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Scope

This document covers the policies and procedures in requisition, approval, issuance and
monitoring of parts.

Definition of Terms

Purchase Request (PR) System — system being used to request purchase of any item
through Materials Management Department (MMD)

Materials Request and Issuance Form (MRIF) — official form used when releasing parts
from the stock room.

Equipment Inspection Report (EIR) — form being used to document the complaint of the
driver on the equipment and the inspection and repair done by the mechanic.

Ownership

The Fleet Management Manager is responsible for ensuring that this document is
cascaded to all concerned personnel and that it reflects actual practice.
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Policies
1. Only parts that are approved for requisition based on Equipment Inspection report

(EIR) shall be issued to the mechanic.
All parts issued shall be logged in the Materials Request and Issuance Sheet.

Stock Inventory Monitoring file shall be updated on a weekly basis based on:
e Purchase Requisition (PR) System
o Delivery Receipt/Sales or Charge Invoice/Receiving Report
e MRIF

Fast moving parts shall be identified and regularly reviewed, including their minimum
stocking quantity

Only the parts that comply with specifications shall be received from suppliers.

Materials for disposal shall be endorsed to Material Management Department monthly
through Asset Disposal Form.
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Procedure
Start
MECHANIC

1. Requests for parts to Fleet
In-charge.

2. Presents EIR & MRIF
verified by the Fleet In-
charge.

A 4
FLEET IN-CHARGE

3. Checks if the part is
available based on Stock
Inventory Monitoring file.

4.  Checks actual inventory.

!

Part is
available?

FLEET IN-CHARGE

5.  Fills-up MRIF.

mechanic and updates the

C 6. Issues the part to the

Stock Inventory Monitoring
file.

A 4

Mechanic

Signs the MRIF.

MECHANIC
8.  Repairs the
Equipment. —
Refer to
Equipment
Repair 2Ps

End
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FLEET IN-CHARGE
9.  Coordinates with Fleet
Supervisor and prepares
the PR. Seeks approval of

the Fleet Manager.

\4

FLEET MANAGER / IN-

CHARGE

10. Evaluates PR.

PR
approved?

FLEET MANAGER / IN-

CHARGE
Approves PR.

11.

v

FLEET IN-CHARGE
Sends PR to MMD through PR
System.

12.

A

MMD/BUYER
Purchases the item/part.

13.

A
MMD/SUPPLIER

FLEET IN-CHARGE

15. Checks the technical

A 4

specifications and quantity
versus PR submitted.

'

Specification
Accurate?

FLEET IN-CHARGE

16. Receives the part(s) delivered.

14. Delivers the item/part.

FLEET IN-CHARGE
23. Advises Supplier that the
specification is not accurate.
Advises MMD via SMS or call

that the items are not received.

24.
25. Add notes/remarks in Weekly
Inventory file that the item was
not received due to wrong
specification.

26. Return to supplier and ask for

the correct parts.

Quantity
complete?

FLEET IN-CHARGE
Signs the Delivery Receipt and

17.

20.

21.

22.

FLEET IN-CHARGE
Accepts the parts complying to
specifications.

Indicates in the DR the quantity
received and signs.

Advises MMD that the item
received is incomplete.

prepares receiving logbook.

18. Updates Weekly Inventory file |4

(For stock inventory).

19. Prepares Receiving Report.
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