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MANDATE AND FUNCTION 
Execu�ve Order No. 4, Series of 2010 

APO Produc�on Unit, Inc. operates 
under the control and direct supervision 
of the Office of the President thru the 
Presiden�al Communica�ons Office 
(PCO).

 

GOCC Governance Act of 2011 

A government-owned and controlled 
corpora�on (GOCC) as defined in 
Sec�on 3 (n) of the Republic Act (RA) No. 
10149, or the GOCC Governance Act of 
2011, promulgated effec�ve 6 June 
2011. 

As defined by law, it is one of the 
“instrumentali�es or agencies of the 
government which are neither 
corpora�ons nor agencies integrated 
within the departmental framework, 
but vested by law with special func�ons 
or jurisdic�on, endowed with some if 
not all corporate power, administering 
special funds, and enjoying opera�onal 
autonomy usually through a charter.” 

General Appropria�ons Act (GAA) of 
2010

Mandated by Sec�on 29 of the General 
Appropria�ons Act (GAA) of 2010 and 
opera�ng under the guidelines of the 
Government Procurement Policy Board 
(GPPB) pursuant to its Resolu�on No. 
05-2010, APO Produc�on Unit, Inc. is 
one of the three recognized government 
printers (RGPs) that may handle the 
prin�ng of accountable forms and 
sensi�ve high quality/volume prin�ng 
jobs of the Philippine agencies and 
offices. 



MISSION 
To meet the requirements of the national 
government and its agencies for highly sensitive 
security printing services by employing innovative 
technologies, business efficiencies and highly 
competent personnel through the judicious use of 
the corporate form of organization. 

VISION
By 2025, APO Production Unit, Inc. to have 
been transformed into an integral and essential 
component in the infrastructure providing world-
class total printing solutions to the national 
government and its agencies.
By 2028, for APO to provide cutting-edge printing 
services to foreign governments and international 
organizations. 

MISSION, VISION AND CORE VALUES
CORE VALUES 
Integrity 
Innovativeness
Entrepreneurial Spirit 
Pursue Growth and Learning
Social Responsibility 
Teamwork
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2011. 
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I.	 EXTERNAL SERVICES

	 A.	 Bids and Awards Committee

		  1.	 Competitive or public bidding procedure 
for goods and services, infrastructure/
civil works, and consulting services

		  2.	 Protest mechanism on BAC decision

	 B.	 Human Resources Department

		  1.	 Preparation and releasing of requested 
documents, data and/or information 
from HRD by former employees

	 C.	 Sales and Marketing Division

		  1.	 Preparation and releasing of requested 
quotation to clients. 

		  2.	 Printing and delivery of printed jobs

		  3.	 Walk-in clients for sale of OCRG forms

		  4.	 Feedback and complaint mechanism

	 D.	 Disposal Committee

		  1.	 Sale of unserviceable properties and 
equipments and waste materials

LIST OF SERVICES 
II.	 INTERNAL SERVICES

	 A.	 Materials and Control Department

		  1.	 Requisition and issuance procedure for 
indirect supplies

	 B.	 Management Information System

		  1.	 Posting of files/content

	 C.	 Human Resources Department

		  1.	 Preparation and releasing of requested 
documents, data and/or information from 
HRD by present employees.

	 D.	 Production Division

		  1.	 Receiving of documents for incoming jobs

		  2.	 Projection and procurement of materials per 
incoming jobs

		  3.	 Approval of sample proof

		  4.	 Approval of press proof

		  5.	 Documentation and procedure on printing of 
incoming jobs 

	 E.	 Finance Division

		  1.	 Processing of Accounts Payable 
			   Vouchers



EXTERNAL SERVICES
Bids and Awards Committee
	 1.	Public Bidding
	 2.	Protest Mechanism
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Action Taken Fees to be 
Paid Processing Time Person/Of�ice ResponsibleSteps

Competitive or Public Bidding 
Procedure for Goods & Services, Infrastructure/Civil Works, and Consulting Services 
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Who may avail?

Of�ice in-charge

Type of Transaction

Checklist of requirements

All Prospective Bidders

BAC Secretariat

G2B - Government to Business Transaction
(Highly technical transaction)

Bid Proposal
1) Original copy

2) Duplicate copy

Total Time Duration

Maximum period allowed by RA 9184: 
Goods: 136 cd

Infrastructure: 156 cd
Consulting services: 180 cd

Maximum Cost of Bidding Documents 
(in Philippine Pesos) 

Approved Budget for the Contract 
(ABC) 

500,000 and below 500.00 
1,000.00
5,000.00 

10,000.00

More than 500,000 up to 1 Million 
More than 1 Million up to 5 Million 
More than 5 Million to 10 Million 

25,000.00 
50,000.00 
75,000.00

More than 10 Million up to 50 Million 
More than 50 Million up to 500 Million 

More than 500 Million
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Who may avail?

Of�ice in-charge

Type of Transaction

Checklist of requirements

All Prospective Bidders

BAC Secretariat

G2B - Government to Business Transaction
(Highly technical transaction)

Bid Proposal
1) Original copy

2) Duplicate copy

Total Time Duration

Maximum period allowed by RA 9184: 
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Goods: 136 cd
Infrastructure: 156 cd

Consulting services: 180 cd

- -  END OF TRANSACTION  - -

Competitive or Public Bidding 
Procedure for Goods & Services, Infrastructure/Civil Works, and Consulting Services 

��	���������������������������	����
��������
��
Maximum Cost of Bidding Documents 

(in Philippine Pesos) 
Approved Budget for the Contract 

(ABC) 
500,000 and below 500.00 

1,000.00
5,000.00 

10,000.00

More than 500,000 up to 1 Million 
More than 1 Million up to 5 Million 
More than 5 Million to 10 Million 

25,000.00 
50,000.00 
75,000.00

More than 10 Million up to 50 Million 
More than 50 Million up to 500 Million 

More than 500 Million
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Protest Mechanism on BAC Decision
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Who may avail?

Of�ice in-charge

Type of transaction

Checklist of requirements

All Bidders

BAC Secretariat

G2B - Government to Business Transaction
(Highly Technical Transaction)

Total time duration

17 calendar days

1) Motion/Request for reconsideration   
One (1) Original copy                                  
(to be submitted by the bider)

2) Veri�ied Position Paper                       
One (1) Original copy                             
(to be submitted by the bider)
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Protest Fees

(in Philippine Pesos) 
Approved Budget for the Contract 

(Range) 
P50 million and below 

More than P50 million up to P100 Million 
More than P100 Million up to P500 Million 

More than P500 Million up to P1 Billion 

0.75% of ABC 
P500,000.00
0.5% of ABC
P2,500,000.00 
0.25% of ABC 
P5,000,000.00 
0.1% of ABC 

More than P1 Billion up to P2 Billion 
More than P2 Billion up to P5 Billion 

More than P5 Billion

Describes the procedure on �ling a Motion for 
Reconsideration or protest on the result of the Competitive 

or Public Bidding process in accordance with the 2016 
Revised Implementing Rules and Regulations (IRR) of 

Republic Act (RA) No. 9184.
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Protest Fees

(in Philippine Pesos) 
Approved Budget for the Contract 

(Range) 
P50 million and below 

More than P50 million up to P100 Million 
More than P100 Million up to P500 Million 

More than P500 Million up to P1 Billion 

0.75% of ABC 
P500,000.00
0.5% of ABC
P2,500,000.00 
0.25% of ABC 
P5,000,000.00 
0.1% of ABC 

More than P1 Billion up to P2 Billion 
More than P2 Billion up to P5 Billion 

More than P5 Billion

Who may avail?

Of�ice in-charge

Type of transaction

Checklist of requirements

All Bidders

BAC Secretariat

G2B - Government to Business Transaction
(Highly Technical Transaction)

Total time duration

17 calendar days

1) Motion/Request for reconsideration   
One (1) Original copy                                  
(to be submitted by the bider)

2) Veri�ied Position Paper                       
One (1) Original copy                             
(to be submitted by the bider)

Describes the procedure on �ling a Motion for 
Reconsideration or protest on the result of the Competitive 

or Public Bidding process in accordance with the 2016 
Revised Implementing Rules and Regulations (IRR) of 

Republic Act (RA) No. 9184.
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Protest Fees

(in Philippine Pesos) 
Approved Budget for the Contract 

(Range) 
P50 million and below 

More than P50 million up to P100 Million 
More than P100 Million up to P500 Million 

More than P500 Million up to P1 Billion 

0.75% of ABC 
P500,000.00
0.5% of ABC
P2,500,000.00 
0.25% of ABC 
P5,000,000.00 
0.1% of ABC 

More than P1 Billion up to P2 Billion 
More than P2 Billion up to P5 Billion 

More than P5 Billion

- -  END OF TRANSACTION  - -

Who may avail?

Of�ice in-charge

Type of transaction

Checklist of requirements

All Bidders

BAC Secretariat

G2B - Government to Business Transaction
(Highly Technical Transaction)

Total time duration

17 calendar days

1) Motion/Request for reconsideration   
One (1) Original copy                                  
(to be submitted by the bider)

2) Veri�ied Position Paper                       
One (1) Original copy                             
(to be submitted by the bider)

Describes the procedure on �ling a Motion for 
Reconsideration or protest on the result of the Competitive 

or Public Bidding process in accordance with the 2016 
Revised Implementing Rules and Regulations (IRR) of 

Republic Act (RA) No. 9184.



EXTERNAL SERVICES
Human Resources and Administrative Services Division (HRAD)
	 1.	 Preparation and Releasing of Requested Documents, 
		  Data and/or Information (external client)
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Preparation and Releasing of Requested Documents, Data and/or Information
from Human Resources and Administrative Services Division (HRAD)
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Who may avail?

Of�ice in-charge

Type of transaction

Checklist of requirements

Former Employees of APO-PUI

Human Resources and Administrative Services Division 

G2C – Government to Client 
(Simple Transaction)

Total time duration

3 working days

1)  Letter Request  – 1 original
(to be coordinated with APO-HRAD)
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- -  END OF TRANSACTION  - -

Describes the procedure on the preparation and 
releasing of requested documents from the HRAD by 
the requesting former employee which include the 
following: 1) Certi�icate of Employment; 2) Service 

Record; 3) No pending administrative or criminal case.



EXTERNAL SERVICES
Sales and Marketing Division	
	 1.	 Preparation and Releasing of Requested 

Quotation to Client
	 2.	 Production and Delivery of Printed Jobs
	 3.	 Sale of OCRG Forms to Walk-in Customers
	 4.	 Feedbacks and Complaints Mechanism
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Action Taken Fees to be 
Paid Processing Time Person/Of�ice ResponsibleSteps

Preparation and Releasing of Requested Quotation to Clients
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Who may avail?

Of�ice in-charge

Type of transaction

Checklist of requirements

APO Clients 

Sales and Marketing Department 

G2C – Government to Client 
(Simple Transaction )

Total time duration

3-5 working days

1)  Request for quotation form – 
e-copy

Describes the procedure for preparing and 
releasing the request for quotation to clients.
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- -  END OF TRANSACTION  - -
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Production and Delivery of Printed Jobs

Who may avail?

Of�ice in-charge

Type of transaction

Checklist of requirements

APO-PUI Clients

G2G – Government to Client
(Simple Transaction)

Total time duration

1)  Job Order
2) Materials budget
3) Approved Contract Proof  

Sales/PPC/Prepress/
Press/Post- press

( depending on the volume of order )
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Describes the procedure for production and 
delivery of printed jobs.
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Production and Delivery of Printed Jobs
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Who may avail?

Of�ice in-charge

Type of transaction

Checklist of requirements

APO-PUI Clients

G2G – Government to Client
(Simple Transaction)

Total time duration

1)  Job Order
2) Materials budget
3) Approved Contract Proof  

Sales/PPC/Prepress/
Press/Post- press

( depending on the volume of order )

Describes the procedure for production and 
delivery of printed jobs.
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Production and Delivery of Printed Jobs

- -  END OF TRANSACTION  - -
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����������Who may avail?

Of�ice in-charge

Type of transaction

Checklist of requirements

APO-PUI Clients

G2G – Government to Client
(Simple Transaction)

Total time duration

1)  Job Order
2) Materials budget
3) Approved Contract Proof  

Describes the procedure for production and 
delivery of printed jobs.

Sales/PPC/Prepress/
Press/Post- press

( depending on the volume of order )
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Sale of OCRG Forms to Walk-in Customers
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Of�ice in-charge

Type of transaction

Checklist of requirements

APO Production Unit, Inc. (APUI) Clients 

G2G – Government to Client
(Simple Transaction)

(35 minutes)
Total time duration

1)  Accomplished Order Form 
(secure from APO Productions Unit, Inc.)

Describes the procedure for selling OCRG forms.
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- -  END OF TRANSACTION  - -
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OCRG FORM PRICE/ 
PAD OCRG FORM PRICE/ 

PAD

P305.00 1. Certi�cate of Live Birth 

P305.00 2. Certi�cate of Marriage 

P305.00 3. Certi�cate of Death

P270.00 4. Certi�cate of Fetal Death  

P245.00 5. Certi�cate of Marriage License 

P99.00 6. Muslim Birth Attachment  

P99.00 7. Muslim Death Attachment  

P99.00 8. Muslim Marriage Attachment  

P245.00 9. Certi�cate of Foundling

P245.00 10. Certi�cate of Divorce

P245.00 11. Statement of Revocation of Divorce  

12. Certi�cate of Conversion to Islam

P99.00 13. Certi�cate of Live Birth–
 Attachment for IP

P99.00 

14. Certi�cate of Death–
 Attachment for IP

15. Certi�cate of Marriage – 
 Attachment for IP 

P245.00 

16. Certi�cate of Dissolution of 
 Marriage 

17. Statement of Revocation of 
 Dissolution of Marriage 

P245.00 

P99.00 

P245.00 
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- -  END OF TRANSACTION  - -

Who may avail?

Of�ice in-charge

Type of transaction

Checklist of requirements

General Public  

Sales Department 

G2C – Government to Client
(Complex Transaction)

Total time duration

Simple Concerns:  within 1 working day
Complex Concerns:  within 3 working days

1)  Filled-out Service Form   
 Secure from:
 1. APO Website - https://apo.gov.ph/contact-us
 2. From the of�ice: 2nd Fl. PIA Building
  Visayas Ave, Quezon City, 1128 
  Trunkline: (+632) 8-282-5309 
  Fax: (+632) 8-927-6793 
  Email: sales@apo.gov.ph 
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Feedbacks and Complaints Mechanism
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EXTERNAL SERVICES
Disposal Committee	
	 1.	 Disposal of Unserviceable Properties/Equipment 

and Waste Materials
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Who may avail?

Of�ice in-charge

Type of transaction

Checklist of requirements

Bidders

G2G – Government to Client
(Simple Transaction)

Total time duration

1)  Inventory and Inspection Report 
for Unserviceable Property (IIRUP)
2) Waste Materials Report  

Describes the procedure for disposing 
unserviceable property and waste materials..

Disposal Committee

(  63 calendar days  )
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Disposal of Unserviceable Properties/Equipment and Waste Materials
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Who may avail?

Of�ice in-charge

Type of transaction

Checklist of requirements

Bidders

Total time duration

1)  Inventory and Inspection Report 
for Unserviceable Property (IIRUP)
2) Waste Materials Report  

Describes the procedure for disposing 
unserviceable property and waste materials..

Disposal Committee

(  63 calendar days  )

G2G – Government to Client
(Simple Transaction)
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Disposal of Unserviceable Properties/Equipment and Waste Materials
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Who may avail?

Of�ice in-charge

Type of transaction

Checklist of requirements

Bidders

Total time duration

1)  Inventory and Inspection Report 
for Unserviceable Property (IIRUP)
2) Waste Materials Report  

Describes the procedure for disposing 
unserviceable property and waste materials..

Disposal Committee

(  63 calendar days  )

G2G – Government to Client
(Simple Transaction)

- -  END OF TRANSACTION  - -



INTERNAL SERVICES
Materials Control Department (MCD)	
	 1.	 Requisition and Issuance Procedure for 

Indirect Supplies
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Requisition and Issuance Procedure for Indirect Supplies
of Materials Control Department (MCD)
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Who may avail?

Of�ice in-charge

Type of transaction

Checklist of requirements

APO Production Unit, Inc. Employees 

Materials Control Department 

G2G – Government to Government 
(Simple Transaction)

Total time duration

4 hours and 35 minutes

1)  Requisition and Issuance Slip – 
1 original copy and 2 duplicate copies

(to be secured from Materials Control Department)

Describes the procedure for the requisition and 
issuance of indirect supplies of the APO Production 

Unit, Inc. (APO-PUI), which aims to ensure that 
supplies are properly maintained, accounted for, and 

issued to the requesting APO-PUI’s department/o�ce. ���� ����������
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INTERNAL SERVICES
Management of Information System Department	
	 1.	 Posting of Files and/or Content
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Posting of Files/Content
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Who may avail?

Of�ice in-charge

Type of transaction

Checklist of requirements

APO Production Unit, Inc. Employees 

G2G – Government to Government 
(Simple Transaction)

Total time duration

1 hour and 20 minutes

1)  Requisition and Issuance Slip – 
1 original copy and 
2 duplicate copies

(to be secured from                              
MIS Department)

Describes the procedure for posting 
data, �iles, document, and content on 

APO-PUI’s of�icial website.
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- -  END OF TRANSACTION  - -

Management Information System 
Department 



INTERNAL SERVICES
Human Resources and Administrative Services Division (HRAD)
	 1.	 Preparation and Releasing of Requested Documents, 
		  Data and/or Information (internal client)
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Preparation and Releasing of Requested Documents, Data and/or Information
from Human Resources and Administrative Services Division (HRAD)

��� ������������������
������������
��

	�
����

����

����

����

�������������������������������������������������������
��������������������� ���

� ��� �����­�������������
�����������������
��������
��

	�
��������


�����������������
�
��

	�����

� ��� 
���������������������
���������������
�����������

� ��� ��������­���������
� �������������
� ���������������

����������� ��������
��������������
��­�������������


�����������������
�
��

	�����

����

Who may avail?

Of�ice in-charge

Type of transaction

Checklist of requirements

Employees of APO-PUI

Human Resources and Administrative Services Division 

G2C – Government to Client 
(Simple Transaction )

Total time duration

3 working days

1)  Letter Request  – 1 original
(to be coordinated with APO-HRAD)

Describes the procedure on the preparation and 
releasing of requested documents from the HRAD by 

the requesting employee which include the following: 
1) Certi�icate of Employment; 2) Service Record;             
3) No pending administrative or criminal case.
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INTERNAL SERVICES
Production Division
	 1.	 Receiving of Documents for Incoming Jobs
	 2.	 Projection and Procurement of Materials for 

Incoming Jobs
	 3.	 Preparation and Approval of Sample Proof
	 4.	 Preparation and Approval of Press Proof
	 5.	 Documentation and Procedure for Printing of 

Incoming Jobs
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Processing TimeFees to be 
Paid Person/Of�ice ResponsibleSteps Action Taken

1.) Receiving of Documents for Incoming Jobs 
(Production Planning and Control Department - PPC)
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Who may avail?

Of�ice in-charge

Type of transaction

Checklist of requirements

Sales Department 

Production, Planning and Control 
(PPC) Department 

G2G – Government to Government  
(Simple Transaction)

Total time duration

1 hour and 20 minutes

Job Order Ticket, Sample Layout 
(coming from Sales Department) 

1.   Procedure upon the receipt of Incoming Jobs, 
includes �iling and planning on the production of the 

job.
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- -  END OF TRANSACTION  - -
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2.)  Projec�on and Procurement of Materials per Incoming Job   Page | 1

Processing TimeFees to be 
Paid Person/Of�ice ResponsibleSteps Action Taken

- -  END OF TRANSACTION  - -

2.)  Projection and Procurement of Materials for Incoming Jobs
(Production Planning and Control Department - PPC)

Who may avail?

Of�ice in-charge

Type of transaction

Checklist of requirements

Sales Department 

Production, Planning and Control 
(PPC) Department 

G2G – Government to Government  
(Simple Transaction)

Total time duration

4 days, 6 hours and 10 minutes

Job Order Ticket, Sample Layout 
(coming from Sales Department) 

2.   Describes the procedure on making projection 
and on the procurement of materials based on the 

computation from Materials Budget, and availability 
of stocks.
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Processing TimeFees to be 
Paid Person/Of�ice ResponsibleSteps Action Taken

- -  END OF TRANSACTION  - -

3.)  Preparation and Approval of Sample Proof
(Production Division)

Who may avail?

Of�ice in-charge

Type of transaction

Checklist of requirements

Sales Department 

PPC and Prepress Departments 

G2G – Government to Government  
(Simple Transaction)

Total time duration

7 days, 35 minutes

Job Order, Soft Copy or Hard copy of Sample,    
Sample Proof 

(coming from Sales and PPC Departments) 

3.   Describes the procedure on approving           
sample proof
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- -  END OF TRANSACTION  - -

4.)  Preparation and Approval of Press Proof
(Production Division)

Who may avail?

Of�ice in-charge

Type of transaction

Checklist of requirements

Sales Department 

PPC, Prepress  and Press 
Departments 

G2G – Government to Government  
(Simple Transaction)

Total time duration

4 days, 1 hour and 40 minutes

Job Order, Approved Sample Proof, Materials Budget 
and Press Proof  

(coming from Sales and PPC  Departments) 

4.   Procedure on the printing and approval of      
Press Proof
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5.)  Documentation and Procedure for Printing of Incoming Jobs
(Production Division)

Who may avail?

Of�ice in-charge

Type of transaction

Checklist of requirements

Sales Department 

PPC, Prepress  and Press 
Departments 

G2G – Government to Government  
(Simple Transaction)

Total time duration

Varies depending on quantity

Job Order, Approved Press Proof, Materials Budget 
and Running Guide.   

(coming from Sales and PPC  Departments) 

5.  Describes the procedure on printing up to delivery 
of incoming jobs
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5.)  Documentation and Procedure for Printing of Incoming Jobs
(Production Division)

Who may avail?

Of�ice in-charge

Type of transaction

Checklist of requirements

Sales Department 

PPC, Prepress  and Press 
Departments 

G2G – Government to Government  
(Simple Transaction)

Total time duration

Varies depending on quantity

Job Order, Approved Press Proof, Materials Budget 
and Running Guide.   

(coming from Sales and PPC  Departments) 

5.  Describes the procedure on printing up to delivery 
of incoming jobs

��� ����
������
���
�
�������
�
��������
�
����������������
���������
�����
�
�����
����������
�����

����

����

 �����
�

����� ��­�������������
����������
����������
������
���
�

�������������������������
�����
������
����������
�����

����­�������
���������

�
	���������
�



���

������
�������� ��

����������������������
��������


���� �������
�
������ �����

������
�����
���������������
�


 �����
�


��� �������
�������
����
�����
�
���������
���
��������
����
�
�
���������
������
��������������������

�������
���

���

������
���
�����

�	�������
�������

������
���

Fees to be 
Paid Processing Time Person/Of�ice ResponsibleSteps Action Taken

�����������������

APO PRODUCTION UNIT, INC.

5.)  Documenta�on and Procedure for Prin�ng of Incoming Jobs   Page | 2- -  END OF TRANSACTION  - -

5.)  Documentation and Procedure for Printing of Incoming Jobs
(Production Division)

Who may avail?

Of�ice in-charge

Type of transaction

Checklist of requirements

Sales Department 

PPC, Prepress  and Press 
Departments 

G2G – Government to Government  
(Simple Transaction)

Total time duration

Varies depending on quantity

Job Order, Approved Press Proof, Materials Budget 
and Running Guide.   

(coming from Sales and PPC  Departments) 
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5.  Describes the procedure on printing up to delivery 
of incoming jobs



INTERNAL SERVICES
Finance Division
	 1.	 Processing of Accounts Payable Voucher and 

Disbursement Voucher 
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Paid Processing Time Person/Of�ice ResponsibleSteps Action Taken
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Processing of Accounts Payable Voucher and Disbursement Voucher 

Who may avail?

Of�ice in-charge

Type of transaction

Checklist of requirements

APO-PUI Departments 

Accounting and Treasury Departments 

G2G – Government to Government 
(Complex Transaction)

Total time duration

Request for payment, Purchase Order, Work Order.  
(coming from End-user Department) 

Describes the procedure on processing of Accounts 
Payable Voucher and Disbursement Voucher ��������� ������������
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1 day and 35 minutes
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Processing of Accounts Payable Voucher and Disbursement Voucher 

Who may avail?

Of�ice in-charge

Type of transaction

Checklist of requirements

APO-PUI Departments 

Accounting and Treasury Departments 

G2G – Government to Government 
(Complex Transaction)

Total time duration

Request for payment, Purchase Order, Work Order.  
(coming from End-user Department) 

Describes the procedure on processing of Accounts 
Payable Voucher and Disbursement Voucher

1 day and 35 minutes
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- -  END OF TRANSACTION  - -

Processing of Accounts Payable Voucher and Disbursement Voucher 

Who may avail?

Of�ice in-charge

Type of transaction

Checklist of requirements

APO-PUI Departments 

Accounting and Treasury Departments 

G2G – Government to Government 
(Complex Transaction)

Total time duration

Request for payment, Purchase Order, Work Order .   
(coming from End-user Department) 
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1 day and 35 minutes

Describes the procedure on processing of Accounts 
Payable Voucher and Disbursement Voucher



World-Class
Government Security Printer

CITIZEN’S CHARTER

APO PRODUCTION UNIT, INC.

APO PRODUCTION UNIT, INC.

Quezon City Plant:
2/F PIA Bldg., Visayas Ave., Brgy. Vasra, Quezon City 1128, Metro Manila, Philippines

 Trunkline: (632) 8282 5309  •  Sales: Loc. 238 - 242  •  Fax: Loc. 250

Batangas Plant:
Lima Technology Center, Malvar, Batangas City, Philippines

Telephone: (643) 406-3333

Website:  www.apo.gov.ph




