) under Internal Services —

Service #9: Request for Repair and Maintepance,
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1.0 PURPOSE

This document institutionalizes the policies and procedures for the conceptualization, planning,
implementation, monitoring, and assessment of projects and activities under the Corporate Social
Responsibility (CSR) program.

20 POLICY

In the conduct of its business, the PMDC, in partnership with its stakeholders, also works toward
promoting and sustaining development in its mining communities.

The Company’s CSR agenda is anchored on the fundamental needs of the communities — Health,
Education/Environment, Rural Infrastructure, and Opportunities to earn (or livelihood),
collectively dubbed as the PMDC’s H.E.R.O. Program.

3.0 SCOPE

This procedure applies to specific steps and activities that the Project Management Departinent,
particularly the Community Development Officer (CDO) and the Community Relations Officer
{CRO), must adhere to in undertaking the Corporate Social Responsibility (CSR) Program of the
Company.

4.0 DEFINITION OF TERMS

1. Community — refers to the host and neighboring areas where the mining project is located.
It also refers to the group of people directly affected by the mining project, or the
stakeholders, which includes the local officials, the residents, indigenous people, and all
other key players.

2. Community Profiling — refers to the process of gathering vital records/information
(demographics, historical background, social services etc.) about a community which
serves as the basis for project conceptualization.

Community Needs Assessment — refers to the process being done to identify the needs of
a given community vis-a-vis the Company’s CSR agenda and its existing resources to
determine the appropriate assistance which the Company may provide to communities.
Tools that emable Community Assessment may include, but not limited to: survey,
interviews, focused-group discussions, community consultations and meetings including

Led
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coordination with stakeholders such as LGUs, review of secondary data (for cross-
validation of data), and third-party research and study.

4. Contract — refers to the written agreement that the Company enters into with any
stakeholder upon commencement of CSR  projects (e.g, Contract with
contractors/consultants, Memorandum of Agreement, Service Contracts, etc.)

5. Corporate Social Responsibility (CSR) — refers to the program of the Company being
undertaken for the welfare and development of the identified and selected host and
neighboring communities in line with its policy and motto, “Creating Wealth, Enriching
Lives”, which includes but not limited to:

¢ Projects and activities initiated by the Company based on the Community Needs
Assessment; and,

e Projects and activities implemented based on the requests of the community
beneficiaries, LGUs, and other institutions, and government instrumentalities.

6. CSR requests — refers to any written letter soliciting assistance financially and/or in-kind
submitted by a requestor (e.g., community organizations, LGUs, other institutions and
government instrumentalities) to the Company.

7. Host and Neighboring Commuruties — (a) host community refers to the people living within
the mining area and directly affected by the mining operation; while the (b) neighboring
communities refer to the people living at the barangay(s) adjacent to the host community
which are also affected by the mining project in the area.

8. H.E.R.O. Pillars - refers to the thrusts of PMDC for its CSR Program which stands for
Health, Education/Environment, Rural infrastructure, and Opportunities to earn.

9. Partner/Operator — refers to the mining company to whom the Joint Operating Agreement
(JOA) for a particular project was awarded after the conduct of a competitive and
transparent bid.

10. Production — refers to the extraction or disposition of minerals.
11. Project Proposal - refers to the document that provides information about the CSR project,
its budget, and its execution. This document also serves as the proof of approval of

PMDC’s management of the CSR project.

12. Short-term to Medium-Term CSR Projects — refers to CSR projects that take one (1) to five
(5) years of implementation such as Rural Infrastructures projects,

[
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13. Stakeholders — refers to the entities that can affect or be affected by PMDC’s operations,
programs, projects, and activities which include host and neighboring communities,
community-based orgamzations, tribal groups, LGUs, and other government
instrumentalities.

5.0 RESPONSIBILITY

I. Community Development Officer (CDOYOIC-Community Relations Officer —
conceptualizes CSR projects/ activities and facilitates the implementation of all the CSR
projects, activities, requests and other CSR endeavors etther mitiated by the Company or
requested by the community or local government units (LGUs.)

2. Community Relations Officer {CRO) - initiates the review and endorsement of CSR
requests and implements the CSR projects and activities.

Finance and Accounting Department — incorporates CSR budget into the Corporate
Operating Budget (COB) and facilitates payments and release of Cash Advances.

f\.cJ

4, Legal Department — provides legal support and assistance to the CDO/CRO in terms of any
legal concerns that may be encountered in the course of planning and implementation of
CSR projects/ activities.

5. PMDC Field Office — recetves CSR request and proposals, facilitates the next steps upon
the approval of any CSR request and proposals.

6. President and CEQ - provides strategic direction to the Company that includes its CSR;
approves all CSR requests and proposals.

7. Human Resources and Administration Department {HRAD) — reviews requests for
procurement and processes purchase requirements related to the Company’s CSR projects.

8. Project Management Department (PMD) Manager — gives guidance to the CDO and CRO
in the course of planning and implementation of CSR.

PMDC

INCONTRAOILITLE
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6.0 PROCESS FLOW

A, CSR REQUESTS

PROCEDURE

Receipt of Solicitation
Letters or other forms of
support/assistance

Initial Evaluation of the
CDO/CRO Head for
endorsement to Top

Management

PHILIPPINE MINING DEVELOPMENT

Control No: PMBC-QP-13-02

CORPORATION - Revision No.: ' ;
Quality CORPORATE SOCIAL . Bffectivity:  Nov 18, 2024
Procedure RESPONSIBILITY : Page No. ~ PageSofll
PERSON/UNIT RESPONSIBLE WORK INSTRUCTIONS

PMDC Ficld Office Staff

Comrel Relations Unit

PMDC Field Office staff conduct initial evaluation of the
CSR request (e.g., solicitation letters, barangay resolutions,
request for assistance, etc.) within a maximum of three (3}
working days upon receipt of request. Evaluation is based
on the criteria, which includes but is not limited to: a.
Request falls under HE R.Q, b. Purpose, ¢. Budget needed,
d. No. of benefictaries, and e. Sector,

The CDO/CRO Head shall conduct further evaluation to
determine whether the request shall be considered for
approval or not The CDO/CRO head shall make
recommendation written on the request letter and submit it
to the Office of the President within five (5) working days
upon receipt, either endorsing the approval or
recommending the disapproval of the CSR request.

The President and CEQ shall issue a decision on the request
whether the recommendation is approved, disapproved, or
needing further evaluation Said decision shall be indicated
on the request fetier also submitted by the CDO/CRO Head.

For disapproved requests, the CRG/CDO shall send a
Regret Letter to be signed by the President/CEQ within five
(5) working days from the date of receipt of decision.

If the request is approved, the CDO/CRO shall
communicate through call, SMS, or e-mail the approval
within twenty-four (24) hours in order for the concerned
Field Office to undertake the necessary action such as the
Procurement Process, Coordination with Beneficiaries,
Reqguest for Cash Advance, etc

The PMDC assistance shail be documented with photos and
acknowledgement receipt to be submitted by the concerned
Field Office or Community Coordinators for validation and
filing.

President and CEO
Disapproved
Sending
of Regret
Letter
Approved CDO/CRO
PMDC Ficld Office Staff
Implementation of CDO/CRO
Necessary Action as per PMDC Field Office Staff
planned activity/project
of the requestor
v
Submission of CDOICRO
Accomplishment Report -
from the concerned Fieid PMDC Field Office Staff
Office
Approved by == S
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“" Vice President for Operations

PMDC
KOy UNGONTROLLED
COPY



Records
Text Box
PMDC
UNCONTROLLED 
COPY



' PHILIPPINE MINING DEVELOPMENT ContolNo  PMDC-QP-13-02

- CORPORATION  Revision No I i
; , Quality  CORPORATE SOCIAL Fffeciviy  Nov1s, 2024
;zﬁ Procedure ~  RESPONSIBILITY | pageNo.  Page6ofil

B. SHORT-TERM TO MEDIUM-TERM CSR PROJECTS

PROCEDURE PERSON/UNIT RESPONSIBLE WORK INSTRUCTIONS
. Short-term and medium-term CSR Projects should be aligned
Conceptualization of with the HE R O framework,
Project/ Activity CDO/CRO
Conceptualization of CSR Projects/Activities shall trigger from
4 the following references: CSR Baseline Data (if availabie), and
Preparation of Project CDO/CRO Community Needs Assessment
Proposal/Concept Note
¢ Once a project/activity has been identified and necessary
. . coordination works with concerned stakeholders have been
PMD M . .. . . .
Review and Evaluation President z:;gggo conducted, a Project Proposal and Activity Design with details of
the proposed project shall be prepared by the CDO/CRO for

review and evaluation of the PMD Manager and/or the President
and CEOQ.

Disapproved When necessary, supplemental data-gathering work shall be done
depending on the directives of the PMD Manager and/or President
and CEQ.

Decision
from the

President & President and CEQ
CEO and The President and CEQ shali issue a decision on the proposal
Board of whether approved, disapproved, or needing further evaluation,
When necessary, the CDO/CRO shall also prepare a Board
Memorandum te seek the approval of the Board of Directors
(BOD).
Approved
Approved project proposals shall be included in the Corporate
. Operating Budget {COB) and the Annual Procurement Plan
Formulation of Work Plan ngli%DOI {APPY of the implementing vear The CDQ/CRO shall also
inittate the preparation of the work plan required for
Commencement of The implementation of the project shall be done accordingly as
Implementation of Approved PMD/ACDO/ per approved work plan.
Project/Activity CRO o
Regular and necessary cocrdination activities with stakeholders
i shall be done during the implementation, monitoring,
— — assessment/evaluation, and completion stage. All documentation
Monitoring and Pen{?dica] PMD/CDO/ work and reporis must be accomplished accordingly for review
Assessment of Project CRO and approval of the PMD Manager and the President & CEQ.
; Upon comptetion of the CSR project/activity, exit process, such
Project Evaluation and PMD/CDO/ as a turnover ceremony, shall be conducted
Completion CRO
Project shalt be declared completed upon turnover to the
concerned community/LGU/organization/agency. The project
Y shall be considered sealed when concerned parties have been
Conduct of Exit Process PMD/CDOY furnished with the turnover documents.
and Project Turnover CRO
= — - PMDC
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C. REGULARLY-IMPLEMENTED CSR PROJECTS
PROCEDURE PERSON/UNIT RESPONSIBLE WORK INSTRUCTIONS

Preparation of Activity
Design CDO/CRO
v
Incorporation of CSR
Projects in the Annual CDO/CRO Head
COB and APP
Implementation of CSR
Projects according to
agreed timeline and CDO/CRO
approved budget
v
Submission of CDO/CRO/Field
Accomplishment Reports Office Staff
[ Approvedby: =" e —— >

ATTY LUCAS R. VIDAD

CSR Projects that are implemented every year must also
undergo assessment to determine the progress of the
project and the relevance of pursuing the implementation
of the project in the subsequent year.

When necessary, planning for subsequent year's
implementation shall be undertaken to review and
determine the budget required as well as the underlying
activities,

If it remains to be relevant for implementation, it shall be
included in the Corporate Operating Budget {(COB) and
Annual Procurement Plan (APP), when necessary.

In case, upon evaluation approved CSR Projects were
found to be non-aligned with the targets and priority,
chianging of CSR approved PPA such as realignment or
supplemental skali be done accordingly in compliance to
the existing laws and processes of the office

Said CSR projects shall be implemented according to the
approved timeline and budget.

Projects/activities must be documented with photos and
accomplishment report to be forwarded by the Field
Office to the CDO/CRO for validation and filing, and to
the PMD Manager for approval. If needed, a furnished
copy of the accomplishment report shall be also
submitted to the office of the VP of Qperations and/or
President and CEQ for information and reference.

¢ Vice President for Operations
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D. INFORMATION, EDUCATION AND COMMUNICATION (1IEC) CAMPAIGN

PROCEDURE

PERSON/UNIT RESPONSIBLE

WORK INSTRUCTIONS

Identified communication needs as reflected in the
Community Needs Assessment of various stakeholder
and target audiences will help determine IEC objectives
and appropriate communication strategies and channel
for disseminating messages.

When necessary, coordination with the Business Dev
Department, and other Technical Staff of PMD shail be
done to identify the main purpose of the tEC/advocacy
campaign.

Once the 1EC objectives have identified, and necessary
coordination works with the concerned stakeholders
have been conducted, a project proposal with detaits of
the proposed project shall be prepared by the CSR Team
for review and comments of the PMD Manager and/or
VP for Operations and/or President &CEO.

Approved activity design shali be included in the
Corporate Operating Budget (COB) and the Annual
Procurement Plan (APP) of the implementing year. The
CDO shall also initiate the preparation of the project
preparation required for imptementation

The CDO/CRO shali coordinate with the concerned
departments for the preparation of materials such as but
not limited to brochures, leaflets and posters, visual and
audio-visual presentations.

Projects/activities must be documented with photos and |
accomplishment report to be forwarded by CSR Team
to PMD Manager. If needed, a furnished copy of the
accomplishment report shall be also submiited to the
office of the VP of Operations and/or President and
CEQ for information and reference.

PMDC

Conceptualization of
Project/Activity CSR Team
Preparation of Project CSR Team
Proposail/Activity Design PMD Manager/VP for
and Approval of the same Operations/ Pres & CEQ
v
Commencem'ent Of President & CECQ
Implementation of CSR Team
Approved Project/Activity
\ 4
Subpnssmn of President & CEQ
Accomplishmeni Report C'SR Team
Approved by é’M
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Vice President for Operations
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7.0 CUSTOMER FEEDBACK SURVEY

1. The main customers of PMDC’s CSR Program are its host and neighboring mining
communities, particularly its residents, community People’s Organizations (POs), Local
Government Units (LGUs), or other local government agencies.

2. Customer Feedback is a vital input in PMDC’s Quality Management System (QMS). It is
one of the primary gauges of the QMS” effectiveness, and thus, used as a basis for the
continual improvement of the system. Further, Customer Feedback mechanism also aims
to assess whether the objective/s and target/s of a CSR project or activity have been
achieved.

3. The tool used to gather the customers’ feedback is PMDC’s CSR Customer Feedback
(PMDC-QP-13 FO1). The CDO and the CRO shall be responsible for gathering the
teedbacks of the community beneficiaries.

4. The gathering of customers’ feedback shall be conducted at the following periods:

¢ Short-Term to Medium-Term CSR Projects — within a vear after project turnover
and/or December of every year for Medium-Term CSR Projects

e Regularly-Implemented CSR Projects — every after activity completed. (PMDC-
QP-CSR-F02)

* [EC Activities — every after [EC activity (PMDC-QP-CSR-F01)

¢ (SR Requests — only when applicable and necessary

5. The process on gathering of feedbacks shall be conducted as follows:

e The CDO/CRO shall gather Customer Feedback simultaneously with his/her
scheduled fieldwork activity.

e The purpose of Customer Feedback mechanism and the manner of filling out of the
customer teedback form shall be explained to the intended respondents before the
latter accomplishes the form.

o If necessary, with the assistance from the SO Secretariat, the CDO/CRQO shall
encode and consolidate the responses contained in the feedback forms into a
database for monitoring and reference to improve the implementation of CSR
projects and activities

ATTY LUCAS R. VIDAD noyl 1TUNCGONTROLL
Vice President for Operations COPY
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I Notes:

The following notes outline the details for each stage of implementation with regard to the
tacilitation of “Section B: Short-Term to Medium-Tenn CSR Program™

A. Planning and Conceptualization Stage

1. Community Needs Assessment shall be done by employing the following procedures:

e Maintenance of database of prionty host mining communities for CSR. The
database shall contain, but is not limited to, the demographical information as well
as the socio-economic data of particular communities. The database shall be
analyzed to identity the particular needs of the community that can be integrated
into the CSR program.

s The information from the database shall be validated through other channels of
discussion within communitics such as on-site assessment, community consultation
with area leaders and LGUs, community meetings, surveys, focused-group
discussions, and interviews with community.

2. Project Proposals or Concept Notes, at the minimum, shall consist of the following:
¢ Identifying Information

Rationale of the project

Objective of the project

Expected Output

Breakdown of Beneficiaries (if needed)

Budgetary and Logistical requirements

Timeline (if needed)

® & & & @

B. Implementation Stage

1. The project shall follow the implementation procedures indicated 1n the approved work
plan for short term-medium CSR projects and in the approved activity design for regularly
implemented CSR Projects.

(S

When necessary, the project shall undergo the necessary Procurement Process as
prescribed in Republic Act 9184 or the Government Procurement Reform Act. Contracts
required shall be referred to the Legal Department while pavment requirements of the
project shall be prepared by the concemed staff (e g, Field Office Staff, Community
Relations Officer, and Community Development Officer) to be processed by FAD.

C. Monioring and Assessment Stuge

1. The work plan of the approved short term and medium CSR project shall contain details of
the monitoring and assessment requirements to serve as guide of the CDO/CRO in

[Tpproved by: KM‘QZ‘:; Date: — | PMDC |
_ATTY LUCAS R. VIDAD oy UNGONTROLLE
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monitoring of the project. Quantitative and qualitative data may be assessed during the
project implementation. Quantitative data are the quantifiable indicators of the project
while qualitative data show the effect or the positive impact created by the project.

Quantitative Assessment

¢ Timeframe ~ Does the project adhere to the agreed timeframe as indicated in the
Work Plan?

e Budget Utilization — Is the budget appropriately and effectively utilized for the
project at a given period and work deliverables?

o Target Accomplishment — Are there specific, measurabte, attainable, realistic, and
time-bound targets that shall reflect the success and effectiveness of
implementatton? What is the rate of achievement of the targets?

Qualitative Assessment

e Active participation of the beneficiaries — Do the beneficiaries show interest in the
project? Are they actively participating in all aspects of the project?

¢ Stakeholder Engagement — Does the project engage other partner and stakeholders
in monitoring and assessment of the project? What are the contributions of other
stakeholders? What is the result of monitoring and assessment with stakeholders?

» Effects on the lives of beneficiaries and/or the environment — Does the project resutt
to positive effects in the lives of the beneficiaries and/or the environment (tangibly
or intangibly}? Do the beneficiaries state positive etfects of the project in their
lives?

2. 1If the results of the monitoring and assessment showed major problems, issues and
concerns that need to be addressed, the concemed staff (e.g., PMDC Field Office, the CDO,
or the CRO) must be able to report it immediately to the PMD Manager and to the President
and CEOQ for feedback and instructions.

3. For regularly implemented CSR projects, monitoring and assessment activities shall be
done through the regular implemented Community Needs Assessment activities.

D. Project Turnover and Termination

1. Necessary reports as required in the work plan of the project must be secured accordingly.
As example, for infrastructure project, Project Completion and Final Inspection Reports
must be signed by parties including the Contractors prior o turnover to beneficlanes. Deed
of Donation and Acceptance must be secured by both the PMDC and the intended
beneficianes during the project turnover.

2. Other documentation reports that shall serve as evidence of project implementation must
be secured and filed.

Approved by _ e [Dae —PMDC
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To ensure that all processes are designed to incorporate the risk-based thinking, that these are
properly identified and assessed; that appropriate action(s) i1s done to mitigate or prevent the

consequence(s) from transpiring.

2.0 SCOPE:

This procedure defines the responsibilities of the Process Owners, Department Heads, and Top
Management in ensuring proper identification and assessment of risks. It covers activities from
the process determination vis-a-vis associated risks, its assessment and consolidation; up to
reviewing the adequacy and effectiveness of the action plan.

3.0 DEFINITION OF TERMS:

Risk

3]
3.2 Risk Assessment

3.3 Risk Management

3.4 Risk Assessment Matrix

3.5 Risk-based thinking

4.0 PROCEDURE DETAILS:
4.1 Responsibilities

4.1.1

- Effect of uncertainty on objectives

- A systematic process of evaluating the potential
risks that may be involved in a projected activity or
undertaking

- The forecasting and evaluation of risks together
with the identification of procedures to avoid or
minimize their impacts

- A project management tool that allows a single
page -quick view of the probable risks evaluated in
terms of the likelihood or probability of the risk and
the severity of the consequences.

- Ensure that the risks are identified. considered and
controlled throughout the design and use of the
quality management system

The Risk Management Committee composed of either Department/Division Head or

Process Owners. in consultation with their department members, identifies the risks
of each relevant process. The Committee shall consider projects, outsourced
services and future development during the identification phase

412
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4.0 PROCEDURE DETAILS:
4. 1 Responsibilities

4.1.1 The Risk Management Committee composed of either Department/Division
Head or Process Owners, in consultation with their department members,
identifies the risks of each relevant process. The Committee shall consider
projects, outsourced services and future development during the
identification phase.

4.1.2 The Risk Management Committee shall assess the significance of the
identified risks annually or as the need arises.

4.1.3 The IQA Team reviews the risks and significance rating and where
necessary, provide technical assistance.

4.1.4 The Top Management shall approves the risks and significance rating.

4.1.5 The Process Owners shall implement the Action Plan to mitigate/
prevent significant risks.

4.1.6 The Process Owners shall monitor and report the status of each implemented
item in the Action Plan to the Top Management.

4.1.7 The Top Management shall review and evaluate the effectiveness of the
Action Plans implemented by the Process Owners.

4.1.8 The Process Owners shall compile, maintain and retain documented
information related to the organization's risk identification. assessment, and
treatment.

4.1.9 Each department shall create its own Risk and Opportunity Register, using
template PMDC QP-14 F01 v.0, to properly identify all possible risks in their
processes. The Risk and Opportunity Register shall contain all the identified
risks and opportunities, properly updating of the same, and results of
evaluation on the effectiveness of controls to mitigate the identified risks and
opportunities for easier traceability and analysis.

4.1.1

PMDC
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~ PHILIPPINE MINING DEVELOPMENT  ComwlNo.  PMDC-QP-15-00

PROCEDURE ON PLANNING
PURPOSE

This document institutionalizes the procedures for the preparation, submission and approval of
annual programs, plans, projects and activities of each department/unit in relation to the GCG’s
mandatory requirement on the submission of the PMDC’s Enhanced Performance Scorecard as
part of the GOCC Performance Evaluation System (PES).

POLICY

PMDC considers planning as an important management process through which the
organization builds strategies for meeting business goals and objectives. This process is used
to prioritize efforts, effectively allocate resources, facilitate decision making, anticipate and
mitigate risks as well as develop strategies to maximize and invest in opportunities to achieve
improved performance.

SCOPE

This procedure outlines the specific steps and activities undertaken in the preparation,
submission, approval as well as the implementation and evaluation of PPPAs included in the
Performance Scorecard.

DEFINITIONS

1) Performance Evaluation System (PES)- Republic Act (R.A.) No. 10149 mandates the GCG
to establish a performance evaluation system, including performance scorecards, which shall
apply to all GOCCs. The PES is intended to set the organizational targets of the GOCC.

2) Performance Scorecard refers to a governance and management tool forming part of the
performance evaluation system, which consists of a set of measures, targets and initiatives that
facilitate the achievement of breakthrough results and performance through the effective and
effictent monitoring and coordination of the strategic objectives of the GOCC.

3) Activity- typically one stage of a project management plan. An activity consists of one or
more actions that, upon completion will lead to the next project stage. Taken together as a series,
the activities will result in the final deliverable.

4) Program- is defined as coordinating and managing multiple related projects and other
activities toward the achievement of one or more strategic objectives.

8) Project Design- occurs in the beginning stages of any project and consists of planning out
the ideas, schedules, processes, materials, deliverable, and KPIs that are required to achieve the
project’s objectives and success criteria. It shall also identify the project management in-charge
as well as the implementation and evaluation mechanism including impact assessment to further
enhance the positive aspects of the project.

CORPORATION Revision No.: 0
: Effectivity: November 18, 2024
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6) Impact assessment- is a planning and decision-making tool used to assess the potential
positive and negative effects of proposed projects. Impact assessments consider a wide range of
factors and propose measures to mitigate projects’ adverse effects.

5.0 RESPONSIBILITY

1) Planning Committee- shall initiate the formulation and identification of the long-range
corporate vision, mission, goals as well as targets and objectives to be incorporated in the
PMDC’s Charter Statement and Strategy Map;

Schedule and organize planning activities for key departments to determine the Major
PPPAs (Plans, Programs, Projects and Activities) to be included in Annual PES;

Present recommendations for approval by the Chair, President and CEQO on the
tollowing:

1) Conduct of quarterly review and assessment of departmental accomplishments based
on the submitted PES to GCG;

2) Come up with a Shared Calendar that will outline all quarterly deadlines and required
submission relative to the PMDC’s Performance Scorecard, schedule for the
submission of required documents related to procurement, submission of all
requirements as agreed during the internal audit and other 1QA related activities, and
schedule of General Assemblies (e.g. quarterly) in coordination with the Office of the
President and HRAD;

3) Conduet Strategic Planning Workshop and other project planning activities to assist
project owners and partners in the timely implementation of targets and achieve desired
results and accomplishments;

4) Tnitiate the review and regular updating of documented information required in the
Quality Management System (QMS) in close coordination with the Internal Quality
Auditors, e.g. Risk and Opportunities Register, Needs and Expectations of Interested
Parties, among others in order to assist process owners, determine the actions required
and evaluate the effectiveness of action plans identified;

5) Present and submit to the PMDC Board and GCG for approval all required documents
related to the Performance Scorecard; and

6) Upon receipt of the validated Performance Scorecard from the GCG, the Interim
Planning Committee shall initiate the review and provide recommendations to
Management for any change in strategies, plans, if necessary.

2) Planning Secretariat- shall assist in all planning activities organized by the Planning
Committee, assist the consolidation of reports, documents, and perform other tasks which are
necessary to ensure proper implementation of planning activities

Approved by m_’;? Date: PMDC
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3) Department Managers/ Unit In-charge- shall submit to the Planning Committee for
consolidation, all approved project design, plans, programs and activities for inclusion in the
PES and Corporate Operating Budget.

4) Vice President for Operations/ Vice President for Corporate Services- endorses all
projects, programs, plans and activities identified by each department/unit for inclusion in the
PES and COB.

5) President and CEQ-approves all project, program as well as activity designs endorsed for
inclusion in the PES and COB.

6) PMDC Board- approves the Annual PES and COB for submission to the GCG and all
documents required as part of the Performance Evaluation System (PES).

DANAINC
Approved by: Date: TIVID
Lucas R. Vidad NOV 5UZQICONTROLLED
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6.0 PROCESS FLOW

PROCESS

Planning

Planning Committee initiates all planning
activities for key departments and units to
determine the major PPPAs for inclusion
the PES and COB

PHILIPPINE MINING DEVELOPMENT  Controf No:  PMDC-QP-15-00
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PERSON RESPONSIBLE/NOTES

x

Department ~ manager/unit  in-charge
finalizes and submits for endorsement all
project, program and activity designs for

Project proponent/implementer confers with
the Department Manager concerned who shall
provide all the specitic details, information and
attach other important documents relative to the
proposed project/plan/program or activity

inclusion in the Annual PES and COB

\Y

Vice President endorses all project, plan,
activity or program including the proposed
budget for inclusion in the Annual PES and
COB.

Department/unit in-charge shall create the
project management team who shall implement
the program or activity and monitor the
progress in case of infrastructure projects

i

v

President and CEQO approves all projects,
plans, programs and activities for inclusion
in the PES and COB.

Department manager shall submit to the
President and CEQ, a Post Activity Report,
Terminal Report or any documentation of the
actual implementation of the project/program

A 4

Planning  Committee  prepares  and
consolidates all programs, plans, projecis
and activities targeted for completion or
implementation, which are incorporated in

Department manager together with the Project
Management Team shall conduct an Impact
Assessment (timeline to be determined by the
PMT) to ascertain the positive or negative
impacts of the project/program or activity

the Annual PES

Planning Committee submits and presents
the Annual PES with other PES-related
documents for approval by the Board

Department manager together with the Project
Management Team shall report or submit a
copy of the result of the Impact Assessment to
the President/CEO

y

Planning Committee submits the Annual
PES approved by the Board to the GCG

Department manager together with the
Planning  Committee  shall  recommend
strategies and action plans on how to further
enhance  the  positive  impacts  of
program/project or activity and/or address
negative impacts to customers/clients or issues
raised by partners and stakeholders

Planning Commitiee reviews the GCG
Validated PES as input to the next planning
cycle

PMDC
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PROCEDURE FOR REQUESTING LEGAL OPINION
1.0 PURPOSE

This document institutionalizes the process and procedure for soliciting legal advice and
guidance to help understand the rights, obligations and possible legal consequences associated
with a particular course of action,

2,0 POLICY
PMDC ensures that it strictly adhere to the legal mandates affecting its mining operations.
3.0 SCOPLE

This procedure outlines the specific steps and activities undertaken in the endorsement,
preparation, draft, and approval of legal opinions that aim to guide the requesting party of a
course of action that is free from any legal infirmities.

4.0 DEFINITEONS

1) Department — refers to the Legal Department consisting of the Legal Manager and its
subordinates who are competent members of the Bar,

2) Requesting Party - refers to Department Heads or any of its authorized representative and
commitiee heads or any of list authorized representative.

5.0 RESPONSIBILITY

1) Legal Assistant - shall be the one responsible for determining whether the endorsement
form filled out by the requesting party for legal opinion complied with the prescribed form
for endorsement, record the request in the logbook for purposes of tracking the status of the
request, and shall be the one responsible for releasing the legal opinion.

2) Legal Officer - shall be responsible in properly evaluating and analyzing the facts and
documents presented. identify issue by understanding the legal question and facts involved,
research the relevant laws, applicable jurisprudence and apply the legal principles and then
draft the opinion.

3) Legal Manager - shall be responsible for assigning the request for opinion to any Legal
Officer and will be responsible for the approval or comment on any opinions rendered by
the Legal Officer.

PMPC
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PROCESS FLOW

PROCESS

Requesting Party prepares the endorsement
following the prescribed endorsement form
for legal opinion and submits it with all the
pertinent documents, if any, to the Legal
Department.

v

Pertinent documents are check and if
found sufficient, record the request in the
logbook prior to forwarding the request to
the Legal Manager for assignment of the
same to any Legal Officer.

PHILIPPINE MINING DEVELOPMENT  Control No: PMDC-QP-16-00

CORPORATION Revision No.: 0
Effcchiviny: November 28, 2024
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PERSON RESPONSIBLE/NOTES

Any department heads or its authorized
representative, Committee Heads, requesting
for legal opinion shall state factual
circumstances, state the issue/s sought to be
resolved and endorse documents pertinent to
the issue as well as other matters which the
Legal Department needs to be apprised.

Legal Assistant receives and checks the
endorsement prior to forwarding it to the
Legal Manager for assignment to a Legal
Officer for study, review and rendition of
legal opinion.

hd

Studies, reviews and drafts the opinion.

¥

Legal Manager reviews and/or makes
comment of the drafted legal opinion for
final printing and affixing of signature.

v

Release of legal opinion to the requesting
party.

Legal Manager evaluates the opinion
rendered by the assigned Legal Officer, make
comments and revisions if necessary, and
approves and signs the final version of the
draft.

Assigned Legal Officer after proper
evaluation and analysis based on facts and
documents presented drafts the opinion for
comment and approval of the Legal Manager.

Legal assistant releases the duly signed
opinion (by both the assigned legal officer
and legal manager) to the requesting party.

PMDC
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A‘A“

PROCEDURE FOR CONTRACT REVIEW
1.0 PURPOSE

This written document is intended to provide procedures for the proper endorsement of contracts
that require legal review from the Legal Department, including the latter’s estimated timeline
for the output of its reviewed contract.

2.0 POLICY

it is PMDC’s policy that contracts requiring legal intervention before being perfected must
have prior review by the Legal Department through a proper endorsement of the requesting

party.
3.0 SCOPE

This procedure outlines the steps and activities undertaken in the endorsement, review, and the
recommended revised provision(s) of the contract that require the Department’s legal
intervention.

4.0 DEFINITIONS

1) Department refers to the Legal Department consisting of the Legal Manager and its
subordinates who are competent members of the Bar.

2) Requesting party refers to Department Heads or any of its authorized representatives and
committee heads or any of its authorized representatives.

3) Contract refers to Joint Operating Agreements, Memorandum of Agreements, Financial
Service Provider Agreements, and other contracts that creates rights, obligations, and liabilities,
which include Philippine Mining Development Corporation as a party.

4) Revision refers to the provision(s) of the contract, in whole or in part, which has been altered,
changed, intercalated, or modified.

5.0 RESPONSIBILITY

1) Legal Assistant — Shall be the one responsible for determining whether the endorsement form
filled out by the requesting party for contract review complied with the prescribed form for
endorsement, recording the request in the logbook for purposes of tracking the status of the
request, and shall be the one responsible for releasing the reviewed contract.

2) Legal Officer — Shall be responsible in proposing any changes, revise, and/or amend, in
whole or in part, the provisions of the contract, or may recommend any actions pertaining to
the reviewed contract if it is for justifiable reasons.
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3) Legal Manager — Shall be responsible for assigning contracts for review to any Legal Officer
and will be responsible for the approval or comment of any actions undertaken by the Legal
Officer pertaining to the proposed changes, revisions, or recommended actions on the
reviewed contract.

PROCESS FLOW

PROCESS PERSON RESPONSIBLE/NOTES
The Requesﬁng Pany prepares the Any depamnent heads or itS authorized
endorsement following the prescribed representative,‘Committee Heads, requesting
endorsement form for contract review. contract review shall  state factual

circumstances, state the issue(s) sought to be
resolved if applicable, and endorse
documents pertinent to the issue as well as
other matters of which the Legal Department
needs to be apprised.

|
I
i
'5
i
v

Pertinent documents are checked, and if The Legal Assistant receives and checks the
found sufficient, record the request in the endorsement before forwarding it to the
logbook before forwarding the request to Legal manager for the purpose of assigning it
the Legal Manager for assignment of the to any available Legal Officer for reviewing
same to any Legal officer. the contract.
The Legal Manager reviews the proposed
revisions, if any, in the contract as
¥ recommended by the assigned Legal Officer
Studies, reviews, and propose revisions if and shall approve th_e same or make ‘a_written
it finds to be appropriate. comment providing its proposed revision and
return it to the assigned Legal Ofticer for
purposes of amending the contract in
accordance with the Legal Manager's
comment or proposal.
¥
The Legal Manager reviews and/or makes Assigned Legal Officer, after proper
a comment on the reviewed contract evaluation and analysis based on facts and
containing any proposed revisions for final documents presented, review  and
printing and affixing of signature. recommend a proposed revision for comment
and approval of the Legal manager.
¥
Release of reviewed contract to the The Legal assistant releases the reviewed
requesting party. contract to the requesting party.
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