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PROCUREMENT PROCESS 

 

OFFICE SUPPLIES: 

 

 

 

MERCHANDISE: 

 

 

 

 

  

 

 

 

 

 

 

           

           

           

           

  

___________________________________________________________________________________

Miagao Water District            30 

Purchase Order 

Abstract of Quotation 

Certified by : Admin & Finance Unit 

Approved by: General Manager 

Purchase Requisition (PR) 

Request for Quotation (RFQ) 

Purchase Requisition (PR) 

Request for Quotation (RFQ) 

Duration: 7 days 

Emergency Purchase: 1day 

Certified by: Admin & Finance Unit 

Approved by: General Manager 

Delivery 

within 7 days 
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RECEIPT OF DELIVERIES OF INVENTORY 

 
 

 

ISSUANCE OF OFFICE SUPPLIES 
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Inspection and Acceptance Report 

 

Inventory System 

 

 

Stock Available 

 

 

Requisition and Issuance 

 

 

PR 

Updates  

Inventory System 

Materials and Supplies 

Issue Journal (MSIJ) 

JEV - GL 

YES NO 

 

Delivery Receipt 
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ISSUANCE OF NEW SERVICE CONNECTION MATERIALS 

 

Step 1:     Step 2:     Step 3:       
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Construction 

Order/Store 

Requisition Slip 

Construction 

Order/Store 

Requisition Slip 

 

Maintenance Crew 

Receive the materials 

Duration: 5 minutes 

 

Store Keeper 

Prepare the materials 

needed: 

Duration: 5 minutes for 

ordinary connections, 10 

minutes for special 

 

Maintenance Crew 

Log the materials issued 

Duration: 5 minutes 

 

Accounting Processor 

Encode the materials used 

for service connections in 

the Inventory System 

Duration: 1 day 

 

Store Keeper 

Record the completed 

service connections and 

turn-over the documents 

Duration: 1 day 

Construction 

Order/Store 

Requisition Slip 

Utilities/Customer 

Services Offices 

Log in the summary of 

New Connections 

Duration: 1 day 

 

 

FILE 

Upon Meter reading, 

Maintenance crew will 

assign the account 

number for the new 

service connection. 
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DV  and SDs 

DV, SDs, BUS and 

duplicate of check 

Updates Cash Book  

Journal Entry Voucher 

Check Disbursement Journal 

Posts to General Ledger 

And respective Subsidiary Ledger 

TB Preparation 

General Manager 

Approves transactions 

General Manager 

Prepares and signs check 

General Manager 

Countersigns check 

Cashier 

Releases check to claimant 

Administrative 

Gathers supporting documents 

(SDs) and prepares 

Disbursement Voucher (DV) 

and BUS Submits to the Budget 

Unit for funding 

Finance Unit 

Check documents received, 

certifies the Budget Utilization 

Slip ( BUS). Forwards to 

Accounting Unit for processing 

Finance Unit  

Certifies correctness of DV and 

supporting documents. Verifies 

claim and certifies funds 

availability. 

Administrative 

Receives documents, 

check completeness of 

documents and assigns 

DV number 

DV, SDs, BUS 

and duplicate of 

check 

 

DV, SDs, BUS 

and check 

 

DV and SDs 

with BUS 


