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BCVR PHARMACY/MEDICAL SUPPLIES: Unit 1 ANC Bldg. Panganiban Drive, Concepcion Pequena, Naga City TEL NO: 054-8813455 CP NO: 09685332017
109152476684 EMAIL: i i
BCVR DISTRIBUTION/WAREHOUSE: Door 1 Sibulo Bldg. Panganiban Drive, Concepcion Pequena, Naga City TEL. NO: 054-8846198 CP NO:
09634719007 / 099566225693  EMAIL: bevrdistributionoffice@gmail.com
BCVR IRIGA BRANCH: Ground Floor Felix Bldg. Alfelor St., San Miguel, Iriga City, Camarines Sur TEL. NO: 054-2998866 CP NO: 09614104200

EMAIL: bevririgacity@gmail.com
BCVR GEN. MERCHANDISE: Ramon Diaz St. Villa Corazon Subdivision, Del Rosario, Naga City TEL NO: 054-8813455 CP NO: 09466070951

EMAIL: bevrprimeaccnting@gmail.com

DATE: February 22, 2022
BCVR 2022 — 2 MEMORANDUM Circular No. 6.1

TO:  ALL DEPARTMENTS; Accounting and Finance Dept., Pharmacy and Regulatory Dept., Store Operations
Dept., Sales and Mktg. Dept., Distribution and Warehouse Dept., Branch Operations Dept.

FR: IT & Inventory Dept.

SUBIJECT: BCVR Google Sheet Templates

MESSAGE: Listed below are BCVR’s Google Sheet templates which are being utilized to assist in daily
tasks.

The following are authorized person/department who has access, manages and maintains;
and purpose of the templates.

TEMPLATE ACCESS

D001 - Master Product list and Pricelist ITD, EBR, MER, AFD, PCD
D002 - Company Product list and Pricelist DDS, PHSS, IBS, DW
D003 - Field Product and Pricelist DF Staff

D004 - Compiled Supplier's Pricelist AFD, ITD, PCD, MER, EBR
D005 - Distribution Client Product list and Pricelist DF Clients

D006 - Government Client Product List and Pricelist GPF Clients

D007 - Sales/Acctg Monitoring (GPFS, DFS) ITD, AFD, EBR, MER
D008 - Sales/Acctg Monitoring (DRS, PRS, BRS,BPRS) AFD, EBR, MER

D009 - Sales/Acctg Monitoring (B-GPFS) BOD, ANM

D010 - Forms DDS, PHSS, IBS, DW
D011 - Out of Stocks/Items Lacking ITD, PCD

D012 - Pricelist - Bulan ITD, AFD

D013 - Monthly Stocks Trans & Sales Comparison | EBR, MER, ITD, AFD, PRD, BOD, DF Staff
Report 2022

D014 - Masterlist of Clients (GPFS, DFS, DFGS, PFS, | ITD, BOD, PRD, EBR, MER, DF Staff
PWRS, BFS, BWRS)

D015 - Masterlist of Suppliers ITD, PCD, AFD, EBR, MER
D016 - Product list with Supplier Information PRD

D017 - Distribution Stocks Availability DF Staff, DF Clients

DFS1 & DFS?2 - Distribution Field Sales Monitoring 2022 | DF Staff

PO Purchase Order — [Supplier] ITD, AFD, PCD

Purpose of Google Sheet Templates:
o DO001 - Master Product list and Pricelist
— List of all the business’ products with their product description, packaging, multiple prices,
product supplier, product distributor, and product manufacturer. Is used by authorized persons
to track and view all products from a high level standpoint.
o D002 - Company Product list and Pricelist
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— Same with D001 - Master Product list and Pricelist but with lesser attributes and prices, to
lessen information being presented to the users of this template. Is used by frontliners and
encoders for their reference of the product list and prices.

o DO0O03 - Field Product and Pricelist

— Same with D001 - Master Product list and Pricelist but with lesser attributes and prices, to
lessen information being presented to the users of this template. Is used by distribution field
staff for their reference of the product list and prices.

o D004 - Compiled Supplier's Pricelist

— Are compilation of product list and pricelist from suppliers. Is used as a reference for ordering

stocks and tracking of supplier’s item prices.
o DO0O05 - Distribution Client Product list and Pricelist

— Same with D001 - Master Product list and Pricelist but with lesser attributes and and only one
price, to lessen information being presented to the users of this template. Is given to
distribution clients for their reference of the product list and prices.

o DO006 - Government Client Product List and Pricelist

— Same with D001 - Master Product list and Pricelist but with lesser attributes and and only one
price, to lessen information being presented to the users of this template. Is given to
Government clients for their reference of the product list and prices.

o DO0O07 - Sales/Acctg Collection Monitoring (GPFS, DFS)

— Is used to monitor the sales of all Distribution/Warehouse Field Clients: Distribution Field Sales
1 & 2, LGU Bulan Botica ng Bayan Weekly Order, Province of Catanduanes, and Government
Private Field Sales. It is used by both Sales & Accounting Department to monitor status of
delivery, Peso Capital, and Collection Updates.

o DO0O0S8 - Sales/Acctg Monitoring (DRS, PRS)

— Is used to monitor the daily sales of all walk in/wholesale clients for Distribution Display Store

and Pharmacy & Health Supplies Store.
o DO009 - Sales/Acctg Monitoring (BRS-BFS)

— Is used to monitor the daily sales of all walk in/wholesale and field sales clients for Iriga Branch

Store and Iriga Branch Pharmacy & Gen. Mdse.
o DO010-Forms

— Is used to compile all of BCVR’s forms for easier reprinting and creation of labels and stickers for
client orders.

o DO011 - Out of Stocks/Items Lacking

— s used to track and monitor all out of stocks for Distribution Field Clients, Pharmacy Requests,
and Branch requests; and lacking items for field sales clients (GPFS, PFS, BFS, DFGS)

o DO012 - Pricelist — Bulan

— s used for recording and tracking of determined price for LGU Bulan Botica ng Bayan.
o D013 - Monthly Stocks Movement & Sales Comparison Report

— Is used to monitor the summarized monthly sales for each of BCVR’s deparments.
o D014 - Masterlist of Clients (GPFS, DFS, DFGS, PFS, PWRS, BFS, BWRS)

— Is used for compilation of all of BCVR’s clients by each type (GPFS, DFS, DFGS, PFS, PWRS, BFS,

BWRS).
o DO015 - Masterlist of Suppliers
— s used for compilation of all of BCVR’s suppliers with their supplier information.
o DO016 - Product list with Supplier Information

— Same with D001 - Master Product list and Pricelist but with lesser attributes and no prices; Only

Supplier, Distributor, Manufacturer information.
o DO017 - Distribution Stocks Availability
— Is used by Distribution Field staff to present available stocks for the week to distributrion field
clients.
o DFS1 & DFS2 - Distribution Field Sales Monitoring 2022
— Is used by Distribution Field staff to monitoring their monthly sales.
o PO Purchase Order — [Supplier]

— Is used by Purchasing and IT/Inventory Department in creating, recording, and monitoring of

purchase orders to suppliers.

Please read and familiarize, if there is any concern please let IT & Inventory Department
know.
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DATE: June 15, 2023
BCVR 2023 - 6 MEMORANDUM Circular No. 6

TO:  ALL DEPARTMENTS; Accounting and Finance Dept., Pharmacy and Regulatory Dept., Store Operations
Dept., Sales and Mktg. Dept., Distribution and Warehouse Dept., Branch Operations Dept.

FR: IT & Inventory Dept./Management

SUBIJECT: BCVR Google Sheet Templates

MESSAGE:

This BCVR Memo Circular No. 6 is being updated to 6.1 with updated G Templates and
additional empasis on D014. Directing every department to Use and Compliance of the our
Company G Template for our reports monitoring and updates. Also, it is a must to Update
from time to time and upload the Company Official / departmental FORMS used for its
Purpose.

Kindly update your department and familiarize yourself for its important use.

For implementation and compliance.

- MANAGEMENT/IT DEPARTMENT
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BCVR Prime Enterprise To be Updated
Google Template Access By DESCRIPTION
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list and Pricelist staff-Mngr./5ales Mngr. | st clients fer their referenceal the rod.ct it ad ices
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D012 - Pricelist- Bulan .
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D014 - Masterlist of Cliants [GPFS,
DFS, DFGS, PFS, PWRS, BFS, BWRS)

EBR, MER, DF/F5R
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Stores

FYRES EFS BAS)
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Bidding Cfficer,
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BCVR [AD01] - GPFS/DFGSMonthly[Accty Staff2,  [SAR Starf s qment Qsamers e Fronos Mniipd ifes (T ties Broy, Rtic tcolsand (e
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Receivables
Staff
MRER, EBR, Acoaniting Dept Recar b of bnthly Govt Sales Cil ecter] calepn zed s PRSwith e
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Receivables
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Receivahl es DFS GPFS Sales & Account|Accounting Staff
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BCYR [AD1.3] - Manthly Account  |Acctg Staff2,  [SAR Staff,
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BCVR[ADDZ]- Dehitto Account

MRER, EBR,
Accountant,
Acectg Staff

MRER, EBR,
Accountant, Accig
Staff1

Listed &5 Wbl Account Payall eswidth isased checks to a ppliers, blls and other
operaiondl expenses

Accounting reca osof Stedes Tansler o branches & siresaubjedt o momthly audt
purpose d SERcouria check

MRER, EBR, MRER, EBR,
BCVR[ADD3] - Transfertu_ Accountant Accountant Acctg
Branches, Stores & Satellite Office hcctg Staff2 St ff 2
Recondle the precessefoarpaing bank ackud record Esied on the Psdodkva aus
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Reconliation Accountant Accountant Acctg
Acctg Staff 1 Staff1
Recerd of d1 surmeny of sieck received fomapdiersbese o Sdes invoice, IR and (F
MRER, EBR MRER, EBR thtsvedvaie
BCVR[ADOS] - Mmu"upﬁsummw Accountant Accountant Acctg
Records of Stocks Received Acctg Staff 1 S taff 1
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BCVR[ADO6]-Monthly Audit Acctq Staff 2, gsac;gn;a;;ﬁctg
Findings gales_& ‘;‘FCDU”tAccuulnt
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Staff Heceivables Staff
Tading efCorpeany ackud expansesys budpel for theyear, ddly record of company
MRER, EBR MRER, EBR checkand ez ®
Eﬂm [A007} Company Operz ting Accountant Accountant Acctg
RpEnses hootg Staff1 |Staff
Arecord of daly sdles 1o moniton ackud sdes in ada dipand SR Cely traddng of sles
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ce et hootg Staff2  |Staff 2
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. MRER, EBR,
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BCVR [ADI0 } Accounting HR
Employees Cash Advance

Accountant, HR
Payrall

Accountant, HR
Payroll

BCVE [AD11] - Annual Budget

MRER, EBR,
Accountant
Acectg Staff-
Imvoicing, Sales

MRER, EBR,
Accountant Acctg
Staff-invoicing,
sales & Account

Corpany A buogetlist for d1 qperaiond need of the conmpany:

& Acquunt Receivables Staff
Recejyables
A picelistthat mece for LEUBULAN fr SWHC and proper movitaing o achid and axdt of
EECEDHUIHEEEE'EI MRER. EER. -
Acota Staff ] Accountant Acctg
BCVR [4012]- Bulan Price g ' |Staff1, Sales &
Sales & AccountA
i coount
Recelvables Receiyables Staff
Staff
MRER EBR, Summey of Accourting Deper iment repart for thewihole operdion of Acoauniing and
Accountant  |MAER, EBR, Finance Omeern
. Acetg Staff1& |Accountant Acctg
Eﬁ[mf]"“““”"““ﬁ Month 15 Sales & Staff1 & 2, Sales &
nehepo Account Account
Receivables Receivables Staff
Staff
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