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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: bevrprimeenenterprise142630@gmail.com
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@amail.com

BCVR 2023 - 6 MEMORANDUM Circular No. 3.1

TO:

FR:

SUBJECT:

DATE:

MESSAGE:

ALL DEPARTMENTS; Accounting and Finance Dept., Pharmacy and Regulatory Dept., Store
Operations Dept., Sales and Mktg. Dept., IT & Inventory Dept., Distribution and Warehouse
Dept., Branch Operations Dept.

EBR

BCVR Daily / Monthly Official Google Template for concern Department / Area of
Operations
JUNE 2023

This Memo Circular No. 3.1 refers to the Daily / Monthly recording/updating of vital data the
department / company uses in its operations. Proper recording and complete data promote
work efficiency and yield positive result.

Each template serve an important purpose: From Monitoring our Sales (deficit), Account
Receivables & Collection, Fasten Purchase to Suppliers, Help prioritize the work needed to be
done on a Daily/Weekly/Monthly basis, Resolve pending/delayed deliveries,
Account/Inventory of Incoming & Outgoing Stocks, Minimize Expired Products, Give
Customers Satisfaction, Track down our Progress, Serve us Reminders and Key Performance
Indicators. etc...

Pls. refer to the following Official G Template attached. Failure to Comply with out a valid
reason, in updating the following are tantamount to Negligence of Work.

Print and File a Monthly Record of Final Sales Report for reference and other important files
needed.

- MANAGEMENT
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