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3. Delivery Inspection and Acceptance of Tangible Assets (Supplies/ Materials/
Equipment)

This service refers to the systematic process of verifying and confirming that delivered
supplies, materials, and equipment meet the required specifications, quality standards,
quantities, and contractual terms before they are formally accepted.

Office of the Schools Division Superintendent — Property and
Supply Unit

Complex
G2B (Government to Business)

Supplier

Standard Requirement
Delivery Receipt (DR) — Two (2) copies (1 Client
original, 1 duplicate)

1. Deliver the 1.1 Verify the items None 2 hours Administrative
Supplies/ Materials/ |delivered as to Officer IV
Equipment together |quantity and (Supply
with the receipt/s. specifications in the Officer), OSDS-
DR in accordance with PSU
the Purchase Order
(PO)/Contract.
1.2 Sign the Delivery None 10 minutes Administrative
Receipt and indicate Officer IV
the actual date of (Supply Officer),
delivery. OSDS-PSU
1.3 Prepare Inspection None 2 hours Administrative
and Acceptance Officer IV
Report (IAR) (Supply Officer),
OSDS-PSU
1.4 Forward the IAR to None 5 minutes Administrative
the Inspectorate Team Officer IV
for the actual physical (Supply Officer),
inspection of the items OSDS-PSU
delivered.
1.5 Inspect the None 4 hours Inspectorate
delivered items in Team
accordance with the
applicable guidelines
for pre-delivery
inspection in Part. V.B
of the DepEd Order 41
s. 2021 and the
applicable manual or
Inspection and Test
Protocol, if any.
1.6 Sign the inspection None 10 minutes Inspectorate
portion of the IAR and Team
forward to the Supply
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Officer to sign the
acceptance portion.

Note: Rejected goods
shall be returned to the
supplier for rectification
or replacement.

1.7 Sign the acceptance| None 10 minutes Administrative
portion of the IAR Officer IV
(Supply Officer),
OSDS-PSU
1.8 Release a copy of None 10 minutes OSDS-PSU -
the signed DR to the AO IV (Supply
Client. Officer)
TOTAL (Returning):| None 1 day, 45 Minutes




