
TESDA-SOP-OCSA-06-F01

SUPPLIER’S EVALUATION SURVEY FORM
INSTRUCTIONS:


This is a survey on the performance of our existing suppliers. It aimed to improve our procurement service. Your sincere and honest answers will be appreciated and treated confidentially.


Please rate according to each criterion provided and put a check on the indictor which best describes your opinion. Kindly forward the accomplished form to the Property and Supply Division.


Thank you very much.

NAME OF RESPONDENT: ______________________________________________

OFFICE: _____________________ DATE ACCOMPLISHED: _______________

==================================================================

NAME OF SUPPLIER:  __________________________________________________

PURCHASE ORDER NO.: _______________________________________________

1) QUANTITY = 50% of Performance Measurement

The quantity measurement is based on materials or supplies receipt acceptance rates.

	Rating
	Performance Level
	Credit (% Points)

	Good
	All items in accordance with specification
	100%  /       /

	Acceptable
	Five (5) percent to Ten (10) percent of item not in compliance with the specification
	80%  /       /

	Unacceptable 
	Fifteen (15) percent to Thirty (30) percent of items not in compliance with the specification
	60%  /       /


2) Delivery = 35% of Performance Measurement

The office rated the delivery performance based on how suppliers meet the schedule dated of delivery stipulated in the purchase order.

	
	Performance Level
	Credit (% Points)

	
	Completed the delivery earlier than or within the delivery date
	100%  /       /

	
	Completed the delivery 1 – 2 days late
	80%  /       /

	
	Completed the delivery  3 days late or more
	60%  /       /


3) Service  =15% of Performance Measurement

The service rating reflects how well the supplier responds to the request of price quotations. The performance measures have its impact in the office procurement system and related activities in servicing its client.

	
	Performance Level
	Credit (% Points)

	
	Submitted price quotations one (1) day ahead of closing date
	100%  /       /

	
	Submitted price quotation on closing date
	80%  /       /


REMARKS/COMMENTS:__________________________________________________________________________________________________________________________________________________________________

TESDA-SOP-OCSA-06-F02
SUPPLIER’S EVALUATION SURVEY FORM (Janitorial Services)
INSTRUCTIONS:


This is survey on our present janitorial agency aims to improve and strengthen the over-all performance of the janitorial officers and personnel assigned in TESDA.  Your sincere and honest answers will be appreciated and treated confidentially.

Please rate terms of the indicators provided and put a check in the indicator which best describes your opinion. Kindly submit the accomplished form to GSD-OCSA.

Thank you.

NAME OF RESPONDENT: ______________________________________________

OFFICE: _____________________ DATE ACCOMPLISHED: _______________

==================================================================

1) Knowledge of the job (50% of Performance Measurement)

(The office will rate the service provider personnel on their knowledge of doing the assigned task)
	Rating
	Performance Level
	Credit (% Points)

	Good
	The service provider personnel can do the assigned tasks very orderly and ahead of schedule time
	100%  /       /

	Acceptable
	The service provider personnel can do the assigned tasks orderly and on schedule time
	80%  /       /

	Unacceptable 
	The service provider personnel always do the assigned tasks longer than the schedule time
	60%  /       /


2) Human Relations (30% of Performance Measurement)

(The office will rate the service provider in dealing with clients)
	Rating
	Performance Level
	Credit (% Points)

	Good
	The service provider personnel always show respect and immediately respond to the request of clients
	100%  /       /

	Acceptable
	The service provider personnel show respect and respond to the request of clients
	80%  /       /

	Unacceptable
	The service provider personnel do not show respect and do not respond to the request of client
	60%  /       /


3) Attendance/Punctuality (20% Performance Measurement)

(How the service provider personnel report on his area of assignment)
	Rating
	Performance Level
	Credit (% Points)

	Good
	The service provider personnel has 100% attendance and report for work ahead of schedule time
	100%  /       /

	Acceptable
	The service provider personnel has 90% attendance and report for work on time
	80%  /       /

	Unacceptable
	The service provider personnel has encountered 20% tardiness and absenteeism of the total working days
	60%  /       /


REMARKS/COMMENTS:
TESDA-SOP-OCSA-06-F03
SUPPLIERS EVALUATION SURVEY FORM (Security Services)
INSTRUCTIONS:


This is survey on our present security agency aims to improve and strengthen the over-all performance of the security officers and personnel assigned in TESDA.  Your sincere and honest answers will be appreciated and treated confidentially.

Please rate terms of the indicators provided and put a check in the indicator which best describes your opinion. Kindly submit the accomplished form to GSD-OCSA.

Thank you.

NAME OF RESPONDENT: ______________________________________________

OFFICE: _____________________ DATE ACCOMPLISHED: _______________

==================================================================

1) Knowledge of the job (50% of Performance Measurement)

(The office will rate the service provider personnel on their knowledge of doing the assigned task)
	Rating
	Performance Level
	Credit (% Points)

	Good
	The service provider personnel can do the assigned tasks very orderly and ahead of schedule time
	100%  /       /

	Acceptable
	The service provider personnel can do the assigned tasks orderly and on schedule time
	80%  /       /

	Unacceptable 
	The service provider personnel always do the assigned tasks longer than the schedule time
	60%  /       /


2) Human Relations (30% of Performance Measurement)

(The office will rate the service provider in dealing with clients)
	Rating
	Performance Level
	Credit (% Points)

	Good
	The service provider personnel always show respect and immediately respond to the request of clients
	100%  /       /

	Acceptable
	The service provider personnel show respect and respond to the request of clients
	80%  /       /

	Unacceptable
	The service provider personnel do not show respect and do not respond to the request of client
	60%  /       /


3) Attendance/Punctuality (20% Performance Measurement)

(How the service provider personnel report on his area of assignment)
	Rating
	Performance Level
	Credit (% Points)

	Good
	The service provider personnel has 100% attendance and report for work ahead of schedule time
	100%  /       /

	Acceptable
	The service provider personnel has 90% attendance and report for work on time
	80%  /       /

	Unacceptable
	The service provider personnel has encountered 20% tardiness and absenteeism of the total working days
	60%  /       /


REMARKS/COMMENTS:































