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PURPOSE:

To establish a standard procedure in requesting items for purchase that are not
maintained or available at the Main Warehouse.

LEVEL:
Section Heads, Department Heads, Logistics Division Personnel

DEFINITION OF TERMS:
Purchase Requisition (PR)- refers to the document used to initiate the purchase
of items that are not maintained or available at the Main Warehouse.

Main Warehouse- refers to the warehouse under the custody of the Logistics
Division

POLICY:
1. Purchase Requisition (PR) form (see Annex) shall be used in requesting supplies
that are not maintained or available at the Main Warehouse.

2. All PRs shall pass through the Budget Department before securing approval for
purchase.

3. All PRs shall be approved by the respective Division Head or by the designated
Department Head in the absence of the former.

4. All requesting units shall ensure that items for purchase have complete

specifications, correct item code (for repeat order), and samples (if applicable for
new items) and shall observe the approved standard lead time.
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5. Procurement Section, in its best effort, shall ensure that all requested items are
ordered timely within the bounds of controllable circumstances.

6. Warehouse Section, in its best effort, shall ensure that all delivered items by the
suppliers are served to the end-users timely within the bounds of controllable
circumstances.

7. All requesting units shall do parallel or counter-checking with the warehouse
dispatcher or utility staff during the delivery and not at a later time or date.
Discrepancies on item description and quantity shall not be entertained after the
items are duly received and the issuance slip is signed.
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PURPOSE:

To establish a standard procedure in requesting items for purchase that are not

maintained or available at the Main Warehouse.

SCOPE:

Applies to all Procurement Section staff of Dr. Pablo O. Torre Memorial Hospital

PERSON RESPONSIBLE:

Section Heads, Department Heads, Logistics Division Personnel

PROCEDURE:

j o

Requesting unit fills out the Purchase Requisition (PR) form with complete item
specifications and quantity.

Requesting unit secures PR approval from the Division Head or from the
designated Department Head in the absence of the former.

Requesting unit forwards the PR to Budget Department for budget verification.
Requesting unit submits the approved PR to the Procurement Section of the
Logistics Division for Purchase Order (PO) processing.

. Procurement Staff observes the Purchase Order Processing Policy.

Warehouse Staff delivers the bulk items to the requesting unit, as scheduled.
Items that can be hand-carried may be picked up by the requesting unit from the
Warehouse.

Requesting unit acknowledges receipt of the items by signing the issuance slip
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FLOWCHART

Fills out the PR form with complete specifications &

quantity

v

Secures PR approval from Department Head or Division
Head

v

Forwards PR to Budget for budget verification

v

Submits the approved PR to Procurement Section of
Logistics Division for processing

v

Prepares the Purchase Order in accordance to PO Policy

v

Delivers the bulk items to the requesting unit, or picks
up the items that can be hand carried from the
warehouse

v

Acknowledges receipt of the items by signing the
issuance slip
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1. Fills out the Purchase Requisition (PR) form Requesting Unit
2. Secures PR approval from the Division Head or
from the designated Department Head in the Requesting Unit
absence of the former

3. Forwards the PR form to Budget Department for

budget verification Shsting Ui
4. Submits the approved PR to Procurement Section

of the Logistics Division for Purchase Order (PO) Requesting Unit

processing
5. Observes the Purchase Order Processing Policy Procurement Staff
6. Delivers the bulk items to the requesting unit, as

schediled Warehouse Staff
7. Acknowledges receipt of the items by signing the Requesting Unit

issuance slip
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