
 
 

 
 

PROCESS FLOW OF ISSUANCES IN THE LOGISTICS MANAGEMENT UNIT 

A. Issuances of Office Supplies : 
 

 

 Submit  letter request                               Approval of letter                               Prepared requisition 

   of needed  supplies                              request by LMU – Head                           issue slip (RIS) for 

by requisitioning officer                     based on available stocks                                issuances 

 

 

Signed requisition  issue                       Signed  requisition issue                    Signed requisition issue                                            
   slip (RIS) by receiving                                 slip (RIS) by LMU -Head                               issue slip (RIS) by 
            personnel                                                                                                                      requisitioning  officer 
                                                                               

 

                                                                 

         Releases items to                            Provide 1 copy of RIS to 

               end - user                                        end-user and 1 copy to                       

                                                                            security guard before exit 

      

 

 

 

B. Issuances of Drugs & Medicines, vaccines from dispensing : 

 

                                           Drugs and Medicines 
 

 

 

    present prescription                               Approval of prescription                                Encode in the logbook 

letter of requested drugs                 letter by LMU Head based      the drugs & medicines        

        and medicines                                          on available stocks                                               requested  

                                                                                                               

                                                                                

                                                                              requesting personnel                                   Dispensed drugs and 

                                                                                 signed in the logbook                               medicines to requesting 

                                                                               for recording purposes                                         personnel 
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                                                             Vaccines 
 

   Present prescription letter                      Counter signed in prescription                         Prepared requisition 

        of requested vaccines                               letter by the LMU –Head                                issue slip (RIS) for 

       approved  by program                             based on available stocks                                      issuances 

                 manager 

    

 

 

        Signed requisition issue                             Signed requisition issue                              Signed requisition issue 

         slip (RIS) by receiving                               slip (RIS) by LMU - Head                                      slip (RIS) by  

              personnel                                                                                                                              requisitioning officer 

               

 

 

         Released vaccines to                                     Provide 1 copy of  RIS to 

        End – user / recipient                                recipient  and 1 copy to security 

                                                                                         guard  before exit 

                                                      

                                                                                                   

 

C. Issuances of Drugs & Medicines, Vaccines to Extension Offices / LGU’s : 

 
 

 Allocation list / order                           Prepared Property                                Review /signed the 

Form / letter request                       Transfer Report (PTR)                       Property Transfer Report 

from LGU’s approved                                                                                                 by LMU Head      

    by the Director                                                                                                       

              

  

      Released drugs and                               Signed and received                               Prepared / packed 

     Medicines to end-user/                        the Property Transfer                            drugs and medicines 

               recipient                                          Report by end-user /                                for issuances  

                                                                                  recipient 

 

     Provide 1 copy of RIS to end – user/ 

     recipient and 1 copy to security  

                guard before exit 
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D. Issuances of Medical, Dental and Laboratory Supplies to Extension Offices / LGU’s. 

 

 

 

Allocation list /                                 Prepared Property                                    Review / signed the  

     Letter request from                          Transfer Report (PTR)                           Property Transfer Report 

     LGU’s approved by                                                                                                           by  LMU -  Head 

         the    Director 

  

 

       Released medical,                               Signed and received                                    Prepared / packed  

     Dental & laboratory                           the Property Transfer                                 medical, dental and 

    supplies to end – user /                       Report by end – user /                              laboratory supplies for 

              recipient                                                   recipient                                                      issuances 
 

 

        Provide 1 copy of PTR to 

      end – user / recipient and 

      1 copy to security guard 

                  before exit 
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E. Issuances of Equipment to Extension Offices /  

 

 

 

           Allocation list /                                  Prepared Property                               Review / signed the 

     Letter request from                           Transfer Report (PTR)                       Property Transfer Report  

     LGU’s approved by                                                                                                        by LMU – Head 

            the Director 

 

 

 

        Released equipment                          Signed and received                              Prepared / packed 

    To end – user / recipient                     the Property Transfer                        equipment for issuances 

                                                                           Report (PTR) by 

                                                                        End-user / recipient  

 

 

       

         Provide 1 copy of PTR to  

        End-user / recipient and 

        1 copy to security guard 

                   before exit 
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