| “Indgsure A”

GUIDELINES IN IMPLEMENTING SCHOOL-BASED
REPAIR AND MAINTENANCE (SBRM) SCHEME
- Social Expenditure Management Project

A. PREMISES

L

School-Based Management. - The responsibility for repair and maintenance
shall be relegated to the school level for all public elementary and secondary
schools throughout the country. The Principal/School Head shall be primarily
responsible and accountable for the identification, supervision, and

' completlon and reportmg of minor repair and maintenance work.

Preventwe Maintenance. The pnmary concern shall be semceabnhty

‘Minor repair and maintenance work shall aim:

(i) To repair minor deficiency before. it causes further building deterioration,

(i) To fix minor deficiencies to enhance building endurance in cases of
calamities such as typhoons, earthquakes and ﬂoods

(iii) To do emergency repairs, '

(iv) To correct deficiencies causing dlsruptlon/madequacy of utilities
especially water supply and electrical services;

(v) To make facilities serviceable and safe for the use of pupils.

Funds shall be used exclusively for minor repair and maintenance of
classrooms, laboratories and other facilities being used by the pupils.

School-Based Repair and Maintenance (SBRM) Fund. - Every building
needs regular maintenance work. Each school shall be provided with an equal
amount of repair and maintenance fund annually from the Repair and
Maintenance budget of the DECS Regional/Division Offices.  Secondary
schools with separate budgets shall allot ‘a portion of their repair and
maintenance budget for SBRM.

Community Participation. Representatives of stakeholders shall assist the
School Head/Principal in the implementation of works financed under the
SBRM Scheme. This will create a local sense of responsibility and

ownership as well as ensure transparency.

B ORGANIZATION

)

1. The Prmcnpal shall set up a School Repalr and Maintenance Committee (SRMC) to
monitor the use of the SBRM Fund at the school level. The SRMC shall consist of
the representative of the teaching staff, the President of the Parents and Teachers
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~ Association, and a distinguished member of the community. The principal shall be an
ex-officio member. The SRMC. members shall elect a Chairman.
Specifically, the tasks of the (SRMC) shall be: ’

(i) Review and evaluate the list and mode of procurement/contracting i
of minor repair and maintenance work proposed by the Principal; .

(i) Monitor on-going and completed works;

(i) Review and certify the annual financial reports of the. principal,

(iv) Provide other assistance as may be requested by the principal.

. The Physical Facilities Coordinator of the Regional/Division Office shall oversee and
assess the utilization of the SBRM Fund. He will (i) review and consolidate the
reports of the Principals which will be submitted to the Regional Office through the
Superintendent; (ii) follow up and facilitate the submission of liquidation reports and -

(iii) monitor and assess completed and on-going repair and maintenance work funded
- under SBRM Scheme. ' o '

3. Task Force Enginéering Assessment and Monitoring (TFEAM) and the Physical
Facilities Division (PFD-OPS) shall conduct spot inspection of work undertaken
under the SBRM Fund to: (i) assess systems implementation (ii) recommend

improvement and (iii) assess prioritization and quality of repair and maintenance
work under SBRM. ' -

. Physical Facilities Division, Office of Planning Service (PFD-OPS) shall prepare the
Maintenance Manual and train Physical Facilities Coordinators of the Regional -
Offices and Division Offices as inspectors and trainors. The Repair and Maintenance
Manual shall guide the school officials and staff on the technical and administrative
aspects of the SBRM Scheme. )

 Regional/Division  Offices shall ensure that the SBRM Scheme is properly
implemented in the schools. They will consolidate and analyze the narrative and
financial reports submitted by the Schools. -

C. FINANCIAL PROCEDURES

1. The DECS Regional Office will transfer, release as cash advance or reimburse
eligible expenditures from the “repair and maintenance of government facilities”
budget to the School Heads. The Division Office which receives the NCA
directly from DBM, will also release the repair and maintenance funds to the
Heads of School. The Principal/School Head shall manage the funds appropriated
for the school under his supervision according to this Guideline following the

~ usual government procurement, accounting and auditing rules and regulation.

2. The Principal will prepare the list of works and mode of procuremem/contractilg
of minor repair and maintenance work to be funded under the SBRM Scheme for
review and approval by the SRMC. N



- 3.1. The minor repair and maintenance work

covers:

*

a) Minor repair of classroom, library, laboratory, toilets and other
facilities used by students. This ‘includes replacements for roofing

sheets, wall ~cloddings, ceiling

boards, windows, doors, jambs,

partitions, parts of stairs, flooring and hardware (locks, knobs, etc.)
b) Electrical repairs including replacement of fixtures and electrical

rough-ins.

¢) Plumbing services for water system

d) Repair of security fence
) Rust proofing and painting of roof
f) Painting works.

3.2' The Mode of Procurement may take any of the following form ,‘following _

government accounting and auditing ru

les and regulations:

a) Negotiated Contract — The school may negotiate with a COntracting'

party to undertake the project.

b) By Administration (force account) — In case the project is -

implemented by administration,
engaging labor may be adopted:

any of the following options for

¢ Contracting out the labor component to a “pakyaw” group and
undertaking procurement of construction materials directly.

® Individual hiring of laborers to compose the work force, in which -
case preference shall be given to qualified residents in the locality

4. ‘The Principal shall disburse funds for work approved by SRMC following

government accounting and auditing rules.

5. Principals/School Heads should liquidate
disbursed but not later than November 3
funds shall be returned to the Treasury.

4

the SBRM Fund as soon as fully
0, of each fiscal year. Undisbursed

6. The Regional/Division Offices shall consolidate school reports (Form 2) and
prepare Monthly Statement Of Expenditures (SOEs). The Regional Offices
shall ensure that funds are fully liquidated and all SOEs are submitted to the

Central: Office on or before December 30

of each fiscal year. The Regional

Offices shall keep copies of the liquidation reports including  school reports,

~ receipts and other supporting documents
. missions. -

7. Iminediately upon receipt of the Monthl

for World Bank audit and visiting -

o=

y SOEs from the regions/divisions,”

the Project Accountant, SEMP, Central Office shall prepare the consolidated
Statement of Expenditures (SOEs) for submission to the World Bank. The
SOEs to be submitted by the Regional Offices shall be for funds released to
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the Regional Officers as well as funds released by DBM directly to the
Divisions in the area. : :

An external audit team shall conduct unannounced spot review any time of the
year. All accounting records and bank reconciliation statements should be
ready during the review. | ' ‘

D. REPORTING

1. Division/Regional Report (Form 1) — On or before the end of each month the
Regional Office shall submit a consolidated Statement of Expenditures (SOE,
Form 1) to SEMP-PMO, ‘4" floor, Dorm D, DECS Complex, Meralco
Avenue, Pasig City. The accomplished School Forms must be aattached to
the SOE (Form 2) and report on the problem/issues brought up in Principal’s
Reports. The Regional report should also include an evaluation of the School-
based repair and maintenance scheme with suggested improvements on the
management and use of SBRM Fund. S ‘

. Principal/School Heads’ Report (Form 2) — The Schools Heads shall submit ”
their reports directly to the Division or Regional Office which gave the funds, -
 on or before the end of each: quarter until the work is completed and the

SBRM Fund is fully disbursed/reverted, but not later than November 30 of the
fiscal year. Principals of secondary schools with separate budgets “shall
likewise accomplish Form 1 and submit directly to their respective Regional
Offices every quarter. The report shall show work completed, schedules, type
of procurement, and the cost using Form 2. The Regional/Division Offices
shall review the Principal’s report and act upon issues brought up in the
reports. .

C. EFFECTIVITY

_ The School-Based Management scheme for Repair and Maintenance shall begin with the
repair and maintenance for government facilities budget for FY 2000.

SEMP/MAM/EDGA



; INSTRUCTIONS FOR ACCOMPLISHING FORMS
FOR SCHOOL-BASED REPAIR AND MAINTENANCE SCHEME

" A. WHAT FORMS ARE TO BE ACCOMPLISHED

~_ There are two types of forms.

FORM. 1. The Statement of Expenditures (SOEs) form which summarizes the
flow of funds provided to each recipient school including payments and
disbursements data. The accomplished School Form (Form 2) should be attached
to the SOEs.

FORM 2. The School Form provides information on the  description of repair
and maintenance work undertaken, including the type schedule and cost . of work.

B. WHO WILL ACCOMPLISH THE FORMS'

FORM 1. To be accomplished by the accountants of the Division and Reg'ional. v
Offices. - - ‘ :

FORM 2. Tobe accomplished by the Heads of Public Elementafy and‘
Secondary Schools. _ .

. WHEN WILL THE ACCOMPLISHED FORMS BE’SUﬁMITTED |

FORM 1. The Accountants of the Regional Office shall submit the accomplished
SOEs (Form 2) one week, after the end of each month to SEMP-PMO (c/o Dr. Mila
" Marcos), 4" floor Dorm D, Meralco Avenu¢, DECS Complex, Pasig City. All
School Reports (Form 2) included in the SOE should be attached.

FORM 2. The Heads of Public Elementary and Secondary Schools shall accomplish
Form 2. The forms shall be accomplished, quarterly (March, June, September and
December) until the work is fully completed and funds fully disbursed/reverted. The
School Heads shall submit the accomplished forms (Form 2) to the Regional/Division
Office, which provided the funds. '

. HOW WILL THE FORMS BE ACCOMPLISHED

Specific instruction for each column, line and item is shown in Section D.1 and D.2°
The sample forms have also been filled up to further clarify/information needed.

D.1 , SBRMForm I: Statement of Expenditure '
D.2  SBRM Form 2: School Forms : -~



D1 SBRMFORM1 - STATEMENTS OF EXPENDITURES (SO,E)\
(Region/Division) B

Quarter Refers to the month being reported (September 2000; October 2000\\
etc.) .
Region Refers to the DECS Administrative Regions (Regional Offices)
Division Refers to the School Division according to DECS classification |
District Refers to the name of the School District
SOE No. Refers to the SOE No. To be filled up by DECS-CO
Date Refers to the date the report is prepared
Column 1 v '
Name of Payee Refers to the person who received the SBRM Fund-from the Regional
Office or Division Office ' ‘
Column 2 : : e
Description Refers to a general description of the Repair and Maintenance work
: undertaken in the Schools as according to attached Form 2.
Column 3 , ~
Recipient School Refers to the name of the school that received the School-Based Repair
' ' and Maintenance Fund from the Regional Office or Division Office.
Column 4 ' . T A
Address Refers to the address of the recipient (school sitio,barangay,
municipality, city province).
Column § _ ‘
Purchase Order/ROA No. | - | Refers to the purchase order or ROA number which obligated SBRM
_ . Fund released to the particular school. One ROA may cover more than
: one or several school. ' :
Column 6 .
‘Amount Received Refers to the amount in Pesos received by the School Head from the
1 : Regjon/Division offices. -
Column 7 , |
- Amount Disbursed Refers to the total amount disbursed by the School during the moth.
Column 8 : - , _ '
" Check No. Refers to the serial number of check. In case the amount is received in
cash.indicate_date the amount is received
Column9 . S : ‘
" Date of Chec Refers to the date the check is issued
Column 10 : . '
Unspent ROA/Balance Refers to the amount left after deducting column (7) from column (6)
Column 11 ' , , o '
a Remarks Refers to the explanation on the status of works (e.g. on-going
‘| completed, problems, issues and recommendations).
Signatories: ' '
Prepared by Refers to the printed name and signature of the Regional Acsduntant
' | who accomplished the form- ' e
'Approved by Refers to the printed name and signature of the Regional Director.
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SBRM FORM 2

- SCHOOL FORM

/ D.2

Refers to the quarter being reported (1°' Q-Jan.-Mar.-2 Q-Apr.-Jun ;3% Q

e -_| Jul-Sept.;4” Q-Oct-Dec.
Refers to the name of school which received and use the SBRM Fund.
School -_| Indicate the original name if applicable
- | Refers to the location of the school (mclude Smo Barangay, Street,
Address _Municipality, City, Province) B
Division - | Refers to the School Division according to DECS class:ﬁcatlon
District - | Refers to the name of School District which covers the School.
Date - | Refers to the specific Date the report is prepared '
SBRMF - | Refers to the amount in Pesos (P) of Repair and Maintenance Fund received
Cash Advance by the Principal/School Head/ Head Teacher/OIC under the School-based
Repair and Maintenance.
‘| Year - | Refers to the year budget was appropnawd
Item No. - | Refers to the chronological counting of the item.
Description of - | Refers to the nature of works undertaken for the repair or maintenance of
~ Work school building or facilities (i.e., painting, change of G.I. sheets rooﬁng, water
pipes/fauccts, etc.)
Total Cost -_| Refers to the sum of items in columns (1) (5) (6) (7) (8) and (9)
Column 1
Estimated Cost - | Refers to the cost estimate corresponding to specific/nature of work which
e was computed for budgetary purposes.
« .sedule
Column 2 _
Date Started - | Refers to the specific date (Mo /Day/Year) the work started
Column 3 o
Date Completed - | Refers to the specific date (Mo./Day/Year) the work was completed.
Column 4
No. Of Days - | Refers to the total number of days spent for the works done, computed from
the date of works have been started until the works havc been completed
(column 3 mmus column 2)
Column § ‘
Materials - | Refers to the actual cost spent for the materials
Column6 ' v
“Contract - | Refers-to the actual cost spent for contracted works
Column7
| _Labor -_| Refers to the actual cost spent for labor
( a8 . : I
__Total - _| Refers to the sum of column (5), (6) and (V)
Column 9
____Balance -_| Refers to the amount left after deducting column (8) from column (1)
Column 10 - | Refers to (1) problems encountered, recommended measures or actions
Remarks taken;. (2) progress of work completed on —going etc. (3) Explanation on
receipts, RER and necessary supporting documents and (4) other
‘ recommendation .
Column 11 ,
Supporting Documents - Refemtothedocumentsattachedmthefomtosuppmexpmdm
Attached gurchase (Official Receipts, RER, committees reports and resolutions, etc)
Signatories:
Prepared by = | Refers to the printed name and signature ofﬂnemonwboaeeanphahedﬂle
_ . form. Print name and position. -
Certified True & Correct by | - | Refers to the printed - -name and signature of the Principal/School Head. '
Attested by - - Re&rstothepnntedmmemdsngnatureofthe Chalmm,SchoolRepmrand
) : Mamtenancc Committee.




. . LR A . :
oo o _ - ‘ SAMPLE FORM
. . . .. SBRMFerm1 .
_ ) _ : REPUBLIC OF THE PHILIPPINES : L
' DEPARTMENT OF EDUCATION, CULTURE AND SPORTS
STATEMENT OF EXPENDITURES
PERIOD COVERED: From___ To__

?..o:go&.
PERIOD COVERED : o : . SOENO. :
REGION | DIVISION : Cagavan : DATE
g RECIPIENT/CREDITOR DISBURSEMENTS .
- v Balance B
Name of Payee Description ‘ Recipient Address ° Purchase | Amount | Amount | Check | Dateof | (Unspent REMARKS
; School . | Order or | Received | Disbursed| No.1/ |Check1/| . ROA)
ROANo. |. {6-7=10)
. : . . . Pesos
: (1 (2) : (3) 4 (8) (6) @ (8) {9) (10)
1. JuanadelaCruz  [Repair of roof, electrical Jose Rizal High Sch. Brgy. Santiago, 0062 | 10,000.00 | 9,600.00 | 925681|Aug.1S | -  400.00| “Pakyaw"Refer
and ceiling o Lallo, Cagayan : , to attached School |
. : : , ) Form (2)
1/ If amount is recsived in cash, indicate the date the amount is received.
Prepared by: A Certified True and Correct:
~ ACCOUNTANT/POSITION _ B REGIONAL DIRECTOR/SUPERINTENDENT

(Signature f Printed Name) : , Amas.n.c_.o Over Printed Name)

, ..m%..gs&saozwg reports
N\ i :

/.



SAMPLE FORM'
SBRM FORM 2
REPUBLIC OF THE PHILIPPINES .
DEPARTMENT OF EDUCATION, CULTURE AND SPORTS
SOCIAL EXPENDITURE MANAGEMENT PROJECT
 scHOOL FORM
'PERIOD COVERED .
SCHOOL .+ JoseRizal High School
- ADDRESS : Brgy. Santiago, Lallo, Cagayan : DATE ! ——
REGION : 1L DIVISION: Cagayan DISTRICT: LalloNoth : . ‘ SBRMF CASH ADVANCE: P ____ Year 2000
. : CHECK#:
DATE OF CHECK:
ftem v SCHEDULE < : ACTUAL COST . Supporting -
No. | DESCRIPTION OF WORK ESTIMATED| DATE " DATE NO. OF | . I (PESOS) , Documents
_ : CcOST |STARTED|COMPLETED DAYS | MATERIALS | CONTRACT LABOR | TOTAL | BALANCE REMARKS |  Attached
(1 @ (3) (O] (5) (8) m 8 ® .(10) (11)
: P (3-224) (s+6+7=8) | (1-8=89) v
. SAMPLE: . .
01 |Charge of G.I. Roof . 300.00 | Aug.10 Aug.i2 2 1200.00 - ~ 10000 | 300.00]- “Pakyaw” |Receipt# 13
02 |Repalr of leaking faucet 300.00 | Aug.iS Aug.17 2 150.00 - - 150.00 150,00 |clo Jantor _{Receipth 4-5
03 |Replacement of door knob 40000 | Aug.18 Aug.19 1 20000} - - 200.00 500,00 |clo Janitor __{Receipt 6-7
-04 |Repair of security fence 500000 | Aug.20 | Aug 30 10. - 6.000.00 - 6.00000 | (1.000.00)| Contract
05 |Repair of ceiling 4,000.00 | Aug. 21 Aug. 28 7 2,000.00 - 1,000.00 | 3.000.00 " | enclosed
TOTAL COST 255000 | 6,000.00 1,100.00 | 9.650.00 350.00 | "Pakyaw’

, Based on pians reviewed by SRMC.
*Attach Principal's/School Memorandum on the creation of School Repair & Maintenance Committee and designation of Chairman

PREPARED BY: . CERTIFIED TRUE & CORRECT BY: "~ ATTESTEDBY::
o , I Pedro Guevara ’
Angelina_Reyes : Juana dela Cnz CHAIRMAN,SCHOOL REPAR & MAINTENANCE COMMITTEE
v NAME AND POSITION . _ PRINCIPAL : , (SIGNATURE OVER PRINTED NAME)
(SIGNATURE OVER PRINTED NAME/POSITION) (SIGNATURE OVER PRINTED NAME)

7O BE FILLED UP BY PFD/TFEAMSEMP-PMO: , . - |
FINDINGS: . : ‘ . ,
. - : INSPECTED BY: .

P

N,

'~




CRITERIA FOR MINOR and MAJOR REPAIRS FOR SCHOOL BUILDING

MAJOR REPAIR

Major repair refers to works that require repair or rehabilitation of major architectural,
structural, electrical and mechanical section of the building, that includes the following:

ARHITECTURAL SECTION

Major repair is considered under this section when two or more works indicated below
exist and when 50% to 90 % of the works per item is affected. Single item subject for repair shall
be considered minor repair.

1. WALLS/PARTITIONS
> Dilapidated portion due to wear and tear especially wooden walls
» Depth cracks (concrete wall)
» Damaged portion due to force majeure and vandalism

2. DOOR/WINDOWS
> Damaged or dilapidated built-in parts such as jambs, frames and glasses
» Destroyed/damaged doors including jambs

3. CEILING/CEILING JOIST
» Parts infected by termites
» Damaged portion (detached ceiling and ceiling joist)

4. ROOFINGS ( Roofs and accessories)
» Corroded roofing and accessories
» Damaged roofing and accessories

5. FLOORING/TILE WORKS
» Massive cracks for slab on fill
»  Structural cracks for hanging slab

STRUCTURAL SECTION

Under this section the repair works is considered “ major repair “ when the structural
member is under stress or in the state possible rupture but will not tend or entail immediate
collapse of the whole structure/building. Hence, critical and major structural defect must be
subject to demolition for safety reason. Structural component includes column, beam, footing, and
roof framing. Below are possible conditions to be observed:

»  Structural crack that can be repaired by structural adhesive

» Conversion of dilapidated wooden post to concrete column

» State of possible rupture of a portion of structural member that can be back to its
original condition by reinforcing additional structure and when the cost of such
work is not more than or equal to the new building construction cost.

ELECTRICAL SECTION
Major repair works includes the following:

> Rewiring due to faulty wiring installation
» Rewiring/redesigning due to additional loads
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MECHANICAL SECTION

Includes the following:
> Total rehabilitation of water pipe line and drainage line due to clogging

MINOR REPAIR

ARHITECTURAL SECTION

MINOR repair is considered under this section when one of any of the works indicated
below exist and when 49% and below of the works per item is affected.

1. WALLS/PARTITIONS
» Dilapidated portion due to wear and tear especially wooden walls
» Hairline cracks (concrete wall)
» Damaged portion due to force majeure and vandalism

2. DOORS/WINDOWS
» Damaged or dilapidated jambs, frames and glasses
» Destroyed/damaged door accessories
» Replacement of lock system
> Replacement of plywood for flush door

3. CEILING/CEILING JOIST
> Parts infected by termites
» Damaged portion (detached ceiling and ceiling joist)

4. ROOFINGS ( Roofs and accessories)
» Corroded roofing
» Damaged roofing and accessories

5. COLUMNS/BEAMS/GIRDER/ROOF FRAMING
» Hairline crack
» Damaged or infected members with termites for wooden component

6. FLOORING/TILE WORKS
» Minor cracks
» Detached tiles
7. PAINTING
» Repainting of any architectural/structural section
» Painting of unpainted section

8. ELECTRICAL/MECHANICAL
» Replacement of electrical and plumbing fixtures



