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PURPOSE H I

Ensure that inventory items are issued only for authorized purposes.

B DR R A i A AE LR IO 15 DL A

Provide documented input to the accounting records to reduce inventory and charge to department al costs.

HEAR SR TSR RIS D R A, FFRSARICER T IHR S A 2

POLICY F&FF

The Storeroom Requisition Operating Guidelines contain the responsibility of all departments/staff
concerned in processing the stores requisition until the supplies are issued.

o MR AT B4R 56 9 BT 1 1/ 5 T FOATR, BB 0  oh  RR

All storeroom requisitions/issues must be supported by a duly completed, authorized and approved
requisition form. No issues must be made without the approved requisition form.

I G BRI HRIE /R TBOL AT S e i SRR AR I B 3% BRI o VA 3R FR i B
RANTT BT

The following pre-numbered forms must be used by the respective departments:

LA A P 5 (RAR L A & BT 1A -

Form#&E % Types of Suppliesfit v fhi %
Storeroom Requisition Food £
A i BeverageifizK

Operating Equipmentia & % 7%
Housekeeping Supplies# ;5 H
Stationery & Office Supplies 7} 2 FH i
Sundries/General 7 FH ¥ i

Please ensure that a different form is filled for different types of supplies.

T ORAT AR B RAR SR A AN R SE AL A R i 3

In general, the storeroom requisition form contains the following information and must be duly completed
at all times.

R, B HAE R N W N E B I AL AR T R S IR

TO BE COMPLETED BY

Department / Section Requesting Department / Section.
BT/ &R /53 8B

Date - Requesting Department / Section.

H ] —— 5 &1/ 70 481

Quantity Requested - Requesting Department / Section.
i SR B — — HE BT/ 70
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1.

Description - Requesting Department / Section.
FEIR —— FRIEER /20501
Quantity Issued—Storekeeper.
RO R —— O B
Unit Cost - Storekeeper.
Bl ——0E R
- Total Cost - Storekeeper.
SBr——0aE R
- Account Code No. - Storekeeper.
BT ——0E R
Filed By - Requesting Department / Section.
TFRIF—— T /4081
- Approved By—Department Head/Assistant (authorized).
HEN——E T TE BRI Z B (BN
Issued By - Storekeeper.
B —— B
Received By - Authorized Staff (Department/Section).
B DR — — SRR 52 T GER I/ 20381

STOREROOM REQUISITION FORM
P iR R

The Storeroom Requisition Form in three (3) copies is a pre-numbered form used to substantiate request(s)
to obtain the required supplies from the storeroom.

i FE BT 5 I = I RA% T BUIEWI G PESAS H W it (R 755K

In order to facilitate issuance of the requested supplies, the following guidelines must be adhered strictly by the
staff concerned (department/section), without exception.

N TAET HASED S A, SR N GY GRRITI/ 20 8R11D b ZE <y LU I, Z5TE15h.

Ensure to complete the requisition information indicated on the requisition form.

IR SE BIH S FTE B _EARTERIE B

To avoid combining different storeroom supplies in one requisition form. The requested supplies indicated
on the storeroom requisition form must be confined to items of same nature only.

B G AN R ZEAF R [R] — Sk FR IR B b A FRE L B3RS BT R 4l UM BR [ — e 1k

To ensure that any alteration or amendments made on the requisition form either, quantity requested,
description, etc. are duly approved/initiated by the Department Head and/or his assistant.

B DR FRO B PARMTR SE B 2, BIe R TR RIECE, MRS, WOER R4 L/
B At 1 B BE A4/ R

To submit the duly completed and approved requisition form to the storebefore the scheduled storeroom
operation hours.

FEA PR8I ) B2 S BE IS I LR AE Y H i
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. The Department/Section head or staff concerned is responsible to determine the daily supply requirements
in carrying out the stocks from the storeroom. Avoid excessive requisition of supplies, which will result to
overstocking, unfavorable distribution in accounting cost or departmental operating expenses etc.
FHIRHIER T/ 70811 4 3B 53 A B ok e i H A BT 75 SR AOAF D N R« e S e B (R 2 AR 7
XA SEOSEEA, AR T 5 AR B 118 8 A 5555

2. ACCOUNTING GUIDELINES IN ISSUING STOREROOM SUPPLIES
SRRV 55 45 5 JE

« The guidelines in issuance of storeroom inventory supplies define the functions of the staff concerned in
processing the issues based on the duly completed and approved Requisition Form.
P AT RL A 1 5 5 U R 5 5 B IH S I CRAF Lo B0 PR B SO 1A 5 B3 T AR AU i ) 2

ap
He

« The storeroom operating hours must be fixed and approved by the Executive Office in order to facilitate
issuance of supplies to the respective departments accordingly.

A R AZ T I (8] I 20 ] 3 ) O F RR e AT UM A S Ntk F AR D7 45 AR I (28 38 1 AT B L

STOREROOM OPERATING INSTRUCTIONS
BESE I

The following storeroom operating instructions must be adhered by the storeroom personnel and
department/section staff concerned:

BEN RBARRERTT/ 73 80T T 03 T A0 <y A~ PEis g i

« Upon receipt of the store requisition form(s), ensure that the form is duly completed, signed, approved by
the respective Department Head.

FEUS RO B N, B R R R S IS . A% KA M 14 B HE R

« Once the requisition form is in order, issue the required supplies accordingly. The issued quantity must tally
with the quantity indicated on the space provided for “quantity requested”.

—EZEHER, MNIYIRMR RS RSSO AU R R A S )RR R

« Ensure to indicate “NS” ( No Stock ) on the space provided for “Quantity issued” if unable to issue the
requested items due to unavailability of stock . It is also required to draw a line or cancel the space provided
on the “Unit Cost” and “Total Cost”.

B DR AE 5] T AT T JC iR AT 6 SR B I AR R M A IS “NS” (REAT) o [RIIN AR B
S T A A Ak ) — SR A BRI X

« To cancel the unused space(s) of the requisition form by writing “Z” in order to close the transaction.

£ HUR LR AR B2 A AL K 27 LRI A 5 45K

. To ensure the accuracy of issuance by double checking the completed requisition form and the issued items.

HE RS R 5 R B AR RO TBCIE W%

. To ensure that the staff concerned receiving the requested/issued items acknowledges receipt by signing
his/her name on the “Received By” space provided in the requisition form.
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BAORAT DR B3 AR I FRR R TR D IS S A A B IS BT N AR 28 A

« Ensure that the staff concerned issuing the supplies signs his name on the “Issued By” space provided in the
requisition form.

B DR TBCV I (4 57 A FH R R R R B N b 2

« To detach the requisition form (user department) and forward it together with the issued items to the
authorized staff receiving the supplies.

o R B AR BT D DR (Y — BRI R AR I — IR A RBLICBL I B2 T

« The empty bottle of wine (only imported sprits and liqueur) should be exchange to storekeeper when
received full bottle.

B COGEE PP A 2RI 4038 53 AT SRAZ #38i H H 2RE

« The store requisition for bottle wine which is sold to guest already must attached Report of "Full Bottle Sale"
for reference.

C B 252 A BR3P £ F 4500 25T _E AN &5 4 15 LMES %

QUANTITES ISSUED
R E

The “quantity issued” indicated on the completed requisition form (three copies) must be cost based on the
FIFO (First in, First out) method of costing. Ensure to multiply the quantity issued by the unit cost to arrive at the
total cost of the item and all the cost must be totaled.

AT (=050 RIS 1) R TBCECR I BAS A% SR UK S i3k 2 tH I A AZ R e i ORI S A
Fe R TBCHCE 3R LA BT 49 91 H BT 1 AR A 2 A

. Based on the requisition/issue form, post the quantity issued to the “bin card” in the following manner.

WRAE BB/ RO, K AR BCR LA 75 SR A7 5L R

= Issues (Quantity). & (F=)
= Stock Balance (Quantity). ZEf7- I & (FE)

EMERGENCY STOREROOM ISSUE AFTER NORMAL STORE HOUR
B T HIEH R R HK

. If urgency arose to enter the storeroom for emergency requisition, issues of supplies, refer to ‘Emergency
Store Room Requisition’ policy.

KM HE SR RIS R, KIEX 2 e R B IT
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