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O.1. The institution has an efficient and
effective Supply Management System.
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This

P applies to employ g clearance due to retir gnation, of assigr t, or application for study leave.
"OFFICE/DIVISION PROPERTY AND SUPPLY UNIT
CLASSIFICATION SIMPLE/HIGHLY TECHNICAL
TYPE OF TRANSACTION G2G - GOVERNMENT TO GOVERNMENT
WHO MAY AVAIL USM EMPLOYEE
CHECKLIST OF REQUIREMENTS 'WHERE TO SECURE
3. Letter of Request
2. List of Accountabilities 1. Accountable Officer
2. Property & Supply Unit
CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID mﬁ"‘ PERSON RESPONSIBLE
1. Receive Letter of Request for None S minutes Admin Assist Il
2. Submit letter of request for inventory
inventory
2. Provide list of accountability by
the accountable officer None 30 mins
Admin Officer Il
3. Ask the accountable officer
to prepare the equipment based on the None
list provided sdays
Admin Officer ll
4. Conduct Physical Inventory None J

2. ISSUANCE/DELIVERY OF SUPPLIES, PROPERTY, PLANT & EQUIPMENT
This process involves the distribution of supplies, materials, and property, plant, and equipment (PPE) received at the Cantral Supply Unit. The
items are issued to the requisitioner or end-user, with proper documentation and delivery ensuring accountability. It applies to all supplies and
equipment received for distribution.
OFFICE/DIVISION PROPERTY & SUPPLY UNIT
CLASSIFICATION SIMPLE
TYPE OF TRANSACTION G2G - GOVERNMENT TO GOVERNMENT
WHO MAY AVAIL END USER/ REQUISITIONER
CHECKLIST OF REQUIREMENTS _ WHERE TO SECURE
1. Requisition & Issve Slip
2. Inventory Custodian Slip 1. PROPERTY & SUPPLY UNIT
Property Acknowledgement Receipt
CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID | PROCESSING TIME | PERSON RESPONSIBLE
1. Check & receive supplies & 1. Prepare Requisition and Issue Slip None 3Jomins Admin Officer lll
materials based on Requisition | (RIS) for supplies and materials
and Issue Slip (RIS)
None 30mins
2. Prepare Inventory Custodian Slip
(1CS) for the equipment with a unit price Admin Officer (Il
2.Receive & Sign ICS below P50,000.00 to be signed by the
accountable officerfend user
None 30mins
3. Prepare Property Acknowledgement
Receipt (PAR) for the equipment with a Admin Officer INDelivery
3. Receive & Sign PAR unit price of Php 50,000.00 and above to Pamnned
be signed by the accountable
- — e Admin Aide 18 1 J
SIS _4: Delivecy of Suoplies and POE
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