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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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