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Warehouse Operations Manual

THE POPCOM
WAREHOUSE
OPERATIONS
MANUAL

1)

2)

The Commission on Population and Development (POPCOM) with assistance from 
the US Agency for International Development (USAID) Medicines, Technologies, and
Pharmaceutical Services (MTaPS) developed the POPCOM Supply Chain                
Management Warehouse Operations Manual (POPCOM-SCM-WOM).  Specifically, 
the POPCOM-SCM-WOM aims to:

Furthermore, POPCOM together with MTaPS has likewise developed other reporting 
forms to ensure the uniformity in capturing and reporting of necessary information.
 
This manual was developed in line with the Warehouse Operations Manual of the 
Department of Health (DOH), given that the majority of the family planning (FP)  
commodities stored by POPCOM are DOH-allocated. There are currently six (6) 
POPCOM warehouses, one (1) central and five (5) regional (Regions II,V,IX,XI and XII), 
and three (3) temporary FP stock rooms (Regions I, X, and Caraga).

Ensure that there is a harmonized, and standardized implementation of 
warehouse operations across all POPCOM warehouses at the central and 
regional levels; and

Aid in the planning and design of POPCOM warehouses to ensure that the 
established requirements are met.
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The Commission on Population and Development (POPCOM) is pleased to present 
this 1st Edition of the POPCOM-Supply Chain Management Warehouse Operations 
Manual (POPCOM-SCM-WOM). The Manual aims to provide guidance to warehouse 
staff at the central, regional, and local levels in the establishment of a system with 
streamlined processes. Moreover, this will also assist them to initiate and perform 
ideals in line with the national regulations and international standards in handling, 
storage, and processing of procured health commodities.

The POPCOM-SCM-WOM is also a reference in the roll-out of important activities 
and guidelines to all warehouses within POPCOM’s jurisdiction as part of the 
co-management scheme with the Department of Health (DOH) in the implementa-
tion of the National Program on Population and Family Planning (NPPFP) as provided 
in the Joint Memorandum Circular (JMC) No. 2019-01.

The NPPFP enables more Filipinos to access Family Planning (FP) services and speed 
up impact to social and economic development on a wider scale. Thus, the           
POPCOM-SCM-WOM is a step in this direction.

As POPCOM continues to work to ensure that couples have their desired number of 
children, it is hoped that this Manual will contribute in such endeavor.

Tungo sa Matatag, Maginhawa at Planadong Pamilyang Pilipino.

Masayang Pamilya!
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Part I - Introduction
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The State is mandated to provide equitable and accessible quality healthcare for all 
Filipinos under Section 11, Article XIII of the Constitution. This includes healthcare 
programs such as the provision of reproductive health services, particularly family 
planning (FP), pursuant to Republic Act (RA) No. 10354, otherwise known as the 
Responsible Parenthood and Reproductive Health Act of 2012. The Law also        
specifies the Department of Health (DOH) as the lead agency in its implementation.

Also, Presidential Decree (PD) No. 79, as amended, also known as the Revised        
Population Act of the Philippines, allows POPCOM to establish and maintain contact 
with international public and private organizations relative to  population challenges. 
The PD also specifies the utilization of clinics and pharmacies, as well as other       
commercial channels of distribution, for the distribution of family planning                  
information and contraceptives.

Furthermore, Joint Memorandum Circular (JMC) No. 2019-01 among NEDA, DOH and 
POPCOM established a close cooperation and co-management scheme in major 
program areas of FP, including service delivery and logistics management.

With the foregoing, the Commission on Population and Development (POPCOM) 
ensures effective and efficient delivery of family planning commodities across the 
nation. Indeed, proper management of health commodities that the government 
procures is of vital importance in order to maintain the quality and potency during its 
storage and distribution.

As part of the strengthening of the Supply Chain Management, the                           
POPCOM-SCM-WOM standardizes warehouse processes across all levels of the 
supply chain. This aims to achieve seamless operations to support health services 
implemented by Public Health Programs. Further, the Manual provides for the      
standard processes in managing logistics which facilitates the preparation for         
automation. This is specified in Section 36 of the Implementing Rules and                
Regulations of the “Universal Health Care Act,” which requires for electronic health 
commodities logistics management information system. 

The POPCOM-SCM-WOM clarifies operational tasks per position and per function. 
The specific tasks for every person’s accountability in the warehouse is outlined, with 
the intention of harmonizing all logistics operations of the government for health 
commodities. 

PART I – INTRODUCTION

1.1 BACKGROUND
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The purpose of this POPCOM-SCM-WOM is to serve as a general guide for          
warehouse personnel of POPCOM when carrying out their specific duties and                     
responsibilities based on applicable local and international standards. This Manual 
standardizes the procedures, accountabilities, and responsibilities of warehouse 
staff in a step-by-step manner. 

1.2 OBJECTIVES OF THE MANUAL

Users of this manual include all personnel and managers of various                            
warehouses/storerooms managed by POPCOM. 

1.3 USERS OF THE MANUAL

The country’s health system cannot efficiently implement health services without a 
well-planned and well-operated supply chain management system. Ensuring the 
availability and accessibility of health commodities at the point of care is optimum.

Supply chain management encompasses the planning and management of all activi-
ties involved in sourcing, procurement, and logistics. More importantly, it also 
includes coordination and collaboration with channel partners, which can be suppli-
ers, intermediaries, third party service providers, and customers. In essence, supply 
chain management integrates supply and demand management within and across 
companies and organizations.

PART II – GUIDING PRINCIPLES

2.1 THE SUPPLY CHAIN MANAGEMENT

THE LOGISTIC CYCLE

JSI_supply_chain_manager’s_handbook 2017

Serving Customers

Procurement

Quantification

Product 
Selection

Warehousing &
Distribution

Inventory
Strategy
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Warehouse Management is part of the supply chain management that optimizes and 
controls the day-to-day operations in the warehouse to ensure that products are 
stored and accounted for properly from the receiving up to releasing processes1.

This manual focuses on warehouse management operations as an important part of 
supply management of health commodities procured by and donated to the        
government. The following are the recommended minimum standard processes in 
managing warehouses for storing health commodities:

This is the process of inspecting and receiving           
commodities upon arrival through routine delivery 
activities. Quantity and quality of delivered products 
are checked against the delivery documents, contract, 
technical specifications, and other legal standards prior 
to acceptance.

2.2 WAREHOUSE MANAGEMENT

1. Receiving: 

Transferring the commodities from the receiving area to 
the identified location for storage in the warehouse is 
involved in this step. Received products are handled 
using warehouse equipment in accordance with proper 
techniques. This then ensures that stocks are placed on 
locations appropriate to their storage requirements.

2. Put-Away:

The need for appropriate storing and warehousing 
commodities based on its storage requirements is     
critical, while waiting for shipment. Warehouse staff 
perform routine activities based on Good Storage   
Practices guidelines to maintain good condition of 
facility, tools and equipment associated with the daily 
operations of the warehouse.

3. Storage and warehousing:

Picking and packing of items from the storage location 
to the staging area according to a requisition or alloca-
tion list is essential. Preparations such as generation of 
shipping documents, assembling, and labeling items 
are done prior to shipment of items to its intended 
recipients.

4. Picking and Packing:

10
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The POPCOM-SCM-WOM contains guidelines in warehouse management, and    
standard operating procedures arranged according to different parts of warehouse 
operations. This includes process flow diagrams and training guides for each          
process. Specific details and procedures are discussed accordingly in their specific 
sections of this manual. Listed below are the processes covered in the manual. Each 
presents the flowchart containing all the procedures and description of the workflow 
process.

Each flowchart follows a particular legend that may be useful to the reader:

Curved rectangles signify the starting and end point of a 
particular process. 

Rectangles contain processes that should be carried out by 
the responsible person(s) for a particular step.

Diamonds signify decision points, which are answerable by a 
YES or NO. Each answer leads to a particular instruction for 
that step.

1. Receiving
2. Put-Away
3. Storage and Warehousing
4. Picking and Packing
5. Dispatch
6. Tracking and Monitoring
     a. From FP Hotline
     b. Distribution/Shipping (3PL)

2.3 HOW TO USE THIS MANUAL

Dispatch is the process of releasing commodities based 
on the approved shipping documents for delivery to its 
intended recipients. This is the process where items are 
properly handed over to third party logistics (3PL)   
courier/recipient based on the approved shipping  
documents.

5. Dispatch:

The process of tracking and monitoring of the 
dispatched FP commodities is necessary to ensure that 
its collection, consolidation, and analysis on information 
of FP commodity utilization are optimum.

6. Tracking and Monitoring:
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3PL – third party logistics is an external service provider contracted by an                   
organization to carry out business functions (i.e., delivery).

Allocation List – list of items with corresponding instructions on which products shall 
be picked from a specific location in the warehouse/storeroom to staging area for 
packing.

Batch/Lot No. - distinct group of numbers, letters, or any combination thereof,    
designated to identify a drug or device produced during a given cycle of                
manufacture.

Bill of Lading (BL) - refers to a form or list of goods used for the computation of     
payment to be rendered to the courier for the shipment of goods to the consignee.

Calibration – process of adjusting the output or indication on a measuring                  
instrument to comply with values of accuracy and applied standards.

Contamination – the undesired introduction of impurities of a chemical or                  
microbiological nature or, of foreign matter into or on to a starting material,                
intermediate or pharmaceutical product during handling, sampling, packaging/  
repacking, storage and transportation.

Delivery Documents – refers to set of documents required upon delivery of goods 
to POPCOM Warehouse(s) which include but not limited to: Purchase Order (PO)/    
Contract; Notice to Proceed (NTP); Delivery Receipt (DR); Sales Invoice (SI);            
Certificate of Product Registration (CPR); and Delivery Notification Form (DNF).

Delivery Notification Form (DNF) – refers to a document that describes allocated 
goods with corresponding quantity, volume, end-user and estimated date of          
delivery provided by the consignor.

Delivery Status Database – the database is used to track the status of the 3PL's       
delivery.

Expiration/Expiry Date - the date stated on the label of food, drug, cosmetic, 
device or hazardous substance after which they are not expected to retain their 
claimed safety, efficacy and quality or potency and after which it is no longer         
permissible to be utilized.

End-user – Pertains to the specific office which owns the commodity (i.e. Health   
Programs).

A. DEFINITION OF TERMS USED IN THIS MANUAL

12
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FEFO – acronym for First Expiry, First Out.

FIFO – acronym for First in, First Out.

Gate Pass – refers to the clearance on security measures indicating commodities for 
dispatch.

Good Distribution and Practices (GDP) – part of quality assurance which ensures 
that the quality of a pharmaceutical product is maintained through adequate control 
throughout the numerous activities which occur during the distribution process.

Good Storage Practices (GSP) – set of standards in maintaining quality, stability, and 
integrity of pharmaceuticals and non-pharmaceutical products during storage from 
the point of manufacture up to its utilization.

Humidity - refers to the concentration of water vapor in the air which indicates the 
likelihood of precipitation, dew, or fog.

Inbound & Outbound Summary Report – refers to the record of commodities 
received and dispatched within a specified period.

Inspection and Acceptance Report (IAR) – report generated manually or thru      
Warehouse Management System which describe the conduct of inspection and                
acceptance of the Inspection Committee. 

Inspection Committee – the committee responsible for ensuring that the                 
commodities delivered by the supplier meet the standards and technical                         
specifications indicated in the Purchase Order/Contract. 

Inventory Stock Keeping Records – set of documents (such as Bin Card, Stock 
Cards, Location Map, Inbound and Outbound Summary Report, and Monthly            
Inventory Report) containing necessary information of all commodities stored inside 
the warehouse/storeroom for monitoring and updating.

Jack lift – refers to a mechanical equipment used to lift and move items on pallets 
over short distances.

Performance Evaluation Report – a quantifiable measure used to evaluate the     
success of a given objective for performance.

Location code - distinct group of numbers, letters, colors, symbols, or any             
combination thereof, used to identify specific location (e.g., warehouse, shelf,    
shelving level, rack, pallet) of an item.
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Location Map - refers to the blueprint of all commodities stored at various areas in 
the warehouse/storeroom.

Non - Conformance Report – report referring to non-compliance of suppliers and 
Forwarder to specified instructions defined by POPCOM. This report serves as       
justification for disapproval of any request and delivery

Pallets - refers to a plastic or wood material used to stack bulk items and larger       
cartons. They keep things off the floor and can be used with forklifts or jack lifts to 
move around groups of larger items.

Pest Control – procedure on maintaining pest and vermin free warehouse, the 
pest-control agents used should be safe, and there should be no risk of                   
contamination of materials and pharmaceutical products.

Pharmaceutical Wastes – are damaged, expired, unused, spilt, and contaminated 
pharmaceutical products, drugs, vaccines, and sera that are no longer feasible for 
use and need to be disposed of appropriately. The category also includes discarded 
items used in the handling of pharmaceuticals, such as bottles or boxes with           
residues, gloves, masks, connecting tubing, and drug vials.

Picking Tool/Equipment - tool/equipment where picked items are placed such as a 
basket, cart, pallet, trolley, or fork/jack lift as necessary to aid in transferring         
products from storage location to designated area for picking and packing.

Product Identification Label – refers to a piece of paper or other material affixed to 
a commodity to easily identify stored items with information on the Purchase 
Order/Contract number, Delivery Receipt/SI number, product name and                   
description, date received, end-user/program; quantity; Batch/Lot no. and Expiry 
Date.

Property Transfer Report (PTR) - form used to document the information                 
associated with all commodity transfers from one office to another.

Quarantine Area – space in the warehouse in which commodities are isolated        
physically or by other effective means while a decision is awaited on their                   
acceptance, rejection and/or reprocessing.

Receiving Area – space in the warehouse in which commodities are checked prior 
acceptance as to its quality and quantity in accordance with Purchase                        
Order/Contract and other Delivery Documents.

Requisition and Issue Slip (RIS) – form used to document the information                 
associated with commodity transfer within the office based on request.

. 14
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Sales Invoice (SI) – refers to documents that describe goods with corresponding 
quantity and price as a basis of payment to the Supplier for the item(s)/service(s) 
provided.

Shipping Documents – documents that serve as proof of transaction of shipment or 
transfer of property/item/goods from one office/department to another such as 
Shipment Plan, PTR, BL and RIS.

Staging Area – space in the warehouse where packing or repacking of commodities 
takes place based on the provided approved Allocation List(s) prior to dispatch and 
distribution.

Stock Card – a stock keeping record which holds all information about a single   
product with different lot numbers/batch numbers, different expiration date and 
different location inside the warehouse/storeroom under a single Purchase              
Order/Contract. It is the consolidation of all Bin Cards of a single item placed in 
different areas inside the warehouse/storeroom.

Stock Keeping Unit (SKU) – refers to codes projected as a distinct group of          
numbers, letters, or any combination thereof, designated to identify commodities 
(Pharmaceuticals and Non-pharmaceuticals) stored inside the                                     
warehouse/storeroom.

Storage Area – appropriate place for the storage of pharmaceuticals and    
non-pharmaceuticals in accordance with the commodity’s storage requirement.

Temperature and Humidity Monitoring - refers to the process of observing and 
recording of temperature and relative humidity in a specified time and duration.

Temperature and Humidity Monitoring Sheet – refers to a monitoring tool for      
consistent reading and recording of Temperature and Relative Humidity inside the 
warehouses/storerooms.

Thermo hygrometer – diagnostic measuring device used for indoor climate and 
environmental monitoring of both temperature and relative humidity.

Thermo hygrometer Profile Database – refers to a set of data maintained by the 
store/warehouse manager to access the description, location, and status of each 
thermo hygrometer inside the warehouse.

Ventilation - is the intentional introduction of ambient air into the warehouse and is 
mainly used to control indoor air quality by diluting and displacing indoor pollutants; 
as well as to promote thermal comfort or dehumidification.
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Annex #
1
2
3
4
5
6
7
8
9
10
11
12
13
14
15
16
17
18
19
20

21
22
23
24
25
26
27

28

29

30
31

32

33

Location Map
Warehouse Capacity Chart
Non-Conformance Form
Certificate of Acceptance (COA)
Stock Card
Inventory Database (Excel)
Warehouse Operations Routine Checklist
Service Request Form
Waste Material Report
Good Storage Practice Guidelines
Manufacturer's/Supplier's Stacking Recommendation
Delivery/Shipping Document
Waybill/air Bill/Bill of Lading
Gate Pass
Requisition and Issue Slip
Property Transfer Report
Allocation vs. Delivery Status Report
Delivery Status Database (Excel)
Incident Report
Cover Letter/ memo attached to the Allocation vs Delivery 
Status Report
Performance Evaluation Report of the 3PL
Temperature and Relative Humidity Monitoring Sheet
Calibration Certificate
Corrective Requisition for Warehouse Operations
Product Identification Label
Inbound and Outbound Summary Report
Reporting Template No. 1 - List of City Health Offices (CHOs) 
or Municipal Health Offices (MHOs) Contacted and IOR 
Submission Monitoring.
Reporting Template No. 2 - List of Assisted CHOs/MHOs on 
Issues and Concerns
Reporting Template No. 3 - Consolidated Regional Inventory 
and Order Report (IOR).
Family Planning Inventory and Order Report
POPCOM Procured FP Commodities Utilization Report (IOR 
form)
Quarterly POPCOM procured FP Commodities Distribution 
and Utilization Report.
Regional POPCOM procured FP Commodities Database

Title

B. LIST OF ANNEXES
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34
35

36

37

38

39

40

41

42

43
44
45
46
47

Distribution List of FP Commodities (POPCOM Procured)
All FP Commodities Stock Status Report consolidated excel 
template.
All FP Commodities Utilization and Stock Available Report 
consolidated excel template.
Consolidated excel template of POPCOM procured FP 
Commodities Distribution and Utilization Report.
Consolidated excel template of POPCOM procured FP 
Commodities Database
PowerPoint presentation of All FP Commodities Stock Status 
Report
PowerPoint presentation of All FP Commodities Utilization 
and Stock Available Report at the Regional Level
PowerPoint presentation of All FP Commodities Utilization 
and Stock Available Report at the Regional and Provincial 
Level
PowerPoint presentation of Progestin-Subdermal Implant 
(PSI) Report
Monitoring Report/Activity Report (ISO form)
Approved Allocation List
Officially Approved Request from the Regional Offices
Delivery Notification Form (DNF)
Quarterly FP Logistics Report PowerPoint
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PART III – STANDARD OPERATING
PROCEDURES

This section of the manual indicates the Standard Operating Procedures as a guide 
to perform the minimum warehouse operations processes. This procedure promotes 
seamless operational and informational flow while ensuring adherence to good 
distribution and storage practices for health commodities procured by the            
government.

The objective of streamlining warehouse processes and ensuring proper                  
documentation is to harmonize logistics processes in different levels of the supply 
chain. This is to obtain useful information at specific points of the process and       
consolidate data in a timely manner. This will also contribute to tracking commodity 
flow at all levels and provide stakeholders with data that are critical for decision 
making.

RECEIVING OF COMMODITY FROM SUPPLIERS
POPCOM -SCM-
WOM-SOP-01

1. PURPOSE

Title Responsibility

To ensure commodities are received, inspected, and processed according to 
legal standards and manufacturer's/supplier's requirements.

2. SCOPE
This procedure covers the process of receiving, inspecting, and processing 
upon arrival through routine delivery activities including submission of         
documents to POPCOM. 

3. RESPONSIBILITY
This procedure covers the process of receiving, inspecting, and processing 
upon arrival through routine delivery activities including submission of         
documents to POPCOM. 

Assistant Supply Chain 
Management 
Officer(ASCMO)/    
Warehouse Manager 
(SCM)*

Warehouse 
Supervisor**

Confirm schedule of receiving from supplier, check 
and inspect the commodities, prepare Certificate of 
Acceptance (COA) and supervise warehouse           
personnel on their delegated tasks.

18
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 *Central Office Operation 
**Regional Office Operation 

Inspection Committee 
Member (Supplies and 
Material)

Inspect and approve the acceptance of commodities 
together with the ASCMO/warehouse manager and 
storekeeper.

Storekeeper*

Supply Officer **

Receive/validate delivery documents and check 
completeness of commodities. Prepare Inspection 
Acceptance report (IAR) and Quantity Inspection 
Report (QIR).

Warehouse Officer 
&Clerk* 

FP Logistics
Coordinator**

Check and assign space available in the warehouse of 
the incoming delivery. Ensure proper sorting of 
received commodities and update Inventory Records.

Title Responsibility
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RECEIVING PROCESS (Central and Regional)
ASCMO/Warehouse

Manager (SCM)*/
Warehouse Supervisor

(Pharmacist)**

Confirm Delivery Schedule
from Supplier

Check Locator Map and 
Capacity Chart

is there available
space?

No

No

No

No

Yes

Yes

Yes

Yes

Assign storage space for the
incoming delivery

Inform supplier and request
for partial delivery

Accept/Agree?

Reschedule delivery to meet
storage space requirement

Are there any
missing/damaged/

expired items?

Fill-up non-conformance 
form

(For Development)

Reject and request for
Replacement from Supplier

Prepare Certificate of
Accepetance (COA)

Forward Certificate of
Acceptance (COA)

Update Locator Map and
Capacity Chart

Put-Away

Sign Delivery Documents Update Inventory Records
(Stock cards, database)

Accept Delivered
Commodities & Documents

(Delivery Receipt, Sales
invoice, COA) and finalize

IAR and QIR

Compliant to technical
specifications?

Check the quantity and inspect the commodities received

Inform Administrative 
Assistant III (Storekeeper)
of the delivery schedule

Inspection Committee 
Member

(Supplies and Materials)

Storekeeper / Supply Officer Warehouse Officer & Clerk*/
FP Logistics Coordinator **

4. PROCESS FLOW

20
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Ref
No. Key Step

Coordinate with the supplier to 
confirm the receiving schedule. 
Confirm with Inspection 
Committee the availability of 
inspectors during the specified 
receiving schedule.

If warehouse space is 
insufficient, perform
contingency step 6.1.

5.1 ASCMO/
Warehouse 
Manager (SCM)*

Warehouse 
Supervisor
(Pharmacist)**

Schedule of 
incoming
deliveries

Responsibility Reference Document

5. PROCEDURE:

Check the availability of space 
in the warehouse and assign 
storage area for the incoming 
delivery

5.2 Warehouse Officer 
& Clerk*

FP Logistics 
Coordinator **

Location Map 
(Annex 1)
Warehouse 
Capacity Chart 
(Annex 2)

Check the completeness and 
validity of delivery documents 
to verify the description/   
specifications and quantity of 
each product received against 
the Purchase Order (PO) / 
Contract, Delivery Receipt/ 
Sales Invoice (DR/SI) and/or 
other documents related to the 
delivery as reference. Ensure 
that delivered items are suitable 
to be stored at the warehouse/ 
storeroom in accordance with 
its storage and temperature 
requirement.

Check the details of commodi-
ties delivered as follows but not 
limited to:

Pharmaceuticals (Qualification):
Generic Name (Brand Name,
if any)
Dosage Strength
Dosage Form

5.3 ASCMO/
Warehouse     
Manager (SCM) & 
Storekeeper*

Warehouse 
Supervisor 
(Pharmacist) & 
Supply Officer **

Inspection      
Committee 
Member
(Supplies and 
Materials) 

Delivery 
Documents 
(Annex 12)
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Shelf Life upon delivery 
(Computed) 
Labeling Instructions
Certificate of Product 
 Registration (CPR)
Other Technical specifications

Conduct visual inspection of the 
received commodities

If there are damages, expired, 
near expiry and technical 
non-conformance, perform 
contingency step 6.2.

Non-Pharmaceuticals:

If there are missing and other 
discrepancies on the item, per-
form contingency step 6.2.

5.4 ASCMO/
Warehouse     
Manager (SCM) & 
Storekeeper*

Warehouse 
Supervisor 
(Pharmacist) & 
Supply Officer **

Ins. Committee 
Member
(Supplies and 
Materials) 

Non-
Conformance 
Form (Annex 3)

Accept delivered commodities 
and relevant documents 

5.4 Storekeeper*

Supply Officer **

Delivery 
Documents 
(Annex 12)

Prepare Certificate of 
Acceptance (COA)

5.5 ASCMO/
Warehouse 
Manager (SCM)*

Warehouse 
Supervisor 
(Pharmacist)**

Certificate of 
Acceptance 
(COA) (Annex 4)

Serial Number/s
Warranty Certificate/s 
(if applicable)
Brand
Expiration (if applicable) 
Other Technical specifications
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Sign delivery documents (DR 
and Invoice) and prepare    
Quality Inspection Report (QIR) 
and Inspection and Acceptance 
Report (IAR) documents.

5.6 Storekeeper & 
Inspection 
Committee 
Member

Shipping 
Documents 
(Annex 12)

Update Inventory Records5.7 Warehouse 
Officer & Clerk*

FP Logistics 
Coordinator **

Stock/Bin Card 
(Annex 5)
Inventory          
Database     
(Annex 6)     
Location Map 
(Annex 1)                      
Warehouse 
Capacity Chart 
(Annex 2)  

Update location map and 
capacity chart per pallet for all 
commodities inside the 
warehouse.

5.8 Warehouse Officer 
& Clerk*

FP Logistics
Coordinator **

Location Map 
(Annex 1)  
Warehouse 
Capacity Chart 
(Annex 2)

Store/put-away the received 
commodities

5.9 Warehouse Officer 
& Clerk* 

FP Logistics 
Coordinator **

Location Map 
(Annex 1)

Produce/Update stock card 
for all commodities containing 
the following information but 
not limited to:

Complete item description 
based on the PO/Contract
Unit of measurement based 
on the PO/Contract
PO/Contract No.
Date Received
Quantity
Lot/Batch Numbers
Expiry date(s)
Location Code (if applicable)

6. CONTINGENCIES AND CORRECTIVE ACTIONS
6.1    If there is insufficient space at the time of the requested delivery schedule, 
the Storekeeper*/Supply Officer** should notify the supplier. The                  
Storekeeper*/Supply Officer** will also request that the delivery be                   
rescheduled to ensure adequate storage.

6.2 Deliveries that include damaged/expired items and not meeting              
specifications will be rejected outright. Notify the Inspection Committee,    
complete the Non-Conformance Form (Annex 3), and have the delivery        
personnel sign the report. Inform the consignor, give a copy to the delivery 
personnel before departure, and instruct them to request a new delivery 
schedule to compensate for the rejected items and quantities. Ensure that all 
completed Non-Conformance Reports are filed.
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7. DOCUMENTATION AND ATTACHMENT
7.1 Location Map
7.2 Warehouse Capacity Chart
7.3 Certificate of Acceptance (COA)
7.4 Stock/Bin Card 
7.5 Inspection and Acceptance Report (IAR)
7.6 Quality Inspection Report (QIR) 

PUT-AWAY
POPCOM -SCM-
WOM-SOP-02

1. PURPOSE
To ensure that Family Planning (FP) commodities are put away properly with 
respect to its storage requirements to maintain quality and integrity of the 
commodities  received.

2. SCOPE
This procedure covers the process of putting away the received FP               
commodities to their identified location within the POPCOM warehouse.

3. RESPONSIBILITY

Title Responsibility
Acting Supply Chain 
Management Officer 
(ASCMO)/Warehouse 
Manager*

Warehouse Supervisor 
** 

Oversee the put away process and guarantee that 
commodities are properly stacked on pallets. Review 
and update stock cards submitted by the Warehouse 
Officer during the process. Facilitate direct assistance 
during the process if necessary. 

Warehouse Officer *

FP Logistics 
Coordinator**

Hand-over to the Warehouse Clerk/Warehouse Utility 
Worker the updated location map to identify location 
of the commodities for put-away. Update stocks 
cards during the put-away process and endorse 
them to the ASCMO/Warehouse Manager/           
Warehouse Supervisor for review. 

Warehouse Clerk*

Warehouse Utility 
Worker**

Receive updated location map from the Warehouse 
Officer/ FP Logistics Coordinator and check            
temperature requirement of each commodity.           
Facilitate transfer of stacked commodities to its 
assigned storage space based on the Location Map 
following proper techniques in stacking or as           
recommended by the manufacturer.

 *Central Office Operation 
**Regional Office Operation 
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PUT-AWAY PROCESS (Central and Regional)

ASCMO/WarehouseManager*/
Warehouse Supervisor**

Ensure proper stacking of
commodities on pallets

Review/update
Stock Cards

Update Stock Cards

Hand over the updated
Location Map to Warehouse

Clerk/Warehouse Utility
Worker

Receive Location Map
and counter-check the

temperature requirement
of items for storage

Transfer commodities to its
assigned storage space

Warehouse Officer*/
FP Logistics Coordinator**

Warehouse Clerk*/
Warehouse Utility Worker**

4. PROCESS FLOW

Ref
No. Key Step

Stacking of Commodities – 
ensure that products are 
properly stacked.

*If commodities are not properly 
stacked on pallets, perform 
Contingency Step 6.1

5.1 ASCMO/
Warehouse 
Manager*

Warehouse 
Supervisor**

Good Storage 
Practice      
Guidelines  
(Annex 10)
Manufacturer’s / 
Supplier’s    
Stacking 
Recommendation 
(Annex 11)
Delivery/Shipping 
Documents 
(Annex 12)

Responsibile Staff Reference Document
Record

5. PROCEDURE:
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Hand over the updated Location 
Map to Warehouse Clerk*/ 
Warehouse Utility Worker**

5.2 Warehouse 
Officer *

FP Logistics 
Coordinator**

Location Map 
(Annex 1)

After counterchecking, move 
commodities to their 
designated storage space.

5.4 Warehouse Clerk*

Warehouse Utility 
Worker**

Location Map 
(Annex 1)
Inventory 
Database 
(Annex 6)

Using the Location Map,    
countercheck if commodities 
are fit to be stored in the      
designated area following FEFO 
(for products with expiration 
date) and FIFO (for products 
without expiration date)       
principles.

* Perform Contingency Step 6.2 
if commodities are not properly 
stored at the designated area 
determined by the Warehouse 
Officer */ FP Logistics             
Coordinator**, otherwise      
proceed to the next step.

5.3 Warehouse Clerk*

Warehouse Utility 
Worker**

Location Map 
(Annex 1)
Inventory 
Database 
(Annex 6)

GENERAL RECOMMENDATION ON PROPER PALLETIZING:

Avoid Pallet Overhang

This can reduce top to bottom compression resistance of corrugated cartons 
and might incur damages on products.

26
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Avoid Interlocked Pattern

Interlocked stacking equally results in decreased compression strength of 
corrugated cartons.

Observe Column Pattern or Combination Pattern

To ensure full potential strength of corrugated cartons.

NOTE: Adhere to the stacking requirement based on the Manufacturer’s 
and/or Supplier’s recommendation (if there are any)

5.5 Warehouse 
Officer*

FP Logistics 
Coordinator**

Delivery/Shipping 
Documents 
(Annex 12)
Stock Card 
(Annex 5)

Preparation and/or updating of 
Stock Cards:

Produce/Update Stock Card 
per item containing the 
following information but not 
limited to:

Name and description of the 
Item
Unit of measurement 
Date Received
Stock Number
Re-order point (if needed)
Quantity
Lot/Batch Numbers
Quantity Received, Quantity 
Issued, Ending Balance
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5.6 ASCMO/
Warehouse 
Manager*

Warehouse 
Supervisor**

Delivery/ 
Shipping 
Documents 
(Annex 12)
Location Map 
(Annex 1)
Stock Card 
(Annex 5)

Oversee/supervise all activities 
mentioned above, ensure that 
tasks are efficiently performed, 
and counter check accuracy of 
all data produced by warehouse 
staff. Facilitate direct assistance 
if necessary.

If there are discrepancy or 
inaccuracy on data entry, 
perform Contingency Step 6.3

See Annex 5 – Stock Card

Warehouse Clerk/FPLC     
prepared the stocks card and 
endorse to ASCMO/      
Warehouse Manager*/  
Warehouse Supervisor ** for 
review and counterchecking.

6.CONTINGENCIES AND CORRECTIVE ACTIONS

6.1 Facilitate and ensure correct stacking based on the guidelines on proper 
stacking and palletization (see general palletization stated in receiving process 
or based on Supplier’s Recommendation) and adjust accordingly. 

6.2 Inform Warehouse Officer*/FP Logistics Coordinator** to consider     
changing the designated storage area appropriate for the commodity to 
comply with the temperature requirement.

6.3   Instruct Warehouse Officer */FP Logistics Coordinator** to correct/revise 
data entry, update records/documents accordingly and facilitate subtasks 
accurately and completely.

7.DOCUMENTATION AND ATTACHMENT

7.1. Good Storage Practice Guidelines
7.2. Manufacturer’s/Supplier’s Stacking Recommendation
7.3. Delivery/Shipping Documents
7.4. Location Map
7.5. Inventory Database
7.6. Stock Card
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STORAGE AND WAREHOUSING
POPCOM -SCM-
WOM-SOP-03

1. PURPOSE
To ensure that health commodities are stored and protected in a manner that 
conforms to Good Storage Practices and manufacturer’s/supplier’s                
recommendation.

2. SCOPE
This procedure covers the process of storing and warehousing of commodities 
in the Central and Regional warehouses/storerooms.

3. RESPONSIBILITY

Title Responsibility
Acting Supply Chain 
Management Officer 
(ASCMO)/Warehouse 
Manager*

Warehouse Supervisor 
** 

Monitor the overall routine warehouse management 
tasks and ensure Good Service Practice guidelines 
are always observed. 

Warehouse Officer *

FP Logistics 
Coordinator**

Monitor proper stacking and labeling of all              
commodities. Keep assigned inventory stock keeping 
records (Capacity Report, Location Map) always 
updated. 

Warehouse Clerk*

Warehouse Utility**

Ensure proper stacking and labelling of all                
commodities. Keep assigned stock keeping records 
(Stock Card) always updated. Perform related tasks in 
maintaining cleanliness and orderliness inside the 
warehouse. 

 *Central Office Operation 
**Regional Office Operation 
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Ref
No. Key Step

Monitoring of Warehouse 
Exterior - Ensure that ceiling, 
walls, floors, and vehicle access 
are intact and in good 
condition.

4.1.1
4.1 WAREHOUSE EXTERIOR

Warehouse 
Manager & 
Warehouse 
Officer*

Warehouse 
Supervisor & FP 
Logistics 
Coordinator**

Warehouse 
Operations 
Routine Checklist 
(Annex 7)
Service Request 
Form (Annex 8)

Responsibility Reference Document

4. PROCEDURE:

Ceiling, Walls, and Floors – 
Check for leaks, cracks, holes, 
and uneven portion
Drainage – Check for standing 
water
Lightings – Check if there are 
busted/burnt out light bulbs
Vehicle Access – Check 
accessibility

Monitoring of Warehouse 
Interior - Ensure that ceiling, 
walls, floors, and lighting are 
intact and in good condition.

4.2.1
4.2 WAREHOUSE INTERIOR

Warehouse 
Manager & 
Warehouse 
Officer*

Warehouse 
Supervisor & FP 
Logistics 
Coordinator**

Warehouse 
Operations 
Routine Checklist 
(Annex 7)
Service Request 
Form (Annex 8)

Ceiling, Walls, and Floors – 
Check for leaks, cracks, holes, 
and uneven portion
Drainage – Check for standing 
water
Lightings – Check if there are 
busted/burnt out light bulbs

*If there are any deviations, 
perform contingency step 5.2

*If there are any deviations, 
perform contingency step 5.1

Monitoring of Space - Ensure 
that there is a designated area 
and ample space for the        
following:

4.3.1
4.3 GOOD STORAGE PRACTICES

Warehouse 
Manager & 
Warehouse 
Officer*

Warehouse 
Operations 
Routine Checklist 
(Annex 7)
Service Request 
Form (Annex 8)

Receiving
Quarantine
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Segregation of Commodities 
- Ensure that items are            
efficiently segregated based on 
its proper area, considering that 
First-Expiry-First-Out (FEFO) 
and First-In-First-Out (FIFO) 
principles are observed.

4.3.2 Warehouse 
Manager & 
Warehouse 
Officer*

Warehouse 
Supervisor & FP 
Logistics 
Coordinator**

Warehouse 
Operations 
Routine Checklist 
(Annex 7)
Location Map 
(Annex 1)

Transfer batch/lot of items 
which are first expiring/  
received in front or threshold 
of other batches with later 
expiry or later receiving date 
to promote ease on workflow 
and dispatch
Update Location Map      
whenever movement of items 
occur

Stacking of Commodities
- Ensure that products are      
consistently stacked as
performed and stated during 
the Put-Away process.

4.3.3 Warehouse 
Manager & 
Warehouse 
Officer*

Warehouse 
Supervisor & FP 
Logistics 
Coordinator**

Warehouse 
Operations 
Routine Checklist 
(Annex 7)
Service Request 
Form (Annex 8)
Non Conformance       
Form (Annex 3)

Stack cartons on pallets at 
least 10 cm (4 inches) off the 
floor with no more than 2.5 
meters (8 feet) high
Place liquid products on lower 
shelves or bottom of stacks. 
Fragile items shall be stacked 
with no more than 1.5 meters 
(5 feet) high
Stack of cartons per pallet 
should fit in to the standard 
height of rack beams

Warehouse 
Supervisor & FP 
Logistics 
Coordinator**

Storage
Staging
Releasing
Rejected/Damaged/ 
Pharmaceutical Wastes

*If there are any deviations, 
perform contingency step 5.3.
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Product Quality Monitoring
– Observe product quality by 
visually and randomly inspecting 
for:

4.3.4 Warehouse 
Manager & 
Warehouse 
Officer*

Warehouse 
Supervisor & FP 
Logistics 
Coordinator**

Warehouse 
Operations 
Routine Checklist 
(Annex 7)
Non Conformance 
Form (Annex 3)
Waste Material 
Report (Annex 9)

Broken/ripped packages
Missing or incomplete quantity 
of items
For liquid and sterile products: 
Moisture inside the packaging, 
leakage, discoloration, 
cloudiness, and sediment
For tablets and capsules: 
Stickiness, disintegration, 
discoloration, stain, and 
unusual smell
For tubes: Stickiness, leaking 
contents and holes
For blister packs and foil 
packs: perforations

Ventilation – Ensure ventilation 
and cooling by opening windows 
or air vents of the storage areas 
to allow air circulation and 
promote dehumidification. Also 
check if relative humidity 
exceeds acceptable limit inside 
the warehouse/storeroom.

4.3.5 Warehouse 
Manager & 
Warehouse 
Officer*

Warehouse 
Supervisor & FP 
Logistics 
Coordinator**

Warehouse 
Operations 
Routine Checklist 
(Annex 7)
Service Request 
Form (Annex 8)

Ensure that there is no 
reversed stacking of carton 
per pallet
Place cling wrap/ plastic wrap 
on top of the stack to maintain 
stability during storage and 
transport

*If there are any deviations, 
perform contingency step 5.4.

*If there are damaged and/or 
expired items discovered,      
perform contingency step 5.5, 
and refer to the process on 
Inventory and Inspection Report 
on Unserviceable Property.
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Temperature and relative 
humidity monitoring – Ensure 
that thermohygrometer units 
are placed throughout the 
storage area for balanced    
monitoring.

4.3.6 Warehouse 
Manager & 
Warehouse 
Officer*

Warehouse 
Supervisor & FP 
Logistics 
Coordinator**

Temperature and 
Relative Humidity 
Monitoring Sheet 
(Annex 22)
Calibration
Certificate
(Annex 23)
Service Request 
Form (Annex 8)

Maintain Temperature and 
Relative Humidity Monitoring 
Sheet and calibration certifi-
cate hanged next to each 
thermo hygrometer unit
Update and record 
temperature and relative 
humidity (RH) readings at least 
twice daily (morning and 
afternoon)
Regularly check all 
thermohygrometers if properly 
functioning and calibrated 
To keep available thermo 
hygrometer units in the 
warehouse, ensure the 
re-calibration date does not 
overlap with other thermo 
hygrometer units

Temperature Requirement 
– Store products based on its 
temperature requirement:

4.3.7 Warehouse 
Manager & 
Warehouse 
Officer*

Warehouse 
Supervisor & FP 
Logistics 
Coordinator**

Warehouse 
Operations 
Routine Checklist 
(Annex 7)
Temperature and 
Humidity 
Monitoring Chart 
(Annex 22) 

Normal storage conditions - 
Dry, well-ventilated premises 
at temperature 15 up to 30 oC. 
Excluding extraneous matter, 
contamination, and intense 
light.

*If there are any broken, mal-
functioning, or insufficient 
fans/air vents, perform contin-
gency step 5.6.

*If there are any broken, 
malfunctioning, or insufficient
thermohygrometers, perform 
contingency step 5.7.
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Protection from Sunlight
– Ensure that commodities are 
protected from direct sunlight.

4.3.8 Warehouse 
Manager & 
Warehouse 
Officer*

Warehouse 
Supervisor & FP 
Logistics 
Coordinator**

Warehouse 
Operations 
Routine Checklist 
(Annex 7)
Corrective 
Requisition for 
Warehouse 
Operations 
(Annex 24) 

Corrective 
Requisition for 
Warehouse 
Operations 
(Annex 24) 

Shade the windows and use 
curtains if commodities are 
likely to be exposed to sunlight
Keep products in sealed carton
Do not store or pack products 
in sunlight
Use opaque plastic or dark 
glass bottles for products that 
require them

Product Identification – Ensure 
all products per pallet are 
properly identified with 
readable, accurate and complete 
stock/bin card or product 
identification label at all times.

4.3.9 Warehouse 
Manager & 
Warehouse 
Officer*

Warehouse 
Operations 
Routine Checklist 
(Annex 7)
Stock/Bin Card 
(Annex 5) 

* Perform contingency step 5.8 if 
commodities are not stored in 
accordance with their storage 
temperature requirements.

Defined storage conditions - 
Drug products that must be 
stored under defined 
conditions require appropriate 
storage instructions. 
Do not store over 30 oC - store 
at 2 to 30 oC 
Do not store over 25 oC - store 
at 2 to 25 oC 
Do not store over 15 oC - store 
at 2 to 15 oC only
Do not store over 8 oC - store 
at 2 to 8 oC only
Protect from moisture - no 
more than 60% relative 
humidity.
Protect from light - do not 
expose to intense light and 
sunlight.



* Perform contingency step 5.8 if 
commodities are not stored in 
accordance with their storage 
temperature requirements.
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Counter Checking of Stock 
Cards

4.4.1 Warehouse 
Manager & 
Warehouse 
Officer*

Warehouse 
Supervisor & FP 
Logistics 
Coordinator**

Warehouse 
Supervisor & FP 
Logistics 
Coordinator**

Stock Card 
(Annex 5) 
Warehouse 
Operations
Routine Checklist 
(Annex 7) 

Product 
Identification 
Label (Annex 25) 
Corrective 
Requisition for 
Warehouse
Operations 
(Annex 24) 

Check completeness and 
accuracy of data in the stock 
card
Review all attachment of stock 
card per pallet / location
Make sure that the stock cards 
are accessible and 
appropriately placed in their 
designated location

4.4.2

*Perform contingency step 5.9 if 
there are unreadable labels 
and/or changes to the 
information per pallet.

*If not updated and 
discrepancies are discovered, 
perform contingency step 5.9.

Monthly Inventory & Location 
Map

Warehouse 
Manager & 
Warehouse 
Officer*

Warehouse 
Supervisor & FP 
Logistics 
Coordinator**

Warehouse 
Operations
Routine Checklist 
(Annex 7) 
Location Map 
(Annex 1) 
Stock Card 
(Annex 5) 
Incidence Report 
(Annex 19) 

Check the consistency of data 
in monthly inventory, stock 
cards and actual count of 
commodities based on the 
location map
Ensure that warehouse staff 
regularly update monthly 
inventory and location map 
every transaction
Conduct a random or cycle 
physical inventory on a weekly 
and monthly basis

*If not updated and
discrepancies are discovered, 
perform contingency step 
5.10-5.11.

4.4 WAREHOUSE FORMS
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Warehouse Operations Routine 
Checklist

4.4.4 Warehouse 
Manager & 
Warehouse 
Officer*

Warehouse 
Supervisor & FP 
Logistics 
Coordinator**

Warehouse 
Operations 
Routine Checklist 
(Annex 7)

Signage and Label for Safety 
and Precautionary Measures 
– Maintain precautionary 
measures to protect personnel 
and stored commodities by 
ensuring that floor markings and 
warehouse signage are complete 
and in place.

4.5.1 Warehouse 
Manager & 
Warehouse 
Officer*

Warehouse 
Supervisor & FP 
Logistics 
Coordinator**

Warehouse 
Operations 
Routine Checklist 
(Annex 7) 
Corrective 
Requisition for 
Warehouse 
Operations 
(Annex 24) 

Accomplish Warehouse 
Operations Routine Checklist 
to ensure safe, efficient, and 
effective warehouse 
operations at all times

Inbound and Outbound
Summary Report

4.4.3 Warehouse 
Manager & 
Warehouse 
Officer*

Warehouse 
Supervisor & FP 
Logistics 
Coordinator**

Warehouse 
Operations 
Routine Checklist 
(Annex 7)
Inbound and 
Outbound 
Summary Report 
(Annex 26)  
Capacity Report 
(Annex 2)

Check completeness and 
accuracy of data on the 
inbound and outbound 
summary
Ensure that warehouse staff 
regularly updates the inbound 
and outbound record every 
transaction
Update Capacity Report twice 
a month or if there is stock 
movement to ensure accuracy 
of the content and physical 
count 

*If not updated and/or there are 
discrepancies discovered, 
perform contingency step 5.12.

*If warehouse signage and floor 
markings are insufficient, 
perform contingency step 5.13.

4.5 WAREHOUSE SIGNAGE AND LABEL



* Perform contingency step 5.8 if 
commodities are not stored in 
accordance with their storage 
temperature requirements.
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E Equipment Maintenance – 
Maintain necessary equipment 
used for the operation and 
preservation of all commodities 
stored inside the
warehouse.

4.6.1 Warehouse 
Manager & 
Warehouse 
Officer*

Warehouse 
Supervisor & FP 
Logistics 
Coordinator**

Warehouse 
Operations 
Routine Checklist 
(Annex 7) 
Corrective 
Requisition for 
Warehouse 
Operations 
(Annex 24) 

Check jack lifts, trolleys, 
forklifts, forklift safety cage 
and other needed equipment 
for any necessary maintenance
Check ladders if available and 
properly functioning

4.7.1

*Perform contingency step 5.14 
if warehouse equipment is 
broken, malfunctioning, or 
insufficient.

Sanitation - Clean receiving, 
quarantine, storage, staging, 
releasing and rejected areas to 
avoid any form of 
contamination.

Warehouse 
Manager & 
Warehouse 
Officer*

Warehouse 
Supervisor & FP 
Logistics 
Coordinator**

Warehouse 
Operations
Routine Checklist 
(Annex 7) 
Service Request 
Form (Annex 8) Always keep necessary 

cleaning materials available
Sweep and mop or scrub the 
floors of the warehouse 
regularly
Wipe down the shelves and 
products to remove dust and 
dirt
Clean bins, shelves, and 
cupboards as necessary
Request rodent traps, if 
necessary

*Perform contingency step 5.15 
if cleaning materials are 
insufficient and/or do not 
function properly.

4.6 WAREHOUSE EQUIPMENT

4.7 WAREHOUSE HOUSEKEEPING
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Garbage Management - Store 
garbage in covered receptacles 
and dispose of garbage regular-
ly to avoid infestation.

4.8.1 Warehouse 
Manager & 
Warehouse 
Officer*

Warehouse 
Supervisor & FP 
Logistics 
Coordinator**

Warehouse 
Operations 
Routine Checklist 
(Annex 7)

Security Monitoring – Observe 
store security and safety of 
items.

4.9.1 Warehouse 
Manager & 
Warehouse 
Officer*

Warehouse 
Supervisor & FP 
Logistics 
Coordinator**

Warehouse 
Operations 
Routine Checklist 
(Annex 7) 
Corrective 
Requisition for 
Warehouse 
Operations 
(Annex 24) 

Pest Control4.7.2 Warehouse 
Manager & 
Warehouse 
Officer*

Warehouse 
Supervisor & FP 
Logistics 
Coordinator**

Warehouse 
Operations 
Routine Checklist 
(Annex 7) 
Corrective 
Requisition for 
Warehouse 
Operations 
(Annex 24) 

Ensure to comply with latest 
pest control guidelines
Contact details of pest control 
agent shall by easily accessible 
in case of urgent need and for 
regular scheduling

Identify and provide increased 
security for products which are 
at risk of theft and abuse or 
have the potential for 
addiction (e.g., Narcotic, 
strong analgesics, 
psychotropic drugs, medicines 
and supplies that are scarce, 
expensive and with high 
demand) by keeping them in a 
separate locked room or 
cabinet with appropriate 
signage, precautions and 
restricted access for 
unauthorized personnel
Other corrosives, flammable 
and cytotoxic materials shall 
also be separated in a secured 
and isolated area

*If there are any pest infestation, 
perform contingency step 5.16.

4.9 WAREHOUSE SAFETY AND SECURITY

4.8 WASTE MANAGEMENT



* Perform contingency step 5.8 if 
commodities are not stored in 
accordance with their storage 
temperature requirements.
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Entry to the location of the 
access - controlled products 
must be limited to the 
Manager and one other senior 
staff member only
Limit the number of keys made 
for the controlled location and 
keep a list of people who have 
keys
Always ensure availability and 
accessibility of logbook to be 
filled up by the authorized 
personnel whenever access to 
the secured area/room is 
made
Request to install security bars 
or metal bars to windows and 
doors that can be an access 
point for possible theft or 
pilferage inside the facility
Ensure that there are sufficient 
number of CCTVs inside and 
outside the warehouse to 
cover efficient and balanced 
monitoring and review as 
necessary

4.9.2 Safety and Precautionary 
Measures 
– Maintain precautionary 
measures to protect personnel 
and ensure that protective 
personal equipment is 
complete and in place.

Warehouse 
Manager & 
Warehouse 
Officer*

Warehouse 
Supervisor & FP 
Logistics 
Coordinator**

Warehouse 
Operations
Routine Checklist 
(Annex 7) 
Corrective 
Requisition for 
Warehouse 
Operations 
(Annex 24)  

*If there are any missing items, 
perform contingency step 5.11.

*If personal protective 
equipment is insufficient, 
perform contingency step 5.17.
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Fire Protection4.7.2 Warehouse 
Manager & 
Warehouse 
Officer*

Warehouse 
Supervisor & FP 
Logistics 
Coordinator**

Warehouse 
Operations 
Routine Checklist 
(Annex 7) 
Corrective 
Requisition for 
Warehouse 
Operations 
(Annex 24) 

Make standard fire 
extinguishers available in every 
storage facility according to 
national regulations
Visually inspect fire 
extinguishers every two (2) to 
three (3) months to ensure that 
pressures are maintained, and 
the extinguisher is ready for 
use
Service fire extinguishers at 
least every 12 months
Contact details for fire-fighting 
department should be easily 
accessible in case of 
emergencies
Ensure availability of smoke 
detectors throughout the 
storage facility and check them 
every two (2) to three (3) 
months to ensure that they are 
working properly
Strictly prohibit smoking in the 
store
Clearly mark emergency exits 
and check regularly to be sure 
that they are not blocked or 
inaccessible.

*Perform contingency step 5.18 
if there are broken, 
malfunctioning, or insufficient 
fire-fighting units and smoke 
detectors.

5.CONTINGENCIES AND CORRECTIVE ACTIONS

5.1 Take photos of the broken or malfunctioning ceiling, drainage, lighting, and 
vehicle access. Request necessary repairs and interventions to ensure           
continuous warehouse operations, as well as renovation to complement the 
ideal vehicle access layout. Fill out the Service Request Form (See Annex 8) and 
submit for approval to the SCMO and/or Assets Management Section (AMS) - 
Administrative Division for corrective actions. 



5.2 Take photos of the broken or malfunctioning ceiling, drainage, and lighting. 
Request necessary repairs and interventions to ensure continuous and safe 
warehouse operations, as well as renovation to complement the ideal           
warehouse facility interior. Fill out the Service Request Form (See Annex 8) and 
submit for approval to the Supply Officer and/or Assets Management Section 
(AMS) - Administrative Division for corrective actions.

5.3 Take photos of the current situation of the warehouse and report by filling 
up the Service Request Form (See Annex 8) to be submitted to the Supply     
Officer. In case of warehouse congestion and/or stock completion for picking 
and packing, recommend facilitating stock transfer to another available      
warehouse if necessary. 

5.4 Instruct the storekeeper and store helper to correct and observe proper 
stacking in accordance with the guidelines for proper palletization and make 
any necessary adjustments.

5.5 Take photos of the damaged and/or expired item and facilitate investiga-
tion on its occurrence. Fill out the Waste Material Report form (See Annex 9) 
and submit to the Assets Management Section (AMS) or General Services Unit 
(GSU) for proper documentation and corrective actions in accordance with the 
most recent issuance/guidelines on pharmaceutical and equipment waste 
management.

5.6 Take photos of the broken or malfunctioning unit and request an additional 
unit if one is already insufficient to promote ventilation throughout the        
warehouse. Fill out the Service Request form (See Annex 8) and submit it to the 
Assets Management Section or General Services Unit to report the                 
findings/deviation.

5.7 Take photos of the broken or malfunctioning temperature and humidity 
monitoring device and request an additional unit if the current one is                 
insufficient to cover the entire warehouse. Fill out the Service Request form 
(See Annex 8) and submit it to the Assets Management Section or General   
Services Unit to report the findings/deviation.

5.8 Ensure that air conditioners and fans are always operational, and that the 
storeroom is properly ventilated. If not, immediately request air-conditioning 
maintenance/repair and facilitate the transfer of commodities to an                  
appropriate location/area in accordance with their storage temperature 
requirements. If there are no other places in the warehouse where the          
commodity can be stored in accordance with its temperature and humidity 
requirements, initiate stock transfer to another warehouse suitable for the 
commodity's storage as needed while air-conditioning maintenance/repair is 
being performed. 
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Users of this manual include all personnel and managers of various                            
warehouses/storerooms managed by POPCOM. 
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5.9 Request that the Warehouse Clerk*/Logistic Officer** create or update 
Stock Cards and/or product labeling per pallet. 

5.10 Investigate if there are discrepancies between inventory and stock cards. 
If it is confirmed that the quantities are still intact, make the necessary             
adjustments. Refer to contingency step 5.11 if any items are missing.

5.11 Conduct a physical inspection of the warehouse in order to locate        
products. Instruct warehouse staff to update the documents if products are 
found. If not, investigate, review all close circuit television (CCTVs) if necessary, 
and produce an Incident Report (See Annex 19) and notify the                              
SCMO/Warehouse Supervisor for proper documentation. Submit Incident 
Report to Asset Management Section/General Services Unit for corrective 
actions in accordance with the most recent Commission on Audit and               
Accounting Unit. 

5.12 Instruct warehouse personnel to correct any incorrect data entries in the 
outbound/inbound summary report and capacity report and to fill in any    
missing data (if there are any).

5.13 Determine the quantity of warehouse signage and floor markings required. 
Create a Corrective Requisition for Warehouse Operations (See Annex 24) to 
be requested by the SCMO*/Warehouse Supervisor** and approved by Asset 
Management Section*/ General Services Unit** for corrective actions.

5.14 Take photos of the broken or malfunctioning jack lift, forklift, trolley, and 
ladder. Request an additional unit if the current one is insufficient to promote 
smooth and safe warehouse operations, and if necessary, request renovation 
to complement the ideal warehouse/storeroom layout. Fill out the Corrective 
Requisition for Warehouse Operations form (See Annex 24) to be requested by 
the Supply Officer/Warehouse Manager and approved by Asset Management 
Section/ General Services Unit for corrective actions.

5.15 Inform Supply Officer/Warehouse Manager of the needed cleaning         
materials and fill out the Service Request form (See Annex 8) approved by 
Asset Management Section/ General Services Unit for corrective actions.

5.16 Notify the Supply Officer/Warehouse Manager and Asset Management 
Unit/General Services unit work with the appropriate office/agency to     
schedule pest control. 

5.17 Determine the necessary personal protective equipment, including the 
quantity. Fill out the Requisition and Issue Slip (See Annex 15) to be submitted 
to Asset Management Section*/ General Services** for approval.

5.18 Determine the number of firefighting units and smoke detectors that are 
required. Fill out the Service Request form (See Annex 8) to be submitted to the 
Asset Management Unit/General Services Unit.



6.DOCUMENTATION AND ATTACHMENT

6.1. 
6.2. 
6.3. 
6.4. 
6.5. 
6.6. 
6.7. 
6.8. 
6.9. 
6.10. Temperature and Relative Humidity Monitoring Sheet

PICK AND PACK
POPCOM -SCM-
WOM-SOP-04

1. PURPOSE
To ensure that family planning (FP) commodities are properly assembled based 
on the approved Allocation List / Requisition Issuance Slip (RIS) and/or       
Property Transfer Report (PTR) prior to dispatch/shipment.

2. SCOPE
This procedure covers the process of picking and packing the commodities in 
the warehouse including associated documentation.

3. RESPONSIBILITY

Title Responsibility
Acting Supply Chain 
Management Officer 
(ASCMO)/Warehouse 
Manager*

Warehouse 
Supervisor ** 

For the central Warehouse Officer, prepare and sign 
shipping documents based on the allocation list and 
signed Delivery Notification Form (DNF).                
Countercheck and approve assembled items.          
Coordinate with 3PL the schedule of pick-up.            
Facilitate direct assistance during the process, if    
necessary. 

Technical Action Officer 
(TAO)/ Administrative 
Officer V (AMS)*

Supply Officer/         
Regional Director 
(RD)/Assistant Regional 
Director (ARD) **

Approve and sign shipping documents based on the 
allocation. 

Warehouse Officer * Facilitate picking of the items based on the allocation 
list, updating of the locator map, and the stock cards.  
Confirm and verify orders that are for dispatching.
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Warehouse Operations Inspection Checklist
Location Map
Product Identification Label
Inventory Label Form
Stock/Bin Card
Incident Report
Service Request Form
Non-Conformance Form
Inbound and Outbound Summary Report



FP Logistics                   
Coordinator**

Facilitate picking of the items based on the allocation 
list, updating of the locator map, and the stock cards.  
Confirm and verify orders that are for dispatching.

Warehouse Clerk*

Warehouse Utility 
Worker**

Pick items based on the allocation list and assemble 
commodities for shipment. 

 *Central Office Operation 
**Regional Office Operation 

PICK AND PACK PROCESS (Central and Regional)

ASCMO/Warehouse
Manager*/

Warehouse Supervisor**

Prepare Shipping 
documents

based on the Allocation List
and signed Delivery
Notification Form*

Inform Recipient and 3PL
for scheduled Pick-up

Prepare Shipping 
documents

based on the Allocation 
List**

No

Yes

Assemble items per
destination

Adjust quantity

Pick Items based on the allocation list
and signed Deliver Notification Form

Approve shipping documents (RIS/PTR/
Delivery receipt/Gate Pass)

Any
discrepancies

Update Location map and
Stock Cards

Check and approve
assembled items

Technical Action Officer/
Administrative 

Officer V (AMS)*/
Supply Officer/RD/ARD**

Warehouse Officer*/
FP Logistics Coordinator

Warehouse Clerk*/
Warehouse Utility Worker**

Place items in Designated area
for packing

4. PROCESS FLOW
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Ref
No. Key Step

Generate/prepare shipping 
documents (PTR/BL/RIS) based 
on Approved Allocation List, 
Officially Approved Requests 
from the Regional Offices and 
signed Delivery

Notification Form (DNF).

Endorse to Authorized 
Personnel for signature.

See Annex 16 – PTR
See Annex15 – RIS

5.1 ASCMO/
Warehouse 
Manager*

FP Logistics 
Coordinator*

Approved 
Allocation List 
(Annex 44)
Officially 
Approved 
Request from the 
Regional Offices 
(Annex 45)
Signed Delivery 
Notification Form 
(DNF) (Annex 46)

Responsibility Reference Document

5. PROCEDURE:

Pick items in the allocation list. 
Proceed with the picking and 
packing of the order using 
appropriate packing materials 
and equipment. 

If the item stated on the           
Allocation List is not present in 
the warehouse, perform       
Contingency Step 6.1.

5.2 Warehouse Officer 
& Warehouse 
Clerk*

FP Logistics 
Coordinator & 
Warehouse Utility 
Worker **

Approved 
Allocation List 
(Annex 44)
Officially 
Approved 
Request from the 
Regional Offices 
(Annex45)

Place the products in the 
designated area

If the designated area for      
picking and packing is not    
available, perform Contingency 
Step 6.2

5.3 Warehouse Officer 
& Warehouse 
Clerk*

FP Logistics 
Coordinator & 
Warehouse Utility 
Worker **

Approved 
Allocation List 
(Annex 44)
Location Map 
(excel database) 
(Annex 1)
Signed Delivery 
Notification Form 
(DNF) (Annex 46)

Assemble the commodities per 
destination according to the 
approved allocation list and 
signed Delivery Notification 
Form (DNF)

5.4 Warehouse Officer 
& Warehouse 
Clerk*

Approved 
Allocation List 
(Annex 44)
Location Map 
(Annex 1)

45

Part III - Standard Operating Procedures

Warehouse Operations Manual



FEFO – acronym for First Expiry, First Out.

FIFO – acronym for First in, First Out.

Gate Pass – refers to the clearance on security measures indicating commodities for 
dispatch.

Good Distribution and Practices (GDP) – part of quality assurance which ensures 
that the quality of a pharmaceutical product is maintained through adequate control 
throughout the numerous activities which occur during the distribution process.

Good Storage Practices (GSP) – set of standards in maintaining quality, stability, and 
integrity of pharmaceuticals and non-pharmaceutical products during storage from 
the point of manufacture up to its utilization.

Humidity - refers to the concentration of water vapor in the air which indicates the 
likelihood of precipitation, dew, or fog.

Inbound & Outbound Summary Report – refers to the record of commodities 
received and dispatched within a specified period.

Inspection and Acceptance Report (IAR) – report generated manually or thru      
Warehouse Management System which describe the conduct of inspection and                
acceptance of the Inspection Committee. 

Inspection Committee – the committee responsible for ensuring that the                 
commodities delivered by the supplier meet the standards and technical                         
specifications indicated in the Purchase Order/Contract. 

Inventory Stock Keeping Records – set of documents (such as Bin Card, Stock 
Cards, Location Map, Inbound and Outbound Summary Report, and Monthly            
Inventory Report) containing necessary information of all commodities stored inside 
the warehouse/storeroom for monitoring and updating.

Jack lift – refers to a mechanical equipment used to lift and move items on pallets 
over short distances.

Performance Evaluation Report – a quantifiable measure used to evaluate the     
success of a given objective for performance.

Location code - distinct group of numbers, letters, colors, symbols, or any             
combination thereof, used to identify specific location (e.g., warehouse, shelf,    
shelving level, rack, pallet) of an item.
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FP Logistics 
Coordinator & 
Warehouse Utility 
Worker **

Signed Delivery 
Notification Form 
(DNF) (Annex 46)

Check and approve assembled 
orders for shipment/dispatch.

If there are discrepancies,     
perform Contingency Step 6.3

5.5 ASCMO/        
Warehouse     
Manager *

Warehouse        
Supervisor**

Approved           
Allocation List 
(Annex 44)
Shipping         
Documents 
(Annex 12)
Signed Delivery 
Notification Form 
(DNF) (Annex 46)

Approve and sign shipping 
documents.

5.6 ASCMO/
Warehouse 
Manager & Tech. 
Action Officer 
(TAO)*

Warehouse 
Supervisor/
Admin Officer V 
(AMS)&
Supply Officer/ 
Regional 
Director/Asst. 
Regional Director**

Requisition and 
Issue Slip (RIS) 
(Annex 15)
Property Transfer 
Report (PTR) 
(Annex 16)
Delivery/Shipping 
Document 
(Annex 12)
Gate Pass 
(Annex 14)
Approved 
Allocation List 
(Annex 44)
Signed Delivery 
Notification Form 
(DNF) (Annex 46)

Update Location map and stock 
card

5.7 Warehouse 
Officer*

FP Logistics 
Coordinator**

Approved 
Allocation List 
(Annex 44)
Shipping 
Documents 
(Annex 12)

Inform recipient and 3PL for the 
scheduled pick-up.

5.8 ASCMO/        
Warehouse     
Manager *

Warehouse        
Supervisor**

Requisition and 
Issue Slip (RIS) 
Annex 15)
Property Transfer 
Report (PTR) 
(Annex 16)
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FP Logistics 
Coordinator & 
Warehouse Utility 
Worker **

Signed Delivery 
Notification Form 
(DNF) (Annex 46)

Check and approve assembled 
orders for shipment/dispatch.

If there are discrepancies,     
perform Contingency Step 6.3

5.5 ASCMO/        
Warehouse     
Manager *

Warehouse        
Supervisor**

Approved           
Allocation List 
(Annex 44)
Shipping         
Documents 
(Annex 12)
Signed Delivery 
Notification Form 
(DNF) (Annex 46)

Approve and sign shipping 
documents.

5.6 ASCMO/
Warehouse 
Manager & 
Technical Action 
Officer (TAO)*

Warehouse 
Supervisor/
Administrative 
Officer V (AMS)&
Supply Officer/ 
Regional 
Director/Assistant 
Regional Director**

Requisition and 
Issue Slip (RIS) 
(Annex 15)
Property Transfer 
Report (PTR) 
(Annex 16)
Delivery/Shipping 
Document 
(Annex 12)
Gate Pass 
(Annex 14)
Approved 
Allocation List 
(Annex 44)
Signed Delivery 
Notification Form 
(DNF) (Annex 46)

Update Location map and stock 
card

5.7 Warehouse 
Officer*

FP Logistics 
Coordinator**

Approved 
Allocation List 
(Annex 44)
Shipping 
Documents 
(Annex 12)

Inform recipient and 3PL for the 
scheduled pick-up.

5.8 ASCMO/        
Warehouse     
Manager *

Warehouse        
Supervisor**

Requisition and 
Issue Slip (RIS) 
Annex 15)
Property Transfer 
Report (PTR) 
(Annex 16)
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Delivery/Shipping 
Document 
(Annex 12)
Gate Pass 
(Annex 14)

6. CONTINGENCIES AND CORRECTIVE ACTIONS
6.1 Perform a physical inspection of the warehouse to locate commodities. If 
the commodities are located, update the documents accordingly. If there are 
missing quantities or damaged items, report to ASCMO/Warehouse               
Manager*/Warehouse Supervisor** and produce Incident Report (See Annex 
19) and inform the Supply Officer for proper documentation and corrective 
actions.

6.2   If the picking and packing area is congested, facilitate the transfer of 
stocks to a tentative vacant area in the warehouse to be used for assembling 
items.

6.3 Instruct the Warehouse Clerk*/Warehouse Utility Worker ** to correct the 
discrepancy and return excess or add deficient items if there are any.

7. DOCUMENTATION AND ATTACHMENT

7.1 Approved Allocation List 
7.2 Officially Approved Request from the Regional Offices
7.3 Location Map (excel database)
7.4 Shipping Documents
7.5 Requisition and Issue Slip (RIS)
7.6 Property Transfer Report (PTR)
7.7 Delivery Receipt (DR)
7.8 Gate Pass  
7.9 Delivery Notification Form (DNF)

DISPATCH
POPCOM -SCM-
WOM-SOP-05

1. PURPOSE
To ensure accurate and timely dispatch of health commodities to 3PL            
courier/recipients based on the approved shipping documents following 
appropriate  handling techniques.

2. SCOPE
This procedure covers the releasing of commodities from the warehouse 
ensuring proper documentation.

3. RESPONSIBILITY

Title Responsibility

47

Part III - Standard Operating Procedures

Warehouse Operations Manual

Delivery/Shipping 
Document 
(Annex 12)
Gate Pass 
(Annex 14)

6. CONTINGENCIES AND CORRECTIVE ACTIONS
6.1 Perform a physical inspection of the warehouse to locate commodities. If 
the commodities are located, update the documents accordingly. If there are 
missing quantities or damaged items, report to ASCMO/Warehouse               
Manager*/Warehouse Supervisor** and produce Incident Report (See Annex 
19) and inform the Supply Officer for proper documentation and corrective 
actions.

6.2 If the picking and packing area is congested, facilitate the transfer of stocks 
to a tentative vacant area in the warehouse to be used for assembling items.

6.3 Instruct the Warehouse Clerk*/Warehouse Utility Worker ** to correct the 
discrepancy and return excess or add deficient items if there are any.

7. DOCUMENTATION AND ATTACHMENT

7.1. 
7.2. 
7.3. 
7.4. 
7.5. 
7.6. 
7.7. 
7.8. 
7.9. 

DISPATCH
POPCOM -SCM-
WOM-SOP-05

1. PURPOSE
To ensure accurate and timely dispatch of health commodities to 3PL            
courier/recipients based on the approved shipping documents following 
appropriate  handling techniques.

2. SCOPE
This procedure covers the releasing of commodities from the warehouse 
ensuring proper documentation.

Approved Allocation List 
Officially Approved Request from the Regional Offices
Location Map (excel database)
Shipping Documents
Requisition and Issue Slip (RIS)
Property Transfer Report (PTR)
Delivery Receipt (DR)
Gate Pass  
Delivery Notification Form (DNF)



Sales Invoice (SI) – refers to documents that describe goods with corresponding 
quantity and price as a basis of payment to the Supplier for the item(s)/service(s) 
provided.

Shipping Documents – documents that serve as proof of transaction of shipment or 
transfer of property/item/goods from one office/department to another such as 
Shipment Plan, PTR, BL and RIS.

Staging Area – space in the warehouse where packing or repacking of commodities 
takes place based on the provided approved Allocation List(s) prior to dispatch and 
distribution.

Stock Card – a stock keeping record which holds all information about a single   
product with different lot numbers/batch numbers, different expiration date and 
different location inside the warehouse/storeroom under a single Purchase              
Order/Contract. It is the consolidation of all Bin Cards of a single item placed in 
different areas inside the warehouse/storeroom.

Stock Keeping Unit (SKU) – refers to codes projected as a distinct group of          
numbers, letters, or any combination thereof, designated to identify commodities 
(Pharmaceuticals and Non-pharmaceuticals) stored inside the                                     
warehouse/storeroom.

Storage Area – appropriate place for the storage of pharmaceuticals and    
non-pharmaceuticals in accordance with the commodity’s storage requirement.

Temperature and Humidity Monitoring - refers to the process of observing and 
recording of temperature and relative humidity in a specified time and duration.

Temperature and Humidity Monitoring Sheet – refers to a monitoring tool for      
consistent reading and recording of Temperature and Relative Humidity inside the 
warehouses/storerooms.

Thermo hygrometer – diagnostic measuring device used for indoor climate and 
environmental monitoring of both temperature and relative humidity.

Thermo hygrometer Profile Database – refers to a set of data maintained by the 
store/warehouse manager to access the description, location, and status of each 
thermo hygrometer inside the warehouse.

Ventilation - is the intentional introduction of ambient air into the warehouse and is 
mainly used to control indoor air quality by diluting and displacing indoor pollutants; 
as well as to promote thermal comfort or dehumidification.

Title Responsibility

3. RESPONSIBILITY

Acting Supply Chain 
Management Officer 
(ASCMO)/ Warehouse 
Manager*

Warehouse 
Supervisor**

Oversee and supervise warehouse staff in their tasks 
during and after the dispatch process. Countercheck 
Inventory Stock Keeping Records. Consolidate and 
file carbon copy of stamped Shipping Documents 
and ensure to send original copy to Payment Section 
and/or Accounting.

Warehouse Officer* 

Family Planning (FP) 
Logistics Coordinator**

Endorse assembled items and signed Shipping       
Documents for dispatch to 3PL/recipient. Prepare a 
Gate Pass, ensure that Shipping Documents are   
properly stamped and received by the 3PL/recipient. 
Update Monthly Inventory and Outbound Records 
accordingly.

Warehouse Utility 
Worker*

Assist in handing over items for dispatch to the 
3PL/recipient, endorse gate pass, and update           
inventory stock keeping records. 

Administrative Officer V 
(Asset Management 
Section)/Chief 
Administrative Officer*

Supply Officer/Regional 
Director/Assistant 
Regional Director**

Hand over items for dispatch to the 3PL/recipient.

 *Central Office Operation 
**Regional Office Operation 
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DISPATCH (Central and Regional)
ASCMO/Warehouse

Manager*/
Warehouse Supervisor**

Prepare Gate pass

Filing of signed shipping
documents

Approve Gate Pass

Yes

No

Countercheck items for
dispatch based on Gate 

pass, RIS/PTR, and Delivery 
Shipping Documents

Reschedule the pick up
accordingly/change 

delivery Vihicle

Assist in the loading of 
commodities

Is the vihicle
appropriate?

Review and affix signature
on the delivery documents

Update Database, Stock
Card, Location Map, and 

Warehouse Capacity Chart

Received Waybill from 3PL
and counter check based

on the delivery documents

Endorse signed shiping documents to 
warehouse officer/ Warehouse Clerk

Check appropriateness of
delivery vihicle

Supervise and countercheck in loading 
of commodities

Notify security personnel for incoming
pick up/dispatch schedule

Hand over Shipping documents & Items 
to3PL/ recipient for counter-checking

Ensure that 3PL/Recipient has property 
stamped the shipping documents

Warehouse Officer*/
FP Logistics Coordinator**

Warehouse Clerk*/
Warehouse Utility Worker**

Administrative Officer V 
(AMS)/Chief Administrative 

Officer (CAO)*/Supply 
Officer/Regional Director/

Assistant Regional Director**

4. PROCESS FLOW
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Ref
No. Key Step

Prepare gate pass to secure the 
outbound transactions and 
ensure proper managing         
inventory. 

Information needed for Gate 
Pass are as follows:

5.1 ASCMO/
Warehouse 
Manager*

Warehouse 
Supervisor**

Gate Pass 
(Annex 14)

Responsibility Reference Document

5. PROCEDURE:

Plate Number 
Type/Make of 
vehicle
Actual load
Name of driver 
and utility

Check for leaks and sharp 
edges which could damage 
commodities during transport
If commodities for dispatch 
require controlled 
temperature storage, ensure 
that the vehicle is well 
air-conditioned. Check that 
the vehicle has temperature 
and relative humidity 
measuring units to maintain 
its temperature requirement 
during transportation. 

Approve gate pass5.2 Administrative 
Officer V (AMS)/ 
CAO*

Supply 
Officer/RD/ARD**

Gate Pass 
(Annex 14)
Requisition Issue 
Slip (Annex 15)

Prior communication with 3PL 
on shipping details and check 
appropriateness of delivery 
vehicle and ensure the 
following:

5.3 Warehouse 
Officer*

FP Logistics 
Coordinator**

Gate pass 
(Annex 14)
Requisition Issue 
Slip (Annex 15)
Delivery/Shipping 
Document 
(Annex 12)
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If applicable, ensure Global 
Positioning System (GPS) and 
transportation monitoring 
mechanism are 
well-functioning. 

Supervise and counter check 
loading of commodities

5.5 Warehouse 
Officer*

FP Logistics 
Coordinator**

Requisition Issue 
Slip (Annex 15)
Delivery/Shipping 
Document 
(Annex 12)
Property Transfer 
Report (PTR) 
(Annex 16)
Gate Pass 
(Annex 14)

Ensure that 3PL/Recipient has 
properly stamped the shipping 
documents

5.6 Warehouse 
Officer*

FP Logistics 
Coordinator**

Requisition Issue 
Slip (Annex 15)
Delivery/Shipping 
Document 
(Annex 12)
Property Transfer 
Report (PTR) 
(Annex 16)
Gate Pass 
(Annex 14)

Hand over shipping documents 
and items to 3PL/recipient for 
counter checking.

*If there are missing items 
discovered during checking of 
3PL/recipient, perform 
Contingency Step 6.2 (proceed 
to the next step).

*If there are damaged items 
discovered during checking of 
3PL/recipient, perform 
Contingency Step 6.3

5.4 Warehouse 
Officer*

FP Logistics 
Coordinator**

Requisition Issue 
Slip (Annex 15)
Property Transfer 
Report (PTR) 
(Annex 16)
Delivery/Shipping 
Document
(Annex 12)
Gate Pass 

If the vehicle is unfit to transport 
the allocated items, perform 
Contingency Step 6.1. Otherwise, 
proceed to the next step.
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Update database, stock card, 
location map and warehouse 
capacity chart

5.7 Warehouse 
Officer*

FP Logistics 
Coordinator**

Inventory 
database 
(Annex 6)
Stock Card 
(Annex 5)
Location Map 
(Annex 1)
Warehouse 
Capacity Chart 
(Annex 2)

Filing of signed shipping
documents

5.8 Warehouse Utility 
Worker*

FP Logistics 
Coordinator**

Requisition Issue 
Slip (Annex 15)
Property Transfer 
Report (PTR) 
(Annex 16)
Delivery/Shipping 
Document 
(Annex 12)
Gate Pass (Annex 
14)

6.CONTINGENCIES AND CORRECTIVE ACTIONS

6.1  Inform the warehouse manager and report to the courier pertaining to the 
incident. Reschedule the releasing accordingly and provide supporting reports 
for the Key Performance Indicators (KPI) monitoring of the 3PL.

6.2 Perform physical inspection of the warehouse to locate products. If       
products are located, update the documents accordingly. If not, investigate, 
review all Closed Circuit Television (CCTV) if necessary and produce Incident 
Report and inform Warehouse Operations Head for proper documentation and 
corrective actions.

6.3 Take photos of the damaged item/s and facilitate investigation on its        
occurrence. Produce Incident Report and inform Warehouse Operations Head 
for proper documentation and corrective actions. 

7.DOCUMENTATION AND ATTACHMENT

7.1.
7.2.
7.3.
7.4. 
7.5.
7.6.
7.7.
7.8. 
7.9.
7.10. Delivery/Shipping Document 

Bill of Lading (BL)
Gate Pass
Inventory Stock Keeping Record
Stock Card 
Inventory Database
Location Map
Warehouse Capacity Chart
Property Transfer Report (PTR)
Requisition and Issue Slip 



TRACKING AND MONITORING 
(Distribution of Commodities)

POPCOM -SCM-
WOM-SOP-6-A

1. PURPOSE
To gather accurate information on the delivery status of allocated commodities 
and  monitor the performance of the third-party logistics (3PL) on the              
distribution of commodities.

2. SCOPE
This procedure covers the coordination with the intended recipient of allocat-
ed  commodities including necessary documentation for filing, recording, and  
coordination with the courier.

3. RESPONSIBILITY

Title Responsibility
Acting Supply Chain 
Management Officer 
(ASCMO)/Warehouse 
Manager*

Warehouse 
Supervisor**

Generate and update status reports based on the 
shipping documents. Verify if the commodities were 
received by the intended recipients and were 
received without discrepancies. Validate the accura-
cy of the shipping documents. Analyze and evaluate 
the performance of the 3PL based on the Contract 
Agreement.

Warehouse Officer*

Family Planning (FP) 
Logistics Coordinator**

Validate the accuracy of the shipping documents. 

Furnish the Asset Management Section (AMS)*/ 
Supply Officer **/ Department of Health-Center for 
Health and Development of the copy of the received 
shipping documents for recording purposes.

Analyze and evaluate the performance of the 3PL 
based on the Contract Agreement.

Submit a summary of reports to the top management 
and the DOH-Central Office.

Warehouse Officer*

Family Planning (FP) 
Logistics Coordinator**

Warehouse Clerk*

Warehouse Utility 
Worker**

Receive and gather shipping documents stamped by 
3PL/ recipient as reference for monitoring (3PL to 
submit within seven (7) days upon complete delivery). 
Perform contingency measures in case of                   
discrepancies with 3PL or recipient. 

 *Central Office Operation 
**Regional Office Operation 
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TRACKING AND MONITORING (Distribution)

ASCMO/WarehouseManager*/
Warehouse Supervisor**

General/Update Delivery
Status report

Receive/Gather shipping
documents stamped by 3PL/

recipient as reference for
monitoring(3PL to submit 

within seven (7) days upon 
complete delivery)

Confirm and verify who
received the commodities

Confirm/Validate extent of
discrepancies

Furnish AMS*/Supply Officer**/CHDs a
copy of the received shipping documents

Analyze and Evaluate the performance of
3PL based on the Contract of service

Analyze and Evaluate the performance of
3PL based on the Contract of service

Validate accuracy of the shipping documents with the Recipients through Group Chat (GC) of
the FPLC by requesting pictures (if available)

Warehouse Officer* /
FP Logistics Coordinator**

Warehouse Clerk*/
Warehouse Utility Worker**

4. PROCESS FLOW

Are commodities
received by the intended

recipients

Are commodities
received by the intended

recipients in good 
condition?

No

Yes

No

Yes



Ref
No. Key Step

Receive and consolidate      
shipping documents stamped 
by 3PL/recipient for monitoring 
purposes (3PL to submit within 
seven (7) days upon complete 
delivery). 

5.1 Warehouse Clerk*
Warehouse Utility 
Worker**

Waybill/air Bill/Bill 
of Lading 
(Annex 13)
Delivery Receipt 
(DR)
(Annex 14)
Requisition and 
Issue Slip (RIS) 
(Annex 15)
Property Transfer 
Report (PTR) 
(Annex 16)

Responsibility Reference Document

5. PROCEDURE:

Update delivery status report 
based on the following:

5.2 ASCMO/
Warehouse 
Manager*

Warehouse 
Supervisor**

Allocation vs. 
Delivery Status 
Report 
(Annex 17)
Delivery Status 
Database (Excel) 
(Annex 18)

Quantity of allocation vs 
quantity received
Date shipped and received
Remarks (i.e., in transit)

Validate the accuracy of the 
shipping documents with the 
recipients via the Family      
Planning Logistics Coordinator's 
(FPLC) digital platforms      
(messenger, email, group chat) 
by requesting pictures              
(if available)

The shipping documents should 
contain the following                
information:

5.3 ASCMO/         
Warehouse      
Manager/      
Warehouse        
Officer*

Warehouse         
Supervisor**

Waybill/Air Bill/Bill 
of Lading
(Annex 13)
Delivery Receipt
(Annex 14)
Requisition and 
Issue Sip
(Annex 15)
Property Transfer 
Report
(Annex 16)
Incident Report 
(Annex 19)Name of recipient

Date and time of receipt
Quantity received
Condition of the commodities 
received

*If there are discrepancies as to 
the recipient, perform            
contingency step 6.1 
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Furnish AMS*/Supply Officer** 
and CHDs a copy of the received 
shipping documents 

5.4 Warehouse 
Manager & 
Warehouse 
Officer*

Warehouse 
Supervisor & FP 
Logistics 
Coordinator**

Requisition and 
Issue Slip
(Annex 15)
Property Transfer 
Report
(Annex 16)

Submit a summary of the       
shipment report to concerned 
offices and personnel (POPCOM 
Management and Department of 
Health)

ASCMO/        
Warehouse     
Manager/      
Warehouse         
Officer*

Warehouse        
Supervisor**

Allocation vs. 
Delivery Status 
Report
Cover Letter/ 
memo attached 
to the Allocation 
vs Delivery Status 
Report (Annex 20)
Performance 
Evaluation Report 
of the 3PL        
(annual)       
(Annex 21)

5.5

If there are discrepancies in the 
condition of the commodities, 
perform contingency step 6.2

6.CONTINGENCIES AND CORRECTIVE ACTIONS

6.1. If the commodities were not received by the intended recipients,                 
ASCMO/Warehouse Manager*/Warehouse Supervisor** will return the          
document to the Warehouse Clerk*/Warehouse Utility Worker ** and perform 
validation and confirmation of the discrepancies.  An incident report may be 
requested from the intended beneficiaries.

7.DOCUMENTATION AND ATTACHMENT

7.1 Waybill/Air Bill/Bill of Lading
7.2 Delivery Receipt
7.3 Requisition and Issue Sip

6.2  If the commodities were received by the intended recipients but not in 
good condition, ASCMO/Warehouse Manager*/Warehouse Supervisor** will 
return the document to the Warehouse Clerk*/Warehouse Utility Worker ** 
and perform validation and confirmation of the discrepancies.  An incident 
report may be requested from the intended beneficiaries.
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TRACKING AND MONITORING 
(FP Logistics Hotline)

POPCOM -SCM-
WOM-SOP-6-B

1. PURPOSE
To gather, consolidate and analyze information on family planning (FP)          
commodities utilization from the Municipal/City Health Offices (MHOs/CHOs).

2. SCOPE
This procedure covers the process of gathering, consolidating, and analyzing 
the  accuracy of information of FP commodities utilization.

3. RESPONSIBILITY

Title Responsibility
Acting Supply Chain 
Management Officer 
(ASCMO)/Warehouse 
Manager*

Warehouse 
Supervisor**

Receive and review the consolidated reports from the 
FP Logistics Hotline. Provide assistance and supervise 
the consolidation of the reports. 

In collaboration with the Administrative Assistant I, 
perform spot-checking, field validation, and          
monitoring as the need arises.

FP Logistics 
Coordinator (FPLC)**

Collect and prepare regional reports to be submitted 
to the central office for consolidation. The FPLC may 
also conduct spot-checking, validation, and           
monitoring as the need arises.

Admin. Assistant I*
(FP Hotline)

Receive, consolidate, review, and validate regional 
reports. 

In collaboration with the ASCMO, perform 
spot-checking, field validation, and monitoring as the 
need arises.

 *Central Office Operation 
**Regional Office Operation 
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7.4 Property Transfer Report
7.5 Allocation vs Delivery Status Report
7.6 Delivery Status Database (Excel) 
7.7 Incident Report
7.8 Cover Letter/ Memo attached to the Allocation vs Delivery Status Report
7.9 Performance Evaluation Report of the 3PL
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TRACKING AND MONITORING (Hotline)

WarehouseManager*/
Warehouse Supervisor**

Collect, consolidate, and verify
the following reports:

a. FP Inventory and order  
Reports
b. POPCOM procured FP 
commodities Utilization Report
c. Distribution List of FP 
Commodities (POPCOM 
Procured) from Provincial 
Health Office

Prepare the following reports:

a. FP Logistics reporting 
Templates for the Inventory 
and Order Reports (IOR)
b. Quarterly POPCOM 
procured FP Commodities 
Distributed and Utilization 
Report

Review the reports and
distribution list

Submit the reviewed/verified
FP IORs and duly signed reports

to the Central Office.

Consolidate, review and validate 
FP IORs and FP Logistics 

reporting templates submitted

Prepare quarterly FP Logistics 
Hotline Reports Powerpoint 

Presentation

Prepare Consolidated Excel 
Templates for the FP IORs, FP 
Logistics reporting template, 

Quarterly POPCOM procured FP 
Commodities Distribution and 
Utilization Report and Regional 

POPCOM procured FP 
Commodities Database

Review, validate, approve and 
sign the submitted reports**

Correct discrepancies of the 
reports

Submit Reports

FP Logistics Coordinator** Administrative Assistant I*/
(FP Hotline)

4. PROCESS FLOW

Are there 
discrepancies in the

report

Yes

No



Conduct Random spot-checking and field monitoring if needed

Submit monitoring or Activity reports to the Management

Are there 
discrepancies in the

report

Yes

No

Submit the quarterly FP Logistics 
Hotline Report Powerpoint 
presentation and POPCOM 
procured FP commodities 

consolidated reports for review 
and approval

Review the Quarterly FP 
Logistics Hotline Report 
Powerpoint presentation

Submit the quarterly FP 
Logistics Hotline Report 

Powerpoint presentation to 
POPCOM management 

(Executive Director, Deputy 
Executive Director, Division 
Chief) and Department of 

Health-Family Health Office

Correct discrepancies of the
reports

Ref
No. Key Step

Collect, consolidate, and verify 
the following documents:

5.1 FP Logistics       
Coordinator**

FP Inventory and 
Order Reports 
(Annex 30)
POPCOM         
Procured FP 
Commodities 
Utilization Report 
(Annex 31)
Distribution List of 
FP Commodities 
(POPCOM       
Procured) from

Responsibility Reference Document

5. PROCEDURE:

FP Inventory and Order 
Reports (IOR) from the      
city/municipal health offices 
(C/MHO) or rural health units 
(RHU). 
Duly signed POPCOM         
Procured FP Commodities 
Utilization Reports from civil 
society organizations (CSOs), 
hospitals, private clinics and
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Review the reports and           
distribution list based on the 
following:

5.2 FP Logistics       
Coordinator**

FP Inventory and 
Order Reports 
(Annex 30)
POPCOM        
Procured FP 
Commodities 
Utilization Report 
(Annex 31)
Distribution List of 
FP Commodities 
(POPCOM       
Procured) from 
provincial health 
office (Annex 34)

Prepare the following reports, 
accordingly:

5.3 FP Logistics       
Coordinator**

Template No. 1 – 
List of MHOs/
CHOs Contacted 
and IOR Submis-
sion Monitoring 
(Annex 27)
Template No. 2 - 
List of Assisted 
MHOs/CHOs on 
Issues and      
Concerns
(Annex 28)
Template No. 3 - 
Consolidated 
Regional            
Inventory & Order 
Report (IOR) 
(Annex 29)
Quarterly 
POPCOM        
procured FP 
Commodities

Accuracy and completeness 
of the gathered data. 

Distribution lists from           
provincial health offices 
(PHOs) for POPCOM procured 
commodities.

The FP IOR should be duly 
signed by the IOR In-Charge 
(nurse or midwife) and      
city/municipal health officer. 

provincial health 
office (Annex 34)

POPCOM family wellness 
clinic(PFWC). 

FP Logistics Reporting       
Templates for the IORs
Quarterly POPCOM Procured 
FP Commodities Distribution 
and Utilization Report
Updating of the Regional 
POPCOM procured FP      
commodities database
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Submit reports to the         
Warehouse Supervisor

5.4 FP Logistics       
Coordinator**

Template No. 1 – 
List of 
MHOs/CHOs 
Contacted and 
IOR Submission 
Monitoring 
(Annex 27)
Template No. 2 - 
List of Assisted 
MHOs/CHOs on 
Issues and Con-
cerns
(Annex 28)
Template No. 3 - 
Consolidated 
Regional            
Inventory & Order 
Report (IOR) 
(Annex 29)
Quarterly 
POPCOM         
procured FP 
Commodities 
Distribution and 
Utilization Report 
(Annex 32)
Regional 
POPCOM         
procured FP 
Commodities 
Database
(Annex 33)

Distribution and 
Utilization Report 
(Annex 32)
Regional 
POPCOM        
procured FP 
Commodities 
Database    
(Annex 33)
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Review, validate, approve and 
sign the submitted reports.

5.5 Warehouse        
Supervisor** & 
Regional              
Director **

Template No. 1 – 
List of 
MHOs/CHOs 
Contacted and 
IOR Submission 
Monitoring 
(Annex 27)
Template No. 2 - 
List of Assisted 
MHOs/CHOs on 
Issues and Con-
cerns
(Annex 28)
Template No. 3 
Consolidated 
Regional            
Inventory & Order 
Report (IOR) 
(Annex 29)
Quarterly 
POPCOM         
procured FP 
Commodities 
Distribution and 
Utilization Report 
(Annex 32)
Regional 
POPCOM         
procured FP 
Commodities 
Database     
(Annex 33)

Submit the reviewed/verified FP 
IORs and duly signed reports to 
the central office.

5.6 FP Logistics       
Coordinator**

FP Inventory and 
Order Reports 
(IOR) (Annex 30)
Template No. 1 – 
List of 
MHOs/CHOs 
Contacted and 
IOR Submission 
Monitoring 
(Annex 27)

62



Consolidate, review and validate 
the FP IORs and FP Logistics 
reporting templates submitted, 
based on the following:

For FP IORs:

5.7 Administrative 
Assistant I*

FP Inventory and 
Order Reports 
(IOR) (Annex 30)
Template No. 1 – 
List of 
MHOs/CHOs 
Contacted and 
IOR Submission 
Monitoring 
(Annex 27)
Template No. 2 - 
List of Assisted 
MHOs/CHOs on 
Issues and     
Concerns
(Annex 28)
Template No. 3 -  
Consolidated 

Formula used to generate total 
stock available beginning 
balance, total issuance, stock 
on hand ending balance, 
average monthly usage,    
available months of supply, 
authorized stock level,     
quantity required. 
Data input from FP IOR-In 
Charge from Cities and        
Municipalities

Distribution lists from           
provincial health offices 
(PHOs) for POPCOM procured 
commodities.

Template No. 2 - 
List of Assisted 
MHOs/CHOs on 
Issues and     
Concerns
(Annex 28)
Template No. 3 
Consolidated 
Regional            
Inventory & Order 
Report (IOR) 
(Annex 29)
Quarterly 
POPCOM         
procured FP 
Commodities 
Distribution and 
Utilization Report 
(Annex 32)
Regional 
POPCOM         
procured FP 
Commodities 
Database     
(Annex 33)

POPCOM family wellness 
clinic. 
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Stock available beginning 
balance
Quantity received (DOH 
central office & others)
Adjustments (transfer from 
other city municipalities, loss, 
damages and expired)
Total quantity issued (three 
(3) months issuance). 

Regional            
Inventory & Order 
Report (IOR) 
(Annex 29)
Quarterly 
POPCOM        
procured FP 
Commodities 
Distribution and 
Utilization Report 
(Annex 32)
Regional 
POPCOM        
procured FP 
Commodities 
Database (Annex 
33)

64

For Distribution, POPCOM 
regional warehouses stock 
status report
Utilization report of all 
service delivery points

Remarks

For Reporting Templates:

Quarterly Consolidated FP 
commodities Monitoring 
template should reflect the 
same data with the FP IOR 
submitted. 
List of C/MHOs Contacted 
and IOR Submission           
Monitoring template should be 
updated based on the actual 
visited and contacted      
city/municipal health offices 
and Rural Health Unit(RHU) in 
every quarter. 
List of C/MHOs Assisted 
Issues/Concerns template 
should reflect all assistance, 
adjustments, distribution, and 
requests made in every    
quarter. 
POPCOM Procured FP      
Commodities Distribution and 
Utilization Report

*If there are discrepancies 
found, perform contingency 
step 6.1.
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5.8 Admin. Assistant I*

Prepare quarterly FP Logistics 
Hotline Reports Powerpoint 
Presentation.

FP Logistics Hotline Reports 
Powerpoint Presentation 
should include data from the 
following documents:

5.9 Admin. Assistant I* FP Commodities 
Stock Status 
Report (Annex 39)
All FP              
Commodities 
Utilization and 
Stock Availability 
Report – Regional 
(Annex 40)
All FP              
Commodities 
Utilization and 

All FP Commodities Stock 
Status Report Consolidated 
Excel Template
All FP Commodities Utilization

All FP             
Commodities 
Stock Status 
Report             
Consolidated 
Excel Template 
(Annex 35)
All FP              
Commodities 
Utilization and 
Stock Availability 
Report             
Consolidated 
Excel Template 
(Annex 36)
Consolidated 
excel template 
POPCOM          
procured FP 
Commodities 
Distribution and 
Utilization Report 
(Annex 37)
Consolidated 
excel template 
Regional 
POPCOM         
procured FP 
Commodities 
Database 
(Annex 38) 

Prepare Consolidated Excel 
Templates for the FP IORs, FP 
Logistics reporting templates, 
Quarterly POPCOM procured 
FP Commodities Distribution 
and Utilization Report and 
Regional POPCOM procured 
FP Commodities Database.
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Submit the quarterly FP           
Logistics Hotline Reports      
PowerPoint presentation and 
POPCOM Procured FP        
Commodity Consolidated 
Reports for review and approval.

5.10 Admin. Assistant I*

FP Commodities 
Stock Status 
Report (Annex 39)
All FP             
Commodities 
Utilization and 
Stock Availability 
Report – Regional 
(Annex 40)
All FP              
Commodities 
Utilization and 
Stock Availability 
Report – Regional 
and Provincial 
(Annex 41)
PSI Utilization and 
Stock Availability 
Report – Regional 
(Annex 42)

FP Logistics 
Hotline Reports:

Consolidated 
excel template 
POPCOM        
procured FP 
Commodities 
Distribution and 

POPCOM Procured 
FP Commodity 
Consolidated 
Reports

66

Stock Availability 
Report – Regional 
and Provincial 
(Annex 41)
Progestin Subder-
mal Implant (PSI)
Utilization and 
Stock Availability 
Report – Regional 
(Annex 42)

and Stock Availability Report    
Consolidated Excel Template
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Review the quarterly FP          
Logistics Hotline Report       
Powerpoint presentation based 
on the following:

5.11 ASCMO/        
Warehouse      
Manager*

Quarterly FP 
Logistics Report 
PowerPoint 
(Annex 47)

Submit the quarterly FP logistics 
hotline report PowerPoint     
presentation to the              
management (Executive          
Director/ Deputy Executive 
Director) and DOH-FHO for 
planning and decision-making.

5.12 ASCMO/        
Warehouse      
Manager*

Quarterly FP 
Logistics Report 
PowerPoint 
(Annex 47)

Conduct random spot-checking 
and field monitoring as needed

5.13 ASCMO/        
Warehouse     
Manager & 
Administrative 
Assistant I*

Warehouse        
Supervisor & FP 
Logistics            
Coordinator**

Monitoring 
Report/Activity 
Report (ISO form) 
(Annex 43)

Consolidated 
excel template 
Regional 
POPCOM        
procured FP 
Commodities 
Database     
(Annex 38) 

Utilization Report
(Annex 37)

Accuracy and completeness 
of the gathered data 
Correctness of the formula 
used

*If there are discrepancies 
found, perform contingency 
step 6.2.
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Warehouse        
Supervisor & FP 
Logistics            
Coordinator**

68

6. CONTINGENCIES AND CORRECTIVE ACTIONS

6.1 If there are any discrepancies with the data or figures submitted by the 
Regional FPLC, the Administrative Assistant I will revert the report to the FP 
Logistics Coordinator for revision.

7. DOCUMENTATION AND ATTACHMENT
Template No. 1 - List of City Health Offices (CHOs) or Municipal Health 
Offices (MHOs) Contacted and IOR Submission Monitoring
Template No. 2 - List of Assisted CHOs/MHOs on Issues and Concerns
Template No. 3 - Consolidated Regional Inventory and Order Report (IOR)
Family Planning Inventory and Order Report
POPCOM Procured FP Commodities Utilization Report (IOR form)
Quarterly POPCOM procured FP Commodities Distribution and Utilization 
Report
POPCOM procured FP Commodities Database
Distribution List of FP Commodities (POPCOM Procured)
All FP Commodities Stock Status Report Consolidated Excel Template 
All FP Commodities Utilization and Stock Availability Report Consolidated 
Excel Template 
Consolidated Excel Template POPCOM procured FP Commodities            
Distribution and Utilization Report
Consolidated Excel Template POPCOM procured FP Commodities            
Database
PowerPoint Template All FP Commodities Stock Status Report
PowerPoint Template All FP Commodities Utilization and Stock Availability 
Report - Regional Level
PowerPoint Template All FP Commodities Utilization and Stock Availability 
Report - Regional and Provincial Level
PowerPoint Template Progestin-Subdermal Implant (PSI) Report
Monitoring Report/Activity Report (ISO form)
Quarterly FP Logistics Report PowerPoint

7.1

7.2
7.3
7.4
7.5
7.6

7.7
7.8
7.9
7.10

7.11

7.12

7.13
7.14

7.15

7.16
7.17
7.18

6.2 I If there are any discrepancies or adjustments on the consolidated report, 
the ASCMO/Warehouse Manager will inform the Administrative Assistant I with 
corrections or revisions.

Submit monitoring or activity 
reports to management.

5.14 ASCMO/         
Warehouse 
Manager & 
Administrative 
Assistant I*

Monitoring 
Report/Activity 
Report (ISO form) 
(Annex 43)
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ANNEX #1

ANNEX #2

- Location Map

- Warehouse Capacity Chart
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ANNEX #3 - Non-Conformance Report
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ANNEX #4

ANNEXES

- Certificate of Acceptance (COA)
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ANNEX #5

ANNEXES

- Stock Card
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ANNEX #6

ANNEX #7

ANNEXES

- Inventory Database (Excel)

- Warehouse Operations Routine Checklist
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ANNEX #8

ANNEXES

- Service Request Form
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ANNEX #11

ANNEX #9 ANNEX #10

ANNEXES

- Waste Material Report

- Manufacturer’s/Supplier’s Stacking Recommendation

- Good Storage Practice
   Guidelines



ANNEX #13
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ANNEX #12

ANNEXES

- Delivery/Shipping Document

- Waybill/Air Bill/Bill of Lading



ANNEX #14 ANNEX #15

ANNEX #16 ANNEX #17
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ANNEXES

- Gate Pass - Requisition and Issue Slip

- Property Transfer Report - Allocation vs. Delivery Status Report



ANNEX #18

ANNEX #20

ANNEX #19
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ANNEXES

- Deliver Status Database (Excel) - Incident  Report

- Cover Letter/memo attached to the Allocation vs. Delivery Status Report



ANNEX #21
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ANNEXES

- Performance Evaluation Report
   of the 3PL



ANNEX #22

ANNEX #23

- Temperature and Relative Humidity Monitoring Sheet

- Calibration Certificate
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ANNEXES

ANNEX #24 - Corrective requisition for Warehouse Operations
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ANNEXES

ANNEX #25 ANNEX #26

ANNEX #27

- Product Identification Label - Inbound and Outbound
   Summary Report

- Reporting Template No. 1 - List of City Health Offices (CHOs) or Municipal Health   
   Offices (MHOs) Contracted and IOR Submission Monitoring 
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ANNEXES

ANNEX #28

ANNEX #29

- Reporting Template No. 2 - List of Assisted CHOs/MHOs on Issues and Concerns

- Reporting Template No. 3 - Consolidated Regional Inventory and Order Report (IOR)
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ANNEXES

ANNEX #30

ANNEX #31

- Family Planning Inventory and Order Report

- POPCOM Procured FP Commodities  Utilization Report (IOR Form)
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ANNEXES

ANNEX #32

ANNEX #33

- Quarterly POPCOM procured FP Commodities Distribution and Utilization Report

- Regional Data for POPCOM Procured Family Planning Commodities
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ANNEXES

ANNEX #34- Distribution List  of FP Commodities (POPCOM Procured)
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ANNEXES

ANNEX #35 - All Family Planning(FP) Commodities Stock Status Report consolidated excel template
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ANNEXES

ANNEX #36- All FP Commodities Utilization and Stock Available Report consolidated excel template
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ANNEXES

ANNEX #37 - Consolidated Excel Template of POPCOM procured FP Commodities Distribution and
   Utilization Report
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ANNEXES

ANNEX #38- Consolidated excel template of POPCOM procured FP Commodities Database
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ANNEXES

ANNEX #39

ANNEX #40

- PowerPoint presentation of All FP Commodities Stock Status Report

- PowerPoint presentation of All FP Commodities Utilization and Stock Available Report 
   at the Regional



47Warehouse Operations Manual 93Warehouse Operations Manual

ANNEXES

ANNEX #41

ANNEX #42

- PowerPoint presentation of All FP Commodities Utilizationand Stock Available Report
   at the Regional and Provincial Level

- PowerPoint presentation of Progestin-Subdermal Implant (PSI) Report
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ANNEXES

ANNEX #43

ANNEX #44

- Monitoring Report/Activity Report (ISO form)

- Approved Allocation List
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ANNEXES

ANNEX #45

ANNEX #46

- Officially Approved Request from the Regional Offices

- Delivery Notification Form (DNF)
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ANNEXES

ANNEX #47 - Quarterly FP Logistics Report PowerPoint


