
INTERNAL SERVICES
Production Division
	 5.	 Documentation and Procedure for Printing of 

Incoming Jobs



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

�����������������

APO PRODUCTION UNIT, INC.

5.)  Documenta�on and Procedure for Prin�ng of Incoming Jobs   Page | 1

���������� �������������������
������

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

����� �������
�


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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