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THE POPCOM
WAREHOUSE

OPERATIONS
MANUAL

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:

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

2) Aid in the planning and design of POPCOM warehouses to ensure that the
established requirements are met.

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 XlI),
and three (3) temporary FP stock rooms (Regions |, X, and Caraga).
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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!

USEC. JUAN ANTONIO A. PEREZ Ill, MD, MPH
Executive Director V
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Part | - Introduction

11 BACKGROUND

The State is mandated to provide equitable and accessible quality healthcare for all
Filipinos under Section 11, Article Xlll 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.
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1.2 OBJECTIVES OF THE MANUAL

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.

1.3 USERS OF THE MANUAL

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

2.1 THE SUPPLY CHAIN MANAGEMENT

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.
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2.2 WAREHOUSE MANAGEMENT

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 processes’.

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:

1. Receiving:

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. Put-Away:

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.

3. Storage and warehousing:

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.

4. Picking and Packing:

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.
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5. Dispatch:

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.

6. Tracking and Monitoring:

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.

2.3 HOW TO USE THIS MANUAL

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.

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)

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.
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A. DEFINITION OF TERMS USED IN THIS MANUAL

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
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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.

i
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Sales Invoice (Sl) - 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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B. LIST OF ANNEXES

Annex # Title
Location Map

Y

2 Warehouse Capacity Chart

3 Non-Conformance Form

4 Certificate of Acceptance (COA)

5 Stock Card

6 Inventory Database (Excel)

7 Warehouse Operations Routine Checklist

8 Service Request Form

9 Waste Material Report

10 Good Storage Practice Guidelines

11 Manufacturer's/Supplier's Stacking Recommendation

12 Delivery/Shipping Document

13 Waybill/air Bill/Bill of Lading

14 Gate Pass

15 Requisition and Issue Slip

16 Property Transfer Report

17 Allocation vs. Delivery Status Report

18 Delivery Status Database (Excel)

19 Incident Report

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

21 Performance Evaluation Report of the 3PL

22 Temperature and Relative Humidity Monitoring Sheet

23 Calibration Certificate

24 Corrective Requisition for Warehouse Operations

25 Product Identification Label

26 Inbound and Outbound Summary Report

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

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

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

30 Family Planning Inventory and Order Report

31 POPCOM Procured FP Commodities Utilization Report (IOR
form)

32 Quarterly POPCOM procured FP Commodities Distribution

and Utilization Report.
33 Regional POPCOM procured FP Commodities Database
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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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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.

POPCOM -SCM-

WOM-SOP-01 ©® RECEIVING OF COMMODITY FROM SUPPLIERS

1. PURPOSE
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.

Title Responsibility
Assistant Supply Chain | Confirm schedule of receiving from supplier, check
Management and inspect the commodities, prepare Certificate of
Officer(ASCMO)/ Acceptance (COA) and supervise warehouse
Warehouse Manager personnel on their delegated tasks.
(SCM)*
Warehouse

Supervisor**
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Title Responsibility
Inspection Committee |Inspect and approve the acceptance of commodities
Member (Supplies and |together with the ASCMO/warehouse manager and
Material) storekeeper.

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

Supply Officer ** Report (QIR).
Warehouse Officer Check and assign space available in the warehouse of
&Clerk* the incoming delivery. Ensure proper sorting of

received commodities and update Inventory Records.
FP Logistics

Coordinator**
*Central Office Operation
**Regional Office Operation
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4. PROCESS FLOW
RECEIVING PROCESS (Central and Regional)

ASCMO/Warehot:se Inspection Committee Storekeeper / Supply Officer | Warehouse Officer & Clerk*/
Manager (SCM)*/ o ) o
Member FP Logistics Coordinator

Warehouse Supervisor (Supplies and Materials)

(Pharmacist)**
Confirm Delivery Schedu\ew Check Locator Map and
from Supplier J Capacity Chart
Y
Inform Administrative Inform supplier and request B is there available
Assistant Il (Storekeeper) for partial delivery space?

of the delivery schedule

Yes
J|Assign storage space for the

incoming delivery

Accept/Agree?

Reschedule delivery to meet
storage space requirement

v

Check the quantity and inspect the commodities received

Are there any
missing/damaged/
expired items?

Fill-up non-conformance
= form
(For Development)

Compliant to technical
specifications?

Y

Yes Reject and request for
Replacement from Supplier

Y Y Y
Accept Delivered
B Commodities & Documents
Prepare Certificate of Sign Delivery Documents PM  (Delivery Receipt, Sales  |y| UPdate Inventory Records
Accepetance (COA) invoice, COA) and finalize (Stock cards, database)
IAR and QIR

v 1 v

Forward Certificate of Update Locator Map and
Acceptance (COA) Capacity Chart
( N
Put-Away
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5. PROCEDURE:

Committee the availability of

If warehouse space is
insufficient, perform
contingency step 6.1

inspectors during the specified |Warehouse
receiving schedule. Supervisor
(Pharmacist)**

ﬁ%f Key Step Responsibility Reference Document

51 | Coordinate with the supplier to |ASCMO/ *Schedule of
confirm the receiving schedule. |Warehouse incoming
Confirm with Inspection Manager (SCM)* deliveries

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

5.2 | Check the availability of space |Warehouse Officer | *Location Map
in the warehouse and assign & Clerk* (Annex 1)
storage area for the incoming *Warehouse
delivery FP Logistics Capacity Chart

Coordinator ** (Annex 2)

5.3 | Check the completeness and ASCMO/ *Delivery
validity of delivery documents Warehouse Documents
to verify the description/ Manager (SCM) & | (Annex 12)
specifications and quantity of Storekeeper*
each product received against
the Purchase Order (PO) / Warehouse
Contract, Delivery Receipt/ Supervisor
Sales Invoice (DR/SI) and/or (Pharmacist) &
other documents related to the |Supply Officer **
delivery as reference. Ensure
that delivered items are suitable |Inspection
to be stored at the warehouse/ |Committee
storeroom in accordance with Member
its storage and temperature (Supplies and
requirement. Materials)
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* Shelf Life upon delivery
(Computed)
* Labeling Instructions
« Certificate of Product
Registration (CPR)
Other Technical specifications
Non-Pharmaceuticals:
* Serial Number/s
Warranty Certificate/s
(if applicable)
* Brand
« Expiration (if applicable)
» Other Technical specifications
If there are missing and other

discrepancies on the item, per-
form contingency step 6.2.

5.4 | Conduct visual inspection of the | ASCMO/ *Non-
received commodities Warehouse Conformance
Manager (SCM) & Form (Annex 3)
If there are damages, expired, Storekeeper*
near expiry and technical
non-conformance, perform Warehouse
contingency step 6.2. Supervisor
(Pharmacist) &
Supply Officer **
Ins. Committee
Member
(Supplies and
Materials)
5.4 | Accept delivered commodities |Storekeeper* *Delivery
and relevant documents Documents
Supply Officer ** (Annex 12)
5.5 | Prepare Certificate of ASCMO/ *Certificate of
Acceptance (COA) Warehouse Acceptance

Manager (SCM)*

Warehouse
Supervisor
(Pharmacist)**

(COA) (Annex 4)




Part Il - Standard Operating Procedures

1t

I

5.6 | Sign delivery documents (DR Storekeeper & *Shipping
and Invoice) and prepare Inspection Documents
Quality Inspection Report (QIR) | Committee (Annex 12)
and Inspection and Acceptance |Member
Report (IAR) documents.

5.7 | Update Inventory Records Warehouse *Stock/Bin Card

* Produce/Update stock card Officer & Clerk* (Annex 5)

for all commodities containing *Inventory

the following information but |FP Logistics Database

not limited to: Coordinator ** (Annex 6)

o Complete item description «Location Map
based on the PO/Contract (Annex 1)

° Unit of measurement based -Warehouse
on the PO/Contract Capacity Chart

o PO/Contract No. (Annex 2)

o Date Received

° Quantity

° Lot/Batch Numbers

° Expiry date(s)

o Location Code (if applicable)

5.8 | Update location map and Warehouse Officer | *Location Map
capacity chart per pallet for all | & Clerk* (Annex 1)
commodities inside the *Warehouse
warehouse. FP Logistics Capacity Chart

Coordinator ** (Annex 2)
59 | Store/put-away the received Warehouse Officer | *Location Map
commodities & Clerk* (Annex 1)
FP Logistics
Coordinator **
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)

POPCOM -SCM-

WOM-SOP-02 ® PUT-AWAY

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

B
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4. PROCESS FLOW
PUT-AWAY PROCESS (Central and Regional)
ASCMO/WarehouseManager*/ Warehouse Officer*/ Warehouse Clerk*/
Warehouse Supervisor** FP Logistics Coordinator** Warehouse Utility Worker**
Ensure proper stacking ofw
commodities on pallets
)\ 4
Hand over the updated
Location Map to Warehouse
Clerk/Warehouse Utility
Worker
4
Receive Location Map
and counter-check the
temperature requirement
of items for storage
)\ 4
Transfer commodities to its
assigned storage space
)\ 4
Update Stock Cards
4
Review/update
Stock Cards
5. PROCEDURE:
Ref - Reference Document
Key Ste Responsibile Staff
No. y Step P Record
51 | Stacking of Commodities - ASCMO/ *Good Storage
ensure that products are Warehouse Practice
properly stacked. Manager* Guidelines
(Annex 10)
*If commodities are not properly | Warehouse *Manufacturer’s /
stacked on pallets, perform Supervisor** Supplier’s
Contingency Step 6.1 Stacking
Recommendation
(Annex 11)
+Delivery/Shipping
Documents
(Annex 12)
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5.2

Hand over the updated Location
Map to Warehouse Clerk*/
Warehouse Utility Worker**

Warehouse
Officer *

FP Logistics
Coordinator**

*Location Map
(Annex 1)

5.3

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.

Warehouse Clerk*

Warehouse Utility
Worker**

*Location Map
(Annex 1)

*Inventory
Database
(Annex 6)

54

After counterchecking, move
commodities to their
designated storage space.

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.

4= Overhang
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Avoid Interlocked Pattern

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

INTERLOCKED

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 | Preparation and/or updating of | Warehouse *Delivery/Shipping
Stock Cards: Officer* Documents
* Produce/Update Stock Card (Annex 12)
per item containing the FP Logistics *Stock Card
following information but not | Coordinator** (Annex 5)
limited to:
o Name and description of the
ltem

° Unit of measurement

° Date Received

o Stock Number

o Re-order point (if needed)

° Quantity

o Lot/Batch Numbers

° Quantity Received, Quantity
Issued, Ending Balance
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o Warehouse Clerk/FPLC
prepared the stocks card and
endorse to ASCMO/
Warehouse Manager*/
Warehouse Supervisor ** for
review and counterchecking.

See Annex b5 - Stock Card

5.6 | Oversee/supervise all activities |ASCMO/ *Delivery/
mentioned above, ensure that Warehouse Shipping
tasks are efficiently performed, |Manager* Documents
and counter check accuracy of (Annex 12)
all data produced by warehouse |Warehouse *Location Map
staff. Facilitate direct assistance |Supervisor** (Annex 1)
if necessary. *Stock Card

(Annex 5)

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

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

1.5. Inventory Database

7.6. Stock Card
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POPCOM -SCM-

WOM-SOP-03 © STORAGE AND WAREHOUSING

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 Monitor the overall routine warehouse management
Management Officer tasks and ensure Good Service Practice guidelines
(ASCMO)/Warehouse are always observed.
Manager*

Warehouse Supervisor
**

Warehouse Officer * Monitor proper stacking and labeling of all
commodities. Keep assigned inventory stock keeping

FP Logistics records (Capacity Report, Location Map) always

Coordinator** updated.

Warehouse Clerk* Ensure proper stacking and labelling of all
commodities. Keep assigned stock keeping records

Warehouse Utility** (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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4. PROCEDURE:

ﬁ%f Key Step Responsibility Reference Document
4.1 WAREHOUSE EXTERIOR
411 | Monitoring of Warehouse Warehouse *Warehouse

Exterior - Ensure that ceiling, Manager & Operations

walls, floors, and vehicle access |Warehouse Routine Checklist

are intact and in good Officer* (Annex 7)

condition. *Service Request

« Ceiling, Walls, and Floors - Warehouse Form (Annex 8)
Check for leaks, cracks, holes, |Supervisor & FP
and uneven portion Logistics

* Drainage - Check for standing | Coordinator**
water

* Lightings - Check if there are
busted/burnt out light bulbs

* Vehicle Access - Check
accessibility

*If there are any deviations,

perform contingency step 5.1

4.2 WAREHOUSE INTERIOR
4.21 | Monitoring of Warehouse Warehouse *Warehouse

Interior - Ensure that ceiling, Manager & Operations

walls, floors, and lighting are Warehouse Routine Checklist

intact and in good condition. Officer* (Annex 7)

* Ceiling, Walls, and Floors - *Service Request
Check for leaks, cracks, holes, | Warehouse Form (Annex 8)
and uneven portion Supervisor & FP

* Drainage - Check for standing |Logistics
water Coordinator**

* Lightings - Check if there are
busted/burnt out light bulbs

*If there are any deviations,

perform contingency step 5.2

4.3 GOOD STORAGE PRACTICES
4.31 | Monitoring of Space - Ensure Warehouse *Warehouse

that there is a designated area |Manager & Operations

and ample space for the Warehouse Routine Checklist

following: Officer* (Annex 7)

* Receiving
* Quarantine

*Service Request
Form (Annex 8)




Part Il - Standard Operating Procedures

1t

I
* Storage Warehouse
* Staging Supervisor & FP
* Releasing Logistics
* Rejected/Damaged/ Coordinator**
Pharmaceutical Wastes
*If there are any deviations,
perform contingency step 5.3.
4.3.2 | Segregation of Commodities Warehouse *Warehouse
- Ensure that items are Manager & Operations
efficiently segregated based on |Warehouse Routine Checklist
its proper area, considering that | Officer* (Annex 7)
First-Expiry-First-Out (FEFO) Location Map
and First-In-First-Out (FIFO) Warehouse (Annex 1)
principles are observed. Supervisor & FP
* Transfer batch/lot of items Logisti_cs
which are first expiring/ CRrrelnEEr
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
4.3.3 | Stacking of Commodities Warehouse *Warehouse
- Ensure that products are Manager & Operations
consistently stacked as Warehouse Routine Checklist
performed and stated during Officer* (Annex 7)
the Put-Away process. *Service Request
* Stack cartons on pallets at Warehouse Form (Annex 8)
least 10 cm (4 inches) off the | Supervisor & FP *Non Conformance
floor with no more than 2.5 Logistics Form (Annex 3)
meters (8 feet) high Coordinator**
* 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
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* 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 54.

4.3.4 | Product Quality Monitoring Warehouse *Warehouse
- Observe product quality by Manager & Operations
visually and randomly inspecting | Warehouse Routine Checklist
for: Officer* (Annex 7)
* Broken/ripped packages *Non Conformance
* Missing or incomplete quantity | Warehouse Form (Annex 3)

of items Supervisor & FP *Waste Material

* For liquid and sterile products: Logistics Report (Annex 9)

Moisture inside the packaging, |Coordinator**
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

*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.

4.3.5 | Ventilation - Ensure ventilation |Warehouse *Warehouse
and cooling by opening windows | Manager & Operations
or air vents of the storage areas |Warehouse Routine Checklist
to allow air circulation and Officer* (Annex 7)
promote dehumidification. Also *Service Request
check if relative humidity Warehouse Form (Annex 8)
exceeds acceptable limit inside |Supervisor & FP
the warehouse/storeroom. Logistics

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

contamination, and intense
light.

4.3.6 Temperature and relative Warehouse *Temperature and
humidity monitoring - Ensure Manager & Relative Humidity
that thermohygrometer units Warehouse Monitoring Sheet
are placed throughout the Officer* (Annex 22)
storage area for balanced *Calibration
monitoring. Warehouse Certificate
- Maintain Temperature and Supervisor & FP (Annex 23)

Relative Humidity Monitoring | Logistics *Service Request
Sheet and calibration certifi- | Coordinator** Form (Annex 8)
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

*If there are any broken,

malfunctioning, or insufficient
thermohygrometers, perform

contingency step 5./7.

4.3.7 | Temperature Requirement Warehouse *Warehouse
- Store products based on its Manager & Operations
temperature requirement: Warehouse Routine Checklist

* Normal storage conditions - Officer* (Annex 7)

Dry, well-ventilated premises -Tempgrature S

at temperature 15 up to 30 °C. Warehguse Hum.|d|tY

Excluding extraneous matter, Supervisor & FP Monitoring Chart
Logistics (Annex 22)

Coordinator**
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* Defined storage conditions -
Drug products that must be

*Corrective
Requisition for

stored under defined Warehouse
conditions require appropriate Operations
storage instructions. (Annex 24)
* Do not store over 30 °C - store
at2to 30 °C
* Do not store over 25 °C - store
at2to 25°C
* Do not store over 15 °C - store
at 2to 15 °C only
* Do not store over 8 °C - store
at 2 to 8 °C 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.

4.3.8 | Protection from Sunlight Warehouse *Warehouse
- Ensure that commodities are Manager & Operations
protected from direct sunlight. |Warehouse Routine Checklist
- Shade the windows and use | Officer” (Annex 7)

curtains if commodities are *Corrective
likely to be exposed to sunlight | Warehouse Requisition for
- Keep products in sealed carton | Supervisor & FP Warehouse
Do not store or pack products | Logistics Operations
in sunlight Coordinator** (Annex 24)
* Use opaque plastic or dark
glass bottles for products that
require them

4.39 | Product Identification - Ensure |Warehouse *Warehouse
all products per pallet are Manager & Operations
properly identified with Warehouse Routine Checklist
readable, accurate and complete| Officer* (Annex 7)

stock/bin card or product
identification label at all times.

*Stock/Bin Card
(Annex 5)
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*Perform contingency step 59 if
there are unreadable labels
and/or changes to the
information per pallet.

Warehouse
Supervisor & FP
Logistics
Coordinator**

*Product
Identification
Label (Annex 25)

*Corrective
Requisition for

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
510-511.

Warehouse
Operations
(Annex 24)
4.4 WAREHOUSE FORMS
4.41 | Counter Checking of Stock Warehouse *Stock Card
Cards Manager & (Annex 5)
* Check completeness and Warehouse *Warehouse
accuracy of data in the stock | Officer* Operations
card Routine Checklist
 Review all attachment of stock | Warehouse (Annex 7)
card per pallet / location Supervisor & FP
» Make sure that the stock cards |Logistics
are accessible and Coordinator**
appropriately placed in their
designated location
*If not updated and
discrepancies are discovered,
perform contingency step 59.
4.4.2 | Monthly Inventory & Location |Warehouse *Warehouse
Map Manager & Operations
* Check the consistency of data |Warehouse Routine Checklist
in monthly inventory, stock Officer* (Annex 7)
cards and actual count of *Location Map
commodities based on the Warehouse (Annex 1)
location map Supervisor & FP *Stock Card
 Ensure that warehouse staff Logistics (Annex 5)
regularly update monthly Coordinator** *Incidence Report
inventory and location map (Annex 19)
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4.4.3 | Inbound and Outbound Warehouse *Warehouse
Summary Report Manager & Operations
» Check completeness and Warehouse Routine Checklist
accuracy of data on the Officer* (Annex 7)
inbound and outbound *Inbound and
summary Warehouse Outbound
* Ensure that warehouse staff | Supervisor & FP Summary Report
regularly updates the inbound |Logistics (Annex 26)
and outbound record every | Coordinator** *Capacity Report
transaction (Annex 2)
* 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.
4.4.4 | Warehouse Operations Routine | Warehouse *Warehouse
Checklist Manager & Operations
» Accomplish Warehouse Warehouse Routine Checklist
Operations Routine Checklist | Officer* (Annex 7)
to ensure safe, efficient, and
effective warehouse Warehouse
operations at all times Supervisor & FP
Logistics
Coordinator**
4.5 WAREHOUSE SIGNAGE AND LABEL
451 | Signage and Label for Safety Warehouse *Warehouse
and Precautionary Measures Manager & Operations
- Maintain precautionary Warehouse Routine Checklist
measures to protect personnel |Officer* (Annex 7)
and stored commodities by *Corrective
ensuring that floor markings and | Warehouse Requisition for
warehouse signage are complete | Supervisor & FP Warehouse
and in place. Logistics Operations
Coordinator** (Annex 24)

*If warehouse signage and floor
markings are insufficient,
perform contingency step 513.
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4.6 WAREHOUSE EQUIPMENT
4.61 | E Equipment Maintenance - Warehouse *Warehouse
Maintain necessary equipment |Manager & Operations
used for the operation and Warehouse Routine Checklist
preservation of all commodities | Officer* (Annex 7)
stored inside the *Corrective
warehouse. Warehouse Requisition for
» Check jack lifts, trolleys, Supervisor & FP Warehouse
forklifts, forklift safety cage Logistics Operations
and other needed equipment |Coordinator** (Annex 24)
for any necessary maintenance
« Check ladders if available and
properly functioning
*Perform contingency step 514
if warehouse equipment is
proken, malfunctioning, or
insufficient.
4.7 WAREHOUSE HOUSEKEEPING
471 | Sanitation - Clean receiving, Warehouse *Warehouse
quarantine, storage, staging, Manager & Operations
releasing and rejected areas to | Warehouse Routine Checklist
avoid any form of Officer* (Annex 7)
contamination. *Service Request
* Always keep necessary Warehouse Form (Annex 8)
cleaning materials available Supervisor & FP
« Sweep and mop or scrub the |Logistics

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.

Coordinator**
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472 | Pest Control Warehouse *Warehouse
* Ensure to comply with latest | Manager & Operations
pest control guidelines Warehouse Routine Checklist
« Contact details of pest control |Officer* (Annex 7)
agent shall by easily accessible *Corrective
in case of urgent need and for | Warehouse Requisition for
regular scheduling Supervisor & FP Warehouse
_ ‘ Logistics Operations
*If there are a_ny pest infestation, Coordinator** (Annex 24)
perform contingency step 5.16.
4.8 WASTE MANAGEMENT
4.8.1 | Garbage Management - Store | Warehouse *Warehouse
garbage in covered receptacles |Manager & Operations
and dispose of garbage regular- | Warehouse Routine Checklist
ly to avoid infestation. Officer* (Annex 7)
Warehouse
Supervisor & FP
Logistics
Coordinator**
4.9 WAREHOUSE SAFETY AND SECURITY
491 | Security Monitoring - Observe |Warehouse *Warehouse
store security and safety of Manager & Operations
items. Warehouse Routine Checklist
* [dentify and provide increased | Officer* (Annex 7)
security for products which are *Corrective
at risk of theft and abuse or Warehouse Requisition for
have the potential for Supervisor & FP Warehouse
addiction (e.g., Narcotic, Logistics Operations
strong analgesics, Coordinator** (Annex 24)

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
sighage, precautions and
restricted access for
unauthorized personnel

Other corrosives, flammable
and cytotoxic materials shall
also be separated in a secured
and isolated area
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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

*If there are any missing items,
perform contingency step 5.171.

49.2 | Safety and Precautionary Warehouse *Warehouse
Measures Manager & Operations

- Maintain precautionary Warehouse Routine Checklist
measures to protect personnel |Officer* (Annex 7)

and ensure that protective *Corrective
personal equipment is Warehouse Requisition for
complete and in place. Supervisor & FP Warehouse
Logistics Operations

*|f personal protective Coordinator** (Annex 24)

equipment is insufficient,
perform contingency step 517
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4.7.2 | Fire Protection Warehouse *Warehouse

* Make standard fire Manager & Operations
extinguishers available in every | Warehouse Routine Checklist
storage facility according to Officer* (Annex 7)
national regulations *Corrective

* Visually inspect fire Warehouse Requisition for
extinguishers every two (2) to |Supervisor & FP Warehouse
three (3) months to ensure that | Logistics Operations
pressures are maintained, and |Coordinator** (Annex 24)
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.
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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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5.9 Request that the Warehouse Clerk*/Logistic Officer** create or update
Stock Cards and/or product labeling per pallet.

5.0 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.

511 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.

512 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.

5.4 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.

515 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.

517 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.
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6.DOCUMENTATION AND ATTACHMENT

6.1. Warehouse Operations Inspection Checklist

6.2. Location Map

6.3. Product Identification Label

6.4. Inventory Label Form

6.5. Stock/Bin Card

6.6. Incident Report

6.7. Service Request Form

6.8. Non-Conformance Form

6.9. Inbound and Outbound Summary Report

6.10. Temperature and Relative Humidity Monitoring Sheet

POPCOM -SCM-
WOM-SOP-04

® PICK AND PACK

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 For the central Warehouse Officer, prepare and sign
Management Officer shipping documents based on the allocation list and
(ASCMO)/Warehouse |[signed  Delivery  Notification  Form  (DNF).

Manager* Countercheck and approve assembled items.

Coordinate with 3PL the schedule of pick-up.
Warehouse Facilitate direct assistance during the process, if
Supervisor ** necessary.

Technical Action Officer | Approve and sign shipping documents based on the
(TAO)/ Administrative allocation.
Officer V (AMS)*

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

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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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

4. PROCESS FLOW

PICK AND PACK PROCESS (Central and Regional)

ASCMO/Warehouse
Manager*/

Technical Action Officer/

Administrative
Officer V (AMS)*/

Warehouse Supervisor** Supply Officer/RD/ARD**

Warehouse Officer*/ Warehouse Clerk*/
FP Logistics Coordinator Warehouse Utility Worker**

based on the Allocation List

Prepare Shipping
documents

and signed Delivery
Notification Form*

Prepare Shipping
documents
pbased on the Allocation
List**

v

- Pick Items based on the allocation list

Check and approve

and signed Deliver Notification Form

Place items in Designated area
for packing

assembled items

Any Yes

4

Assemble items per
destination

discrepancies

No

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

Adjust quantity

Update Location map and
Stock Cards

v

{

Inform Recipient and 3PL
for scheduled Pick-up

Pt

m
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5. PROCEDURE:

Ref

No. Key Step Responsibility Reference Document
51 | Generate/prepare shipping ASCMO/ *Approved
documents (PTR/BL/RIS) based |Warehouse Allocation List
on Approved Allocation List, Manager* (Annex 44)
Officially Approved Requests *Officially
from the Regional Offices and FP Logistics Approved
signed Delivery Coordinator* Request from the
Regional Offices
Notification Form (DNF). (Annex 45)
*Signed Delivery
Endorse to Authorized Notification Form
Personnel for signature. (DNF) (Annex 46)
See Annex 16 - PTR
See Annex15 - RIS
5o | Pickitems in the allocation list. | Warehouse Officer | *Approved
Proceed with the picking and & Warehouse Allocation List
packing of the order using Clerk* (Annex 44)
appropriate packing materials *Officially
and equipment. FP Logistics Approved
Coordinator & Request from the
If the item stated on the Warehouse Utility Regional Offices
Allocation List is not present in Worker ** (Annex45)
the warehouse, perform
Contingency Step 6.1.
53 | Place the products in the Warehouse Officer | *Approved
designated area & Warehouse Allocation List
Clerk* (Annex 44)
If the designated area for *Location Map
picking and packing is not FP Logistics (excel database)
available, perform Contingency |Coordinator & (Annex 1)
Step 6.2 Warehouse Utility | *Signed Delivery
Worker ** Notification Form
(DNF) (Annex 46)
54 | Assemble the commodities per |Warehouse Officer | *Approved
destination according to the & Warehouse Allocation List
approved allocation list and Clerk* (Annex 44)
signed Delivery Notification *Location Map
Form (DNF) (Annex 1)




v
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FP Logistics
Coordinator &
Warehouse Utility

*Signed Delivery
Notification Form
(DNF) (Annex 46)

Worker **
55 | Check and approve assembled | ASCMO/ *Approved
orders for shipment/dispatch. Warehouse Allocation List
Manager * (Annex 44)
If there are discrepancies, *Shipping
perform Contingency Step 6.3 Warehouse Documents
Supervisor** (Annex 12)
*Signed Delivery
Notification Form
(DNF) (Annex 46)
56 | Approve and sign shipping ASCMO/ *Requisition and
documents. Warehouse Issue Slip (RIS)
Manager & (Annex 15)
Technical Action *Property Transfer
Officer (TAO)* Report (PTR)
(Annex 16)
Warehouse *Delivery/Shipping
Supervisor/ Document
Administrative (Annex 12)
Officer V (AMS)& | *Gate Pass
Supply Officer/ (Annex 14)
Regional *Approved
Director/Assistant Allocation List
Regional Director** | (Annex 44)
*Signed Delivery
Notification Form
(DNF) (Annex 46)
57 | Update Location map and stock |Warehouse *Approved
card Officer* Allocation List
(Annex 44)
FP Logistics *Shipping
Coordinator** Documents
(Annex 12)
5.8 | Inform recipient and 3PL for the ASCMO/ *Requisition and
scheduled pick-up. Warehouse Issue Slip (RIS)
Manager * Annex 15)
*Property Transfer
Warehouse Report (PTR)

Supervisor**

(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

71. 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

79. Delivery Notification Form (DNF)

POPCOM -SCM-

WOM-SOP-05 ® DISPATCH

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.
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3. RESPONSIBILITY

Title

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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4. PROCESS FLOW

DISPATCH (Central and Regional)

Administrative Officer V

ASCP;I/I(;{]:Va;;r}ouse Warehouse Officer*/ Warehouse Clerk*/ (AMS)/Chief Administrative
Warehouse Sgu ervisor FP Logistics Coordinator** Warehouse Utility Worker** Officer (CAO)*/Supply
P Officer/Regional Director/

Assistant Regional Director**

Prepare Gate pass } Approve Gate Pass

Y
Countercheck items for

Endorse signed shiping documents to | dispatch based on Gate

warehouse officer/ Warehouse Clerk [ pass, RIS/PTR, and Delivery
Shipping Documents

Notify security personnel for incoming
pick up/dispatch schedule

Check appropriateness of
delivery vihicle

ﬂ;‘

Reschedule the pick up
> accordingly/change
delivery Vihicle

A

Is the vihicle
appropriate?

Hand over Shipping documents & ltems
"1 to3PL/ recipient for counter-checking

A

Supervise and countercheck in loading
of commodities

Y

Assist in the loading of
commodities

Y
Received Waybill from 3PL Ensure that 3PL/Recipient has property
and counter check based stamped the shipping documents
on the delivery documents

v

Review and affix signature ¢
on the delivery documents

Update Database, Stock
Card, Location Map, and
Warehouse Capacity Chart

Y

Filing of signed shipping
documents




v
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5. PROCEDURE:

Ef; Key Step Responsibility Reference Document
51 | Prepare gate pass to secure the |ASCMO/ *Gate Pass
outbound transactions and Warehouse (Annex 14)
ensure proper managing Manager*
inventory.
Warehouse
Information needed for Gate Supervisor**
Pass are as follows:
*Plate Number
*Type/Make of
vehicle
*Actual load
*Name of driver
and utility
5.2 | Approve gate pass Administrative *Gate Pass
Officer V (AMS)/ (Annex 14)
CAO* *Requisition Issue
Slip (Annex 15)
Supply
Officer/RD/ARD**
5.3 | Prior communication with 3PL Warehouse *Gate pass
on shipping details and check | Officer* (Annex 14)
appropriateness of delivery *Requisition Issue
vehicle and ensure the FP Logistics Slip (Annex 15)

following:

*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.

Coordinator**

*Delivery/Shipping
Document
(Annex 12)
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*If applicable, ensure Global
Positioning System (GPS) and
transportation monitoring
mechanism are
well-functioning.

If the venhicle is unfit to transport
the allocated items, perform
Contingency Step 6.1. Otherwise,
proceed to the next step.

5.4 | Hand over shipping documents |Warehouse *Requisition Issue
and items to 3PL/recipient for Officer* Slip (Annex 15)
counter checking. *Property Transfer

FP Logistics Report (PTR)
*If there are missing items Coordinator** (Annex 16)
discovered during checking of *Delivery/Shipping
3PL/recipient, perform Document
Contingency Step 6.2 (proceed (Annex 12)
to the next step). *Gate Pass
*If there are damaged items
discovered during checking of
3PL/recipient, perform
Contingency Step 6.3

5.5 | Supervise and counter check Warehouse *Requisition Issue

loading of commodities Officer* Slip (Annex 15)
*Delivery/Shipping
FP Logistics Document
Coordinator** (Annex 12)
*Property Transfer
Report (PTR)
(Annex 16)
*Gate Pass
(Annex 14)

5.6 | Ensure that 3PL/Recipient has Warehouse *Requisition Issue
properly stamped the shipping | Officer* Slip (Annex 15)
documents *Delivery/Shipping

FP Logistics Document
Coordinator** (Annex 12)

*Property Transfer
Report (PTR)
(Annex 16)

*Gate Pass
(Annex 14)

it
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5.7 | Update database, stock card, Warehouse *Inventory
location map and warehouse Officer* database
capacity chart (Annex 6)
FP Logistics *Stock Card
Coordinator** (Annex 5)
*Location Map
(Annex 1)
*Warehouse
Capacity Chart
(Annex 2)

5.8 | Filing of signed shipping Warehouse Utility | *Requisition Issue
documents Worker* Slip (Annex 15)
*Property Transfer
FP Logistics Report (PTR)
Coordinator** (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

71. Bill of Lading (BL)

7.2. Gate Pass

7.3. Inventory Stock Keeping Record
7.4. Stock Card

7.5. Inventory Database

7.6. Location Map

7.7. Warehouse Capacity Chart

7.8. Property Transfer Report (PTR)
79. Requisition and Issue Slip

7.10. Delivery/Shipping Document

&
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POPCOM -SCM- o TRACKING AND MONITORING

WOM-SOP-6-A (Distribution of Commodities)

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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4. PROCESS FLOW
TRACKING AND MONITORING (Distribution)

ASCMO/WarehouseManager*/ Warehouse Officer* / Warehouse Clerk*/
Warehouse Supervisor** FP Logistics Coordinator** Warehouse Utility Worker**

( Receive/Gather shipping
documents stamped by 3PL/
l€— recipient as reference for
A monitoring(3PL to submit
within seven (7) days upon
complete delivery)

General/Update Delivery |4
Status report D

No
Are commodities | Confirm and verify who
eceived by the intendeg 7| received the commodities
recipients
No
Are commodities ) )
received by the intended > Conﬁrrdn/\/ahdate extent of
recipients in good Iscrepancies

condition?

y

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

Y

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

Y

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

Y
[ Analyze and Evaluate the performance of ]

3PL based on the Contract of service
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5. PROCEDURE:

ﬁ%f Key Step Responsibility Reference Document

51 | Receive and consolidate Warehouse Clerk* | *Waybill/air Bill/Bill
shipping documents stamped Warehouse Utility of Lading
by 3PL/recipient for monitoring |Worker** (Annex 13)
purposes (3PL to submit within Delivery Receipt
seven (7) days upon complete (DR)
delivery). (Annex 14)

*Requisition and
Issue Slip (RIS)
(Annex 15)

*Property Transfer
Report (PTR)
(Annex 16)

5.2 | Update delivery status report ASCMO/ *Allocation vs.
based on the following: Warehouse Delivery Status
* Quantity of allocation vs Manager* Report

quantity received (Annex 17)
* Date shipped and received Warehouse *Delivery Status
» Remarks (i.e., in transit) Supervisor** Database (Excel)
(Annex 18)

5.3 | Validate the accuracy of the ASCMO/ *Wayhbill/Air Bill/Bill
shipping documents with the Warehouse of Lading
recipients via the Family Manager/ (Annex 13)
Planning Logistics Coordinator's | Warehouse *Delivery Receipt
(FPLC) digital platforms Officer* (Annex 14)
(messenger, email, group chat) *Requisition and
by requesting pictures Warehouse Issue Sip
(if available) Supervisor** (Annex 15)

*Property Transfer

The shipping documents should Report
contain the following (Annex 16)
information: *Incident Report
* Name of recipient (Annex 19)
* 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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If there are discrepancies in the
condition of the commaodities,
perform contingency step 6.2

5.4 | Furnish AMS*/Supply Officer** |Warehouse *Requisition and
and CHDs a copy of the received | Manager & Issue Slip
shipping documents Warehouse (Annex 15)

Officer* *Property Transfer
Report

Warehouse (Annex 16)

Supervisor & FP

Logistics

Coordinator**

5.5 | Submit a summary of the ASCMO/ *Allocation vs.
shipment report to concerned Warehouse Delivery Status
offices and personnel (POPCOM |Manager/ Report
Management and Department of | Warehouse *Cover Letter/
Health) Officer* memo attached

to the Allocation
Warehouse vs Delivery Status
Supervisor** Report (Annex 20)

*Performance

Evaluation Report

of the 3PL

(annual)

(Annex 21)

6.CONTINGENCIES AND CORRECTIVE ACTIONS

61. 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.

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.

7.DOCUMENTATION AND ATTACHMENT

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

POPCOM -SCM- o TRACKING AND MONITORING
WOM-SOP-6-B (FP Logistics Hotline)
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 Receive and review the consolidated reports from the
Management Officer FP Logistics Hotline. Provide assistance and supervise
(ASCMO)/Warehouse | the consolidation of the reports.

Manager*

In collaboration with the Administrative Assistant |,
Warehouse perform spot-checking, field validation, and
Supervisor** monitoring as the need arises.
FP Logistics Collect and prepare regional reports to be submitted

Coordinator (FPLC)** to the central office for consolidation. The FPLC may
also conduct spot-checking, validation, and
monitoring as the need arises.

Admin. Assistant I* Receive, consolidate, review, and validate regional
(FP Hotline) 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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4. PROCESS FLOW

TRACKING AND MONITORING (Hotline)

WarehouseManager*/ FP Logistics Coordinator** Administrative Assistant I*/
Warehouse Supervisor** (FP Hotline)

(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
Commodiities (POPCOM
Procured) from Provincial
\Health Office

v

Review the reports and
distribution list

v

(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
v

< Submit Reports

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

Submit the reviewed/verified Consolidate, review and validate
FP IORs and duly signed reports FP IORs and FP Logistics
to the Central Office. |-> reporting templates submitted

Correct discrepancies of the
reports Yes

Y

Y

Are there
A discrepancies in the
report

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

Y
Prepare quarterly FP Logistics
Hotline Reports Powerpoint
Presentation
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]
Y
Review the Quarterly FP Submit the quarterly FP Logistics
Logistics Hotline Report Hotline Report Powerpoint
Powerpoint presentation presentation and POPCOM
procured FP commodities
consolidated reports for review
and approval
A h Yes
d\screpreemtdirjm the > Correct discrepancies of the
report reports
No
Submit the guarterly FP
Logistics Hotline Report
Powerpoint presentation to
POPCOM management
(Executive Director, Deputy
Executive Director, Division
Chief) and Department of
Health-Family Health Office
Y
Conduct Random spot-checking and field monitoring if needed
Y
Submit monitoring or Activity reports to the Management
5. PROCEDURE:
Ref Kev S o
No. ey Step Responsibility Reference Document
51 | Collect, consolidate, and verify |FP Logistics *FP Inventory and
the following documents: Coordinator** Order Reports
v FP Inventory and Order (Annex 30)
Reports (IOR) from the POPCOM
city/municipal health offices Procured FP
(C/MHO) or rural health units Commodities
(RHU). Utilization Report
v Duly signed POPCOM (Annex 31)
Procured FP Commodities *Distribution List of
Utilization Reports from civil FP Commodities
society organizations (CSOs), (POPCOM
hospitals, private clinics and Procured) from
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POPCOM family wellness
clinic(PFWC).

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

provincial health
office (Annex 34)

5.2 | Review the reports and FP Logistics *FP Inventory and
distribution list based on the Coordinator** Order Reports
following: (Annex 30)

* Accuracy and completeness -POPCOM
of the gathered data. Procured FP
* The FP IOR should be duly Commodities
signed by the IOR In-Charge Utilization Report
(nurse or midwife) and (Annex 31)
city/municipal health officer. *Distribution List of
FP Commodities
(POPCOM
Procured) from
provincial health
office (Annex 34)
5.3 | Prepare the following reports, FP Logistics *Template No. 1 -

accordingly:

v FP Logistics Reporting
Templates for the IORs

v'Quarterly POPCOM Procured
FP Commodities Distribution
and Utilization Report

v'Updating of the Regional
POPCOM procured FP
commodities database

Coordinator**

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
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Distribution and
Utilization Report
(Annex 32)
*Regional
POPCOM
procured FP
Commodities
Database
(Annex 33)

5.4 | Submit reports to the FP Logistics *Template No. 1 -
Warehouse Supervisor Coordinator** 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)
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5.5 | Review, validate, approve and Warehouse *Template No. 1 -
sign the submitted reports. Supervisor** & List of
Regional MHOs/CHOs
Director ** 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)

5.6 | Submit the reviewed/verified FP |FP Logistics *FP Inventory and
IORs and duly signed reports to | Coordinator** Order Reports
the central office. (IOR) (Annex 30)
*Template No. 1 -
List of
MHOs/CHOs
Contacted and
IOR Submission
Monitoring
(Annex 27)
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POPCOM family wellness
clinic.

v 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)

5.7

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

For FP IORs:

* 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

Administrative
Assistant |*

*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
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oStock available beginning Regional
palance Inventory & Order
oQuantity received (DOH Report (IOR)
central office & others) (Annex 29)
oAdjustments (transfer from *Quarterly
other city municipalities, loss, POPCOM
damages and expired) procured FP
oTotal quantity issued (three Commodities
(3) months issuance). Distribution and
Utilization Report
* Remarks (Annex 32)
For Reporting Templates: *Regional
POPCOM

* 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

oFor Distribution, POPCOM
regional warehouses stock
status report

o{Jtilization report of all
service delivery points

procured FP
Commodities
Database (Annex
33)

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

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.

Admin. Assistant |*

*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)

59

Prepare quarterly FP Logistics
Hotline Reports Powerpoint
Presentation.

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

* All FP Commodities Stock
Status Report Consolidated
Excel Template

« All FP Commodities Utilization

Admin. Assistant |*

*FP Commodities
Stock Status
Report (Annex 39)

«All FP
Commodities
Utilization and
Stock Availability
Report - Regional
(Annex 40)

*All FP
Commodities
Utilization and




Part Il - Standard Operating Procedures

and Stock Availability Report
Consolidated Excel Template

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

510

Submit the quarterly FP
Logistics Hotline Reports
PowerPoint presentation and
POPCOM Procured FP
Commodity Consolidated
Reports for review and approval.

Admin. Assistant I*

FP Logistics

Hotline Reports:

*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)

POPCOM Procured
FP Commodity
Consolidated
Reports
*Consolidated
excel template
POPCOM
procured FP
Commodities
Distribution and
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it

Utilization Report
(Annex 37)

*Consolidated
excel template
Regional
POPCOM
procured FP
Commodities

Database
(Annex 38)

511 | Review the quarterly FP ASCMO/ *Quarterly FP
Logistics Hotline Report Warehouse Logistics Report
Powerpoint presentation based |Manager* PowerPoint
on the following: (Annex 47)

* Accuracy and completeness
of the gathered data

* Correctness of the formula
used

*If there are discrepancies

found, perform contingency

step 6.2.

512 | Submit the quarterly FP logistics | ASCMO/ *Quarterly FP
hotline report PowerPoint Warehouse Logistics Report
presentation to the Manager* PowerPoint
management (Executive (Annex 47)
Director/ Deputy Executive
Director) and DOH-FHO for
planning and decision-making.

513 | Conduct random spot-checking |ASCMO/ *Monitoring
and field monitoring as needed |Warehouse Report/Activity

Manager & Report (ISO form)
Administrative (Annex 43)
Assistant I*

Warehouse

Supervisor & FP

Logistics

Coordinator**




Part Il - Standard Operating Procedures

514 | Submit monitoring or activity ASCMO/ *Monitoring
reports to management. Warehouse Report/Activity
Manager & Report (ISO form)
Administrative (Annex 43)
Assistant I*

Warehouse
Supervisor & FP
Logistics
Coordinator**
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 | will revert the report to the FP
Logistics Coordinator for revision.

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

7. DOCUMENTATION AND ATTACHMENT

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

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

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

7.4 Family Planning Inventory and Order Report

75 POPCOM Procured FP Commodities Utilization Report (IOR form)

7.6 Quarterly POPCOM procured FP Commodities Distribution and Utilization
Report

7.7 POPCOM procured FP Commodities Database

7.8 Distribution List of FP Commodities (POPCOM Procured)

79 All FP Commodities Stock Status Report Consolidated Excel Template

710 All FP Commodities Utilization and Stock Availability Report Consolidated
Excel Template

711 Consolidated Excel Template POPCOM procured FP Commodities
Distribution and Utilization Report

712 Consolidated Excel Template POPCOM procured FP Commodities
Database

713 PowerPoint Template All FP Commodities Stock Status Report

714 PowerPoint Template All FP Commodities Utilization and Stock Availability
Report - Regional Level

715 PowerPoint Template All FP Commodities Utilization and Stock Availability
Report - Regional and Provincial Level

716 PowerPoint Template Progestin-Subdermal Implant (PSI) Report

717 Monitoring Report/Activity Report (ISO form)

718 Quarterly FP Logistics Report PowerPoint

&

_
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LIST OF REFERENCES

1. Republic Act No. 10354 otherwise known as the “The Responsible
Parenthood and Reproductive Health Act of 2012”

2. Republic Act No. 11223 otherwise known as the “Universal Health Care Act”

3. Administrative Order No. 2013-0027 - Good Distribution and Good Storage
Practice

4. Commission on Audit Government Accounting Manual
5. Republic Act 9711 - Food and Drug Administration Act of 2009

6. John Snow, Inc. 2017. The Supply Chain Manager’s Handbook, A Practical
Guide to the Management of Health Commodities. Arlington, Va.: John
Snow, Inc.

7. World Health Organization, Technical Report Series, No. 957, 2010 -
Annex 5

8. Guidelines for Warehousing Health Commodities. Arlington,
Va.: USAID | DELIVER PROJECT, Task Order 4. Second edition

9. Joint Memorandum Circular No. 2019-01 Policy guidelines for the Intensified
Implementation of the National Program on Family Planning (NPFP) towards
Better Health Outcomes, Poverty Reduction, and Socio-Economic
Development

10. POPCOM Guidelines No. GL-AD-18-008 Property and Supply Management
System of the Commission on Population

11. POPCOM Memorandum No. 2020-965 Addendum to Property and Supply
Management System of the Commission on Population and Development

12. POPCOM Memorandum No. 2018-398 FP Logistics Concerns and Modified
FP Logistics Reporting Template

13. Department of health Department Memorandum No. 2015-0384 dated
November 10, 2025 Establishment of the Family Planning Logistics Hotline
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ANNEX #1 - Location Map

Warehouse Locator Map (Quantity/No. of Boxes)
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ANNEX #2 - Warehouse Capacity Chart
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ANNEX #3 - Non-Conformance Report

Republic of the Philippines
Commission on Population and Development
Welfareville Compound, Brgy. Addition Hills

mmM Mandaluyong City

muwering Filyana Famies
NON-CONFORMANCE REPORT
I
I. DETAILS OF ]
Supplier / Source:
Supplier / Source Address:
Email Address:
Contact Number:
No.:
Tracking
A. Before Delivery B. Before Delivery
[RSD No. RSD No.:
DNF No./ Pre alert reference: DNF No.:
Incomplete document Incorrect Warehouse Location
Incorrect document Arrived beyond cut-off time
Others: Incorrect Dimension and Volume of
Quantity / UOM:
Incomplete document submitted
Incorrect document submitted

Invalid date of delivery

Incomplete/No samples submitted

With Findings/Discrepancy against

Damaged -

Expired - Quantity/UOM:

Inappropriate handling during

Excess quantity delivered against the

Quantity / UOM:

Prepared By: |Validated By: |Acknowledge By:

Signature:

Name:
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ANNEX #4 - Certificate of Acceptance (COA)

Republic of the Philippines

COMMISSION ON POPULATION AND DEVELOPMENT

Empowering Filipino Families

COA No. Date Issued:

CERTIFICATE OF ACCEPTANCE

This is to certify that has submitted the
following outputs on as partial fulfillment of the Contract of
Service/Job Order No.

1.

2.

Further, this is to certify that the abovementioned outputs were checked,
inspected, reviewed and found to have satisfactorily complied with agreed

specifications and requirements cited in the contract and terms of reference.

Hence, the outputs are hereby accepted and due for the second tranche of
payment for a total amount of (PhP ]

representing 50% of the total contract price.

Recommending Approval: Approved by:
Division Chief Executive Director
Form No. COA-AD-FM032 | Version No. 02 | Effectivity Date: April 1,2019 |

Welfareville Compound, Acacia Lane, Barangay Addition Hills, Mandaluyong City, Philippines, 1550
Tel: (632) 531-7051 * (632) 531-6805 Fax: 533-5122 Website: ‘
nmmmissicnonpomlaﬁun o s @0fficialPOPCOM
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ANNEX #5 - Stock Card

POPCOM

Fmpowering Filipine Familles

Appendix 58

STOCK CARD
Entity Name: Fund Cluster:
Illmn : ISlock No. :
|Pescription - Re-order Point -
Unit of Measurement ;
Date Reference Hecelpt L Belauce No. of Days to Consume
Otv. Qtv. Office Oty. ! :
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ANNEX #6 - Inventory Database (Excel)

Tnvttlory Pakabase

Sncas) ’ _ Date | lotno/Batch | o o o |Quantity Cost ¥ it | EPUOB G Date Date Received | Remacks
Tune 388,

001 |Frogestin Sub-dermal Implant ’Zuel.!'al FPharma 2020 Ba000!
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B3.640) loly 9. 2000 | fuly 15 2020
B7.5500 [aly 92020 | July 92020
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B0060] 10y 9,2020_| Juy 13,2020
060| faly ¥ 2020 | July 152020
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: 33086500 1770] BARMM 38.410]_fuly 8,202 | Jaly 15.2020
24761750 315 CAR 36.095] July9.2020 | fuly 18,2020
18586750, 9 NER 38.505] Juiy 8, 2020 | faly 8.2020
i 15336750]  5000| LIKHAAN 23,508 fuiy 21,2020 | July 20 2020
: 14,231.750{ 1700 H'WS 21.895( Oct 10,2020 Dct!izigll
i 3
[ e I i g:;t?n:& i
770575040 T35 Nov. 19, 2020 | Now 18 2020
7.540.750) 100 Region 44 11,755] Nov. 232020 | Now. 23, 2020
T ) 1168 Nev. 26,2020
K + 2020
| 7101250]_ 770 | Regien2 L0355 Dee 22020 Do

e s == Tl
= - 2

ANNEX #7 - Warehouse Operations Routine Checklist
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™ ;’Tﬂ;’:‘:ﬂ“hl'*'m“m 24 s Transport Yo | o  Arfina Taken Carrerttve Action [
40 {hurrier of sheves, pulbets, nicks 16 saMcient? JIR Winirmdetboashigf it Ay /ol
" Ml ey
01 fail beve? Are ardery deliered soachedaled (2 g
A2 | There are oo bowes on the fenrT
[ Thare 2 s sgragatnn betwsmm metaal aid sus
B ] Yes | 0| tnitind Action Taksn WA et
"
“ i A7 [Sbock cardsure swailabie ard i plated?
P R e 1 |Seck cards are kept inan oTgsmiaed marsee
. Ao producns stoded and recoeted [ cator - [ Savck card tracks rocanciiatiss of ke and
AT |Locaser carta are Soairie and updaoed? P Prysical imvenecry count and stock cnd halancs.
an [Produstsre store d acesr dng 18 FEFD rechod
patch au)
o [Are proanacts s commditivs stoved stderly, i fAre S0P available where regsired?
" _ Paw, e 7 for s s pecionst s shuring phermarticsls
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ANNEX #8 - Service Request Form
.
@ rorcom | SERVICE REQUEST FORM @ rorcom ‘ SERVICE REQUEST FORM
Form No SRF-AD-FMO54 Verston No.02 | Ef Date: April 1. 2019 Form No. SRF-AD-FMO54 Version No.02 | Effectivity Date: April 1, 2019
SRF Na.. Date: SRF Na, Date:
REQUEST FOR SPECIFIC SERVICE/ASSISTANCE REQUEST FOR SPECIFIC SERVICE/ASSISTANCE
Type of Service/s Requested: Type of Service/s Requested:
Requesting Division/ Office; | Requesting Division/Office:
Service requested from (Division): Service requested from [Division):
Date service is needed: Date service is neecled:
Requested by: Action on Request: Requested by: Action on Request:
— Approved ___ Approved
isapiiove giits Disapprove due ta
Signature over printed name Signature over printed name
DHvision Chief _—— Division Chief —————
Division Chief Division Chief
(To be filled-up by requesting Office) [To be filled-up by requesting Office]
Description of actual service rendered: Description of actual service rendered:
Service rendered by: Service rendered by:
Date service |s rendered: Date service is rendered:
Please rate the quality of actual service Sl4]3[21]1 Please rate the quality of actual service 5|43 ]2[1
rendered (5-Outstanding; 4-V. Good; 3- | | rendered (5-Outstanding; 4-V. Good; 3-
Good;2-Poor; 1- Very Poor | | Good;2-Poor; 1- Very Poor
Remarks: Remarks:
Rated by: Rated by:
Signature aver printed name Signature over printed name
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ANNEX #9 - Waste Material Report ANNEX #10 - Good Storage Practice
Guidelines

Farm No, WHE-FMD-FROE
WASTE MATERIALS Rapebis it oy tioeist
GAM- - of Vil
POPCOM REPORT et QFVICE OF THE SECRETARY
T e Effectivity Dabe: April 1. 2000 o0 031
ADMINISTRATIVE ORDER
N J0L0- DOAT
(- wmt Cluster ¢
¥ ybgmentution _af the Woskd Hesliy
oo . T SUBSECT :  Adopthon s 1y ! - .
| s LGP for Pharmsceutics) Produets, wod Annex 9 Guide 1
ITEMS FOR DESPOSAL Cacl B Tomatbing s s
Bem | Quantity tinit Description Oflicaid Rz 3
Mo (73 Ao
- L L RATIONALE
v hmumhwwﬂﬂmurlummmvm
5 the i homl e carriod sut in the principles
- nfwu-mmmmmn (Ginod Siprage Practice (65P) and Giond
: Distrituthon Practice (D
O The Muml Rocognition # gresment (MRA) created by the ASEAN
M menher States adopied the Prarmaceitical Inspecinmie Cooperation Scheme -
5 TOTAL - Good Manufewring Practive (PICA-GMIY =5 o standand for inspection.
el Cocryet Dol Aprmond wnmmwmmmw-wummm
“Searistire s Tinted Mo of Sapply ‘Sqgmature mer Printod M of Vead of - S 1o gomply with . uring and heatt
e Fraaty ot Agrariny e Shes Anthent e i reuirement (n PICIS cownivies, 0 eover new srems (ey biologicals,
- A et} mnd 1o adape 10 the changing scientific and indusirial
SREHNIEA Yo O iNAPHEPRON techondogy (e . bistech, paramestic reess tc.), The aim of such improvements
iy iy o i e _:u~~ﬁ#ﬁgmhmuammmnwuunc
Mem  _ Destsoved m“ﬁ
[ E—
e Saild m public suction
hem i W
Uil Cosrecs: [ Wirrsess. i Dhimprsscsl
g o Pl N o Tl
Ingeztinin OHicee Witnos:

ANNEX #11 - Manufacturer’s/Supplier's Stacking Recommendation

Manrfockets  [igflrs B9k peemmmtatabien

©BD SoloShot IX
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ANNEX #12 - Delivery/Shipping Document

PCOM

Emposvering Fifipirs Faanes

Delivery Receipt
DR Ni. |
Shi; Entity/ Name): POPCOM Central Office Destination (Entity/Name):
ly Chain M. ent

Welfareville Compound,
Address: Addition Hills, | Address:

Mandaluyong City

Py Date:
Contact Detail(s): 02) 531-6502 Contact Detail(s):
Item n Package Dimension (Wegl.r_&lng Quantity Hemarks
by:
Signature over printed Name

Received date:

ANNEX #13 - Wayhbill/Air Bill/Bill of Lading

‘h‘.\ EMR COURIER SERVICES INTERNATIONAL INC.

3 WE KEEP MOVING!"
BILL OF LADING
[reseenry—y—— Fae Humiear [ery pertoe] cHAmOES
o l iemm | |
esesda sl "‘Ei_uL_mm_rm_‘!-_hmnlh“-- £
C ST O A (“b«-) ﬁ‘m_\ RewenA GrTee ) hovin
[ Enmet Strmes Acdres o F Adl—.c:‘:\ﬂlnhmﬁr-n pesm—Y ;-l
Gy | Preseiesin i‘%ﬂtmw ity { Prarviescs ey S———
Lormd Adudrwas 1 e Address o D
DOMESTIC DOCLRENTL INTERMATIONAL Tj.—-wm Mode of Trasgonation | e Mods
Clnst s Oy s I[Jn._ (m[= ks [ e
Do O Bt O | G [ st
Facn Cirud el gt Bl Dhersaesibans [La'waty w1 o [omes
s Bl - W Dt us 35 luse | [Semeslbincton o
fl'm'r Frmarted Dot | Tra:
Derrgaan . Conoxta. rmrvartsl Dwscrgehon L arngre 1 Fimere & Sugraturs. Wandcutrrr gy L
Om Om ool O - DetiaL
[ r..ﬁ..... [Femre—y—— ke / Tore.

VALID FOR PAYMENT UNLESS ACCOMPANIED BY OFFICIAL RECIEPT

Wit - Sendery Copy Twllow  Oparation's Copy Fush - Invoice l:m Bhur - Acoouniing s l:m Garwsn - Consagies s Copy
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ANNEX #14 - Gate Pass ANNEX #15 - Requisition and Issue Slip

GATE PASS [Ep—
. PPN G v Weativity Dhrke: Agei 1, 2019 . PoPCOM REQUISITION AND ISSUE SLIP e
)
Gate Pass No._ Drate Lsmued:
Pty S - P e 1
THE SECURITY GUARD ON DUTY
Cammisseon on Fopulation I:‘n-- nu:-nmu-u-
Wellarivills Comjnind laz .
Maaniluluyong City Aaguiriion “Soed A valabie? e
TR Vrarpen Gy | e - e et
This is 1o suthorize Mr. (Ms, o the o bring
out fram POPCOM premises; ng the following fsupplies for the
purpase stated belaw:
Condition
Quantity | Unit Niasne and Description Serial Number pon
Retarn®
Puspose:
E i re—
Runwarks I
Autherrizod Bearvr [ i Approved liy:
Shgnuture over printed name Diviion Head / Chviel Admin Officor
I8 Facdity Custodian
= Tnspected by Guard an Dty ] Fapies
T Date Time | Location of | ]
Nane of Guard I | | I Signatare - - Paa -
A S B ] i
— i rerat hame.
Farl d ftemy's 1 3uupuive —
| | | | i
NOTICE TO BEARER:
L 3 cofites [foe for P . for the guard
1 - [Enr—r on Duty

ANNEX #16 - Property Transfer Report ANNEX #17 - Allocation vs. Delivery Status Report

St vp Tebieny Jind Bt

- ——
PROPERTY TRANSFER

POPCOM REPORT e Ayt

T Erfevamaty D, Age L 30L%
— W ¢ Status of DOH Allocation List va. POPCOM Shipped-Out Commodities
= T
Tor o i, | Wb A, Fomd II"-‘
Trmmir Ty (chund (ol i)

(SR Clabuse

O wempra Clombers ispmmite)
S g | Pty fon [r— e

J
e v Trareir Znd Quarter|
Region | 2021(Dow | JeAuity | Dateof Remarks
Allocation] Shipped | Shipment

Nl b Hameamid busbmel B Brrned b A
[ graties
[ rivird Samer
etamatin - e
b -
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ANNEX #18 - Deliver Status Database (Excel) ANNEX #19 - Incident Report

Statusof DOH Allocation Listvs, POPCOM Shipped-Out Commodities

2nd Quarter

Region || BADOR. | n:::: S
e . POPCOM
1 69,000 £3.000 RECEIVED TSRS TSRO B
1 13000 73000 RECEIVED
1| 38000 58,000 RECEIVED NAME OF WAREHOUSE OFFICE
L. | [} [}
4 AREHOUSE
: ::DDD :mn RECEIVED LOCATION OF W, OFFICE
L] ] [}
7 0 0 INCIDENT REPORT
Ho
8 45.000 - | Jume 28,2021 KO DNE I
1 78,000 78,000 i RECEIVED Incident Type:
10 B | 2 RECEIVED e
u 5000 8000 RECEIVED
12 [] ] Specifics:
H 15,000 15000 RECEIVED Person Invalved:
BARMM 4000 4,004 RECEIVED Cheonalogy of
o 5000] 25000 RECEIVED Rivors
NI 0 a Please attach
TOTAL| 497000 | 452000 (‘ P’lm“ :ul
ohe)
Follaw-up
Actin (53
Witness (o5}
(3
any] :
Contact Detalks:
Frepared by: b
. A Hame:
| Desigution;
Date;

ANNEX #20 - Cover Letter/memo attached to the Allocation vs. Delivery Status Report

COMMISSION ON POPULATION AND DEVELOPMENT

STATIS GF 011 Attt Lt v POPCOR Srtjpesdd 0t Crisnrtisdition

anuf sy 11, 301

- [ — [
- - e

SMVINA L. CABOT A M. MPIL 50 11 e |
| Emm [ [ —

[T




ANNEXES

ANNEX #21 - Performance Evaluation Report
of the 3PL

Supplier Infarmation.
I |
Eﬁ? | |
L =)
EVALUATION
Five (5)
Bl T | RO | LSO, | SRDeY | SERCIDON
1 2 3 4 H
Part 1

Percentage (%) of line items
delivered in full during the
ven review period over
delivery schedule reguired.
Percentagn (%) of the family
plans

]

=
g
&
£
i

within 15-30 days upon pick
from the DOH warehouse over

Y

t provided.
Percentage (%) of Proof ol
Deliveries [POD) returned to

atverse effect on the quality of the

9.6, Vehicles and container are of
sufficient capacity to allow orderly
starage of various commodities.
.7, Sufficlent security was provided
to prevent theft and
of thi

o8, Delivery schedubes were
established and route plan/s were
submitted 1o POPOOM CO FOS prior
to dispatch.
929, Has provided reverse logistics
(ﬁwddm-p)mﬁdyn::pm

s

| Other comesents and recommendations:

Evalusted by! Reviewnd by:
Warehouye Manager Pharsacist Section Head- Fleld Operationa Section
Nt

Chiel-Capacity

Thind Party Logistics

Part 2
Has provided packing materials and
human resource in hauling &
repacking, including labets of the
boooes which was provided by the
Commission on Popalation and
PLOM]

Has mada no dobiverios on weekends,
hodidays and beyond 5:00 M on
Moy W

ndaysto Fridays. _____
Has notified POPCOM Central Office
{00 Field Operations Section (FOS)
and

Has updated the POPCOM O FOS
Head and Regional focal person of the
status of shipping once commadities
are in transit.

Has practiced Good Distribution and
Fractices in the course of the

delivertes.

9.1 Persannel invalved in the

9.2. Personnel invalved in
distribution activity,/tes is equipped
with Persanzl Pratective Equipment

| (PPE).
9.3 Storsge area of the

Third-party
Logistics’ (3PL] is clean and dry and
withis bl

9.4 Vehicles and equipment used o
distribute are suitable for the

9.5, Vehicles and equipment are well-
maingained to avedd contamination,
build-up of any




ANNEXES ' '
—

ANNEX #22 - Temperature and Relative Humidity Monitoring Sheet

POPCOM

Thecked by, Vallsated | Approved by

ANNEX #23 - Calibration Certificate

fenima ol
MNamonas MemoLosy Lasorarony STANITARIDNS LKED
NEUL o re Preemss - R
S ! - toame uf Sumdardt | Make© Modsd Rimmryrl Traealiin
—_— Sraceabis 16 the S1 thiough
P Pol Fygeciotier ik Bii | Manonal Meriopy Lboraton
Chsiled Mirme RML< TP
| aE  opia
DPALACTA
Traceabile 1o the $1 thivigh
B P“';“,'[‘:m"" . (DT | Naional Metrdiogy Laberston

Diee gf € alsbranon Decomber 3, 0T ) ML - 100
Calibraneon e igatal Therme- Wy grometr:

Messlution {Thermametern) -~ 0.1 °C

Resohunon (Higormste) 1 %k CALIBRATICN PROCADURE
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ANNEX #24 - Corrective requisition for Warehouse Operations

|
= T L] ®
Fibmeeeting Fiigms Fossilies Signature: o
Hame:
A D WARLWHISE (O ICE Dslmmiont
o e
LOCATION OF WARKIOUSE, 0§FICE
Fikup o
CORRECTIVE
1 Conerol Nussher indicaterd for L
N @ T TRk fali ¢ i e
it st o e Quuality Chechlist
 o; sl s Nt g

- o Warchonise Extirior imphes:
Warchuuse Exterior & ek Iﬂdl\nlsndﬁmﬂbmm[mhrm
. Warshase Interkor

Warehous: |y ot

Waste Mansagement ingeired drainage for troubdeshooting

fiood Swrage Pracuces IHisrityution and Transport :LL ot g - specily far st recaVing:
Warehouse Processes and Formi Fafefy aed Socurity dispatch and parking of veicles.
¥ Woarstmse Signage and Label

. Ditwers: {office supplies,etc] | " P iterhar conceTT.

n Warshouse IRerior evamgles:

“marrnive I L Wally Boofy Ceiling innegriny - No of nales ek for
rpair,
i Floor imegrity - So. anid racks porton
fior repar,
i Yentilstion - Specify fans and
i o Facilitate proper ventilation inside the warshouss
whparooas{s)
W Vangond Mo, i, il fors, it )
and repiaced
V. Lightings - No. st OF BT 67
nﬁmﬁiwumr STATUS @ . b v
Warehouse Layuut exam,
Targel Dats Actml Dats Hesons for - i it ™
Fullifed Fullilied | detay (1 any) rnrmelo&mnum- M-Iulu&qmmna smmg: Stuging.
. | . nmnumma mmr-mmum.
[
| a Eomswapmmlw]mph
tems paper and
1 | marbuer for labeling, Ching/Plastic wrap for asch patit.
it e of umits for or - ghaves, Protective Shoes, Hard Hat and Reflective Vests, Request
calibration ] relative additional of necessary. Ensure that PPs am atways worn by stall during
humsid ity within the warshause and storercoms. warchause aperations.
ik pau.u N, ‘palets for il Cabinet far PEE - If oot yet availale. rquest for F'FE Cabinet asd
maintain acooedingly.
v, ‘uﬂmnwllﬂ:nﬂpﬂwﬂm spetify the space newdid 1o v, First Adde fox - Maintain Aiale B
1o po comtent 2% all times,
" y orCeThy. . Fire Extinguishers - No. of usils far maintenance, amd Mo of additanal
1) P
& Warchouse Processes asd Forms the warehoiss,
& FEFO;FIFO - spaeify the spare nieded o free up the space and maintain Wi Others thac may be sty and
Pemmdnmwlmﬂu
i Others that may h and form: & Sl youl Tecommendaions and requests.
coteerns 5 Munisar the progress of your request unc ulfied
3 printed name, (Stoen
I and Litbel - $pecify additional sigr st 1 Manager)
[ for i 7 Sige = 3 d dusignatio i3
measures. . I ;
*WOTE: Take cor each
#  Warshouse Equipment
i m,ﬂmm-xmumw s.mmrmnnmmum requiess (if appifcehie)
property
ik (thers that muy - quip
B Warstauss Housekeeping
I Dunln. Hal ih S
ii. nodml'nw- Rexjueat If necesaary.
i
pest e ware hoase.
v, Oibwers w
I Wit ManageEment
I Trash Bins - Ensure M. of trash ane
of wastes,
"
dusposal af troken
. et | according W-appropriote guitelines.
Wl Uthers tat
| Uistribution snd Transport - Nefr to TOR/ Contractwith Third Party Legistics if
meesary
b b Safuty nnd Security %
i Doars/Windows integraty - Specily the type and quantity of lock seeded
w bo Fepaced. Hecuest additional units if needid. Considor instatiarion
of serurty fars I necessary.
i WDUEMF el b (FPE} - Specil

Iy B
Tor st Apran, Warehouse hand
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ANNEX #25 - Product Identification Label ANNEX #26 - Inbound and Outbound
Summary Report

POPCOM Procured PS| Summary of Shipment

- POPCOM [ [ i Rerzired. [ [—

e [ [T i pam e ey
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ANNEX #27 - Reporting Template No. 1 - List of City Health Offices (CHOs) or Municipal Health
Offices (MHOs) Contracted and IOR Submission Monitoring

FP Logistics Hotline Reporting Template No. 1

List of CHOs/ MHOs C d and IOR ing
Quarter & Year
Region __
fncoming. Reasons for Hemarks amit
anid Call} 1 non-
m-;n':” Desiguation contacted/ Visited
5 R comearns
Yea No o ;m. Yes I w0
s v < r] - T & W M ™
DAPMARA R 1
DUMARAN RHL 2
DUMARAN RHU 3
HIAD/CHD 2
Subrotal
MHD, 1
MHofcoz | | | | ] | || | | | |

Prepared by: Reviewed by: Approved by:

FP Logistics Coordinator Supervisor Reglonal Director




ANNEXES

ANNEX #28 - Reporting Template No. 2 - List of Assisted CHOs/MHOs on Issues and Concerns

FP Logistics Hotfine Reporting Template No. 2

e Qurter & Year
Heglon__
Origin of Concern
Date of when s | dientatf| ssussand | Acton Taken by Acton Takenby |
ey RS “&m Concerns | [PLEES | WasTaken | offce pronsigpall £ 5 Rt sl Wi oy peetA by
addressed

1 1 | | 1
I | i Il =]
! I I 1 1 = | I | ! I 1 1 1 1
L 1 | 1 1 1 | i | 1 1 | | 1 ]
Pregared by: Beviewed by: Approved by:
FF Logistics Cooedinatar Supervisor Regional Directar

—Guarter and Vear
Reglon _

wont | woe: | wemwa | dows | weees | owoss | owior | oo | s | womn [ sposs | s | e | e | o

FP Logistics Coordinator Supervisor Regicnal Director
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ANNEX #30- Family Planning Inventory and Order Report

FAMILY PLANNING ISVENTORT AND CRDER FORM

AN (F FACILITY (M0 AN G PROVINCE:
DATES COVERED {3 MONTHS): NCR
BATE ACCOMPUSHED,

PREPARED BY. WOTED Y.
Name B

Dnsignanion Degron
Contisct Nes Contact N,

ol A Erneai Akt

ANNEX #31 - POPCOM Procured FP Commodities Utilization Report (IOR Form)

POPCOM Procured FP Commodities Utilization Report
FAMILY PLANNING INVENTORY AND ORDER FORM (I0R)

NAME OF FACILITY (MHO/CHO/CS0) /Organization /CS0: NAME OF PROVINCE:
DATES COVERED : REGION:
DATE ACCOMPLISHED:

PREPARED BY: APPROVED BY:
Name: Name:
Designation: Designation:

Contact No.: Contact No.:
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ANNEX #33 - Regional Data for POPCOM Procured Family Planning Commodities

Regional POPCOM Procured FP Commodities Database

Dates Covered:
Reglon:
asof
Chscsteda e Socae iz £30) o] PP Acres ket oS Do Pt
Nassesf.
il [ i
(eiverd Dy by Tl
& Mursopal iy Namel Feguedl | Resucky
Nameod | Qumy todke Someel | Quumy dm Gy Suckm PO bl | Qustty |sckin [ Sk G
aamuuuumhuumu_‘ummmﬁﬂuﬁﬁuﬂn ‘ﬂl-f
Do pbudnk
prir FOPCIN Bogeeal
e Waene]
Tal
Prepared by: Reviewed by: Approved by:

FP Logistics Coordinator Supervisor Regional Director
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ANNEX #34 - Distribution List of FP Commodities (POPCOM Procured)

| ANNEX B l

Faggessev rimg Fie Fiamsilics

Form No. DL-MU-17-FM001
Version No. 01

POPCOM | DISTRIBUTION LIST  gfcctive bate | April1,2019

| Page 1of1
PROSPECT BENEFICIARIES OF PROGESTIN SUB-DERMAL IMPLANT (PSI)
For the Month of & Year
Region
Title of Activity Target Date of Location | Remarks
Beneficiaries | Activity
1
Z.
A
4.
5.
6.
7.
8.
9.
10.
11
12.
13.
14.
15.
Prepared by: Certified Correct: Approved:
FP Coordinator Provincial Health Officer Regional Director

File Name: distribution list of fp commodities (popcom procured).docx_RPFP TOT in Subic
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ANNEX #35 - All Family Planning(FP) Commodities Stock Status Report consolidated excel template

2022 FP Commodities STOCKOUTSIOVER STOCK based on the Submitted Consumption Meport ped egion as of 2022
REGION PROVINCE MUNICIPALITY { HU [5uBmiTTED STOCK DUt OVERSTOCK
LOCOS REGON LOCOS NORTE ADAMS
— LOCOSFEGON LCCOS NORTE EALAFRA
T LCCOSFEGON LOCOS NORTE BADOL
[0S AEON OC0S NORTE BANGL
— LOCOSPEGON OG0 NORTE EANHAESPEIT]
LOC0S REGION [0S NOFTE — BUAGOS
[GC0S NORTE
[OCOS NORTE CIT7 OF BATAC
BCOS NORTE
LOCOS NORTE ONGRAS
LOCOS NOF CADAG LT [ aptai]
CCoTIoRTE WS
LGS NORTE TJEVAERA
OS5 NOATE FROAY
[OCOS NORTE PASUCUN
LOCCIS NOFTE
FEGLN LGC0S NOFTE PN
T LOCCOSREGON LOCOS NORTE SANMICOLAS
—_LOcoerECN LS NORTE SARFAT
 WOCOSREGION 0TS NORTE SOLSaNA
ILOCOS PEGIDH LOCOS NORTE VINTAR

2022 FP Commodities Zevo Stock (Stock Out / Overstock) based on the submitted
Consumption Report of Main MHOs/CHOs per Region

% of IDR Ho. of IOR Not
SUBMITTED Submitted

1 o o o0 e [ @ o 2
%3 g g o g 9 g o ] a s 0
1% | - | o OI/0 o g a o a ) o= 0
Regor 44 142 ] 3 oo E o 9 g g g o 2
Regior 48 7 0 0 @i/ 0 0 9 o 0 [ o 0
Ragion s 114 o g oo 8 b g 8 8 o o™ o
AR 77 0 o oo o 0 @ [ g 0 o= o
[ 17 o g 0iV/0! g 4 8 Hiog [ [ o o
Sagon €& 131 - o 2 O /o P 2 L e o o e L)
Rt | o g w0 3 [ o g 0 2 o 0
Regon® 143 o o #O1V/01 ) g 9 g [ ) o o
agion 3 1 o 0 o/ ) 0 5 @ o o | o |
Regior 10 83 4 o L 2 2 e =] o o o8 o
Region 11 4 a g [ wwor g a | o 0 o o [ = T 0
Ragior 12 8 8 /o 2 o 8 o u o T 0
Ragion 13 6 w001 e o s s o a ) o
BAEMM g 0! o o ] o o 0 o 8
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Halance

{Subsraction)

— Quearter 202_Total Urilization and Steck Availakle Bepart of Al Regiony

Tetal Ending

“Total Beginming
Ualanee

Testal Commodity

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

Total Ending
Balanes




ANNEXES

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

Consolidated POPCOM Procured FP Commodities Distribution Report
Dates Covered:

POPCOM Regional Recsived Total Distributed n Stacl Percentage
Offices/ - T on Qu:nlity % Remarks
Warehouses Allocation | Month1 | Month2 Month 3 | Distribution | Hand Distributed

on 1

on
on 44
on 4B

on 6
on 7
Region 8
Region 9

an

an
Region 13
[BARMM

NCR

=

TOTAL

Prepared by: Reviewed by: Approved by:

Consolidated POPCOM Procured FP Commodities Utilization Report
Dates Covered:

Delivered Total Quantity Utilized of
Total Stocks on
Regions antity to Quan marks
Q;ﬂgu Month 1| Month 2 | Month 3 | Utilization|  Hand um;t; Re

Region 1
|Region 2
|Region 3
|Region 4A
|Region 4B
|Itegian 5
|Region 6
|Ileglnr.| 7
|Region B
|Reglnn 9
|Region 10
|Region 11
[Region 12
[Region 13
BARMM
CAR
NCR
TOTAL

Prepared by: Reviewed by: Approved by:
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ANNEX #38 - Consolidated excel template of POPCOM procured FP Commodities Databbase

Allocated to CS0 o POPCOM Iy ik e  to DOH Reglonal Office - Counterpart
Quantity Stock on Quantity Stock on - Quantity Stock on
Recelved | UHliZatlon | Ty | Remarks Received Hand Issued Hand | Remarks
TOTAL o o o o 0 ] [ 0 o
.
Consolidated POPCOM Procured FP Commaodities Database
Dates Covered:
Allocated to Service Delivery Points
— | RiUs/MIl0s,CHOs; CPOs] PPD (POPCOM Regronal Offices, Hubs
PHOs/MHOs,/CHOs (POPCOM PHO v. Delivered Directly to Health Facilities or Health Facilities Pick-up PSIin Hospital/Clinics
POPCOM Reglonal | Quantity Stock an Stock on Cuantity Seock on
Offices/Warehouses | Received | VHHEton | “1o 1" | Remarks |Quantity Received | Utlllzation Hand Remarks Rocelveq | Utilization | ZEEl Remaris

TOTAL o o o o o [ L] [ [

Prepared by: Heviewed by: Approved by:
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ANNEX #39 - PowerPoint presentation of All FP Commodities Stock Status Report

FP Logistics Hotline

ANNEX #40 - PowerPoint presentation of All FP Commodities Utilization and Stock Available Report
at the Regional

FP Logistics Hotline

As of 202_

WS 0
{/I
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ANNEX #41 - PowerPoint presentation of All FP Commodities Utilizationand Stock Available Report
at the Regional and Provincial Level

FP Logistics Hotline
Asof _,202_

ANNEX #42 - PowerPoint presentation of Progestin-Subdermal Implant (PSI) Report

FP Logistics Hotline
As of 202

———" SEESSS———
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ANNEX #43 - Monitoring Report/Activity Report (ISO form)

ACTIVITY REPORT
. POPCOM ‘or Activities Conducted

Form No. ARA-PMED-FMOCE | Version No. 03 | Efectivity Dase: April |, 2049

F—
Impleneating Partners

Vemue: | | Date & Fime: |
Type of Partieipants: | [ e atpar

A HIGHLIGHTS OF ACTIVITY /DISCUSSION

| B. MAJOR AGREEMENTS [With speciflc Timeline]
Agresnisnts.

| C. DESERVATIONS & RECOMMENDATIONS
| C OBSERVATIONT B RSO B —

. ched Bailding

Prepared by: Reviewed by:

ANNEX #44 - Approved Allocation List

Republic of the Philippines
Department of Health
OFFICE OF THE SECRETARY

2nd Quarter
Regional Allocation of Family Planning Commuodities and Supply for Delivery

Combined Progestin Cervical

Orsl Progestin | Mate Intrauterine Sobwlermal rsl Crele Family Sympi-  Basal Body |
Regious | . Only Pills | Injectables | Desice | Anciltary  ="F | Planniog  Thermal = Tem 00 il Bmaiind]|

l.:;:)rau;{l'lhm (popy | Condom | AU |-(-=;:u | Kis Beads | o I. Chore ‘!';::" lc‘;'-.:: meter

NCR = : 5 - S asE s -1 3| [ 3 ¥ :
CAR i 35,000 | 28500 | 100,800 =] Sl 2304 | 23M 560 100,000 | - - 200 |
Regon | | 60,000 | 33600 §4,000 - -1 288 W50 B - -] - .
| Regon2 | THO00 | mapo0 | 43200 - 7w = | | -1 =| =] - -] s
Regiond | 4,000 | -| - x| - 2ss | 2808 - - -1 - - 300
| Regiondp | -] Ha0] -] = 300 | 1512 15127 500 | 60000 | =| - =] 3l
| RegiondB 19,000 | -1 7500 | - Esoo| raM| 13 -] S0 -1 -1 - -
| Repons | < 0se00 | 320400 = 1500 6336 6336 1000 100,000 500 so0 S0 sad |
[[Bapend : -1 324w | -] -] = [ | - | ' % ) I

Region 7| S T T i - SgEE SEER 1000 | 100,000 500 500

Regions | 45000 | 55200 14400 Z . 6120 6,120 | - - - - -
| Regions | THO00 | 50400 | 100800 - -1 | -1 -| soo00] [ -1 55 T |
Ficgion 10| 2000 45600 | 115200 - 10000 309 309 | sog0n | -1 - - | -
Reglon 11| 78,000 ST | -1 786 786 - 50000 1000 1000 | 1,000 .
fegion 11| - 12000 205200 - 10000 11448 (L 448 - 360000 200 | 00| 20 50
Region 17 15000 24000 236,800 | oo | sl 108 = 50000 | 100 | 0o | o0 B
BARMM 9000 o800 SN0 3| [ : | 5 -1 = 1 Al R
TOTAL 407000 ATHAG0 1,616,400 - BE0 S0S44 S0S44 | 3500 BES000 2300 200 | 238 1400

Fisding | han | seans Commpovrd, Rial Avemin. s Crie, 1001 Manika @ Trak | s 6317900 kacal 115, T, (137
Dt Lime: 71 | MS0L T 14408 Firn: 7431420 m (S bttt v e-emmil- Tiduggues ol iow ph
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ANNEX #45 - Officially Approved Request from the Regional Offices

Contrd Mo ORD-23, (4. 078

@ PoPcoM MEMORANDUM

1

1]

FHMA R YATT
gl Bircter FOPCOM Riglatal 00y |

£ e i
USFE AN ANTONID & F}'.Ill‘l 1L e, MPn
Ersutive trvsne M
L.

HESPONSE T REQUEST FOR RE-SUFPLY OF FSECOMMODITIES

ANNEX #46 - Delivery Notification Form (DNF)

Form No.
POPCOM DELIVERY NOTIFICATION FORM s
i i o b
Effectivily
Dt
[DNF Control Number l !Dlh: [
Item Description Expiry Date Dimension per box uoM Allocation :n' of Quantity per Box Cost (Fhp)

Please check hox below:

[pebverytocatias ][] Dot Warshouse Jaddress |
L

ID

POPCOM
(ffice/Warchouse Address

oty ofneiven: LT Pl U7 paras ]
e
Accounabile Oifices/ Chasser . POPCOM CENTRAL WAREHOUSE Enwamwmmm

T ey Rerewed Teoorme
i
Printed Name ¢
o
Date :
NOTE:
1. Please email back th o fil or before:

2, ¥ Is at POPCOM Office/ presence of DOH personnel is recommended.
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ANNEX #47 - Quarterly FP Logistics Report PowerPoint

Vi

Sty H
g

FP Logistics Hotline
As of e

] » -
FP Logistics Hotline

FP Logistics Hotline
As of 202

FP Logistics Hotline

As of 202_

As of _ _,202




