RICE SOURCING POLICY
I. General Policies
A. Sourcing Priority
MSI shall observe priorities in the conduct of rice sourcing in the following order:

First - MSI Agri Dev’t. Center (MSI-ADC) and/or MSI Operated Rice Mil
Second - Accredited Bank Assisted Cooperatives (BACs)

Third - Non-Bank Assisted Cooperatives (Non-BACs)

Fourth - Private Rice Millers

Fifth - Private Traders

B. Mode of Sourcing

1. Sealed Rice Price Quotation shall cover rice purchases of > 100 bags of rice
from BACs, Non-BACs, private rice millers and/or private traders.
2. Price Canvass shall cover rice purchases of < 100 bags.

C. Definition of Terms

1. Sealed Price Quotation - refers to the supplier’s price quotation for volume
order of >100 bags of rice that is submitted in sealed envelope.

2. Price Canvass - refers to the process of requesting for supplier’s open price
quotation for volume order < 100 bags of rice.

3. Negotiation - refers to the process of further negotiation with supplier that
guoted the lowest price to arrive at the best terms and conditions.

4. Accredited Suppliers — refer to suppliers that have accomplished, complied,
and submitted the required documents for accreditation.

5. Qualified and Complying Accredited Suppliers — refer to accredited suppliers
that submitted documents/samples, etc. required during the conduct of
sealed price quotation and/or price canvass.

Il. Procedures on Sourcing
A. For LANDBANK
1. Head Office and Metro Manila Branches

Subject to stock availability and quality, MSI Agri Dev’t. Center (MSI-ADC) and/or
MSI Operated Rice Mill shall serve the rice allocation of LANDBANK Head Office
and Metro Manila Branches. In cases when MSI-ADC and/or MSI Operated Rice
Mill and accredited BACs and/or Non-BACs are not capable to deliver, a sealed
price quotation shall be conducted.
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2. Provincial Branches/Field Units

Rice allocation of LANDBANK Provincial Branches/Field Units, which are not served
by MSI-ADC and/or MSI Operated Rice Mill, shall be served by BACs or Private rice
millers and/or Private traders endorsed by LandBank and accredited by MSI. In
cases where there are no LandBank endorsed suppliers or LandBank-endorsed
supplier is unable to provide the required rice supply of an area, a price canvass
shall be conducted regardless of the quantity due to the fast movement and
fluctuation of prices and the remote distance of provincial branches/field units.

B. For Non-LANDBANK (Government & Private Clients)
Sourcing priorities shall apply for non-LANDBANK accounts. In cases when MSI-
ADC and/or MSI Operated Rice Mill and accredited BACs are not capable to deliver,

a sealed price quotation shall be conducted.

C. Sourcing of Palay/Rice Under the PIK Program

Please see attached implementing guidelines.

lll. Procedures For The Conduct Of Sealed Price Quotation
Step 1. Invitation for Sealed Price Quotation
The Institutional Sales Specialist shall invite accredited rice suppliers to join the
Sealed Price Quotation thru the issuance of Request for Sealed Price Quotation
Form (Annex A).

Step 2 Submission of Sealed Quotation and Rice Sample

The accredited rice suppliers shall be required to submit two (2) envelopes
addressed to the Chairman, containing the following:

Envelope 1 - Sealed Quotation signed on every page
Envelope 2 - Rice Sample of at least one half (1/2) kilo for test cooking unless
otherwise sample quantity is specified by client

Step 3 Sample Labeling
A sealed envelope, labeled by the rice supplier, submitted to and received by the

Institutional Sales Specialist, shall be opened when the Rice Sourcing Committee
(RSC) convenes.
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Step 4 Opening of the Sealed Price Quotation

In the presence of the Rice Sourcing Committee (RSC) Members, the sealed
envelopes containing the price quotation and rice sample shall be opened by the
Chairman of the RSC or his duly authorized representative. Suppliers shall be
allowed to witness the conduct of the Sealed Price Quotation if they wish to.

Step 5 Evaluation and Awarding

The selection shall be limited to the qualified and complying accredited Rice
Supplier whose rice sample is acceptable to the committee.

The award shall be given to the rice supplier who submitted the lowest price and
best rice quality.

In case of a tie, the following shall be observed:

The Chairman of the Rice Sourcing Committee (RSC) or his authorized
representative shall request the 2 tying suppliers to submit another price
quotation. Based on the resubmitted price quotation, the RSC Committee
shall declare the winner that quoted the lowest price.

Failed Sealed Price Quotation

There is a Failed Sealed Price Quotation is any of the following
conditions exists:

1. Rice samples submitted by the qualified and complying accredited rice
suppliers are not in accordance with the required specifications.

2. Quoted price by all qualified and complying accredited rice suppliers is
higher than the projected acceptable price by the clients.

3. Less than three (3) qualified and complying accredited suppliers.

In case of a Failed Sealed Price Quotation, the Committee may proceed to Open Price
Canvass or Negotiation.

IV. Procedures For The Conduct of Price Canvass
Step 1. Invitation for Price Canvass
The Institutional Sales Specialist shall invite non-accredited rice suppliers to

join the Price Canvass through the issuance of Request For Open Price
Quotation form (Annex B).
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Step 2 Submission of Price Canvass and Rice Sample

The non-accredited rice suppliers shall be required within the day to submit two
(2) envelopes addressed to the Chairman, containing the following:

Envelope 1 - Open Quotation signed on every page
Envelope 2 - Rice Sample of at least one half (1/2) kilo for test cooking unless
otherwise sample quantity is specified by client

Step 3 Sample Labeling

A sealed envelope, labeled by the rice supplier, submitted to and received by
the Institutional Sales Specialist, shall be opened when the Rice Sourcing
Committee (RSC) convenes.

Step 4 Opening of the Price Canvass

In the presence of the Rice Sourcing Committee (RSC) Members, the sealed
envelopes containing the price quotation and rice sample shall be opened by
the Chairman of the RSC or his duly authorized representative. Suppliers may
be allowed to witness the conduct of the Open Price Quotation.

Step 5 Evaluation and Awarding

The selection shall be limited to the qualified and complying accredited Rice
Supplier whose rice sample is acceptable to the committee.

The award shall be given to the rice supplier who submitted the lowest price
and best rice quality.

In case of a tie, the following shall be observed:

The Chairman of the Rice Sourcing Committee (RSC) or his authorized
representative shall request the 2 tying suppliers to submit another price
quotation. Based on the resubmitted price quotation, the Committee shall
declare the winner that quoted the lowest price.

Failed Price Canvass

There is a Failed Price Canvass if any of the following conditions
exists:

1. Rice samples submitted by the qualified and complying accredited
rice suppliers are not in accordance with the required
specifications.
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2. Price offered by all qualified and complying accredited rice
suppliers is higher than the projected acceptable price by the
clients.

3. Less than three (3) qualified and complying accredited suppliers.

In case of a Failed Price Canvass, the Committee may proceed to Negotiation.

V. Rice Sourcing Committee (RSC)

A. The Committee shall be composed of the following:

Chairman : President & CEO
Vice Chairman : Corporate Services Manager
Members : Business Manager

Institutional Sales Specialist
Institutional Sales Assistant

Witness . Internal Auditor
Secretariat . Institutional Sales Assistant

In the absence of the above RSC members, the following may
serve as alternate/witness for:

President & CEO . Executive Secretary
Corporate Services Manager : Accountant or Bookkeeper
Business Manager : Sales Executive
Institutional Sales Specialist  : Institutional Sales Assistant

In the conduct of deliberations, when Chairman is not present, the Vice-
Chairman shall act as the Chairman of the Rice Sourcing Committee.

B. Responsibilities of the Rice Sourcing Committee

1. Evaluate and approve rice price ceiling on a per Region basis based on
Bureau of Agricultural Statistics (BAS) data and monitored prevailing
market price.

2. Accredit rice suppliers for LANDBANK Branches/Field Units,
government, and private clients.

3. Review/Amend/Implement the Rice Sourcing Policy and recommends
changes when necessary.

4. Additional similar functions may be assigned as the need arises.
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VI.

C. Minutes of Meeting

Minutes of meeting shall be prepared by Institutional Sales Assistant.

Detailed Procedural Flow

Activity

Personnel Responsible

I. For LandBank

1.

10.

11.

12.

Order taking from telephone from
LBP Metro Manila & Provincial
Branches Field Units.

Consolidation of rice order.

Price canvassing from LBP endorsed
rice suppliers (co-op/SME).

Notation of the Sales Approval Form
(SAF) to recommend approval of the
transaction (Annex C).

For Non- MSI-ADC served clients,
filling-up the lower box portion of the
SAF.

Approval of the Sales Approval Form.

Upon approval and receipt of the
SAF, Purchase Order (Annex D) is
prepared.

Approval of Purchase Order.

Upon approval of the Purchase Order,

confirmation of rice order /submission
of Order Advice is prepared and sent
to MSI-ADC together with the
schedule of delivery (HO, Metro
Manila Branches, & Regions I, 11, 111,
IV, & XI).

Delivery of rice order to client.
Preparation of Delivery Receipt
(Annex E) & Sales Invoice (Annex
F).

Submission of documents to MSI HO
for payment processing.

Institutional Sales Specialist

Institutional Sales Specialist

Institutional Sales Specialist

Corporate Services Manager

Institutional Sales Specialist

Business Manager

Institutional Sales Specialist

Business Manager

Institutional Sales Specialist

MADF/LBP endorsed supplier (co-op/SME)

Institutional Sales Assistant

LBP endorsed rice supplier (co-op/SME)
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13. Upon receipt of the complete

documents from the supplier, prepare
and transmit Request For Payment
with the following attachments: SAF,
PO, MSI Sales Invoice (SI), Delivery
Receipt, & Suppliers DR/Certificate
of Acceptance and Sl for FAU
Booking

14. Preparation of payment of supplier.

15. Collection/remittance of payment to

suppliers.

16. Receipt of Official Receipt from

supplier and issuance of Official
Receipt.

17. Monitoring and collection of LBP

deliveries. Collection date shall be
fifteen (15) days for LBP Branches &
Field Units while for Head Office is
thirty (30) days from date of delivery.

I1. Non-LandBank

1.

N

&

o

~

0

Acceptance of the Purchase Order
and/or Order Confirmation Form and
preparation of Sales Approval Form.

Notation of the Sales Approval Form
to recommend approval of the
transaction.

For Non- MSI-ADC served clients,
filling-up the lower box portion of the
SAF.

Approval of the Sales Approval Form.

Sourcing of requested
commodity/variety.

Upon approval and receipt of the SAF,
Purchase Order is prepared.

Approval of Purchase Order.

Upon approval of the Purchase Order,

Institutional Sales Specialist

Corporate Services Dept.

Corporate Services Dept.

Corporate Services Dept.

Corporate Services Dept.

Sales Executive

Corporate Services Dept.

Institutional Sales Specialist

Business Manager

Institutional Sales Specialist

Institutional Sales Specialist
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confirmation of rice order /submission Business Manager
of Purchase Order or Order Advice is
prepared and sent to the supplier. Institutional Sales Specialist

9. Delivery of rice order to client.

10. Preparation of Delivery Receipt &
Sales Invoice. MADF/LBP endorsed coop/SME supplier

11.Upon receipt of the complete
documents from the supplier, prepare Sales Executive
and transmit Request For Payment
with the following attachments: SAF,
PO, MSI Sales Invoice (SI), &
Suppliers DR/Certificate of
Acceptance and Sl for Corporate
Services Department Booking

Institutional Sales Specialist

12. Preparation of payment of supplier.

13. Collection/remittance of payment to

suppliers. )
Corporate Services Dept.
14. Receipt of Official Receipt from

supplier and issuance of Official )
Receipt. Corporate Services Dept.

Corporate Services Dept
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ANNEXES
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ANNEX A

AYA

MASAGANANG SAKAHAN, INC.
A Land Bank Subsidiary

REQUEST FOR “SEALED” PRICE QUOTATION RFQ Ref. No.
Date
TO : MSI AGRICULTURAL DEVELOPMENT CENTER
Masaganang Sakahan, Incorporated (MSI) is requesting for a price quotation for the supply and delivery of rice with the following specifications. Should you wish to participate in any or all, kindly fill up portion B of
the table below:
Note: Portion A to be filled up by MSI and Portion B by Supplier
PORTION A (for MSI) PORTION B (for Suppliers)
Variety/ Term CONFORME
Grade Age Volume Delivery Point Delivery of Requirements Quoted Signature
Schedule Payment Price above print
name
FOR SAMPLE AND QUOTATION
Rice suppliers are requested to submit to MSI Two (2) kilograms of rice sample on or before labeled with the name and address of the supplier, description of quality
and variety specs of rice being offered.
Thank you.
Business Manager
TERMS AND CONDITIONS
1.  Problems such as delays, rejection, complaints, etc shall be subject to penalties and deducted from supplier’s Performance Bond and/or or payment.
2. Quotations which do not meet in full the conditions or requirements set forth herein shall be disqualified and shall not be considered for the purpose of the award, unless, the same in the determination
of the MSI Trading Committee, will best serve the interests of MSI.
3. MSI reserves the right to reject any or all quoted prices, to waive any formality therein or to accept offers that may be considered most advantageous to MSI.
SUPPLIERS CONFORME:
I have read and fully understood the terms and conditions indicated in the Request for Quotation with RFQ Ref. No. 2016-159.
| understand that this quotation was requested by MSI in anticipation of the P.O. from the client and | agree to serve the requirements once the Purchase Order is awarded.
| also understand that MSI reserves the right to reject any or all quoted price, to waive any formality therein or to accept offers as maybe considered most advantageous to MSI.
PLEASE SIGN YOUR NAME AND BUSINESS ADDRESS
Page 10
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ANNEX B

Date
TO

AYA

MASAGANANG SAKAHAN, INC.
A Land Bank Subsidiary

REQUEST FOR PRICE QUOTATION

: MSI AGRICULTURAL DEVELOPMENT CENTER
Masaganang Sakahan, Incorporated (MSI) is requesting for a price quotation for the supply and delivery of rice with the following specifications. Should you wish to participate in any or all, kindly fill up portion B of

RFQ Ref. No.

the table below:
Note: Portion A to be filled up by MSI and Portion B by Supplier
PORTION A (for MSI) PORTION B (for Suppliers)
Variety/ Term CONFORME
Grade Age Volume Delivery Point Delivery of Requirements Quoted Signature
Schedule Payment Price above print
name

FOR SAMPLE AND QUOTATION

Rice suppliers are requested to submit to MSI Two (2) kilograms of rice sample on or before labeled with the name and address of the supplier, description of quality

and variety specs of rice being offered.

Thank you.
Business Manager

TERMS AND CONDITIONS
1. Problems such as delays, rejection, complaints, etc shall be subject to penalties and deducted from supplier’s Performance Bond and/or or payment.
2. Quotations which do not meet in full the conditions or requirements set forth herein shall be disqualified and shall not be considered for the purpose of the award, unless, the same in the determination
of the MSI Trading Committee, will best serve the interests of MSI.
3. MSlreserves the right to reject any or all quoted prices, to waive any formality therein or to accept offers that may be considered most advantageous to MSI.

SUPPLIERS CONFORME:

| have read and fully understood the terms and conditions indicated in the Request for Quotation with RFQ Ref. No. 2016-159.

| understand that this quotation was requested by MSI in anticipation of the P.O. from the client and | agree to serve the requirements once the Purchase Order is awarded.

| also understand that MSI reserves the right to reject any or all quoted price, to waive any formality therein or to accept offers as maybe considered most advantageous to MSI.

PLEASE SIGN YOUR NAME AND BUSINESS ADDRESS
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ANNEX C

MASAGANANG SAKAHAN, INC,
(A Land Bank Subsidiary)
A A 8" Flooe SyClp Law Canter. 105 Pasos de Roxm,
Legaspl Vllage. Mokali City 1228
MS| = Nov U076 0037658 - 8036360 - 132-3498 - 83,4208 SALES APPROVALFORM N0 ] 2 0 1 4
Fax No . 019.6658
Non VAT Rleg. TIN. 000.475-493.000 DATE:
CLIENT: ADDRESS:
CLIENT CLASSIFICATION ACCOUNT STATUS: PURCHASE ORDER!
. Government Private _ Oud Now No. _ Date
CROP _ Broker
Others TERMS OF PAYMENT:
. Cash COD CHECK
MODE OF DELIVERY PDC Terms OR NO.
Pick-Up Delivered Due Date BANK/CHECK NO,
Est. Delivery Date: Ptace of Delivery:
UNIT PRICE
QUANTITY uNIT DESCRIPTION X0 A0 TOTAL AMOUNT
PREPARED BY: FOR CASH SALE FOR CREDIT SALE
APPROVED BY: RECOMMENDING APPROVAL: APPROVED BY:
Sales Rep. / Date Mkig. Mgr. / Date Fund Mgt, Head / Date Gen, Manager / Date
TO BE FILLED UP BY LOGISTICS UNIT:
SUPPLY INFORMATION DELIVERY DATE: PWAM
Back to Back
Inventory REMARKS:
SUPPLIER Certifted by:
LOCATION OF INVENTORY Logistics Dificer

Rice Sourcing Policy

Page 12



ANNEX D

MASAGANANG SAKAHAN, INC.

A ( A LandBank Subsidiary)
11th Ficor, All Asia Capitaé Conter. 105 Paseo de Roxas
MSI Legaspi Village, Makati Cay

Tel Nos, 8195536 * 852 3498 * 59).9208
Fax No. 893 7668

Non-VAT Reg. TIN: 000-475.883.000 No 1979
PURCHASE ORDER

TO SAF NO

ADDRESS ™

BUS, STYLE: DATE

Kindly furnish thes office within days upon receipt of this Purchase Order the following #envs s per terms and

condition stiputated harein:

ary Urat Complete Description of ltems{s) Unat Prica Unit Prica

Contorme Date

Total Amount in Pesos -

Certified By: Funded By: Approved By:

CONDITIONS
1 Tt Purctoes Order 5 made i c0ordinte Wi paer gueteson sndior vl bid a0 per 0o wet of apeciaaions
1 Upa your mospt of e argieal tepy of Sain B0, o tares 320 spocrieInen 1anodf el be Sewrwd sccepted (| not sesevied witen Aety-egfe (48 hman
3. W reterve the pht 10 canen s Purehate Order if
ISP we ot emt
B) The Order samnct be Sledd within the S specled Sevpn 3od
of Price s changed
4Mu*u~mumhmmmmw-—--m— Sestruciive fyphocons, and B e on fhe Gate speciied herein e shat be Rable o
2y ot ewurpday of delay the Epadated carsages squivainnt 15 1% of v tetef wibes Inwshved

5 Goods suppind devnan wil be secetead by 3ur shoraed representates. sabieet Lo Sngl by ]
PROCEDUAE FOR PAYMENT
Thin Purchane Order wwst b Misctwd 14 the Original ivoice beareng your Company s e s the Sor payrewnt Pypmect however. b

At 13 scceptaddty of Muv(y| Cobunnad a3 1IN 10 e Kregirg

£0 Pass (4X) 0001 - 2500 BIR y % Pt No. WAL

Date lssued 08-14-2012, Vakg untd 06132018

1021 priwss, X35 cabewva st pass p -
Non VAT Reg T '”‘;‘_"‘;“”'o“" This document recelpt Is mot valid for claiming input taxes.
BR Ne PRON Duate lssued 03272013 “THS PURCHASE ORDER SHALL BE VALID FOR FIVE {5) YEARS FROM THE DATE OF ATF
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ANNEX E

MASAGANANG SAKAHAN, INC.

A { A LandBank Subsidiary)
12th Floor. Syop Law Centre, 105 Paseo de Roxas Legaspi Village,
MSI San Larenzo, City of Maksti NCR, 4th Dist, Phws 1223

Tol, Nos, H93 %9378 * B93 0369 * 893 0208

Tolatax No. 810 505 * 893 7698 \0 O 0 l 0 04 n

Noo-VAT Reg TIN. D0D-475-923-00000

DELIVERY RECEIPT

DATE
DELIVERED TO : TIN
ADDRESS BUS. STYLE:
SHIP TO 0 TERMS
Quantity Unit Description Unit Price Amount
DELIVERED BY: RECEIVED THE ABOVE MERCHANDISE IN

GOOD ORDER & CONDITION AND SUBJECT
7O THE REMS STATED ABOVE

180 150 & 9) 030001 - 0015000 MIR Authorty 1o Print No. SALINO00TIS 1506 BY: . IR =
Dipic, 11407-2016, Exgry Dt 11063021 APP Refarmance No - APPZ2260M2016

SR, 2005 cabesa sl pasay city THIS DELIVERY RECEIPT SHALL BE VALID FOR FIVE {5} YEARS FROM THE DATE OF ATF
N VAT Rag TIN 166064 74700000 BIR Accradtaian Ne, (S51me22 3300006001 A Date: 01% Dot L€
“This delivery receipt iy mot valid for claiming input texes.” Loose Loaf Parest # L5414 Date: 0834200
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ANNEX F

INV SALES INVOICE DATE
MASAGANANG SAKAHAN, INC, [ SALES INVOICE

it g M0
A LLALARIn Subuden) No 65281 COLLECTION DATE
Tol, Nos T80, 9578 » 553, 836) - 460 9208
MSI Tolefax No, 10,5005 * B33 7638 TIN: TERMS:

Non VAT Reg, TIN: 000-475-893-00000

SOLD TO: Business Style

BILLING ADDRESS:
PLACE OF DELIVERY:

DELIVERY DATE

QUANTITY] UNIT ITEM SPECIFICATIONS UNIT COST TOTAL AMOUNT
SUBTOTAL P
ADD: OTHER CHARGES (SPECIFY) : P
GRAND TOTAL P
REFERENCES
CLIENT P.O. SALES APPROVAL | DELIVERY RECEIPT MSI P.O. PREPARED BY:

NUMBER | DATE |NUMBER| DATE |NUMBER| DATE [NUMBER| DATE

APPROVED BY:

e/ | hereby agree 1o pay in Makati the agraed prce of the iterms ksted herein upon delivery, unlass otherwise arranged, Payment(s) shall be mada edhec COD, or on the date
specified above in the *COLLECTION DATE” porfion of this Invoice. INGASE OF DEFAULT IN THE PAYMENT OF THE AMOUNT SPECIFIED ABOVE. WE/I AGREED TO PAY MSI
A SURCHARGE OF 0.05 PERCENT PER DAY BASED ON TOTAL SALES INVOICE AMOUNT plus other charges from date of invoice. in the event of Iligaton, Wedl expressly
submit 4o the jurisdicion of the courts of Makat or the City of Manila at seller’s oplion and agree 10 pary an sdditional sum aquivalent Io 25% of the ameurt due but in no case less
than 500.00 as attorney’s foe and liquidatod damages and cost of suit, Until the goods hersin specified ate fully paid for, awnership hereof remains with the selier, ALL CLAIMS FCR
SHORTAGES, DISCREPANCIES OR DAMAGES MUST BE REPORTED TO MS! HEAD OFFICE OR ITS REPRESENTATIVE WITHIN 48 HOURS UPON RECEIPT OF STOCKS,
OTHERWISE. MSI SHALL CONSIDER ALL GOODS DELIVERED TO BE IN CONFORMITY WITH THE AGREED STCCKS SPECIFICATIONS

BY:
DATE RECEIVED SIGNATURE OVER PRINTED NAME OF CLIENT
OR AUTHORIZED SIGNATORY
CLIENTS COPY (Whate) *MSI ACCOUNTING COPY (Green) *FILE COPY (Yellow)
100 pads (50x3) 63751 - 68750 BIR Authority to Print No. 9AL0000S52287 BiR Accrodation No. 051mp20130000000001 Date kssued: 01092014
Date issued: 06-15-2016, Expiry Date 06-14-2021 App Ref- No, APPN416752016 Loase Leal Pormit # LL-5841-14 Date. 04/04/2014

18-21 peinrers. 2855 cabeesa i, pasay city Non VAT Reg TIN: 188-664-747-00000 “This sales invoice is not valid for claiming input taxes.”
“THIS SALES INVOICE SHALL BE VALID FOR FIVE (5) YEARS FROM THE DATE OF ATP”
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