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MALTA,

Miayors, Ang Inang Tunay na Aaruga
SA PAGSANJAN




ADMINISTRATIVE SYSTEM AND PROCEDURES

Frontline Service:  Processing of Disbursement Vouchers (DV)

Clients:  Suppliers/Contractors/Municipal and Employees/DepEd Personnel
Requirements:

1. TRAVELLING EXPENSES

1. OBLIGATION REQUEST (Obr)

2. APPROVED TRAVEL ORDER

3. CERTIFICATE OF TRAVEL COMPLETED

4. CERTIFICATE OF APPEARANCE

5. CERTIFICATE OF ATTENDANCE (FOR SEMINARS & 
TRAININGS ATTENDED)

6. BUS TICKET (IF APPLICABLE)

7. PLANE TICKETS OR ELECTRONIC PLANE TICKET,

BOARDING PASS, TERMINAL FEE TICKETS

(DOMESTIC TRAVEL)

8. TOLL FEE RECEIPTS

2. SEMINAR FEES

1. OBLIGATION REQUEST (Obr)

2. APPROVED TRAVEL ORDER

3. INVITATION

4. DILG AUTHORITY IF SEMINAR IS SPONSORED BY A PRIVATE TRAINING INSTITUTION OR A PRIVATE ORGANIZATION

5. OFFICIAL RECEIPT

6. CERTIFICATE OF ATTENDANCE

3. CASH ADVANCE FOR TRAVEL

1. OBLIGATION REQUEST (Obr)

2. APPROVED TRAVEL ORDER

3. INVITATION

4. PROPOSED TRAVEL ITINERARY IF TRANSPORTATION 
EXPENSES & PER DIEMS WILL BE COLLECTED/ESTIMATED 
4. LIQUIDATION OF CASH ADVANCES FOR TRAVEL &

SEMINAR ATTENDED

1. REPORT OF LIQUIDATION

2. APPROVED TRAVEL ORDER

3. TRAVEL ITINERARY

4. CERTIFICATE OF TRAVEL COMPLETED

5. CERTIFICATE OF ATTENDANCE

6. INVITATION

7. DILG AUTHORITY TO ATTEND SEMINAR SPONSORED BY 
PRIVATE ORGANIZATION

8. BUS TICKET (IF APPLICABLE)

9. PLANE TICKET OR ELECTRONIC PLANE TICKET,

BOARDING PASSES, TERMINAL FEE TICKETS

(IN CASE OF DOMESTIC TRAVEL)

5. PROCUREMENT OF SUPPLIES UNDER THE SHOPPING MODE
1. OBLIGATION REQUEST

2. PURCHASE REQUEST

3. BIDS and AWARDS COMMITTEE’S RECOMMENDATION

4. NOTICE OF PROPOSED PROCUREMENTS POSTED TO THE PHILGEPS

5. REQUEST FOR QUOTATION

6. ABSTRACT OF QUOTATION

7. CONTRACT AWARD NOTICE (PHILGEPS)

8. PURCHASE ORDER

9. DELIVERY RECEIPT/SALES INVOICE

10. REQUEST FOR INSPECTION

11. CERTIFICATE OF ACCEPTANCE & INSPECTION

(INSPECTOR & END USER)

12. MEMORANDUM OF RECEIPT (IF APPLICABLE)

13. LATEST INCOME TAX RETURN (ANNUAL OR QUARTERLY)

14. TAX CLEARANCE

15. GEPS REGISTRATION

6. REPAIR OF EQUIPMENTS/FURNITURES & FIXTURES

(SHOPPING MODE)

1. OBLIGATION REQUEST

2. PURCHASE REQUEST

3. PRE-REPAIR INSPECTION

4. BAC’S RECOMMENDATION

5. NOTICE OF PROPOSED PROCUREMENTS (PHILGEPS)

6. REQUEST FOR QUOTATION

7. ABSTRACT OF QUOTATION

8. CONTRACT AWARD NOTICE (PHILGEPS)

9. PURCHASE ORDER

10. CERTIFICATE OF REPAIR

11. SALES INVOICE

12. REQUEST FOR INSPECTION

13. CERTIFICATE OF ACCEPTANCE & INSPECTION

(END USER AND INSPECTOR)

14. WASTE MATERIAL REPORT (IF APPLICABLE)

15. LATEST INCOME TAX RETURN (ANNUAL OR QUARTERLY)

16. TAX CLEARANCE

17. GEP’S REGISTRATION

7. REPAIR OF GOVERNMENT VEHICLES (SHOPPING MODE)

1. OBLIGATION REQUEST

2. PURCHASE REQUEST

3. BAC’S RECOMMENDATION

4. NOTICE OF PROPOSED PROCUREMENTS (PHILGEPS)

5. REQUEST FOR QUOTATION

6. ABSTRACT OF QUOTATION

7. CERTIFICATE OF REPAIR

8. PRE-REPAIR INSPECTION

9. PURCHASE OF ORDER OR CONTRACT

10. SALES INVOICE

11. WASTE MATERIAL REPORT

12. CONTRACT AWARD NOTICE (PHILGEPS)

13. REQUEST OF INSPECTION

14. CERTIFICATE OF ACCEPTANCE & INSPECTION

15. LATEST INCOME TAX RETURN (ANNUAL OR QUARTERLY)

16. TAX CLEARANCE

17. GEPS REGISTRATION

8. PURCHASE OF CONSTRUCTION MATERIALS (SHOPPING MODE)

1. OBLIGATION REQUEST

2. PURCHASE REQUEST

3. PROGRAM OF WORK/DRAWING PLANS & SKETCH 
(IF APPLICABLE)

4. BAC’S RECOMMENDATION

5. NOTICE OF PROPOSED PROCUREMENTS (PHILGEPS)

6. REQUEST FOR QUOTATION

7. ABSTRACT OF QUOTATION

8. PURCHASE ORDER

9. SALES INVOICE/DELIVERY RECEIPT

10. REQUEST OF INSPECTION

11. CERTIFICATE OF ACCEPTANCE & INSPECTION

12. CONTRACT AWARD NOTICE (PHILGEPS)

13. LATEST INCOME TAX RETURN (ANNUAL OR QUARTERLY)

14. TAX CLEARANCE

15. GEPS REGISTRATION

9. WAGES OF LABORERS

1. OBLIGATION REQUEST

2. PROGRAM OF WORK/DRAWING PLANS & SKETCH

3. APPOINTMENT OF LABORERS

4. CERTIFICATE OF ACCEPTANCE (END USER)

5. CERTIFICATE OF INSPECTION

6. CERTIFICATE OF PROJECT COMPLETION (ENGINEERING)

7. PHOTOS (BEFORE, DURING & AFTER)

8. DAILY WAGE PAYROLL

9. DAILY TIME RECORDS
10. PROCUREMENT OF GOODS/SERVICES (DIRECT

CONTRACTING)

1. OBLIGATION REQUEST

2. PURCHASE REQUEST

3. BAC’S RECOMMENDATION

4. REQUEST FOR QUOTATION

5. CERTIFICATION OF EXCLUSIVE DISTRIBUTORSHIP

6. NOTICE OF PROPOSED PROCUREMENTS

7. CONTRACT AWARD NOTICE

8. PURCHASE ORDER

9. SALES INVOICE

10. REQUEST OF INSPECTION

11. CERTIFICATE OF ACCEPTANCE & INSPECTION

12. MEMORANDUM OF RECEIPT (IF APPLICABLE)

13. WASTE MATERIAL REPORT (IF APPLICABLE)

14. CERTIFICATE OF REPAIR (IF APPLICABLE)

15. PRE-REPAIR INSPECTION (IF APPLICABLE)

16. LATEST INCOME TAX RETURN (ANNUAL OR QUARTERLY)

17. TAX CLEARANCE

18. GEPS REGISTRATION

11. GASOLINE & OIL EXPENSES

1. OBLIGATION REQUEST

2. STATEMENT OF ACCOUNT

3. CHARGE INVOICE

4. PURCHASE ORDER

5. DRIVER’S ITINERARY

6. SUMMARY OF GASOLINE EXPENSES CONSUMED 
PER VEHICLE/EQUIPMENT

12. INFRASTRUCTURE

1. OBLIGATION REQUEST (Obr) FOR GENERAL FUND & SEF

2. CERTIFICATE OF AVAILABILITY OF FUNDS (CAF)

3. BILLING

4. AFFIDAVIT OF NON-OBLIGATION (NOTARIZED)

(FOR FULL PAYMENT ONLY)

5. TAX CLEARANCE

6. INVITATION TO BID (PHILGEPS)

7. NOTICE OF PUBLIC BIDDING ACKNOWLEDGED

BY BAC MEMBERS, Commission on Audit (COA)

& Non-Governmental Organization (NGO)

8. ENDORSEMENT OF CONTRACT TO COA FOR REVIEW 
& EVALUATION

9. REQUEST FOR PROJECT INSPECTION (COA)

10. CERTIFICATE OF PROJECT COMPLETION (ENGINEERING)

11. INSPECTION REPORT

12. CERTIFICATE OF PROJECT COMPLETION (BARANGAY)

13. CERTIFICATE OF ACCEPTANCE

14. STATEMENT OF WORK ACCOMPLISHED (SWA)

15. PHOTOS (BEFORE, DURING & AFTER)

16. PROGRAM OF WORK/DETAILED ESTIMATES

17. SKETCH/DRAWING

18. BAC RESOLUTION RECOMMENDING THE AWARD

19. NOTICE OF AWARD

20. CONTRACT

21. PERFORMANCE BOND (30% OF CONTRACT)

22. CONTRACTOR’S ALL RISK INSURANCE (CARI)

FOR 1M COST OF PROJECT

23. NOTICE TO PROCEED

24. ABSTRACT OG BIDS

25. BID PROPOSALS SUPPORTED BY DETAILED ESTIMATES BIDDERS BOND, CONSTRUCTION METHOD, CONSTRUCTION SCHEDULE 
& S-CURVE, AFFIDAVIT OF SITE INSPECTION AND OTHER LEGAL AND FINANCIAL DOCUMENTS.  THE BID AMOUNT SHOULD 
BE INITIALED BY THE MEMBERS OF THE BIDS AND AWARDS COMMITTEE

26. PROOF OF PUBLICATION OF INVITATION TO BID TO NEWSPAPER OF GENERAL CIRCULATION 

(5M AND ABOVE)

13. PROCUREMENTS OF GOODS/SERVICES THRU PUBLIC

BIDDING

1. OBLIGATION REQUEST (Obr) FOR GENERAL FUND & SEF

2. CERTIFICATE OF AVAILABILITY OF FUNDS (CAF)

3. TAX CLEARANCE

4. PURCHASE REQUEST

5. INVITATION TO BID

6. NOTICE OF PUBLIC BIDDING ACKNOWLEDGED BY 
BAC MEMBERS, COA & NGO

7. PURCHASE ORDER

8. ENDORSEMENT OF PURCHASE ORDER TO COA FOR 
REVIEW & EVALUATION

9. REQUEST FOR COA INSPECTION

10. BAC RESOLUTION RECOMMENDING THE AWARD

11. DELIVERY RECEIPT/SALES INVOICE

12. CERTIFICATE OF ACCEPTANCE  & INSPECTION REPORT (PROPERTY OFFICER & INSPECTOR)

13. CERTIFICATE OF ACCEPTANCE (END USER)

14. MEMORANDUM OF RECEIPT (IF APPLICABLE)

15. CERTIFICATE OF PRODUCT REGISTRATION

(CPR FOR MEDICINES)

16. SUPPLIERS ACCREDITATION AT DRUG DISTRIBUTION 

(BPAD) (FOR MEDICINES)

17. NOTICE TO AWARD

18. PERFORMANCE BOND (30% F THE CONTRACT)

19. ABSTRACT OF BIDS

20. BID PROPOSAL SUPPORTED BY OTHER LEGAL &

FINANCIAL DOCUMENTS.  THE BID AMOUNT SHOULD 
BE INITIALIZED BY THE MEMBERS OF THE BAC

21. PROOF OF PUBLICATION OF INVITATION TO BID TO

NEWSPAPER OF GENERAL CIRCULATION 
(2M AND ABOVE)

14. CASH ASSISTANCE FOR INDIGENTS

1. OBLIGATION REQUEST (Obr)

2. CERTIFICATE OF ELIGIBILITY

3. SOCIAL CASE STUDY REPORT

4. REQUEST LETTER

Schedule of Availability of Service:
Mondays – Fridays






8:00 AM – 12:00 Noon






1:00 PM – 5:00 PM

Fees:
None

Total Processing Time:
45 minutes

How to Avail of the Service:

	Follow These Steps
	It Will Take You
	Please Approach

	1.  Receiving  of documents
     Receives the DV accompanied      

     By Obligation Request duly  

     signed by the concerned      

     Department Head and Budget 
     Officer and other supporting 
     documents.

             
	     3 minute
	Accounting Clerk  -
(Felvic Z. Quizon)



	2.  Preparation of Journal Entry 

     Voucher
     Checks and verifies the OBr if the 

     Claims were charged  to proper 
     Account title, expense class and 
     Responsibility Center. 

     The concerned employee also

     verifies  the amount and prepares 

     the accounting entry as well as to 

     what fund it belongs and 

     distribute the said DV to the 

     concerned employee for pre-

     audit     

  
	     15 minutes
	Accounting Clerk -

(Felvic Z. Quizon)

	3.  Pre-Audit of DV

     The concerned employee will    review/ verify all the documents attached to the DV and makes sure that all documents required for the transactions are complete and duly signed and approved by the authorized officials/employee.

     3.1 Personal Services, Payrolls 

           Cash Advances & Liquidations, 

           Remittances to National & Local 

           Government Units.

    3.2 All Procurements 
	15 minutes

15 minutes
	Bookkeeper III

(Ruby F. Timoteo)

Accounting Clerk II

(Richeel P. Villanueva)

	4.  Certification of DV
     The Municipal Accountant 
     certifies the DV’s as to Allotment

     Obligated for the purpose 

      Indicated in the DV’s and also

      as to the completeness of 

      supporting  documents.


	    5 minutes
	 Municipal  Accountant

	5.  Recording and Release of DV’s
     The Accounting Clerk records 

     the DV’s and forwards it to the 

     Treasurer’s Office for check 

     Issuance.
	    3 minutes
	Accounting Clerk –

(Felvic Z. Quizon)




	6.  Preparation and Issuance of

     Accountants Advice for Checks
     Issued

     The concerned employee 
     receives duly approved 

     DV’s with duly signed checks

     from the office of the Mayor. 

     After receipt, the concerned 
     employee will encode each 

     check with its corresponding 

     date, payee, number & amount
     then prints the document in two 

     copies to be submitted to the
     depository banks.

  
	     4 minutes
	Bookkeeper III  
(Alma L.  Estrella) 
     


Republic of the Philippines


Province of Laguna


Municipality of Pagsanjan


 


OFFICE OF THE MUNICIPAL ACCOUNTANT











