LAVIEW SECURITY PHILIPPINES INC.
	PROCEDURE MANUAL

	Department                :     Administration Department
Section                         :     Purchasing
Title                              :      Purchasing of Materials


1. Purpose :  To define the purchasing procedure for purchasing material to ensure  to Laview                                                                                                       
           specified requirement.
2.  Scope   :  This covers materials, parts and equipment that affect the product of Laview Philippines                                                               	           International Incorporated.
3.  Procedure:
     3.1 Purchase of Production Materials 
            3.1.1 Receive minutes of PSI and Product Forecast from P.O.M. as conclusion basis of what we
                      Purchase
            3.1.2 Purchasing Dept. will accomplish Control Log. (Control Log indicates the Item, Part No.,
                      Price, PO  no. PO Date, Qty received, Date received and Remarks). We can find in a Control
                      Log the status of inventory of materials we are going to purchase and also the control of 
                      Delivery date.
            3.1.3 Preparation of PRF starts with sourcing/canvassing of materials from at least 3 suppliers.
                      However for existing supplier, canvassing is waived. But price monitoring will be conducted
                      every three months. Request product samples from supplier for QC evaluation and approval
                      Acctg. will check/review quoted price from supplier. Supplier must agree to terms and 
                      condition for final negotiation.
            3.1.4 Accomplished PRF will be noted by Plant Operation Manager/Immediate Superior.
            3.1.5 Purchasing Officer will forward the noted PRF to the Office of the President for approval of 
                      VP-Finance/President-CEO.
            3.1.6 Purchasing Officer receives approved PRF, which indicate the awarded supplier.
            3.1.7 Purchasing Officer prepares Purchase Order after receiving duly signed PRF. In Purchase 
                      Order indicate the description of the materials being purchase and the price.
            3.1.8 Purchasing Officer forward the accomplish PO to the Assistant Manager-Admin for approval.
            3.1.9 Purchasing Officer received approved PO from Assistant Manager-Admin.
            3.1.10 Purchasing Officer fax advance copy of approved PO to supplier. Upon delivery of materials
                       we purchase, Purchasing Officer forward the original copy of approved PO. Suppliers sign  
                       on log sheet that the original PO was forwarded to them. 
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            3.1.11 Advance copy of approved PO must be issued to receiving section prior to delivery date 
                        and original copy of PRF is forwarded to Accounting.

     3.2  Purchase of Supplies and other Materials
            3.2.1 Purchasing Officer receive PRF from the requisitioner. Requisitioner indicates the quality
                      and specification being requested. PRF must be fully filled-up and indicate the date the 
                      materials are needed. Purchasing Officer starts sourcing and canvassing of the requested 
                      materials. At least three(3) supplier will be called/asked for canvassing. However for existing
                      suppliers and regular items, canvassing is waived, but price monitoring will be conducted 
                      every three months.

            3.2.2 Accomplished PRF will be noted by Plant Operation Manager/Immediate Superior.

            3.2.3 Purchasing Officer will forward the noted PRF to the Office of the President for approval of 
                      VP-Finance/President-CEO.

            3.2.4 Purchasing Officer receives approved PRF, which indicate the awarded supplier.

            3.2.5 Purchasing Officer prepares Purchase Order after receiving duly signed PRF. In Purchase 
                      Order indicate the description of the materials being purchase and the price.

            3.2.6 Purchasing Officer forward the accomplish PO to the Assistant Manager-Admin for approval.
            3.2.7 Purchasing Officer received approved PO from Assistant Manager-Admin.

            3.2.8 Purchasing Officer fax advance copy of approved PO to supplier. Upon delivery of materials
                       we purchase, Purchasing Officer forward the original copy of approved PO. Suppliers sign  
                       on log sheet that the original PO was forwarded to them. 

            3.2.9 Advance copy of approved PO must be issued to Receiving Section prior to delivery date
                      And the original copy of PRF is forwarded to Accounting.
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5. Flow Diagram
		PURCHASE OF MATERIALS (PRODUCTION MATERIALS)

                                                                      RECEIVE MINUTES OF PSI
                                                                              FROM PLANT MANAGER

                                                                ACCOMPLISH CONTROL LOG
	

	PREPARE PRF/CANVASS SHEET FORM


				                  NOTATION OF PRF


                                                                                    APPROVAL OF PRF
	

RECEIVE APPROVED PRF
                                                               

                                                             PREPARATION OF PURCHASE ORDER
                                                                                                                                                                                                                
	
                                                                          APPROVAL OF PURCHASE ORDER



                                                            RECEIVE APPROVE   PURCHASE ORDER

                                                                         ORIGINAL COPY OF APPROVED
                                                                    PO FORWARD TO SUPPLIER

                                                              COPY FURNISH OF PO AND ORIGINAL
                                                                     PRF TO RECEIVING SECTION
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PURCHASE OF MATERIALS (SUPPLIES AND OTHER MATERIALS)
		
	           RECEIVE PRF
                                                                      
                                                                           
                                                             NOTATION OF PRF
                                                                
	
	        APPROVAL OF PRF
	

	  RECEIVE APPROVED PRF
				                 

	PREPARATION OF PURCHASE ORDER
                                                                                 
	
	APPROVAL OF PURCHASE ORDER

                                                               

                                                             RECEIVE APPROVE PURCHASE ORDER
                                                                                                                                                                                                             
                                                                   ORIGIINAL COPY OF APPROVED PO	
                                                                    FORWARD TO SUPPLIER   

                                                           COPY FURNISHED OF PO AND ORIGINAL 
                                                                   PRF TO RECEIVING SECTION

                                                                   FOLLOW UP STATUS OF JO

                                                                         
                                                             RECEIVE DOCUMENT FROM SUPPLIER
                                                                            AND ENDORSE VEHICLE TO ASSIGNEE    

                                                              
                                                                     		      UPDATE VMC

                                                                   FORWARD INVOICE TO FINANCE DEPT.
	                    FOR PAYMENT
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