
 

 

 

1. Requisition and Issuance of Supplies 

 
Requisition and Issue Slip (RIS) is a document required to use for an Employee/ Personnel to 
request for monthly supplies. 
 

Office or Division: Property and Supply Unit 

Classification: Simple 

Type of Transaction: Government to Government (G2G) 

Who may avail: DepEd employees 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Filled Out Requisition and Issue Slip (RIS) (3 
Copies – 1 Original) 

Employee 

CLIENT STEPS AGENCY ACTION 
FEES 
TO BE 
PAID 

PROCESSIN 

GTIME 
PERSON 

RESPONSIBLE 

1. Submit all the 
requirements to 
Supply Office 

1.1 Receive and 
check all 
the 
documents 

 
None 

 
5 minutes 

 
 
 
 
 
 
 

Property 
and 

Supply 
Unit 

Personnel 

1.2 Check the 
availability 
of  stocks 

None 10 minutes 

1.3 Forwards the 
RIS Form to 
the Division 
Supply Officer 
for 
Approval 

 

 
None 

 

 
3 minutes 

2. Receive the supplies 
And the copy of approved 
RIS Form 

2.1 Release of 
supplies 

None 3 minutes 

TOTAL None 21 minutes 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


