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1. REFERENCES

1.1. R.A. No. 4136 "An Act Compile the Laws Relative to Land 
Transportation and Traffic Rules, to Create a Land 
Transportation Commission and for Other Purposes" 
approved June 20. 1964;

1.2. PD No. 1445 "Ordaining and Instituting a Government 
Auditing Code of the Philippines" dated June 11, 1978;

1.3. Administrative Order No. 239 dated September 15, 2008 re: 
Prohibiting the Use of Government Vehicles for Purposes 
other than Official Business, and for other purposes;

1.4. Bureau of Corrections Quality Manual (Procedure and Work 
Instruction Manual) PAWIM, Transportation Services, (BUC- 
STO-PR-015) dated January 05, 2018; and

1.5. Manual on Audit for Fuel Consumption of Government 
Motor Vehicles and Commission on Audit Circular No. 77- 
61 dated September 1977.

2. RATIONALE

Enhancement of the current procedures in the utilization 
and maintenance of BuCor Vehicles is imperative to establish a 
standard protocol on utilization, repair, and maintenance that will 
address issues and concerns in using BuCor Vehicles.

3. OBJECTIVE

To establish a Memorandum Circular that shall constitute a 
standard protocol on the proper handling, utilization, repair, and 
maintenance of all BuCor Vehicles.

4. SCOPE

This Memorandum Circular applies to all BuCor personnel, 
including contractual, job orders, and all other individuals 
authorized to make use or maintain BuCor Vehicles.

"'Reforming Lives, Community Thrives**
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5. DEFIN TION OF TERMS
For this Memorandum Circular, the following definitions are

hereby adopted:
5.1. BuCor Vehicle/s - refers to motor vehicles that were 

procured and acquired by the Bureau of Corrections 
(BuCor) including those vehicles donated in favor of the 
agency.

5.2. Driver/s or Official Driver/s - refers to Bureau of 
Corrections (BuCor) personnel duly authorized to drive and 
with a valid professional driver's license with corresponding 
restrictions issued by the Land Transportation Office (LTO).

5.3. Standard Protocol - refers to a fixed and mandated 
procedure for completing a task.

5.4. Official Travel/Business - refers to the authorization given 
to BuCor personnel and other authorized individuals 
supported with a Special Order indicating a specific 
purpose and scope for a particular task for the Bureau of 
Corrections.

5.5. Special Order - refers to an order indicating a set of 
instructions issued by BuCor Top Management in a 
particular situation or under special instruction.

5.6. Donee - refers to BuCor office/s as the recipient of 
donations.

5.7. Donor - refers to Government Organizations (GOs), Non- 
Government Organizations (NGOs), Local Government 
Units (LGUs), organizations, institutions, corporations and 
individuals that voluntarily donate to BuCor.

5.8. Authorized Passenger - refers to the BuCor employee 
and other individuals authorized by higher authority to 
utilize BuCor Vehides.

5.9. Trip Ticket - refers to the official form utilized by the 
Transportation Unit indicating specific information about the

"'Reforming Lives, Community 'Thrives"
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use of BuCor Vehicle for official travel except vehicle issued 
to BuCor personnel/office.

5.10. Daily Inspection Checklist - refers to the daily checklist 
that details the parameters of the BuCor Vehicle 
determining its operating condition and roadworthiness 
before and after official travel.

5.11. Higher Authority - refers to BuCor Top Management

5.12. Chief, Transportation Unit - refers to the Officer 
authorizing the use of BuCor vehicle under the custody of 
the Transportation Unit for official travel.

5.13. Land Transportation Office (LTO) - refers to an agency 
of the Philippine government under the Department of 
Transportation responsible for all land transportation in the 
Philippines.

5.14. Total Productive Maintenance - refers to the proactive 
and preventive maintenance of all BuCor Vehicles.

5.15. Motor Pool - refers to the area where motor vehicles are 
parked, repaired and made available for use.

5.16. Maintenance Index Card - refers to the Index Card that 
contains relevant Information and the maintenance 
schedule of BuCor Vehicles.

5.17. Preventive Maintenance Schedule - refers to the regular 
maintenance of all BuCor Vehicles to keep them running 
and prevent any costly unplanned downtime from 
unexpected vehicle breakdown.

GUIDELINES
6.1. Utilization of BuCor Vehicle

6.1.1. Specific Guidelines - the following guidelines shall 
be strictly observed while utilizing BuCor Vehicles;
6.1.1.1. All BuCor Drivers/Official Drivers must 

possess a valid professional driver's
“'Keforming Lives, Community Thrives**
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license with corresponding restrictions 
issued by the Land Transportation Office 
(LTO).

Restriction Code Allowed Vehicles

Restriction 1 Motorbikes or motorized tricycles

Restriction 2 Motor vehicles up to 4500 kg GVW

Restriction 3 Motor vehicles above 4500 kg GVW

Restriction 4 Automatic transmission up to 4500 kg GVW

Restriction 5 Automatic transmission above 4500 kg GVW

Restriction 6 Articulated Vehicle 1600 kg GVW & below

Restriction 7 Articulated Vehicle 1601 kg up to 4500 GVW

Restriction 8 Articulated Vehicle 4501 kg & above GVW

6.1.1.2. BuCor Official Drivers must wear proper 
uniforms, must be free from the influence 
of alcoholic beverages and illegal drugs 
while driving BuCor Vehicles and must 
abide by the traffic rules and regulations 
at all times.

6.1.1.3. After the conduct of a formal 
investigation, BuCor Official Driver/s may 
be held liable for damages incurred to 
the BuCor Vehicle during official travel.

6.1.1.4. In case of damages incurred during 
unofficial use of BuCor Vehicle, repair 
and restoration shall be at the account of 
the driver and/or his/her superior, if the 
travel is upon instruction of the latter.

‘'Reforming Lives, Community Thrives**
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The driver and his/her superior can be 
held criminally, civilly and 
administratively liable.

6.1.1.5. All BuCor Vehicles shall be utilized for 
official travel. Only official drivers and 
authorized passengers with Special 
Order or Office Instruction shall be 
onboard. Except, in case of matters 
affecting life and death situations or 
authorized by higher authority.

6.1.1.6. BuCor Vehicles shall be parked in the 
specific parking area at the Motor Pool 
after the official travel and keys shall be 
properly turn-over at the Transportation 
Unit.

6.1.1.7. If the BuCor Vehicle is borrowed by any 
BuCor Office with an official driver not 
from the Transportation Unit, it shall be 
returned after the official travel as 
indicated in the Special Order.

6.1.1.8. The Transportation Unit shall maintain a 
logbook of all official travels.

6.1.1.9. The General Services Division (NHQ) 
shall be responsible for the official 
markings of all BuCor Vehicles subject to 
the approval of the Director General.

6.1.1.10. Registration of BuCor Vehicles shall be 
made two (2) months prior to its 
expiration.

6.1.2. Request for the use of BuCor Vehicle - these
guidelines outline the specific procedures for the
use of BuCor Vehicles.

"‘Reforming Lives, Community Thrives”
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6.1.2.1.

6.1.2.2.

6.1.2.3.

6.1.2.4.

6.1.2.5.

6.1.2.6.

In requesting the use of BuCor Vehicle, 
the concerned Office/Personnel shall 
accomplish the Request for the Utilization 
of BuCor Vehicle (Annex “A”).

Transportation Unit shall verify the 
availability and condition of the BuCor 
Vehicle requested. In case the requested 
vehicle is unavailable, an alternative 
vehicle shall be recommended. For 
instances of unavailability or non
utilization of BuCor vehicle, a Certification 
shall be issued thereof (Annex “B”).

Upon the availability of the requested 
BuCor Vehicle, the Transportation Unit 
shall schedule and prepare a Trip Ticket 
(Annex “C”) serially numbered and duly 
signed by the authorized official and 
assigned a driver for the scheduled travel.

The BuCor Official Driver shall make sure 
that it was thoroughly inspected by the 
Vehicle Maintenance Team through a 
Daily Inspection Checklist (Annex “D").

After the trip, the Passenger/s must 
accomplish the Trip Ticket and rate the 
driver’s performance.

The official driver shall indicate in the Trip 
Ticket and inform the BuCor Vehicle 
Maintenance Team of all vehicle 
mechanical issues encountered before, 
during, and after travel for appropriate 
action. Thereafter, the vehicle shall be 
cleaned and disinfected in preparation for 
the next scheduled trip.

‘'Reforming Lives, Community Lfirives**
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6.1.2.7.

6.1.2.8.

6.1.2.9.

6.2.

The driver shall submit all related 
documents of the official travel to the 
Staff, Transportation Unit for filing and 
reference purposes.

Monthly report of Official Travels shall be 
coursed through the Mechanical 
Engineering Section for record purposes 
to be submitted to the Generai Services 
Division.

If involved in a vehicular accident, reports 
with documentation of the travel shall be 
submitted by the Transportation Unit to 
the General Services Division within 24 
hours.

6.1.2.10. The Supply Division as the Office of 
Primary Responsibility for the 
disbursement of fuel consumption shall 
prepare and submit reports to the proper 
authority for disposition.

Repair and Maintenance - these guidelines outiine the 
specific procedures in the Conduct of BuCor Vehicle repair 
and maintenance.

6.2.1. Regular Maintenance of BuCor Vehicles - to
ensure safety and good condition, aii BuCor 
Vehicles shall undergo inspection using the Daily 
Inspection Checklist (Annex “D”) and Vehicle 
Preventive Maintenance Schedule Form (Annex
“E”).

6.2.2. A Maintenance Card for each vehicle shall be kept, 
to ensure that preventive maintenance is being 
conducted including those assigned to BuCor 
Offices and Personnel.

''Reforming Lives, Community 'Thrives”
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For BuCor Vehicle issued to BuCor 
Office/Personnel that is beyond the control of the 
Transportation Unit;

6.2.3.1. The Mechanical Engineering Section shall 
issue a Notice (Annex “F”) to the 
concerned Office/Personnel for the 
conduct of scheduled preventive 
maintenance. Upon the issuance of the 
notice, the BuCor Vehicle shall be turned 
over to the Transportation Unit.

6.2.3.2. Upon reaching the required mileage, the 
concerned Office/Personnel shall turn 
over the BuCor Vehicle to the 
Transportation Unit for the conduct of 
preventive maintenance. If not turned 
over, they shall be held liable for the 
damage incurred for the non-conduct of 
maintenance due to mileage

6.2.3.3. The concerned Office/Personnel shall be 
responsible for the daily maintenance 
check-up of the issued BuCor Vehicle and 
for reporting mechanical issues and 
damages to the Transportation Unit for 
disposition.

6.2.4. A buffer of commonly worn-out spare parts shall 
always be available to ensure immediate repair of 
unserviceable vehicles.

6.2.5. A database shall be created to monitor and assess 
the durability of vehicle spare parts due to wear and 
tear, and the same will also serve as a basis for 
procurement.

6.3. BuCor Vehicle Service Repair - the following procedures 
shall be observed for the repair of BuCor Vehicles.

“'Reforming Lives, Community Thrives**
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6.3.1. The BuCor Official Drlver/End User shall 
immediately report vehicle mechanical issues and 
damages to the Mechanical Engineering Section 
through the Job Order Request Form (Annex “G").

6.3.1.1. The Transportation Unit shall assess the
condition of the vehicle.

6.3.1.1.1. For minor repairs, it shall be 
done immediately without 
delay. In case procurement 
is necessary due to the 
unavailability of spare parts 
or other supplies, the 
Mechanical Engineering 
Section shall endorse them 
to the designated Special 
Disbursement Officer of the 
GSD for acquisition. Upon 
acquisition of the requested 
parts, the Transportation Unit 
conducts the repair.

6.3.1.1.2. For major repairs, the 
Transportation Unit prepares 
a Repair Inspection Report 
(RIR), Proposed Repair Plan 
(PRP), and Purchase 
Request (PR) and submits 
them to the Chief GSD 
through the Mechanical 
Engineering Section.

6.3.1.1.3. The Chief GSD reviews the 
submitted RIR, PRP, and 
PR. If there are questions 
and revisions, the Chief, 
GSD discusses them with 
the Mechanical Engineering

''Reforming Lives, Community Thrives'*
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Section. Upon approval, 
GSD prepares a Disposition 
Form and submits it to the 
Supply Division/BAC
Secretariat for procurement.

For in-house repair, upon 
delivery of the requested 
parts and materials, the 
Transportation Unit conducts 
the repair.

For Outside Repair, upon 
approval of the contract for 
the outside repair, the 
Transportation Unit facilitates 
repair by the Contractor.

After the major repair, the 
Transportation Unit prepares 
an Accomplishment Report 
and a Waste Material Report 
(if applicable), and submits 
them to the Chief, GSD 
through the Mechanical 
Engineering Section.

The Inspection Committee 
together with the End-user 
inspects the repaired 
Vehicle. Further, they shall 
certify that the repair is 
completed and prepare an 
Inspection and Acceptance 
Report (lAR) to be submitted 
to the Mechanical 
Engineering Section.

''Reforming Lives, Community Thrives'
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6.3.1.1.8. The Chief, Mechanical 
Engineering Section shall 
regularly submit
accomplishment reports to 
the General Services 
Division for information.

7. FINANCIAL CLAUSE
All expenses incidental thereto shall be charged from the 

funds of this bureau subject to the usual accounting and auditing 
procedures.

8. SEPARABILITY CLAUSE
In the event that any provisions of this Memorandum 

Circular are declared illegal or rendered invalid by any competent 
authority, the provisions not affected thereby shall remain valid and 
effective.

9. REPEALING CLAUSE
All BuCor issuances/directives or parts thereof that are 

inconsistent with the provisions of this Memorandum Circular are 
hereby deemed repealed and modified accordingly.

10. EFFECT!VITY
This Memorandum Circular shall take effect after 15 days 

from filing a copy at the University of the Philippines Law Center in 
consonance with Sections 3 and 4, Chapter 2, Book VII of 
Executive Order No. 292, otherwise known as "The Revised 
Administrative Code of 1987.

''Reforming Lives, Community Tfirives^
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ANNEXES

10.1. ANNEX “A" -Request for the Utilization of BuCor Vehicle

10.2. ANNEX “B” - Certification (Not Utilizing a Government 
Service Vehicle)

10.3. ANNEX MC”-Trip Ticket

10.4. ANNEX “D” - Daily Inspection Checklist

10.5. ANNEX "E” - Vehicle Preventive Maintenance Schedule

10.6. ANNEX “F” - Notice for the Conduct of Preventive 
Maintenance

10.7. ANNEX “G"-Job Request Form (Repair of BuCor Vehicle)

10.8. ANNEX "H” - Process Flowchart (Request for the Utilization 
of BuCor Vehicle)

10.9. ANNEX T - Process Flowchart (BuCor Vehicle Service 
Repair)

'‘Reforming Lives, Community 'Thrives**
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ANNEX “A”

Bureau of Coirections 
Directorate for Administration 

GENERAL SERVICES DIVISION 
Muntinlupa City

GSD (8659-0650), MES/Transportation Unit (6519-0702)

Date:
FOR

SUBJECT :

Chief, Transportation Unit

Official Business Trip request for utilization of BuCor 
Vehicle

REQUEST FOR THE UTILIZATION OF BUCOR VEHICLE

DETAILED DESCRIPTION OF OFFICIAL BUSINESS TRIP REQUESTED

NAME OF PASSENOER(S) :

OFFICIAL DESTINATION'S EXACT ADDRESS

PURPOSE OF OFFICIAL BUSINESS TRIP

DATE OF O.B. TRIP DEPARTURE TIME FROM BUCOR NHQ

Note: Requesting party shall inform ti>e Transportation Unit (TU) dispatcher/chlef if the scheduled trip Is 
postponed or canceled. If the passenger does not show up after the TU official driver has waited for the 
passenger at the NBP TU office for one (1) hour after the time of departure, this OB Trip Request shall be 
considered CANCELLED, and the vehicle can be assigned to other offices requesting for a vehicle.

FROM:
REQUESTER NAME 
OFFICE/DIViSION 
CHIEF OF OFFICE/DIVISION

SIGNATURE 
CONTACT/OFFICE NO. 
SIGNATURE

Received @ Transportation Unit 
Date/Time Received 
Received By

‘'Reforming Lives, Community Tfirives”
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ANNEX“B”

Date;

CERTIFICATION

This is to CERTIFY that the BuCor Personnel indicated below will not utilize a 
government service vehicle from the Transportation Unit Office from NBP 
RESERVATION MUNTINLUPA CITY to (indicate destination) on (indicate the date of 
trip) and from (indicate place of origin) to NBP RESERVATION MUNTINLUPA CITY 
on (indicate the date of arrivalL

Name of passenger
1.
2.
3.
4.
5.... xxxx.....

Issued this__day of
legal purpose it may serve.

at NBP Muntinlupa City for whatever

(Chief, Transportation Unit)

''Reforming Lives, Community 'Thrives"
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CONTROL. NO.

{f' depiabiK oC
<>l o <>»<*<!„<_; I

DRIVER'S TRIR TICKET

A 7*0 fy^ fW^^4/p t»y tttm C>eSt$QNA.TizC% Or^lCitAL aut/tottxir^ 4h^ afflci^f rrjtw/a

1 NAM£ OF ORJVER OF VEHICLE ________________________________

2 GOVT CAR TO BK USEO/VCHICLE PLATE NO .. ____

•J NAME OF AUTHORISED RASSENOFRS ________________________________

4 RLACE/S TO BE VJSITEO OR INSPECTEO*

a HtJRROSe

I p. Vo AWHOmiM fcy
\ Tim« of cfopnrtufo from offjco/o«ir«»oo
2 Tirno of arrrvtii bnok to offico/Qarooo
3 CttAOlir>0/D*ofto( isnuo<f

m) eMMnc4» i«« rank <i« > 
b> PtjrchA^eiJ OtM'ioo fbe t*lQ

TOTAL
c> OocJuct uot»<1 d*<nr>o Iho Uip 
O) Salanco in tank at the ano ar tt>« trip

4 Goal oil issuod (li ) B
5. Lubiioating oil issued (II ) %m\^^
e Gieaso issuod (g ) |
T Ortomeler reeding (km ) “

a) At Iho boginning of Iho mp
b) At Iho orKi of tho tnp
c) Oisiatice Iraveftod

3
^eue/irf-’ SeeoflItT/PMee/ Conmumotfon: XTz; 617 I 8

f or gaufios that are no! Tuochnnal oiil N/A

EMPTY 
HALF FULL 
FULL

RsmarKs;

r hrrrty rrriify to thr correctness of the abase statement regarding the record of tmveL

Or Ivor_________________________________________________________ ___

____ Oale/Time. ______________________________Guard on Duty.__________________________

7 hereby cerllj\- that 7 used this car art Official Business as statecL

Name and Signature of Passenger No 1________________________________________ ______________

Name and Signature of Passenger No 2_____________________________________________________

Name and Signature ol Passenger No 3______________________________________________________

Name himJ Signaluro of Passonger No 4______________________________________________________

Name end Signature of Passenger no. 6 __
«0;e lo O/tlVIFR Return t,ntl copy ot tnp lieRot to offttm ttr frcipee UmS

(VOTE TO htAIN CATE OFFlCEP OtJ DUTY K-nrOy rnnte name of sBtUPLBttaesaBSa "W •ndadatl In Itna trip Iktital.

R«H)Uftatln{| Offlcft Data/TIme Ratlng<V«)
Recived

Acted

Completed

Name and Signature of Ropresentatine/CHont

McMOd By:
Chief Transpoitstion Unit

S5SS . lOOti • Excel lent 03% - 94% ■ V»r/ Sat-atsctory 75% . 94% • SattafecttsT

________________ '•Reforminu Lives, Commuwity ■Tfirives’'_
''Rejorming Lives, Community Tfinv^
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0//V

ANNEX“D”

DAILY INSPECTION CHECKLIST

VEHICLE PLATE NO. MONTH

D
ate

CHFCK/Ann (#r*fc«safy
Wiper
Blades

Inflate Tra 
to Proper 
PiesuHe

Check
Tme

Ctieckedflnif al of 
Irapedcr

Gear
«Kt

engine
d

Fuel 8rde
Hi*]

Radidor
Water

WMsoeen
water

Fan
Belt Brakes LigMs Battery

1
?
3
4
5
6
7
A
9
10
11
1?
13
14
If
10
17
18
19

?1
71
73
74
75
?fi
77
7ft
79
30
31

Remadcs;

Recommendation:

CHECKED/INSPECTED BY: SUPERVISED BY:

Chief, Mechanic
— ^ ^TT
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ANNEX “E”

Vehicle Preventive Maintenance Schedule

Vehicle Plate Number. Total Maintenance 
Cost

Haintensnce activity to be undertaken in consultation with product maintenance manual Tick the adjacent box for the

o
B«

5,000 KBometers Intervals/every (our i 4) months
InsoecI Radiator Water Level
Insoect Engine Oil Level
Insuect Transmission Fluid Level
Inspect Clutch Ruld Level
Insoect Brake Rukj Level
Inspect Power Steennq Fluid
Insoect Tire InRation/Wear (Replace)
Inspect Brake Pads and Shoes
Inspect Batterv/Cables Clean
Inspects Belts for uackincVfravinQ
inspect Windshidd Washer Ruid
Change Oil and Filer
WasWClean Vehicle
15,000 Klfometera Intervals or tf necessan
Rolale and Balance Tires
Wheel ARgnment
Change V/Indow shield Wipers
Inspect EndneAJr Filter
Inspect Coolant (Antifreeze) Level
Insoect Brake Pads and Shoes
Inspect Ball Joint
Inspect Drtveshaft Boots
Inspect Steering Soots
Inspect Exhaust System
30.000 Kllomaters bitoivals or if necessan
Change Cabin Mr Filter
Change Engine Air Filter
Change Transmission Ruid/Gear 01
Chance Brake Pads/Shoes
Inspect Front Differentisi Oil
Inspect Fuel Line/Gaskets
Inspect Hoses (Brittle. Cracked)
10OD00 Kilometere intervals or if necessary
Change Battery (if needed)
Chance Timing Bell
Inspect Drive

Replace Wiper Arm
Replace Clutch Operating Assemblv

Install Starter Relay
Chance Engine Coolant

Kejormin^ Liven, Lommunuy j m Ives'
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7

ANNEX “F”

Notice for the Conduct of Preventive Maintenance

FOR/TO

FROM

SUBJECT

DATE

GENERAL SERVICE DIVISION - TRANSPORTATION UNIT

PERIODIC MAINTENANCE OF BUCOR VEHICLES

1. The Transportation Unit would like to inform you that the service vehicle/s assigned 
in your office is scheduled for preventive maintenance. Kindly make your vehicle 
available for preventive maintenance worths at the Transportation Unit on any working
hours f/nd/cate the date of scheduled maintenance).

2. For guidance and compiiance. Thank you.

Respectfully,

Chief Maintenance Transportation Unit

Noted By:

Chief, Mechanical Engineering Section

‘'Reforming Lives, Community iRrives**



Bureau of Corrections

STANDARD PROTOCOL ON THE 
UTILIZATION AND MAINTENANCE OF 

BUCOR VEHICLES

Document
Reference

Code
awc-OA'MC
Revision

No.
0

Date

Effective Date
.1 9 APR 2Q2Z
Page 20 of 26

ANNEX"G”
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ANNEX“H”

Request for the Utilization of BuCor Vehicle

Start^^

i.

Informs the requesting office on the 
unavaJabitrtv of SuCor Vehicle artO 

recommenos aiternaiivc 
5 minutes

Receives request ana checks the availabtlitv 
of requested BuCor Vehicle 

10 minutes

Admin Staff. Transoortation Unit

Certificibon fw | 
Nx-i.tb:Hjen 
of Bucor Vchide

Admin Staff irarsoortationUnit

Utilizes alternate 
Vehicle?

u Issues Certification of not
utilizing a Government

Service Vehicle
5 minutes

Admin Staff,
Transportation Umt

i

Official Driver

Forv/ards Trip Ticket to Admm Staff. 
Transportation Unit for fiing

} minutes
Official Driver

oo

p:
Available?

1. Request for tne Utikzjbon 
cffitCorVehtSe 
Special OnSer/Offite 
iputrucbofl 

3. BuCorVehideTnp 
Schedules

>------ »

Prepares Trip Ticket and assigns Official 
Driver for the scheduled trip

10 minutes
P

Yes Admin Staff. Transportation Unit

1. Request for tne UtiliaMn of 
fiuCor Vehicle

2. Special Order/Offke 
imtfucton

IPRE-TRIP)
Seeks signature of the Chef Transportation 

Unit and ensures that me vehicle is m 
running conoition 

10 minutes

Trip Ticket
Daily Mairtcnancc
Chcckfin

(POST TRIP!
Signs Trip Ticket and rates the Dnvers

performance
3 minutes

Requesting Office/Personnel

. Top Ticket

Tnp Ticket
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ANNEX “I”

VEHICLE SERVICE REPAIR

1. Job Request Fonn
2. list of needed 

parts

Receives request and forwards to 
Chief Mechanic for inspecBwt

S minutes

1 __jjoD KKjuesi i-onri

Bucor Vehicle Maintenance Unit

+
Conducts BuCor Vehicle inspection 
and determines if major or minor 

repair
Iday

j~^^Job Request Form

Chief Mechanic

___Minor N.
Repair?

Yes \v No

List down needed spare parts 
and checics availability 
30 minutes-1 hour

Chief Mechanic

Prepares Repair Inspection 
Report and Proposed Repair 

Plan, then forwards to 
Mechanical Engineering Section 

for disposition 
1*3 hours

Chief Mechanic

1 Job Request Form
2. Repairinspection 

Report
3. Proposed Repair Plan
4. Purdiase Request

'^forming Lives, Community Thrives1



Bureau of Corrections

STANDARD PROTOCOL ON THE 
UTILIZATION AND MAINTENANCE OP 

BUCOR VEHICLES

Document
Reference

Code
b^t-OPr'hAC’
Revision

No.
0

Date

Jlklde
Effective Date

11 9 APR ZOZZ
Page 23 of 26

Available?

Ust of needed ParbInforms the Chief Mechanical 
Engineering Section and the 

Designated Special Disbursement 
Officer of the needed spare parts for 

acquisition 
30 minutes

Chief Mechanic

11. Accomplishment 
! Report
2. Waste Material Report 

(if any}

Conducts immediate repair 
Iday

Chief Mechanic

Conducts repair upon the acquisition 
of needed spare parts 

Iday

Chief Mechanic

Prepares and submits corresponding 
reports to the Chief Mechanical 

Engineering Section 
1-2 hours

Chief Mechanic

'’Reforming Lives, Community Thrives”



Bureau of Corrections

STANDARD PROTOCOL ON THE 
UTILIZATION AND MAINTENANCE OF 

BUCOR VEHICLES

Document 
Reference 

Code
-0

Revision
No.
0

Date

Page 24 of 26

>06 *c«un< *0"n 
Rep*'' Invpoction R»oort 
RroosiM RrM>' Rion
Rbcchttc Requnt

>00 Rrouett fo»m
lototct.o' Rtoen 

RtoooMO Rro*>' RU*! 
Rukmv Ktou«:

Deviews Pioposed Repair Ptan 
1-4 hours

Mb Rffluoit fo’m 
fteokr miotcwyi fteeo't 
PieoHetf R«sa<> Rian 
Ru'chiM Rtfluetl 
Ditaes>t>en f otm

FacMtates repair upon approval of 
contracts for outside repav 
(Oufatiwi of the Contract)

Chief Mechanic

1 AecempliiKment Reoort 
2. Waste Uatetiil ReaorS<if«ty| 
) Repaii<n<pc:bsiiRepo>(

MKhanicai engineering Section

Revises Proposed Repair Plan 
t-4hou»

CorsduccsSuCor Vehicle Repair 
IS days

Chief Mechanic

Preparesand submits corresponding reports to 
the General Services Division for information 

1 - 2 hours

Mechanica! Engineering Section

Endorses Proposed Repair Plan s to Genera) services 
Division for leview and approval 

30 minutes

Mechanical Engineering Section

Prepares Disposition Foim and forwards to Supply 
Divisior/BAC lor procurement process 

t-2houn

General Services Division

Receives notification (O’ (he delivery of mateiials 
needed for repair oi coy of NOik Contiact. NTP in 

case of thud party provider from Supply/BAC 
lOfflinutes

Mechaiucal Engineering section

1 Ceov ef Conliect
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DOCTRINE AND POLICY MAKING BOARD (DPMB)

DPMB RESOLUTION No. 2021-06
WHEREAS, nn December ID. 2D2I. tin: DndrinB and Policy MnHm] Board, ar. part nt its 

I nrtifins convened and dclibernlod tbo Hcmnrandiim Circular an Standarl Prntar.nl on the 
Utilizatinii and Mainlenanca of BuCorVahiclos during its ll:h DPMB Meeting.

WHEREAS the Meitinrandura Circular on Standard Protocol on the Utilisation and 
u 'ntonancG of BuCor Volticfes aims la provide specific procedures and guidelines relative ,n he 
praper handling, utilization, repair and maintananco of all BuCor Vehicles.

EilSn stndali Pretocol on the Utilization and Maintenance of BoCor Vehicles.

NOW WHEREFORE, the Board ^
RECOMMEND the appmval of the Memorandum Cireular on Standard t-ro

and Maintenance of BuCor Vehicles.
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