urmmwmw

OF EDUCATION

4. Request for Certificate of Final Acceptance or Certificate of Completion

This form is requested by the supplier upon completion of the delivery.

Office of the Schools Division Superintendent — Property and
Supply Unit (OSDS-PSU)

Simple

G2B (Government to Business)

Supplier

Standard Requirement

documents

documents, stamp
“‘Received” with Date
and Signature and
Forward request to
SDS Office.

Note: Determine if the
client wishes to wait. If
not, advise them that
notification of the
document’s release
will be sent to their
provided contact info.

Signed Delivery Receipt/s — One (1) duplicate |Client

copy

Letter Request addressed to the Schools Client

Division Superintendent (SDS) — One (1)

original copy

1. Submit required 1.1 Receive submitted None 5 minutes Administrative

Officer IV,
OSDS-Records
Unit




DehED

1.2 Receive submitted None 10 minutes Administrative
documents and Assistant |l
forward to SDS for OsDS
review.
1.3 Review and None 30 minutes | Schools Division
endorse to PSU for Superintendent
appropriate action.
1.4 Forward None 10 minutes Administrative
documents to PSU Assistant Il
OSDS
1.5 Receive request None 30 minutes Administrative
letter and check Officer IV
proper requirements (Supply Officer),
for verification OSDS-PSU
including the filed
accomplished IAR.
1.6 Prepare and sign None 15 minutes Administrative
(for notation) the Officer IV
Certificate of Final (Supply Officer),
Acceptance/Certificate OSDS-PSU
of Completion and
forward to SDS office
for signature.
1.7 Sign certificate and None 10 minutes | Schools Division
release to Records Unit Superintendent
for releasing to client.
1.8 Notify the PSU that None 5 minutes Administrative
the certificate is ready Assistant lll,
for release before OSDS
forwarding to Records
Unit.
1.9 Notify the client that| None 5 minutes Administrative
the document is ready Officer IV
for pick-up (Supply Officer),
OSDS-PSU
2. Claim the signed  |2.1 Release the None 5 minutes Administrative
Certificate of Final Certificate of Final Officer IV,
Acceptance/Certificate [Acceptance/Certificate OSDS-Records
of Completion at of Completion with Unit
OSDS-Records Unit |stamp “RELEASED”
TOTAL (Returning):| None 2 Hours, 5 Minutes




