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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 

PERSON 

TURN AROUND 

TIME 

4.1 Receipt of the Agency Procurement Request (APR) 

4.1.1 Ensure that the APR and the required 
attachments are correct and complete. 
The following are the required documents 
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 

 

 

Procurement 

Management 

Officer (PMO) 

5 minutes 

4.2Determine whether the APR is Correct and Complete : 

4.2.1 If Incomplete: Return to client agency for 
correction or completion of the details and 

 

Procurement 

Management 
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attachments 
 
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. 
 

Officer (PMO) 

4.3. Processing of Payment: 
4.3.1 Prepares Order of Payment: 

 
4.3.1.1 If Cash/Check: Instruct Client   

Agency to pay at the Cashier 
 

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.     

 

  Procurement 

Management 

Officer (PMO) 

5 minutes 

4.4. Encoding of Sales Order 
4.3.2 Log into the FACT system 
4.3.3 Go to Account Receivable 
4.3.4 Sales Order 
4.3.5 Checks item/s 
4.3.6 Put quantity 
4.3.7 Go to global UDF 
4.3.8 Tags for Delivery or Pick up for 

preparation of Delivery Receipt of 
Warehouse 

4.3.9 Save and close 

 

Procurement 

Management 

Officer (PMO) 

10 minutes 

 

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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6.0 EXHIBITS: 

 
a) Standard Form 

 
1. Agency Procurement Request (APR) Form 
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2. Annual Procurement Plan (APP) 
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b) Process Flow 
 
i. Agency Procurement Request (APR) for Common Office Supplies 
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ii. Receiving and Releasing of Non-Common Use Items and Equipment 
 
 

 
 
 


