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1.0 OBIECTIVES

Ll Establish guidelines in the General Services Division particularly on the
receipt and issuance of fittings, equipment and tools, repair and maintenance
of equipment, and other support seryices needed for the daily operations of the
SMWD.

2.0 SCOPE

This procedure defines the responsibilities and authorities for all fittings, equipment

and tools of SMWD including the process of recording transactions.

3.0 REFERENCES

3.1 ISO900l:2015 Section7.4,7.4.I,7.4.2,7.4.3

3.2 Procedure for Communication

3.3 Procedure for Resource Management

3.4 Procedure for Purchasing

3.5 Procedure for Control of Records

4.0 RESPONSIBILITIESANDAUTHORITIES

Division Manager (General Services Division), Property and Supply Officer and

Assistant, Storekeeper, Administrative Services Assistant, Building Maintenance,

Clerk Processor and Driver.

5.0 PROCESS
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5.t PROPERTY AND SUPPLY

5. I. I. STOREKEEPING AND WAREHOUSING

RECEIVING. INSPECTING AND STORING

Storekeeper shall receive and store materials after ensuring the following:

l. Delivery of materials shall be received on all working days only during working hours
(7:30 AM !o 5:00 PM).

2. Supplier's Sales Invoice and/or Delivery Receipts to be signed by the person receiving
the iterns. Storekeeper must compare the Delivery Receipts to the approved Purchase
Order. NO PIJRCHASE ORDER NO ACCEPTAIICE OF DELMRY

3. Storekeeper and the delivery personnel shall count the items one by one base on the
Delivery Receipt and Purchase Order.

4. All apparenr damages/leakageVbroken seal identified in the iterns during receipt will be
recorded in the Sales Invoicey'Delivery Receipt and bring the same to the attention of
purchasing official or concemed authority.

5. Verify the identity of the material received. Ensure description of the maenal given in
the Purchase Order and numbef, of contarnerVpackages received as per Delivery Receipt
and Sales lnvoice.

6. IAU/o verification based on physical verification by way of counting and measuring. lt
should be oonfirmed that the iterns are received in good condition and as per our
specifications.

7. For items delivered thd 8re not compliant with the district's specification shall be
returned immediately to the supplier's representative. Rejections should be handled
promptly and with good judgement. The responsibility for retum ofreject€d materids lies
with the Storekeeper and the materials and supply inspecting personnel. The Procurement
Analyst must be informed ofthe rejectron.

8. After confirming the quantity and quality of the items, the storekeeper will acknowledge
the receipt by affxing his signdure to the "Received" portion ofthe Delivery Receipt.

9. The storekeeper shall store the materials within 24 hours ofreceipt for storage.
10. The storeke€per shall prepare Inspection and Acctptance Report (IAR). Inspection and

Acceptarce Report will be serially numbered in four (4) copies to fumish the following
divisions: Finance, General Serviceg Procurement and Materials Quality Division. The
following must be completely filled up:

o SuPPIier's Name
o Reference Number (provided by storekeeper)
o Purchase Ords Number (found on PO)
o D*e of PO (found on PO)
o Dae of Delivery
. Content: Stock Code (found on PO), Item Description, Unit, Quanfity, Amounr

(found on PO).
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ll. All materials received wrll be recorded on the stock record (bin card) as per format
atached as Appendix 'A'. The following fields must be filled up on the bin card:

. Dde - the date oftransaction.
o Reference - the IAR number.
o Received - quantity of items r€ceived.
o Balance on hand - add tle received items from the previous balance on hand.

12. Duly accomplished Inspection and Acceptance Report (IAR) attached with duly signed
Sales Invoicey'Delivery Receipts and a copy of the Purchase Order shall be forwarded to
Procurement Division for recording and monitoring purposes ofthe Annual Procurernent
Plan.

13. The Procurement Division shall tum over the complete set of the Inspeclion and
Acc€ptance Report (IAR) to the Finance Division for stock crd updaing.

14. Original copy of Inspection and Acceptance Report (IAR) and the copy of the Purchase
Order (PO) must be returnod to the General Services Division immediately after updating
the stock card.

STORAGE

The term storage refers to the physical act of storing the materials in a stockroom on pallets, shelveg
racks, boxeg etc. with the objective of retrieving them later for issue to the user. The purpose of any
stordrouse is to provide to users the right materials, in the right quantity, and d the nght time.

l. The Storekeeper within 24 hours upon receipt shall store the materials and stacked on its
respective shelves.

2. In storing the materials andlor supplies delivered, Storekeeper must protect it from
temperature, moisturg pilferage, insects, rodentg etc.

3. Storekeeper must also consider the shelf life and this is specially so in the case of parntq
cement, chemicals (water quality), food (coffee, sugar, creamer). The oldest stock has to be
issued first (FIFO).

4. Siorekeeper, on or before the 5'" day of the succeeding month mu$ submit a Monthly Stock
Status Report to the Finance Division for checking and monitoring of inventories. Creding
Monthly Stock Status Report:

$[9g!: Opor "Monthly Status Report" template (excel file)

!ggg!: Encode all items on the following fields:

. Major type of Material & Supply Item - Name of Item
r Unit - per piec.e, drufiL s€t or box, etc.

. Last months Ending Inventory balance - on hand balance ofthe prwious month
(last day ofthe month, can be found on Bin card).

. Receipts - items received for the whole month (DR, RMS, found on bin card).
o Issued - items issued for the whole month (RIS, found on bin card).

. This month's ending Inventory balance - end ofthe month ending balance.

o Reorder Point - Critical Level ofStock.
o Maximum inventory Level
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Pnnt the accomplished Monttrly Status Report and signed it.

Sten 3: Submit the report to Finance Division.

5. Maintenance of bin cad shall be done daily depending on the type of transaction (receiving or
releasing). Storekeeper must maintain adequate records of inventories, receipts and issues.

6. Storekeeper must maintain an adequate inventory level of each item taking into account the
average previous consumption of each it€m. Effrcient stock control must be implemented.
(Critical lwel: two (2) average monthly consumption)

ISSUES OF MATERIALS FROMTI{E STORE

The usual method of issue is by a Requisition and Issue Slip (RIS), which has to be approved by the
authorized officer from Finance Division. If a material has been issued on a verbal instruction because
of an emergency, then it has to be followed by a RIS without delay on the next working day. This
should, howev€r, be allowed only in exceptional cases such as On-Call Repair.

l. Requestor must present his/her Requisition and Issuance Slip (RIS) to storekeeper. Only items
with RIS shall be issued.

2. Only the Storekeeper and/or Property and Supply staff are authorized to draw the materials
from the stockrooms.

3. Upon receiving of RIS, Storekeeper checks if the concessionaire's name and RIS number is
the same from the attached Service Order (SO), Wder Meter Replacement Order (WMRO) or
Maintenance Order (MO) to avoid incorrect issuance of supplies.

4. After checking, Storekeeper prepares the items listed on the RIS.
5. For items listed on the RIS and are out of stock, the storekeeper shall cross out and marked

that particulr item on the RIS with'o/s'or cout of stock"
6. Storekeeper shall record all the issued supplies on bin card (each supply has its own bin crd).

Fill up the necessary fields on bin card:

o Date - the dae of transaction.
r Reference - the RIS number (found on the upper right comer of the RIS).

o Issued - quantity of items issued.

o Balance on hand - dedust the issued items from the prwious balance on hand.

7. The storekeeper and the requestor will check the items one by one to confirm that all items
listed on the RIS are complete.

8. After confirming the items issued are correct the storekeeper will sign on the "issued by"
portion of the RIS while the requestor will sign on the "received by" portion of the RIS.

9. The Storekeepo keeps the original copy of the signed RIS while the requestor keeps the

duplicate copy of the RIS.

10. Storekeeper accumulates the RIS of each working day, forwards to Finance division for stock

card updaing.
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