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	Receiving and Storage of Delivered Packaging Materials
	
	
	

	1. Is green copy of Receiving Report on file?


	
	
	

	2. Does the storekeeper/checker receives and check actual delivery then compare against RR in terms of quantity and product description? If in correct, does he request for corrected copy of RR?


	
	
	

	3. Does the storekeeper transfer materials received at the storage area?


	
	
	

	4. Are Receiving Report transmitted to the leadman?


	
	
	

	Packaging Materials Issuance to Production
	
	
	

	5. Is there an approved weekly production schedule and corresponding PO documents received from the planner?


	
	
	

	6. Does the inventory clerk review and check if PO documents are complete? If PO documents are incomplete (one batch equals one PO document), Does he identify the product and batch number and request for hard copy from Production Planner?


	
	
	

	7. Does the inventory clerk acknowledges the PO by signing in at the Production Planners Production schedule?


	
	
	

	8. Are PO being distributes to the storekeeper incharge?


	
	
	

	9. Does the storekeeper checks the PO if all packaging materials scheduled are complete? If not complete, Does he informs his supervisor and return the PO to the planner or request to change the schedule according to the availability of the packaging materials?


	
	
	

	10. Does the storekeeper selects and prepares the materials listed on the PO document based on the communication slip submitted by the production leadman?


	
	
	

	11. Does the storekeeper secures the duplicate copy of the PO document after the Production leadman signed the received portion of the PO document?


	
	
	

	12. Are PO being submitted to the inventory clerk to input on the computerized inventory system to update inventory balances?


	
	
	

	13. Is there a logbook maintained for PO document?


	
	
	

	Packaging Materials Issuance to Non - Production
	
	
	

	14. Is there a Material Requisition Slip (MRS) receives from requesting department?


	
	
	

	15. Does the storekeeper checks the packaging materials listed on the Material requisition Slip? If not avalable, Does he return the Material Requisition Slip to the requesting department?


	
	
	

	16. Does the storekeeper prepares and issues the packaging materials listed on MRS?


	
	
	

	17. Are the MRS being submitted to the inventory clerk to input on inventory system to update inventory balances?


	
	
	

	18. Are Materials Withdrawal Slip (non-production) prints in 3 copies?

White – copy for Accounting Dept.

Pink – copy for Material Store

Yellow – copy for Requisitioner


	
	
	

	19. Are Materials Withdrawal Slip (pink copy) on file?


	
	
	

	Packaging Materials Issuance to Third Party Contractor
	
	
	

	20. Is there a PO receives from the checker of the third party contractor?


	
	
	

	21. Does the storekeeper checks the packaging materials listed on the PO document? If incomplete, does he informs the supervisor who then follow-up the delivery from purchasing and return the PO to the third party contractor checker?


	
	
	

	22. Does the storekeeper prepares and issues the packaging materials listed on the PO document?


	
	
	

	23. Does the storekeeper secures the duplicate copy of the PO document after the checker counter signed the received portion of the document?


	
	
	

	24. Are PO document being submitted to the inventory clerk and inputs the received PO to the inventory system to update inventory balances?


	
	
	

	25. Is there a logbook maintained to record issuance to third party contractor?


	
	
	

	26. Does the inventory clerk submits the PO document to the accounting clerk?


	
	
	

	Job Order Preparation
	
	
	

	27. Does the Planner refers to Weekly Production Schedule in preparing Job Order of the products covered by Third Party Contractor?


	
	
	

	28. Does the planner runs the Contract Processing Monitoring System (CPMS) in preparing Job Order of products concerned?


	
	
	

	29. Does the planner encodes the necessary data in the appropriate field in the CMS Module?


	
	
	

	30. Does the planner prints and signs the Job Order before issuance?


	
	
	

	31. Does the planner distributes copies to concerned departments?

a. Purchasing

b. Accounting

c. Third Party Contractor


	
	
	

	32. Does the planner maintains file copy for future reference?


	
	
	


	TOTAL YES / 
	
	
	


	COMPLIANCE RATING COMPUTATION

	
	HIGH
	LOW

	Total Affirmative Answer
	
	

	Total Questions
	
	

	Less : Not Applicable Function
	
	

	Net Applicable Questions
	
	

	
	
	

	Total Affirmative Answer
	
	

	Divide: Net Applicable Questions
	
	

	Results
	
	

	Multiply : Standard Rate
	
	

	Grade
	
	

	Total Grade
	
	


	Rating and applicable findings were discussed with:
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