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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. 

 

SUBJECT: ​ 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 
Report 2022 

EBR, MER, ITD, AFD, PRD, BOD, DF Staff 

D014 - Masterlist of Clients (GPFS, DFS, DFGS, PFS, 
PWRS, BFS, BWRS) 

ITD, BOD, PRD, EBR, MER, DF Staff 

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 & DFS2 - Distribution Field Sales Monitoring 2022 DF Staff 

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

 

Purpose of Google Sheet Templates: 

o​ D001 - 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​ D003 - 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​ D005 - 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​ D006 - 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​ D007 - 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​ D008 - 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​ D009 - 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​ D010 – Forms 

−​ Is used to compile all of BCVR’s forms for easier reprinting and creation of labels and stickers for 

client orders. 

o​ D011 - Out of Stocks/Items Lacking 

−​ Is 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​ D012 - Pricelist – Bulan 

−​ Is 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​ D015 - Masterlist of Suppliers 

−​ Is used for compilation of all of BCVR’s suppliers with their supplier information. 

o​ D016 - 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​ D017 - 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 

 

SUBJECT: ​ 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 

 

Page | 3 / 3 
 



 
 

Page | 4 / 3 
 



 
 

Page | 5 / 3 
 



 
 

 

 

Page | 6 / 3 
 


