
INTERNAL SERVICES
Production Division
 1. Receiving of Documents for Incoming Jobs
 



�����������������

APO PRODUCTION UNIT, INC.
Fees to be 

Paid

1.)  Receiving of Documents for Incoming Jobs   Page | 1

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  - -




