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QUALITY
PROCEDURE (QP) 00 10.16.201

7
1of10

PageRev. No, Eff. Oate

PROCESSTNG AND PAYMENT OF CLAIMSPROCEDURE TITLE
fothto rele easeufo usmfro eth prCCCIcessro starts ortingsThi pt ppp

tion.araAADDeb Accot ntuA vlced tockSectionh rfo CheD thto Casede

To define the process of standardization of
processing of claims in accordance with exi

guidelines and procedures to facilitate the
sting budgetin& accounting and auditing

ulations.rules and
PURPOSE

PROCESS DESCRIPTION

OUTPUTPROCESSINPUT

SUPPORTING

DOCUMENTS
PROCESSING AND PAYMENT

OF CLATMS

The supporting documents will be submitted to the Budget Section for processing ofObligation Request and Status

and tnen to aciounting Section for checkin& verification ofdocuments and availability offunds. Upon completion of

the required docu."rrt , DV *ill b" processed and submitted to the DILG XIll tnternal Control Team for further

review. The Internal Control Team shall then forward the processed DV to RD/ARD for approval of paymenl The

RD/ ARD omce will then forward the signed DV to Cash Section for preparation ofcheck/ADA for submission to

DESCRIPTIVE STATEMENT:

SC bank.

Step
No.

Responsible
Personnel

PROCESS/ACTMTY Details References

A.
REGIONAL OFFICE

PROCESSING OF OBLIGATION EST AND STATUS - BUDGET SECTION

1 Receive supporting
documents and process the
Obligation Request & Status

Record the received
supporting
documents in the
Logbook

Review/check the
supporting
documents

Prepare 0bligation
Request & Status in
3 copies

Forward the
documents to the
Budget Officer

Logbook /
Supporting
documents

z Budget Officer Review filled out Obligation
Request &Status

Determine the
availability of tunds

Review
completeness and
correctness of the
details of obligation
Request & Status as
to the amount,
Obiect/Expense

ObligaUon Request
& Status

DoI'LllIent Codc

documents
SCOPE

CHECK/ADA

Budget Staff



-R13-FAD-02DILG - REGION XIII (CARAGA)

QUATITY
PROCEDURE (QP)

@
l* | 

10.15.201 
l2or1o I

ReferencesDetailsPROCESS/ACTMTYResponsible
Personnel

Forward the ORS to
respective Division
Chiefs for signature
ofBox A as to the
validity, legality,
charging of the
appropriation of
funds

Sign Box B of
obligation Request
& Status certifuing
that allotment is
available and
obligated for its
deemed purpose

Validate the
0bligation Request
& Status iffound
correct, allocate
funds per Program,
Proiects and
Activitiesand record
to the Registries
and Ledgers

Forward back the
Obligation Request
& Status with its
supporting
documents to the
Bud Staff

Code and
particulars

Log and assign
Control Number of
the 0bligation
Request & Status

Detach one (1) copy
ofthe obligation
Request& Status for
filing and forward
the other 2 copies
with tie supporting
documents to the
Accounting Section

0bligation Request
& Status

Assign Control NumberBudget Stafr

Do(urncnt Codr

Step
No.

3
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-R13-FAD-02DILG - REGION XIII (CARAGA)

QUALITY
PROCEDURE (QP) ffii

6

ReferencesDetailsPROCESS/ACTMTYResponsible
Personnel

Step
No.

Obligation
Request& Status

File copy of
Obligation
Request& Status

Retain recordsBudget Staff

B

PROCESSING OF DISBURSEMENT VOUCHER - ACCOUNTING SECTION

REGIONAL OFFICE

Obligation Request
and Status and
supporting
documents

Corresponding
Checklist

Note: Claims under the Trust
Fund does not have ORS and
start from this step

Review
completeness and
appropriateness of
supporting
documents

(note: if there are lacking
documents, return to
concerned perconnel lor
appropriate action)

Iffound in order,
record to PSL and
prepare
Disbursement
Voucher, lournal
Entry Voucher and
assign
Disbursement
Voucher number

Receive 0bligation Request
and Status with the

supporting documents and
prepare Disbursement

voucher and Journal Entry
Voucher

5 Accountin8 Staff

Review and Sign
Disbursement Voucher

Review as to:
. Completeness of

supporting
documents, its
compliance with
auditing and
accounting rules
and regulations;
Correctness of
entries in Box B of
Disbursement
Voucher

Regional/Assista
nt Accountant

Disbursement
Voucher and
Supporting
Documents

tk)(unrent (lo(lc

4

Record the received
ORS with
supporting
documents to
Logbook
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DILG - REGION XIII ICARACA)

QUALITY
PROCEDURE (QP) 00 10.16.201 4of10
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Rev. No. Eff, Date

Step
No.

Responsible
Personnel

PROCESS/ACTrvrrY References

a Sign Box C of
Disbursement
Voucher certiffing
t}te cash availability,
completeness of
supporting
documents and
amount claimed
proper

a Forward to
Accounting Staffthe
signed DVwith
complete
supporting
documents

7 Accounting Staff Processed Disbursement
Voucher forapprovalby

concerned officials

a Forward the
processed
Disbursement
Voucher to the DILG
XIII Internal Control
Team for further
review and
initial/signature

Disbursement
Vouchers with its
supporting
documents

I Internal Control
Team

Receive the DV with
supporting documents and

affix initial/signature
a Review the DV with

supporting
documents and affix
initial/signature

a Forward the
reviewed DV with
supporting
documents to the
office ofthe
Regional
Director/Asst.
Regional Director
for approval of Box
D

Disbursement
Vouchers with its
supporting
documents

I Regional/
Assisant
Director

Receive the DV with
supporting documents and

approves Box D

a Approved DV (signs
Box D)

Forward Approved
DVs with
supporting
documents to Cash
Section for the
preparation of
Check/Advice to
Debit Account
(ADA)

a

Disbursement
Vouchers with its
supporting
documents

Details



QP.R13.FAD.O2
Doctrnrcnt Codc

DILG - REGION XIII ICARAGA)

QUATITY
PROCEDURE (QP) 00 70.L6.201

7
5of10

Step
No.

Responsible
Personnel

PROCESS/ACTMTY Details References

10 Accounting Staff Retain Records a Filed copies of DV
with supporting
documents
forwarded by cash
section after
segregation ofcoA
and accounting file

DV with supporting
documents

c REGIONAL OFFICE

PAYMENT OF CLAIMS - CASH SECTION

tl Cashier Receive Approved Vouchers
with complete supporting
documents

a Review completeness
of supporting
documents &
signatures

o lf complete, for Trust
Fund Accounts,
prepare and issue
checks and record in
the Check
Disbursement
Record the details of
payments

o If complete, for MDS
Account, check if
payee has a Land
Bank of the
Philippines account

CLAIMANTS WITH LAND
BANK OF THE PHILIPPINES
ACCOUNTS

o Prepare and sign the
List of Due and
Demandable
Accounts Payable -
Advice to Debit
Accounts (LDDAP
ADA) and
record/encode in the
Check Disbursement
Record

Forward to the
Regional/Asst.
Accountant for

a

Disbursement
Voucher

Checks /check
Disbursement
Record/ Cash Book

List of Claimants
with Land Bank of
the Philippines
Account

Approved
Disbursement
Vouchers

List of Claimants
with Land Bank of
the Philippines
Account
Approved



oP-R13-FAD-02
Docurnont Cotlc

DILG - REGION XIII ICARAGA')

QUALITY
PROCEDURE (QP) 00 10.16.201
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6of10

Step
No.

Responsible
Personnel

PROCESS/ACTTVTTY Details References

verification /signing
the List of Due and
Demandable
Accounts Payable -
Advice to Debit
Accounts ILDDAP
ADAJ

FOR CLAIMANTS WITHOUT
LAND BANK OF THE
PHILIPPINES ACCOUNT

o Prepare the issuance
ofchecks and sign
t}ten record/encode
in the Check
Disbursement
Record

a Forward the
approved voucher
with signed issued
checks for approval
ofthe Regional
Director or Asst.
Regional Director

Disbursement
Voucher

List of Due and
Demandable
Accounts Payable -
Advice to Debit
Accounts (LDDAP
ADA)

Approved
Disbursement
Voucher /Check
Disbursement
Record / Issued
Checks

Approved/signed
issued checks

t2 Regional/Asst.
Accountant

Verification/signing of List
of Due and Demandable
Accounts Payable - Advice
to Debit Accounts (LDDAP
ADA)

CLAIMANTSWITH LAND
BANK OF THE PHILIPPINES
ACCOUNTS

o Veriff and Sign List
ofDue and
Demandable
Accounts Payable -
Advice to Debit
Accounts ILDDAP
ADA] if the entries
are accurate. If
inaccurate entries,
noti$r the cashier to
correct the entries.

Forward to Regional
Director/Asst.Regional
Director for

Disbursement
Voucher

Issued Checks

Bank
Advice/LDDAP-ADA

LDDAP-ADA

Rev. No, I)ate



QP.R13.FAD.O2

@
l* I10.16.20l l r", I

Step
No.

Responsible
Personnel

Details References

approval/signature

Regional
Director/ Asst
Regional Dlrector

Approve/sign List
of Due and
Demandable
Accounts Payable -
Advice to Debit
Accounts ILDDAP
ADA)

Approved/ sign the List of
Due and Demandable
Accounts Payable - Advice
to Debit Accounts (LDDAP
ADA) then forward to the
Cashier for submission to
LBP

Approve /Sign the
check and forward
to the Cashier for
preparation ofBank
Advice of checks
issued and
Cancelled

LDDAP-ADA

Approved DV &
approved check

t4 Cashier Preparation of Bank Advice
ofChecks Issued and
Cancelled

Prepare Bank Advice of
checks issued and
Cancelled then
forward to the
Regional/AssL
Regional Director for
approval

Approved DV &
approved checks

15 Regional
Director/Asst
Regional Director

Review and Approval of the
LBP Advice of Checks
Issued and Cancelled

Approved/ sign the LBP
Bank Advice ofChecks
Issued then forward to the
Cashier for submission to
LBP

LBP Advice of
Checks Issued &
Cancelled

16 cashier Submit the Bank Advice /
LDDAP ADA to Land Bank of
the Philippines

Segregate Bank Advice of
Checks Issued for office file
and for submission to LBP

Bank Advice of
Checks Issued and
Cancelled/LDDAP-
ADA

L7 cashier Retain Records File copies ofADA/Bank
Advice

R13-SP-02

D FIELD OPERATING UNIT

D.1 PROCESSING OF OBLIGATION REQUEST AND STATUS AND DISBURSEMENT VOUCHERS -
ACCOUNTING CLERK

1 ACCOUNTTNG
CLERI(

Receive supporting
documents and process the

ORS, DV and IEV

Record the received
supporting
documents in the
PSL

o Review/check
/verify the completeness
of supportinB documents

o Determine the
availability offunds

o PSL

. Supporting
documents

. Checklist

DILG - REGION XIII (CARAGA]

QUALITY
PROCEDURE (QP)

Do(unreIt Codc

PROCESS/ACTTVTTY

13

Received the
approved vouchers
with signed check
from the cashier



QP-R13-FAD-02
Docurne nt Cotlt

DILG - REGION XIII ICARAGA)

QUATITY
PROCEDURE (QP) 00 10.16.201
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Step
No.

Responsible
Personnel

PROCESS/ACTMTY Details References

a - If funds available
and supporting
documents are
complete, prepare
0RS, DV and |EV

o Assign Control
Number For ORS,

DV and fEV and
record the details in
the PSL

a Sign Box B of ORS

certifoing allotment
available and
obligated for the
purpose/adjustmen
t necessary and Box
C of Disbursement
Voucher certiffing
cash availability and
supporting
documents
complete and
amount claimed
proper.

a Forward the
processed ORS and
DV to Program/
Outcome Manager
for signature of Box
A

If no funds available,
prepare request letter for
funding to Budget Section at
RO

a If incomplete
documents,, return to
concerned personnel
for compliance of the
lacking documents per
checklist

r ORS from RO

. Suppofting
documents

o PSL

ORS, DV, |EV and
supporting
documents

o Requestletter

. Checklist

2 PROGRAM/
OUTCOME
MANAGER

Reviewand sign ORS and DV
Box A

Review supporting
documents and sign
BoxA of Obligation
Request and Status

[ORS) as to charges to
appropriation/allotme
nt are necessary, lawful

a o ORS, DV urith
supporting
documents

Rev. No.
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QUALITY
PROCEDURE (QP) 00 10.16.201 9 of10

7

Rev. No. Eff. Date Page

Step
No.

Responsible
Personnel

PROCESS/ACTTVTTY References

and under direct
supervision and
supporting documents
valid, proper and legal;
Sign Box A of
Disbursement Voucher
[DV) as to
expenses/Cash
advance necessary
lawful and incurred
under direct
supersvision

a Forward the signed DV
to the Provincial
Director for the
approval of Box D

3 PROVINCIAL
DIRECTOR

Reviewand sign DV a Provincial Director
approved the DVs

fsigns Box D)

a Forward Approved
DVs to Disbursing
Officer for the
preparation ofAdvice
to DebitAccount
(ADA)/Check Issuance

DV with supporting
documents

4 ACCOUNTING
CLERK

Retain Records Filed copies of DV
with supporting
documents
forwarded by
Disbursing Officer
after segregation of
COA and accounting
file

o ORS, DVwith
supporting
documents

D. FIELD OPERATING UNIT

D.2 PAYMENT OF CLAIMS - DISBURSING OFFICER

5 DISBURSING
OFFICER

Receive Approved Vouchers
with complete supporting
documents

a Review completeness
ofsupporting
documents &
signatures

lf complete, prepare
and issue checks
(Bank Advice)/ADA
and record the
details in the Check
Disbursement

a

o DVwith
supporting
documents

o Checklist

o Checks
Disbursement
Record/ Cash
Book

Details

a



QP-R13-FAD-02
I)ocunrent Code

DILG - REGION XIII ICARAGAJ

QUALITY
PROCEDURE {QP} 00 1o.1:6.201 10 of 10

7

sbp
No.

Responsible
Personnel

PROCESS/ACTMTY Details References

Record/Cash Book

a Record the details of
payments in the PSL

o Sign the prepared
checks/ADA and
forward to Provincial
Director for
signafure

PSL

Check/ADA

6 PROVINCI,AL
DIRECTOR

o Regeived checks (Bank
Advice) /ADA for
approval

Sign/Approves the Check

[BankAdviceJ/ADA and
forward to Disbursing
officer for submission to LBP

a Check/ADA

7 DISBURSIITIG
OFFICER

Retain records File copies of Check fBank
Advicel/ADA

R13-SP-02

LYT{NE L CUNANAN
Acct.lll

IMETDAL ENDENCI.A
Cashier III

BO
v

DirectorcAol
A"

Director
CESO III

ProcessOwner RegionalQMR Top Management

Reviewed By Approved ByPrepared By



DILG
I DILG -REGION XIII (CARAGA)

a
o

UALITY QO-QP-R13-FAD-02A
BlECrrvE (Qo) 10.16.17

PageRev. No Eff. Dater
OFFTCE Finance and Admlntsrauve Dlvlslon - Regional Ofnce

Function

Key Performance Indicato$ (XPl)

Frequency of
Monitorlng

Results

Responsible for
f,{onitoritrS

Appllcable
I)ocuments

(Procedures) and
Fonns (Records),

lncluding appllGble
L€gal Requir€ments

OblecUve Target
Indtcator/Fonnula

(lfappllcable)

o PROCESSII{G
AND PAYMENT
or cLuMs

1. 80% ofORS
Processed/Obligated

800/6 > Expected No. Of
payables
received in
processing the
ORS

D Actual No. Of
ORS
processed/oblig
ated

> Total No. OfORS
obligated /
Expected No. Of
payables
received for
oRs x 100%

Montlly Budget logbook/Process
Summary Log Sheet

F

Re nal Director
N, CESO IIISERONAYDO

CAOB

Top Management
7

QMRProcess Owner

\pprovcd B)Plepared B!

Dol:un]cnt C(xle

Lot2

PROCESSING AND PAYMENT OF CIIIIMS. BUDGET SECTIONQUAI.TTY PROCEDURE TITLE

Re\ icwc(l By

Regional Director

n$o,.r



DILG

DILG - REGION XIII (CARAGA)

PROCESS OUATITY MONITORING AND
EvALUATTbn 1qun1

QME-QP-R13-rAD-o2A
Do( umerrt Cod(

1of1LO.76.77

Efl DateRev. No. Page

Finance and Administrative Division - Bu SectionOFFICE

PROCEDURE TITTE PROCESSING AND PAYMENT OF CUIIMS

80% of 0bligation Request Slip Prepared/ObligatedOBIECTIVE STATEMENT

CURRENT PERJOD

TotalocT NOV DECAUG SEPTMAY IUN IULMAR APRIAN FEBINDICATORS

A Actual No. of 0RS Processed/0bligated
B Total No. of Payables Received
L Total No. of 0Rs unprocessed

Target Result: 800/0

D ORS Obligated/Expected
Payables X 100%

lsw itis not met
Gap Analysis: (ln case the objective is not met, Put yourE

S secretariat will issue CorrectiveActlon the concerned DeNote: For unmetta R.edrt sthe

LILIBET
r

ION, CESO III
nal D
AMA. ERONAYDO

Regional DirectorcAo/o
P NN

Budget O

NCUNA
III

Top ManagementRegional QMR

Approved ByPrepa red 8y

00

Obiective : 80% ofoRS prepared/obligated

Reviewed By

Process Owner



DILG

DILG - REGION XIII (CARAGA)

PROCESS QUALITY MONITORING AND
EVALUATION (QME)

QME-QP-R13-FAD-028
Docrnrcnl Codc

00 70.L6.77 1of1

OFFICE Finance and Adminisrative Division - REGIONAL OFFICE/FIELD OPERATING UNIT
PROCESSING AND PAYMENT OF CTIIIMS - ACCOUNTING

OBJECTIVE STATEMENT 80% of Disbursement Voucher with complete supporting documents release within 5 working days

CURRENT PERIOD

INDICATORS IAN MAR APR MAY IUN IUL AUG SEPT ocT
NOV

Total

Obiective: 80% of Disbursement Voucher with complete supporting documents release within 5 working days

A Total number of Disbursement Vouchers released
within 5 working days

B Total number of Disbursement Vouchers released
C Formula: Ax 100

B Target Result: 80%

D Gap Analysis: (ln case the objective is not met, put
your analysis why it is not met)

Note: For unmet targets, the QMS secretariat will issue Corrective Action Report (CAR) signed by the concerned Deputy QMR/QMR.

ROCH
Accountant Il
LYNNE L. CUNANAN

DO
cAo/or

SERONAY
nal Director

LI
Director

ION, CESO III

Process Owner QMR\edionat

Rev. No. Eff. Date Page

PROCEDURE TITLE

FEB DEC

LI
r

_l

Prep.rred By Revicwed By Approved By

Top Management



Appendix I I

OBLIGATION REQUEST AND STATUS

f,ntity Name

Serial No

Dale

Fund Cluster

Payee

Office

Address

Responsibility Ceoter Particulars MFO/PAP
UACS Object

Code

Total

Ccrtlllcd! Chargestoappropriation/allomentare

necessary, la$rful and under my ditect supervision;and

suppodng documents valid, propet and legal

Signature

Printed Name

Position
Head, Requesting Off c8/Aulhorized

Representative

l)ate

Certificd! AllotrneDl av&ilable snd obligatei

for the purpose/adjustrnent nec€ssary as

indicated atrove

Signature :

funled Name

He&d, Budget Division/Unit/Authorized
Representative

Date

C. STATUS OF OBLTGATION
RaferaDce AmouDt

Dale Padculars
ORS/JEV/Ch€cU
AD'TRA NO,

Obligation Payable Paymcnt

Balance

Not Yet Due

(6) (b) (c) -rc:6f

la.

T Dr. 
"rdI Demandable

42



DILG -REGION XIII ICARAGA)

QUALITY
oBJECTIVE (QO)

OFFICE Finance and Administrative Division - REGIONAL OFFICE/FIELD OPERATING UNIT

QUATITY PROCEDURE TITLE PROCESSING AND PAYMENT OF CLAIMS. ACCOUNTING

QO-QP-R13-FAD-028

1of1

Docurnertt Codt

Key Performance Indicators (KPI)

Frequency of
Monitoring

Results

Responsible for
Monitoring

Applicable
Documents

(Procedures) and
Forms (Records),

including applicable
Lesal Requirements

Obiective Target
Indicator/Formula

(if appticable)

TO PROCESS

ALL
DISBURSEMEN
TVOUCHERS

Timely release of
Disbursement Voucher with
complete supporting
documents within 5 working
days

8Oo/o (Total number of
Disbursement
Vouchers released
within 5 working
days/Total number of
Disbursement
Vouchers released) x
100

Monthly Accountant Process Summary Log
Sheet

CESO III
CAO

SERONAY
Director

Accountant III
LYNNE L. CUNANAN

l
Top Management$o,", QMRProcess Owner

U

Rev, No. Eff. Date Page

00 10.16_t7

Function

Reviewed

A.



DILG

DILG REGION XIII ICARAGA)

QUALITY OBIECTIVE: 80% of Disbursement Voucher with complete supporting documents release within 5 working days
FNEQUENCY OF MONITORJNG: Monthly
CURRENT PERIOD:

Rev, No. Eff D.r. Paqe

00 L0.16.t7 1 nf11

FM-QP-R13-FAD-02-018

Prepared Obiective Result

No.

Date
Received by
Accoundng
(Obligation
Requestand
Status (ORS)

wlth
complete

Supporting
Documents)

t11

oRs
Date

l2l
oRS No. [3]

oRs
Amount

l4I

Requestin

a
Unit/Divis
ion/Sectio

n IsI
DV Date [61 Dv No. [71

Payee [8]
DV

Amount
I10I

Actual
No, of
days

proces
sed

l11l

Met (On
or

before
5th

workin
g dav)
1t2l

Unmet
(Beyond

5th
working

dav)
I13I

Remar
ks,
if

Unmet
I14l

Rema
rks/P
articu
lars
tlsl

TOTAL 0 0
RESULT o/o

I-IIIII-IIIIIIII-ITII-IITIII-IrIIIIII-IIIIIII

I-I

-I
III

III-II-II-I
I

-
-

-
-

YNNE L. CUNANAN, CPARO

/ Accountant lll
2 pnocess owNen

SERONAYDO

cAo/o IC-1ssr. hEbroNAL DTRECToR

REGIIONAL QMR

Process Summary Log Sheet - DVAccounting
Do(ument Codc

Type of
clairn/Particul

ars [9]

Note: To compute the result (96) : sum ofcolumn 12/(sum ofcoluml 12 + sum ofcolumn 13), get the %.

Preparcd By Noted By



DILG -REGION XIII TCARAGA)

QUALITY
oBIECTTVE (QO)

OFFICE Finance andAdministrative Division - Regional office/Fietd operating unit

QUATITY PROCEDURE TITLE PROCESSING AND PAYMENT OF CIIIIMS - Cashier/Disbursing Officer

QO-QP-Rl3-FAD-02C

1of1

D0curn(]nt Codc

Function

Key lndicators (KPI)

Frequency of
Monitoring

Results

Responsible for
Monitoring

Applicable
Documents

fProcedures) and
Forms (Records),

including applicable
Obiective Target Indicator/Formula

(if applicable)

. PROCESSING
AND
PAYMENT OF
CLAIMS

Timely issuance of Checks/
LDDAP - ADA within 5
working days

Checks &
LDDAP -ADA
issued within 5
working days/
Total Number of
Approved
Vouchers
Received) x L00

Monthly Cashier Process Summary
Log Sheet

Cashier III
L. ENDENCIA

CAO Regional Director
A.

Director
CESO III

Process Owner n"to,,rr
(

QMR rod*^n gement

ared Reviewed B roved BPre A

Rev. No. Eff Date Pase
00 70-16-17

80o/o



Appendix 36

JOURNAL ENTRY VOUCHER V No.:

Entity Name :

Fund Clustcr :

Responsibility
Center

ACCOIJNTING ENTRIES

Accounts aod Explanation
UACS Obiect

Code
Amount

Debit Credit

P

TO'IAI,

Prepared by

Accounting Personnel

Certified Conect:

Head. Accounting Divisionrunit

I00

t

]-

-

It I

-

mT--------tF

-

___--______

I

m

---T=
I

r-------___lm
tltt

tt



Appendix 32

Fund Cluster:

Drte :

DV No. :

Mode of
P{yment leoe Eothers (Please speciry)MDS Check Commercial Checkn
Pavee TlN/Employee No. ORS/BURS No.

Address

Paniculars
R€sponsibility

Cefter
MFO,PAP Anrount

Amoutlt Duo

Certified: Expensevcash Advance necessary. lawful and incured under my direct supervision.

Printed Name. Designation arld Signature of Supervisor

B. Accounting Entry

Account Title UACS Code Dcbil Credit

c. Ce.tified: D. Approved for Prymcnt

fl Subject to Aulhority to Debit Account (when applicsble)

fI Supporting documenrs complerc and amoufl claime-d
proper

Cash available

SignaiureSignature

Printed Narne
Printed

Name

Position
Head, Accounting UnirAuthorized Representative

Position
Agency Head/Authorized Representative

DateIlate

E. Receipt of Psym€nt
Date Bank Name & Account Number:

JEV No,

Chedi/
ADA No.

Date Printed Narn€iSignature
Date

Ofiioial Receipr No. & Datelother Documents

-

tr

I

92

Entity Neme

DISBURSEMENT VOUCHER



DILG
I QME-QP-R13-FAD-02C

Docurncnt Cod(
DILG. REGION XIII TCARAGA]

PROCESS OUALITY MONITORING AND
EvAtuATIbtrl 1qun1 1 of110.16.1700

Dlvision - UnitOffrceFinance and Acc
PROCEDURE TITLE

80%o issuance of Checks/List of Due Demandable Accounts Payable -Advice to Debit Account within 5 working days

officerDisburUIIMS. ashierCCoFGN DAN AP YMENToPR Ec SSI

OBJECTIVE
STATEMENT

I
CURRENT PERIOD

DEC TotalSEP OCTAUGMAYAPR JULIUN
NO
vIAN FEB MAR

th ln wo5 rkiAADDL APDchf ksec &ve uISS ncea oIctib eo Oo/o

within 5 worki da

INDICATORS

Total No. of Checks & LDDAP-ADA issued

B Total No. of Approved Disbursement Vouchers
received

C Formula: (A/B) x
100%

D

t ur anal wh it is not met
Gap Analysis: (ln case the objective is not met

the concerned DeNote: For unmet rtthe secretariat will issue Corrective Action Re

LILIB
o Director

ON, CESO III
st.

DO SERONAY
onal DirectorcAo/o

IMELDAL. ENDENCIA
Cashier ll

Top ManagementRJgional QMR

Prepared By Reviewed Bv Approved B!

Rev, No. Efi. Date Paqe

OFFICE

A

Target Result : 800/0

within 5 working days

Process Owner



DILG
J DILG REGION XIII (CARAGA)

Process Summary Log Sheet-Cashier/Disbursing Officer
Rev. No. Efr. Date Page

00 r0.16.17 1of1

QUALITY OBIECTM: 80% issuance of checks and List of Due and Demandable Accounts Payable- Advice to Debit

Account within 5 working days
FREQUENCY OF MONITORING: Monthly
CURRENT PERIOD:

a0(unrc t (lo(lt

Obiective Result

Remarks,
if Unmet

(t?l
Unmet

(11)
Met
(10)

Date
Forward

ed to
Servicin
g Bank

(e)

Amou
nt of

Check

/ADA
(8)

Type of Claim/Particulars (7)PAYEE (6)Check
No. (a)

ADA No.
(s)

Approved
DV with

supporting
documents

Date
received

(2)

Date
Issued

Check/A
DA (3)

oLrlfrmar
rl-lif{Im

-

IIII

-

IIII

-

IIII IIIII

-

IIII

-

IIII

-

IIII

-

rrII II3lII

I

-

-
-

III

IIII- IIII- IIII- I-III IIIII II
--IIIIIEr,rfirIIInrrflmIII

L. ENDENCIA

Cashier ll
PROCESS OWNER

SERONAYDO

FM-QP-R13-FAD-o2-0lc

R€marks/Pard
cutars (13)

I

No. (1)

Prepared By Notcd By

-- 
CAo /da.A-tL Resional Director

n$tonelqun



Appendix 34

CHICKS AND ADVICES TO DEBIT ACCOUNT DISBURSEMEIVTS RX,CORI)

Enlity NrNe Fl|nd Cluster
Shet No. :Bank Nme/Brnk Accotrna Num ber :

Acmtable Offics Ofiicial l)lTimtion Statioo

NCA/DS/Dl'/Pu1rcll Ch6k/ADA

Paye UACSObj6t
Code

Nature
of

Psyment

Amcmt

No. Date

Seial No.

Dat€
Da&

Rsleeed

NicA
Reiwd/ ChGk

LsGd
ADA
Isurd

NCA,tsa*
Balme

Chek ADA

CERTIFIC ATION

I hacbl' wli& o ruy' offcial oath ttl thc fuugdag b s cqEr rrd coqlct€ ffid of dl cheldADAs iqEd by mG h ry cap&ity o of

(f)9$igmtim) (Nc of.{gpncy)
imhrire. a;ndi.:Acd in thc cm*poardirg colm.{hritrg the pedod frm lo

Nme md Signaue

Date

96



Entity Name

ADVICE OF CHECKS ISSUED AND CANCELLED

Appendix 39

ACIC No. . 

-

Bank Account No. 

- 

Organization Cod-
Fund Cluster

Date ..=-- Area Code :

NCA No.:

o\

F0
F)

0ao

o
F+)

tJ

F'OR GSB USE OI\LY

REMARKS

UACS
OBJECT

CODE
AMOTJNIPAYEf,CHECKNO.

number of checks: 

- 
Amount in words

To: The Bank Manager

DATENEGTD.
I}ATf, OF

ISSUE

falACIC Amourt



Appendix 39

Correct By: by:

Remar
Signature over Printed Name of

Disbursing Ofticer/Cashicr/Hcad of
Cash/Treasury Unit

Signature ol'er Printed Name oiGSB

personnel rvho rcceived the ACIC

Approved by: Delivered by:

Siggrature over Printed Name of Head of
OfficeAjnit or hiJher authorized

representative

Sigrature over Printed Name of Agency

personnel rvho delivered the ACIC to the

GSB

*l

'o
A)

0o
(D

|.J
o
N

REPORT SUMMARY

in Words :

ber of ACIC(s)

Received by:Correct by

Delivered by:by,

Signatue over Printed Name ofGSB persorurel who

received the ACIC

OfficeAJnit or his/trer authoriz.ed representative
Sigrrature over Printed Narne ofl{ead of

Sigrrature over Printed Name of Disbursing

Ofticer/Cashier/Head ol Cash/Treasury Unit

delivered the ACIC to the GSB



Appendix 42

LIST OF DUE AI\D DEMANDABLE ACCOUNTS PAYABLE'{)VICE TO DEBIT

ACCOUNTS (LDDAP.ADA)

Deprdmcrl :

Eotity Nrn.
Operrti[ctnil:_....--

MDS-GSB BRANCH./MDS SUB ACCOTINT NO.:

LDDAP-ADA No, 

-

Ditc ! =---
Fu[d clust ri-

rABI,E LUCO Pt(TsNDABLE C DDAP)E DEMANDISTt. Fo DUt.
In PesosCREDITOR

REMARJ(SNET
AMOUNT

WITTTHOLDING
TAX

GROSS

AMOTJNT

ALLOTMENT
CLASS per

(UACS)

ObllgrtioD
Reqrdt atrd
Stitus No.NAMIJ

Y

rOR MDS,
GSB USE

Current Year A/Ps

sub-total

SuEtot l

IL Prior Yeer'3 A/Ps

TOTAL

I hereby *afiant that the above List of Due and

Demandable A"/Ps wEs preporEd in accordance wi& existing

budgeting, accounting and auditing rules and regulations.

ApprovedlCedfied Corect

I hereby assume full rcsponsibility for the vemcity

and acruracy ofthe listed claims, and the authencity of the

supporting documents as submitled by lie claimants.

(Signature over hnted Name)

Head of Accounting Divisionfudit
(Signature over Printed Name)

Head ofAgency or Authorized

Of[cial

II. ADVICE TO DEBIT ACCOUNT (ADA)

Please credit the accounts ofthe above listed creditoN to coler pa)T nent ofaccounts payable

PAL AMOUNT :

(Erusures shall invalidate this docunent)

debit MDS Sub'Account Number
olthe Agency

(ln Words)

AgeBcy Authorizcd Signrtorta!

2.

I-

-

I

il
--l

4

___?NEFERRED 
SERVICING

BANKS/SA}'INGS/CURRENT
ACCOIINTNO,

P P



DILG REGION )(III (CARAGA)

Process Summary Logsheet-Budget

QUALITY OBTECTIVE: 80 % of obllgatlon rcqusr slip prepared/obltgated
FREQUENCY O F MO NITORING: Monthly
CURRENT PERIOD:
DUE DATE OF SUBMISSION: sth day of issulng monrh

FM-QP-R13-FAD-02-01A

Efi, D.h F.g.

00 10.16.17 lofI

No.

Suppordng
Documents Date

recrlved

Requestlqg
Unit/Divtulon/Section

Prepared

Paye Iype ol Clalm/Parttorlars ORS Amount
Date Foraranled to

Acoundng
No. ofdaye
procceeed

Oblectlve Re{ults

Remertr/
Partl0leE

Met Unmet Remarks,
if UnmctORS Date ORS No.

I

2

3

4

5

lIOTAL
RESULT

Budset A.

QMR

h^h
uuBfH A" rnyErorv, cnso Itl

Repional Dlrector
TOPMANAG,'ENT

Revi€wec By Noted By


