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Human Resources, People Development and Communication

Investments and Assets Management

Business Development

       Byproduct Reports

Accounting and FinanceOperations and AdministrationSales and Merchandising Information Technology

Sales Reports 

Inventory Reports 

Asset 
Management 

Reports 

 Vending 
Machines 

Warehouse 

Re-
stocking 

Planogram 
Review 

/Update of 
Vending 

Machines 
(VM) and 

Warehouse 
(W)  

Updated 
planograms of 

VM and W 

Product Request 
(PR) 

Purchase Order 
(PO) Stocks Purchases 

Stock Transfer 
Request (STR) - W 

Update Stocks in Warehouse (Stock 
Count and $ Value): 
      Beginning Inventory 
    - Expired and Damaged Products 
    - STR-VM 
    + STR-W (Returns from VM) 
    + SRR 
       Ending Inventory.  

Purchases 
Invoices (PI) 

PO vs PI 
Reconciliation 

Warehouse 
Reconciliation 

Planogram 
Reconciliation 

Stock 
Reconciliation 
Report (SRR) 

C 

A 

Stock Transfer 
Request (STR) - 

Stock Transfer 
Request (STR) - W 

D 

Expired/Damaged 
Products 

Cloud Server 

Refined Sales Report 
under Cash and Credit 

Card Sales 

Refined Sales 
Report: 1) DEAJ, 
2) Client, 3) IRS 

Analysis on Sales 
Performance vs Sales 
Target per Vending 

Machine (VM) 

B 

Prepare variable 
and fixed rent to 
qualified clients 

Legal 
agreements 
with Clients 

Check Vouchers 
for Approval 

Rent payments and 
post to Quick Books 

A 

Out of Stock 
Reports 

Fast/Slow Moving 
Reports 

Planogram 

Maintenance 
Reports 

Management Summary 
Report  

Sales Action 
Commitment  

Delivery and Stocking 
Procedures: 
1) Refer to Updated 
Planogram 
2) Refer to the Stock 
Reconciliation Report (SRR)  
3) Refer to Maintenance 
Issues 
4) Furnish Refined Sales 
Report to the Client 
5) Ensure rental payment has 
been reveiwed 
6) Ensure cleanliness, 
functional, safety and 
security of the Vending 
Machine 
7) Update Sales Action 

Re-evaluation of Survey 
Analysis of All Clients  

B 

C 

D 

Product Stocking, 
cleaning and 

AirVend Update 

Updated 
Planogram of VM 

C 

Small Maintenance Issues 
and Justifications 

E 

E 

Stock 
Reconciliation 
Report (SRR) 

Sales Action and 
Commitment 

Report 

Sales Action 
Commitment 

Report) 

Sales Reports 
(Snacks, 

Lunchables and 
Drinks) 

Cost of Ending 
Inventory 

Expense Ledger 
Reports 

Profit and Loss 
(P&L) 

Asset  
Management 

Cost of Purchases 
from SRR 

Cost of Goods Sold 
(COGS) Reports 

Cost of Goods Sold 
(COGS) 

Actual Cash 
Position 

Cash Flow 
Analysis 

Asset Master File - VM Serial 
Number, AirVend Serial Number, 

Location, Date of Acquisition, 
Original Value, Depreciation, 

Present Value  

 
Review the Breakdown 
and Maintenance of all 

Vending Machines  
 

Expense Requests 
for Approval 

Outside Technician 
Expense Quotation 

Approved? Approved PO 

 
Review the Breakdown 
and Maintenance of all 

Other Assets 
 

Expense Request 
for Approval 

Contractor 
Expense 

Quotation 

Approved? Approved PO 

Cost of Expired 
and Damaged 

Products 

Stock 
Reconciliation 
Report (SRR) 

 
 

 
 

Payment Schedule to 
Product Suppliers 

Expenses 

 
 

Bank Reconciliation 
Report 

Budget Analysis Business 
Development 

 Execution of Repairs 
on Approved POs 

 

 
Vending Machines 

Replacement 
 

Expense Request 
for Approval 

Mover's Expense 
Quotation 

Approved? Approved PO 

Bills Approval 
(basis Approved 

PO and WPI  

Work Performance 
Inspection (WPI) 
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F 

F 

G 
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F 
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P&L - Per 
Location/VM 

Suppliers 
Trade 

Rent Expenses 
(Variable and 

Salary 
Expenses 

Breakdown 
and 

Electricity, 
Water & 
Internet 

AirVend and 
Credit Card 

Insurance 
Expense 

Hauling 
Expenses 

Advertising 
and 

Write-off 
Expenses 

Sales Taxes 

Cash and Cards 
Sales 

Depreciation 
Expenses 

Loan Schedule of 
Payments 

Depreciation 
Schedule 

List of Asset Write-
off/Sale 

Company 
Database 

 Telemetry 
Vending 

Machines 
and Sales 

Kiosks 

Site Prospecting  

Balance Sheet 

Bid Notification 

Letter Offer 
Location 

Agreement 

P&L - 
Consolidated 

Conduct Survey 
on location 
(count and 

Meeting with 
Location 

Provider (w/ 

Re-evaluate 
Survey Analysis  

Stock Report  

Survey Analysis 

Survey Analysis 

Survey Analysis 

At least 21 
transaction

Warehouse 
or Supplier 

Attend Pre-bid 
Meeting  

Conduct Survey 
on location(s) 

(count and 

Agreement
/Exclusivity

Vending Equipment 
Mobilation and 

Installation 

Vending Equipment 
Mobilization and 

Installation 

H 

I 

G 
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At least 21 
transaction

Re-evaluate 
Survey Analysis  

Bid Preparation 
(On Time) 

Bid Documents 
Collation and 
Preparation 

Bid Submission 
Bid 

Approval 

Bid Review  File  

Meeting with 
Location 

Management 

Location 
Agreement 

Vending 
Equipment 

Mobilization 

H 

I 

J 
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Vending Equipment 
Mobilization  

Mover's 
Qoutation (at 

least 3) 

Insurance 
Review 

Bid 
Customer 

Work Plan 

Vending 
Equipment 
Installation 

Vending 
Equipment 
Installation 

H 
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Company Vision 
and Mission 

Goals and 
Objectives 

Strategy and 
Tactics 

Organization  
Structure 

Company 
Manuals 

 
 

Website and 
Social Media 

Dynamic 
Revision 

K 

K 

 
 

Human Resources and 
Employee Manual 

Operations and 
Standards Manual 

Finance and 
Accounting Manual 

Safety Manual 

White Paper 

Training and 
Continous 
Education 

Culture Review 
and Development 

Comapny Website(s) 

FB, LN, Google, Yahoo, 
Instagram, Yelp 

Press Release 

Nomenclature: 
 
A:  Rent/Royalty Fees per Location 
Agreement; 
B. Sales Reports and Sales Analysis; 
C. Stock Reconciliation Report( SRR); 
D. SRR and Expired and Damaged 
Products, Stock Transfer Requet (STR); 
E. Planograms Updates; 
G. Maintenenace, Repairs and Hauling 
Expenses; 
H. Merchandising Reports; 
I.  Location Agreementstl Documents and 

Agrreements with Locations; 

I 

I 


