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PROCESSING OF AGENCY PROCUREMENT peMSP-001
REQUEST (APR) AND SALES ORDER (CUSE)
(SALES DIVISION)

1.0 PURPOSE:
This policy outlines the processes in receiving and releasing of Agency Procurement Request (APR) for

Common Use Supplies and Equipment (CUS) and for the preparation of Sales Order (SO) to ensure that it is
properly managed, documented and endorsed.

2.0 SCOPE:

The provisions of this Policy apply to Division Chief and Procurement Management Officer (PMO) in charge
(“participants”).

3.0 RESPONSIBILITIES:

The PMO-in-charge is responsible for implementing and updating the procedures of this Policy.

4.0 GENERAL GUIDELINES:

PROCEDURES RESPONSIBLE TURN AROUND
PERSON TIME
4.1 Receipt of the Agency Procurement Request (APR) 5 minutes

4.1.1 Ensure that the APR and the required Procurement
attachments are correct and complete. Management
The following are the required documents Officer (PMO)
to process the APR:
4,1.1.1 Agency Procurement Request

(APR)
4.1.1.2 Annual Procurement Plan (APP)
4.1.1.3 Payment Check/Certificate of
Cash Availability (CCA)
4.1.1.4 Agency Contact Details:
= Complete Entity Name
= Name of Administrator
= Email Address
= Telephone Number
= Address
= Zip Code

4.2Determine whether the APR is Correct and Complete :

4.2.1 If Incomplete: Return to client agency for Procurement
correction or completion of the details and Management
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attachments Officer (PMO)
4.2.2 If Correct and Complete: Checks if (Bulk/Retail
Store (RS))
4.2.3 If Retail Store: Instruct Client agency to
proceed to RS
4.2.4 If Bulk: Assigns APR Number, stamps Receive
and attach the Routing Slip.
4.3. Processing of Payment: 5 minutes
4.3.1 Prepares Order of Payment:
Procurement
4.3.1.1 If Cash/Check: Instruct Client Management
Agency to pay at the Cashier Officer (PMO)
4.3.1.2 If for Certificate of Cash
Availability (CCA): Endorses APR
to Accounting for CCA.
4.3.1.3 |If Fast Lane, the Agency proceeds
directly to Comptroller Division.
If for Delivery, Sales Division
endorses the APR to Comptroller
Division.
4.4. Encoding of Sales Order 10 minutes
4.3.2 Log into the FACT system
4.3.3  GotoAccount Receivable Procurement
4.3.4  Sales Order Management
4.3.5 Checks item/s Officer (PMO)
4.3.6 Put quantity
4.3.7 Goto global UDF
43.8 Tags for Delivery or Pick up for
preparation of Delivery Receipt of
Warehouse
4.3.9  Save and close

5.0 RELATED PROCEDURES:

Relate with Procedure on Monitoring of Action Points
5.1.1 Record
5.1.2 Filing
5.1.3 Monitoring of APR Status For Common Use Items
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Standard Form
1. Agency Procurement Request (APR) Form
|7 B TCIRIA e el WLy TIES FORM KO, 001:R
AEERCY MEME AGENCY ACCOUNT CODE
JADDAELS AGERCY CORTROL Ro
[TEL HOE. DATE PREPARED
AFNCY FROCUREMINT RECUEST P35 APA Mo,

Ta:  PROCURTMENT SERVE

DEM Comprarad, BA Road

Crisoal 5t, Facs, Marka

PLERSE IDICATE | K APPROIPFIATE BO¥ DR ACTKIK AEDLIESTED OM THE ITEMS LISTED BELDAW

[ | Flanw e common-ass vapp oy makensly st ndicated Eoloe
Ploxde of dafenry: | | Pick-up [Fas: Lans) | | Fick-up {Schecule] | | Schedulsd Dakeary on
in caw Fund i it saffickent | ] Peduce Que ity | 1 thamge io Usuticed Depasit, 5P WG Cwbe .
{3 Plaasa n'nh waith H.-J.:mlm pomr &3 yor tramscton date
RETARL
ITEM CODE ITEM DESCRIPTHONSPECHICATIONS. CEL
Lriag LIkT ARSTLIRT
(LR it
TOTAL GRDERED AMOUNT
3081 THE LATEST BR3ES AT (NTAALT S OTHATICNS, PLLESE NIPIR 70 THE B IXTAGHE F e b avarn ol i o
Tor verifgaiies of belrem, call PS-focly Dwviion & T o JR1 SO0 T i 69l ui ) si0we I pIRE iy syl a(E jify oh
ASCITE, 0 SXGMATURES MUY BE COSR FRITED MAM
STODNE REQUESTED ARE CERTIFIED TORE | FUKNDS CERTINED AV AILLUELE: APPROAED
WITHIN ARPROVED PROGRAM:
AGENCY PROPESTY,SUPFLY OFFICER AGEMCY CHITE ACCOLIRTANT BAENCY HEADSALITHORITED S5 NATLRE
| TFUKDS DERDSITED WITH P | | B L —
W THE ARATURT OF: . ] FEMELOSED

Page 1of2




ANNEX 1

Page 4 of 6
PS-QMSP-001

2. Annual Procurement Plan (APP)

ANNUAL PROCHEEMENT PLAN FOR 2017
For Commun-Use Supplies and Equipment

IMSTRUCTICHNS I FILLIKG OUT THE ANNUAL PROCUREMENT PLAN [APF] FORM:
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b) Process Flow

i Agency Procurement Request (APR) for Common Office Supplies

DIVISION: Sales
PROCESS: Agency Procurement Request for Common Office Suppliers

J [ —— ]

APR- Agency Procurement Request
IA=F- Annual Procure ment Pian
lcoa- Cemneate of Cazn Avaraninty
IWALD- Warehousing and Logistics
Ipwisicn.

DIVISION: Sales
(B@) rrocurenen servce PROCESS: Agency Procurement Reguest for Common Office Suppliers
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ii. Receiving and Releasing of Non-Common Use Items and Equipment

Division: Sales
PROCESS: Receiving and Releasing of Non-
‘Common Use Items and Equipments
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