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Brief History of the Philippine Education System

Education in the Philippines has undergone several stages of development
from the pre-Spanish times to the present. In meeting the needs of the society,
education serves as a focus of emphases/priorities of the leadership at certain
periods/epochs in our national journey as a race.

Table 1. Evolution of the Official Name of Department of Education and Its Titular Head

Year Official Name of Office Titular Legal Bases
Department Head g
Department
Se_cretaryshlp of Decree of June 23
Police and Internal Department :
1898 1898 of President
Peace and Order, Secretary o )
. . Emilio Aguinaldo
Justice, Education
and Hygiene
Act. No. 74 of the
Department of General Philippine
1901 - 1916 Public Instruction Superintendent Commission, Jan. 21,
1901
Department of Organic Act Law of
1916 =1942 | b blic Instruction Secretary 1916 (Jones Law)
Department o Japanees Exeoutive
1942 — 1944 | Education, Health . panese
. Commissioner Commission, June 11,
and Public Welfare
1942
Department of Renamed by
1944 Education, Health Minister Japanese Sponsored
and Public Welfare Philippine Republic
Department of Renamed by
1944 P . Secretary Japanese Sponsored
Public Instruction o :
Philippine Republic
Department of Renamed by the
1945 — 1946 Public Instruction Secretary Commonwealth
and Information Government
Department of Renamed by the
1946 — 1947 P : Secretary Commonwealth
Instruction
Government
Department of E.O. No. 94 October
1947 — 1975 Epducation Secretary 1947 (Reorganization
Act of 1947)
Department of Proc. No. 1081,
1975 - 1978 Education and Secretary September 24,
Culture 1972
Ministry of
1978 — 1984 Education and Minister P.D. No. 1397, June
2,1978
Culture




Ministry of
1984 — 1986 | Education, Culture Minister Education Act of 1982
and Sports
Department of
1987 — 1994 | Education, Culture Secretary E.O. No. 117. January
30, 1987
and Sports
RA 7722 and RA
Department of 7796, 1994
1994 — 2001 | Education, Culture Secretary Trifocalization of
and Sports Education
Management
2001 - Department of RA 9155, August 20.01
present Education Secretary (Governance of Basic
Education Act)

In 1947, by virtue of Executive Order No. 94, the Department of
Instruction was changed to the Department of Education. During this period,
the regulation and supervision of public and private schools belonged to the
Bureau of Public and Private Schools.

In 1972, it became the Department of Education and Culture by virtue of

Proclamation 1081 and the Ministry of Education and Culture in 1978 by virtue
of P.D. No. 1397. Thirteen regional offices were created and major
organizational changes were implemented in the educational system.
The Education Act of 1982 created the Ministry of Education, Culture and
Sports which later became the Department of Education, Culture and Sports in
1987 by virtue of Executive Order No. 117. The structure of DECS as embodied
in EO No. 117 has practically remained unchanged until 1994 when the
Commission on Higher Education (CHED), and 1995 when the Technical
Education and Skills Development Authority (TESDA) were established to
supervise tertiary degree programs and non-degree technical-vocational
programs, respectively.

The Congressional Commission on Education (EDCOM) report provided

the impetus for Congress to pass RA 7722 and RA 7796 in 1994 creating the
Commission on Higher Education (CHED) and the Technical Education and
Skills Development Authority (TESDA), respectively.
The trifocal education system refocused DECS’ mandate to basic education
which covers elementary, secondary and non-formal education, including
culture and sports. TESDA now administers the post-secondary, middle-level
manpower training and development while CHED is responsible for higher
education.

In August 2001, Republic Act 9155, otherwise called the Governance of
Basic Education Act, was passed transforming the name of the Department of
Education, Culture and Sports (DECS) to the Department of Education (DepEd)
and redefining the role of field offices (regional offices, division offices, district
offices and schools). RA 9155 provides the overall framework for (i) school
head empowerment by strengthening their leadership roles and (ii) school-
based management within the context of transparency and local accountability.
The goal of basic education is to provide the school age population and young




Attachod Agencies:

adults with skills, knowledge, and values to become caring, self-reliant,
productive and patriotic citizens.

DepEd Management Structure

To carry out its mandates and objectives, the Department is organized
into two major structural components. The Central Office maintains the overall
administration of basic education at the national level. The Field Offices are
responsible for the regional and local coordination and administration of the
Department’s mandate.

In 2015, the Department underwent a restructuring of its office functions
and staffing. The result of which was the Rationalization Plan for the new
organizational structure. Details of the new structure are further explained in
DepEd Order No. 52, series 2015 also known as the New Organizational
Structures of the Central, Regional, and Schools Division Offices of the
Department of Education.

Figure 1. DepEd Organizational Structure per DO. 52 s, 2015
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Following the Rationalization Plan structure, the Office of the Secretary (OSEC)
at the Central Office oversee and manages five (5) different strands and
supported by bureaus, services, and divisions. DepEd operates with nine (9)
Undersecretaries and five (5) Assistant Secretaries in the following areas:



Curriculum and Instruction
Finance and Administration
Governance and Operations
Legal and Legislative Affairs
Strategic Management

Field Operations

Five (5) attached agencies:

Early Childhood Care and Development (ECCD) Council
National Book Development Board (NBDB)

National Council for Children’s Television (NCCT)
National Museum

Philippine High School for the Arts

Three (3) coordinating councils:
e Adopt-a-School Program (ASP) Coordinating Council
e Literacy Coordinating Council (LCC)
e Teacher Education Council (TEC)

Figure 2. DepEd Organizational Structure per DO. 52 s, 2015
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At the sub-national level, the Field Offices consist of the following:
e Seventeen (17) Regional Offices including the Bangsamoro
Autonomous Region in Muslim Mindanao (BARMMY*), each headed by
a Regional Director (a Regional Secretary in the case of BARMM).



e Two hundred twenty-six (226) Schools Divisions Offices headed by a
Schools Division Superintendent, and two thousand six hundred forty-
five (2,645) schools districts.

Figure 3. DepEd Organizational Structure per DO. 52 s, 2015
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Under the supervision of the Schools Division Offices are 47,421 public
schools, broken down into Curricular Offering below. Note that data provided
is as of November 15, 2021.

° 37,496 Elementary Schools

° 1,506 Junior High Schools (JHS)

° 231 Senior High Schools (SHS)

° 6,491 Schools with both JHS and SHS

° 1,159 Integrated Schools (Kinder to Grade 10)

° 538 Integrated Schools (Kinder to Grade 12)
II. Mandate:

The Department of Education was established through the Education
Decree of 1863 as the Superior Commission of Primary Instruction under a
Chairman. The Education agency underwent many reorganization efforts in the
20th century in order to better define its purpose vis a vis the changing
administrations and charters. The present-day Department of Education’s
mandate was established through Republic Act 9155, otherwise known as the
Governance of Basic Education Act of 2001.



VI.

The aforementioned RA substantially provides that the Department of
Education (DepEd) formulates, implements, and coordinates policies, plans,
programs and projects in the areas of formal and non-formal basic education.
It supervises all elementary and secondary education institutions, including
alternative learning systems, both public and private; and provides for the
establishment and maintenance of a complete, adequate, and integrated
system of basic education relevant to the goals of national development.

Vision:
We dream of Filipinos who passionately love their country and whose

values and competencies enable them to realize their full potential and
contribute meaningfully to nation building.

As a learner-centered public institution, the Department of Education
continuously improves itself to better serve its stakeholders.

Mission:

To protect and promote the right of every Filipino to quality, equitable,
culture-based, and complete basic education where:

a. Students learn in a child-friendly, gender-sensitive, safe, and motivating
environment. Teachers facilitate learning and constantly nurture every
learner.

b. Administrators and staff, as stewards of the institution, ensure an
enabling and supportive environment for effective learning to happen.

c. Family, community, and other stakeholders are actively engaged and
share responsibility for developing life-long learners.

Service Pledge:

The Department of Education is committed to providing learners with
quality basic education that is accessible, inclusive, and liberating through:

Proactive leadership

Shared governance

Evidence-based policies, standards, and programs

A responsive and relevant curriculum

Highly competent and committed officials, and teaching and non-
teaching personnel

e An enabling learning environment



VII. Definition of Acronyms

Acronym

AA
ABC
ACIC
ADA
ADAS
ALS
APDS
AO
AR
ARTA
ATC
ATP
BAC
BEA
BMS
CAO
CAV
CES
CHED
CID
CLMD
CNA
CO
COA
COR
COS
CSC
CSW
CTC
DBM

Definition

Administrative Aide

Approved Budget for Contract

Advice of Check Issued and Cancelled
Authority to Debit Advice

Administrative Assistant

Alternative Learning System

Automatic Payroll Deduction System
Administrative Officer

Activity Request

Anti-Red Tape Act

Authority to Conduct

Authority to Procure

Bids and Awards Committee

Bureau of Education Assessment
Budget Management System

Chief Administrative Officer
Certification, Authentication, Verification
Chief Education Supervisor
Commission on Higher Education
Curriculum Implementation Division
Curriculum and Learning Management Division
Collective Negotiation Agreement
Central Office

Commission on Audit

Certificate of Registration

Contract of Service

Civil Service Commission

Completed Staff Work

Certified True Copy

Department of Budget and Management
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DFA
DTC
DV
EAMD
FOI
GAA
GAM
G2B
G2C
G2G
GAARD
HOPE
HRDD
IPEd
LDDAP
LGU
LR
LRDMC
MOA
MOOE
MOU
NEAP
NCAE
NGO
NOSA
NOSI
NSO
NTHP
ORD
ORS
OSDS
OUCI
PAAC

Department of Foreign Affairs

Division Testing Coordinator

Disbursement Voucher

Employee Accounts Management Division
Freedom of Information

General Appropriation Act

Government Accounting Manual

Government to Business

Government to Civilian

Government to Government

General Appropriations Act as a Release Document
Head of Procuring Entity

Human Resource and Development Division
Indigenous People’s Education

List of Due and Demandable Accounts Payable
Local Government Unit

Learning Resource

Learning Resource Management Division
Memorandum of Agreement

Maintenance and Other Operating Expenses
Memorandum of Understanding

National Educators Academy of the Philippines
National Career Assessment Examination
Non-Government Organization

Notice of Salary Adjustment

Notice of Step Increment

National Statistics Office

Net Take Home Pay

Office of the Regional Director

Obligation Requests Status

Office of the Schools Division Superintendent
Office of the Undersecretary for Curriculum & Instruction

Public Assistance Action Center
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PCC
PEPT
PDD
PhilGEPS
PO
PPRD
PRAISE
PRC
PSA
PSIPOP
QAD
RADAI
RAO
RCI
RIT
RO
RSPI
SAO
SDO
SGOD
STC
Sub-ARO
TEV
TOSF
WEP

Philippine Competition Commission

Philippine Educational Placement Test

Professional Development Division

Philippine Government Electronic Procurement System
Purchase Order

Policy, Planning and Research Division

Program on Awards and Incentives for Service Excellence
Professional Regulation Commission

Philippine Statistics Authority

Personal Services Itemization and Plantilla of Personnel
Quality Assurance Division

Report of Advice to Debit Account Issued

Registry of Allotment and Obligations

Reports of Checks Issued

Regional Inspectorate Team

Regional Office

Recruitment Selection Placement and Induction
Supervising Administrative Office

Schools Division Office

School Governance and Operation Division

School Testing Coordinator

Sub-Allotment Release Order

Travel Expense Voucher

Tuition and Other School Fees

Work and Financial Plan

11



VIII. List of Services

CENTRAL OFFICE — EXTERNAL SERVICES ........cuuuiiiiiiiiiiiiiiiiiiiiiiiiiieinnennnnnnnn. 23
A. Bureau of Education Assessment — Education Assessment Division .................. 23
1. Application for National Career Assessment Examination (NCAE) for Walk-In
Examinee via Onsite RegISration..............uuuuuuuiiimiiiiiiiiiiiiiiiiiiiiiiiiieiieeeieeeees 23
2. National Career Assessment Examination (NCAE) Online Registration for Walk-
N EXAIMINEE ... e e e e ettt e e e e e e e e e eestban e e e eeeeeeeneees 25
3. Application for Philippine Educational Test (PEPT) for Walk-In Examinee........ 27
4. Philippine Educational Placement Test (PEPT) Online Registration for Walk-in
EXAIMINEE ...t e e ettt e e e e e e e e e e et b e e e e e eeeeaee 29
5. Verification of Test Result and Re-issuance of Certificate of Rating (COR)
through ONIINE ..o 31
B. Bureau of Education Assessment — Education Research Division ...................... 33
1. Request for Research Related Data (ONnliNg) ............ovvciiiiiiiiiiiiiiiiiei e, 33
2. Request for Research Related Data (Walk-iN)..........cccooeeiiiiiiie 35
C. Bureau of Curriculum DeVvelopmeNt.............uuuuuuuiiiiiiiiiiiiiiiiiiiiiiiiiieiiiiiieeeeeeeeeeanees 38
1. Application for Special Program in Foreign Language..........cccoovvvvvviiiieeeeeeeennnns 38
[ 0= TS T I 1Y/ T o P 40
1. Payment of Obligation through Cash Advance (including Petty Cash) ............. 40
2. Payment of Obligation through Checks or LDDAP-ADA...........ccciiieiiiieeeeeeeiin, 43
E. Employee Accounts Management DiVISION .........ccovvivviiiiiiiiiiiiiiiiiiiiieeeeeeeeeeeeeeeeee 47
1. Evaluation of Application for APDS Accreditation/ Re-accreditation Process. 47
F. Education FacilitieS DIVISION............cuuiiiiiiiiiiiiiiiiiiiiiiieeeeeeeeeeeeeeeeeee e 55
1. Evaluation of New Technology/Construction Materials for School Buildings........ 55
2. Project Design of DepEd School Building Programs and Projects ................ 56
3. Payment of Obligation to Contractors with Existing Infrastructure Contract with
DEPEd CeNtral OffiCE......uuuuueiiiiiiiiiiiiiiiiii bbb eaneeaees 59
4. Payment of Obligation to Supplier with Existing Contract with DepEd Central
Office for the Supply and Delivery of School Furniture .............ccccceevveeeeveeeeeiinnnnnn. 61
G. Information and Communications Technology Service — EdTech Unit................ 63
1. Provision of DepEd TV Episodes t0 Learners..........ccccoeeveeviiiiiieeeeiiii e 63
[ I CTo = LIRS Vo = PP 66
1. FiliNg Of APPEAL....euiiiiiiiiiiiiti bbb 66
2. FIling of CoMPIAINT........oeiiii e e 68
3. Filing of Motion for RecoNnSIideration ................coiveeiiiiiiiiieiiis e 69
4. Endorsement of Recommendation for Duty-Free Tax Exemptions of Private
SCRNOOIS ... et e e eaaee 70
|. Office Of the SECIEtArY.......ccoiiiiiiiiii 72



1. External DOCUMENT SEIVICE ......uuuiiiiieeiiiiiiiiiie ettt e e e e e eeeabann e e e e e e eeeenes 72
J. Office of the Assistant Secretary for Alternative Learning System Task Force..... 73
1. Provision of Alternative Learning System Video Lessons in DepEd ALS TV.... 73
2. Provision of ALS Learning Resources in DepEd Commons ............cccoeeeeeeeenn. 74
3. Provision of Learning Resources in ICT4ALS Website...........ccccoovveeiivieeiiinnnnnn. 75
K. Personnel DIVISION .......ccuuuiiiiiiiiiiiiiiiiiiiiieeeeeeee ettt 76
1. Hiring of Non-Teaching Personnel — online .............cccccoiiiiiiiiiiiiiiiiiiiiiiiiie 76
L. Public Assistance Action Center (PAAC) .....oooviiiiiiiie e 78
1. DepEd Action through Email (action@deped.gov.ph, Hotline 8888 and
referrals from CSC, PCC, ARTA) ... e 78
2. Hotline and Walk-in FaCIlities .........coooveiiiiieei 80
3. Standard FOI Request through Walk-in Facility, action@deped.gov.ph, and
ONIINE e 81
M. Public Affairs Service — Publications DIVISION.............cccuvviiiiiiiiiiiiiiiiiiiiiiiiiieeeeee 83
1. lIssuance of DepEd Memorandum and DepEd Order signed by the Secretary
83
2. 1SSUANCE OFf AQVISOIY ... 85
3. Provision of Copies of DepPEd ISSUANCES...........coooviiiiiiiiiiie 88
N. Quality Assurance Division - National Educators Academy of the Philippines..... 89
1. Authorization and Recognition Online Orientation for Learning Service Providers
.............................................................................................................................. 89
2. Authorization of Learning Service Providers.............cceeeiiiiieeeiieiiiiiiec e, 90
3. Recognition of Professional Development at the NEAP Central Office............. 94
(@ TR =Tt o T 10 K53 D1V, 13 o] o 1S 98
1. Issuance of Requested DOCUMENTS ............uiiiiieeiiiiiiiiiee e e e 98
2. Issuance of Requested Documents in Certified True Copy (CTC) and
Photocopy of Documents — Walk-iN...............uiiiiiiieiiiec e 99
3. Issuance of Requested Documents in Certified True Copy (CTC) and
Photocopy of DOCUMENTS — ONIINE .......uuiiiiiiiiiiiiiiiiiiii e 100
P. USEr SUPPOIt DIVISION ...uuuiiiicieieieeie ettt e e e e e e 102
1. Issuance of Remittance List and Certification (GSIS / Pag-IBIG Personal
Contributions and Loans) — Walk-iN..............coooiiiiiiiii e 102
2. Issuance of Remittance List and Certification (GSIS / Pag-IBIG Personal
Contributions and Loans) - ONliNE ........coooeeieiiiei e 103
CENTRAL OFFICE — INTERNAL SERVICES..........uuuuuiiiiiiiiiiiiiiiiiiiininennnnnnnnnnnns 105
A. ACCOUNTING DIVISION ..o 105
1. Processing of Disbursement Vouchers — Big-Ticket Goods (Supplies, Materials,
Equipment and Motor VENICIES).......ccovvveiiiiii e 105
2. Processing of Disbursement Vouchers — Consultancy ...........cccceeeeeeeeeeeeeeee. 115
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3. Processing of Disbursement Vouchers - Infrastructure...........c.ccooocovvieeiennnnnn. 124

4. Processing of Disbursement Vouchers — General Support Services (Janitorial,
Security, Maintenance, Garbage Collection and Disposal, and similar services) 136

5. Processing of Disbursement Vouchers — Rental Contract..............ccceevvvvennnn. 147
6. Processing of Disbursement Vouchers — Repairs and Maintenance of
Equipment and Motor VENICIES ............uuiiiiiiiiiiiiiiiii 158
7. Processing of Disbursement Vouchers —Board and .............ccccccceeeeveieeeeeeenn, 169
8. Processing of Disbursement Vouchers — Supplies, Materials & Equipment (Non-
210l o3 1= ) R 177
9. Processing of Disbursement Vouchers — Meals ...........ccccovvvviiiiiieeeceeeeiiiinnn, 189
10. Processing of Disbursement Vouchers — Training............ccccccuvvvviiiiiininnnnnn. 199
11. Processing of Disbursement Vouchers — Honorarium .............cccccccevvviiinnnnee 209
12. Processing of Disbursement Vouchers — Cash Advance for Activities ......... 213
13. Processing of Disbursement Vouchers — Cash Advance for Salaries, Wages,
Allowance, and Other Similar EXPENSES...........uuiiiiieeiiiieeiiie e 216
14. Processing of Disbursement Vouchers — Foreign Travel..........cccccccceeeeeenn... 219
15. Processing of Disbursement Vouchers — Local Travel ...........ccccevvvviinnnennn. 225

16. Processing of Disbursement Vouchers — Salaries for Regular Employees... 229
17. Processing of Disbursement Vouchers - Salaries for Contract of Service .... 234

18. Processing of Disbursement Vouchers — Petty Cash Fund .................c........ 237
19. Processing of Disbursement Vouchers — Gasoline EXpenses...................... 241
20. Processing of Disbursement Vouchers — Allowances and Other Forms of

(00] 4] 01T 0 IST= 11 o] o H TR 244
21. Processing of Disbursement Vouchers — Terminal Leave ..................ccc....... 250
22. Processing of Disbursement Vouchers — Collective Negotiation Agreement
(CNA) INCENLIVES. ... 254
23. Processing of Disbursement Vouchers — Special Counsel Allowance.......... 257
24. Processing of Disbursement Vouchers — Financial Assistance .................... 260
25. Processing of Disbursement Vouchers — Fund Transfers............cc.cceeeveees 263
26. Processing of Disbursement Vouchers — ULIlitieS ............cccovvviiiiiiiiiieceeeeenn, 266
27. Processing of Disbursement Vouchers — Communication Mobile................. 269
28. Processing of Disbursement Vouchers — Overtime ...........cccccvvvvceineeeeeeeeennns 272
29. Processing of Disbursement Vouchers — Extraordinary and Miscellaneous
EXPBINSES ... 275
30. Processing of Disbursement Vouchers — Registration Fees..........c.............. 278
31. Processing of Disbursement Vouchers — Remittances.........c..c.cccoevveeveeeennn. 281
32. Processing of Disbursement Vouchers — Plane Fare (DBM Procurement)... 284
33. Processing of Disbursement Vouchers — Advertising ..........ccccooeeevvvienieeennnn. 287
34. Processing of Disbursement Vouchers — Subscription Newspaper .............. 290
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35. Application for Provident FUN LO@N.........coooiiiiiiiiiiiiee e 293
36. Processing of Liquidation Report - Petty Cash Fund (PCF)............ccoevvvnnnnnn. 296
37. Processing of Liquidation Report — Training and ActivitieS .............ccccevvvnenn. 300
38. Processing of Liquidation Report — Foreign Travel...........ccccoooeeii, 303
39. Processing of Liquidation Report — Local Travel.........cccccevvieiiiieeeeeeeeiiiinn, 307
40. Processing of Liquidation Report — Payroll Fund for Salaries, Wages,
Allowances and Other Similar EXPENSES .........uuuuuuuuimriiiiiiiiiiiiiiiiiiiiiiiiiiiiiieiinneeens 310
41. Pre-Audit of Budget EStIMAates..........ccooviiiiiiiiiiiiii e 312
42. Pre-Audit of Various AUtNONEIES .........oviiiiiiiieieie e 314
43. Request for Application, Renewal and Cancellation of Bond........................ 315
44. Request for Approval of the Contracts of Various Projects/ Transactions .... 317
45. Issuance of GSIS and Pag-IBIG Certificate of Remittances............cccc.uueee.. 319
46. Application for Certification of RemittancCes ...........ccccvvevviiiiiiiiiiiiiiiiiiiieieeee, 321
47. Request for BIR FOrm 2306 and 2307 ..........ccuvviiiiiieeeeeeeeiieee e 323
48. Request for Photocopy of Supporting Documents from Paid and Filed
QL= 1 KST= T 1o ] o LSRR 324
49. Application for Agency Code/Activation of Organization Code ..................... 326
B. BUAQEL DIVISION ...cceiiiiiiiiiiiiiiiieeeeeeee ettt 329
1. Processing of Request for Obligation of Allotment..............ccccviiiiiiiiiiiiiiinnnnee 329
2. Preparation/Issuance of Sub-Allotment Release Order (Sub-ARO) ............... 331
3. Certification of Availability of Allotment...........oooo i, 332
C. Employee Accounts Management DIVISION.............uuueuuiiieiiiiiiiiiiiiiiiiiiiiiiiiiieienens 334
1. Provident Fund Loan AppliCatioN ........cccooveiiiiiiiie e 334
2. Provident Fund Online Loan Application ... 340

D. Information and Communications Technology Service — Solutions Development
Division 346

1. Google Workspace and Microsoft 365 User Account Issuance and Management

(in Office APPIICALION)........ccoiiieiiiiie e e e e e e e eanaes 346
2. Google Workspace and Microsoft 365 User Account Issuance and Management
QT2 T =1 g V1 TR URPPPRPPPIN 347
3. Official DepEd Website Modification or Addition of Section.............c......ccoo. 348
4. Migration of an Existing Website to the Official DepEd Domain ..................... 349

E. Information and Communications Technology Service — User Support Division 350
1. Processing of Enterprise Human Resource Information System (EHRIS)

FEQUESES — WaLK-TN .. 350
2. Processing of Enterprise Human Resource Information System (EHRIS)

FEQUESES — @M@ ... 351
3. Processing of Learner Information System requests from end-users............. 352
4. Virtual EVents ASSISTANCE SEIVICE .......oiviiiiiiiiiiiiiiiie ettt 354



F. LAl SEIVICE ...t 355
1. Certificate of No Pending Administrative Case .........cccccccceeiieieeeeeeveiiiiciie e 355
2. Request for an Update on the Status of a Case in the Central Office............. 357
3. Request for Legal OpinioN ........coooiiiiiieeeeeeeeee e 358
4. Review of Memorandum of Agreement/Understanding, Procurement Contracts,
ANd OrdiNary CONTIACES.......uuuuiie e eeeeeiiiiir e e e e et e e e e e e e e e e e e e eeesenananes 360

G. Organization Effectiveness DIVISION .............uuuuiiiiiiiimiiiiiiiiiiiiiiiiiiieiinininineneneeenens 362
1. Evaluation and Assessment of Hiring Contract of Service Personnel............. 362

H. OffiCe Of the SECIEIAIY ..o i 364
1. Internal DOCUMENT SEIVICE .....cuvuuiiiiiee ettt e e e e e 364

[. Personnel DIVISION.........coouiiiiiiiii e 366
1. Foreign Travel Authority Request on Official Time or Official Business.......... 366
2. Foreign Travel Authority Request on Personal Travel ............cccceeiiiii. 371
3. Issuance of Certificate of Employment and Service Record..................ouuueen. 373
4. Order of Transfer and ReassignmMeNnt ... 374
5. ApPlcation fOr LEAVE .......ccooeeiiiieeeeeeeeee 375
6. Application for REtIrEMENT ........cccoeiiiiiii e 376
7. Processing of Terminal Leave BENEfitS ........coooeeveeiiiii, 377

J. Procurement Management SEIVICE ........ooooveiee e 379
1. Conduct of Procurement Trainings or Capacity Development Activities ......... 379
2. Coordinate and Monitor All Procurement Activities of the Agency in Central and
[ 1] (o I ] o = 381
3. Issuance of all Approved DOCUMENLS ........cccoviiiiiiiiiiiie e 382

4. Monitor Compliance in the Performance Based-Bonus Requirements of Central
and Field Offices related to Procurement (i.e. PhilGEPS Posting, Justification,
Individual & Consolidated Reports of APP/EPA/APCPI).......cccovviiiiiiiiiiiiiiiiinenen. 383

5. Signing Authority of All Delegated Financial and Administrative Transactions 384
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CENTRAL OFFICE — EXTERNAL SERVICES

A. Bureau of Education Assessment — Education Assessment Division

1. Application for National Career Assessment Examination (NCAE) for Walk-In
Examinee via Onsite Registration

NCAE is an aptitude test geared toward providing information through test results for
self-assessment, career awareness and career guidance of junior high school
students of the K to 12 Basic Education Program (BEP).

Office or Division: Bureau of Education Assessment — Education
Assessment Division

Classification: Complex

Type of Transaction: | G2C - Government to Citizen

Who may avail: Test takers Grade 9 or 10

CHECKLIST OF
REQUIREMENTS

WHERE TO SECURE

1. Takers must be in Grade 9
or 10

N/A

If in School

2. Recommendation letter
from the principal (1
Original Copy)

Examinee/Principal of Examinee’s School

3. Letter of intent from the
parent/s of the examinee (1

Copy)

Examinee/Principal of Examinee’s School

If Out-of-School-Youth

4. Letter of Intent from the
examinee (1 Copy)

Examinee/Principal of Examinee’s School

5. Examination Fee:
Graduated 2006 and

beyond — PHP 200.00: Examinee
Before 2006 — PHP 100.00
CLIENT AGENCY FEES TO | PROCESSING PERSON
STEPS ACTION BE PAID TIME RESPONSIBLE
1.Presentthe | 1.1 Receive
documents | request and
to BEA — the complete
Education requirements
Assessmen
t Division Receiving
(EAD) None 5 minutes P
ersonnel
Room
2018,
Bonifacio
Bldg. for the
approval of

the request
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2.Proceed to

verification | 2.1 Schedule
room for the | the date of None 5 minutes Evaluator
scheduling | examination
of exam
3.Pay a Graduated
testing fee beyond
at the %%filcsizsilure:ceipt 2006 — PHP
Cashier’s (OR) upon 200.00; 5 minutes Cashier
Office, G/F before 2006
Alonzo payment — PHP
Building 100.00
4.Take the
onsite
examination | 4.1 Administer None 1 day BEA-EAD
on the test
scheduled
date
5.Claim the
COR by
presenting
the
examinee
stub and 5.1 Prc()jcess
the OR in an None 1 day BEA-EAD
the Release
Verification COR
and
Releasing
Room of
EAD
Graduated
beyond
2006 —
PHP
TOTAL: |  200.00: 2 days, 15
minutes
before 2006
— PHP
100.00
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2. National Career Assessment Examination (NCAE) Online Registration for

Walk-in Examinee

NCAE is an aptitude test geared toward providing information through test results for
self-assessment, career awareness and career guidance of junior high school
students of the K to 12 Basic Education Program (BEP). Platform of online
registration is available for this service.

Office or Division:

Bureau of Education Assessment — Education
Assessment Division

Classification:

Complex

Type of Transaction:

G2C — Government to Citizen

Who may avail:

Takers must be Grade 9 or Grade 10 who were not
able to take the test during the national
administration

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

documentary requirements:

Applicants who intends to submit their application online
must prepare a scanned copy of the following

Principal from the

1. Recommendation letter from the principal (1 School last attended
Original Copy)

2. Letter of intent from the parent/s of the Parent of Examinee
examinee (1 Copy)

3. Letter of Intent from the examinee (1 Copy) Examinee

4. Testing Fee: Graduated 2006 and beyond— Door-to-door money
PHP200.00; before 2006 — PHP 100.00 remittance provider

FEES | PROCES | PERSON
CLIENT STEPS '?\A%I':_I'II\ISI\T TO BE | SING RESPONSI
PAID | TIME BLE
1. Settle a non-refundable | 1.1 Receive the Php 2 hours Registration

payment through a door- | payment through a | 200.00 Officer

to-door money door-to-door or Php

remittance system (e.g. | money remittance | 100.00

LBC Peso Pak, LBC system (exami

Prepaid Pouch, JRS Peaé')on

Prepaid Pouch, or any

prefgrred courier Php

services). 150.00

The payment shall be (Shippin

addressed to: Danilyn Joy g fee)

Pangilinan

DepEd-BEA, EAD Room

208, 2F Bonifacio Bldg.

DepEd Complex, Meralco

Ave., Pasig City 1600

8631-2589 or 09690384637
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2.Completely fill out the
Registration Form at the
link:

2.1 Assess
eligibility of the
client and send

https://bit.ly/NCAEonlinere | acknowledgment Client/ EAD
gistration email containing | None 1 day Registration

unique Officer

Examination ID

No. and details of

test schedule
3. S/he should print a copy
of the approved schedule
and the official receipt of
payment or deposit slip, 1
original and 1 photocopy
Then, examinee should None |5 minutes | Client
present it, together with
the email from BEA re:
approved schedule, to the
examiner assigned in the
testing room.
4. Proceed to BEA testing | 4.1 Administer
room on the scheduled the examination Client/ EAD
examination day at Room 1day Examiner
212, Bonifacio Bldg.
5.Follow up the result 5.1 Processing
through this email: and Signing of Processing
verification.bea@deped.go | COR 5 days Unit Staff
v.ph or call at 8631.25.89
6. Claim the COR by
presenting the examinee BEA-EAD
stub and the OR in the a.;lggggtaé(s)gnd iﬁnutes Verification
Verification and Releasing Room Staff
Room of EAD

7 days, 2
Total: P200/ hours
" | P350 and 15
minutes
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3. Application for Philippine Educational Test (PEPT) for Walk-In Examinee

PEPT is under the Accreditation and Equivalency Program (Executive Order No. 733,
s. 1981) for retrieving out-of-school youth (OSY) and placing them in the formal
school system if they so desire, and for validating and accrediting knowledge and
skills in academic areas gained through informal and non-formal means for re-entry
into formal school, job promotion, entry to job training, for employment and self-
fulfillment.

Bureau of Education Assessment — Education

Assessment Division (EAD)

Complex

G2C - Government to Citizen

Over-age learner or learners from not recognized

schools

CHECKLIST OF
REQUIREMENTS

1. 2pcs. ID picture 1x1

2. School records:

e Elementary Level — Original
F137*/F138** with 2
photocopies

e Secondary Level — Original
F137 with 2 photocopies

*Form 137 — Transcript of Records

with School seal & signature/s of

Principal/Registrar

**Eorm 138 — Report Card with

School seal and signature/s of

Principal/Registrar

3. Birth certificate (1 Original and 2
photocopies)

4. School Permit (For applicants
from Private Schools only)
Certified true copy of School
Permit to operate/Government
recognition

***Eor Private Schools operating

without permit, endorsement from

DepEd Regional Office is required

5. Accomplished PEPT

Registration Form (1 Copy)

Office or Division:

Classification:
Type of Transaction:
Who may avail:

WHERE TO SECURE

Examinee
Last enrolled school of the examinee

Philippine Statistics Authority (NSO)

Examinee

BEA/DTC

FEES

CLIENT
STEPS

AGENCY
ACTION

TO BE
PAID

PROCESSING
TIME

PERSON
RESPONSIBLE

1.Submit all
the complete
requirements
to Education
Assessment

1.1 Evaluate the
validity/
authenticity
of the
supporting

None

10 minutes

Evaluator

27



Division
(EAD)
Registration
Room

papers then
issue the
order of
payment for
registration
fee

2.1I:3ay testing 2.1 Issue Official Walk-in
ee at the . Registra .
Cashier’s receipt (OR) tion Fee 5 minutes Authorl_zed
Office, GIF upon _PHP Cashier
Alonzo Bldg. payment 200.00
3.Present 3.1 Issue the
gg'c(;;?; tto Egrg’r:qsg)atfen None 5 minutes Evaluator
the Evaluator applicant
4.1 Check the
. entries and
4.Submit . write the last
acco.mplls.hed level
Registration None 5 minutes Evaluator
Form to the completed
evaluator apd schedule
o]
examination
5.Take the
examination | 5.1 Administer None 1 day Examiner
on scheduled the test
date
6.Claim/
Receive the
Certificate of
Rating
(COR) by
presenting 6.1 Process Process Unit
the examinee Answer None 1 day Staff,
stub and the Sheet then Verification
OR in the release COR Room Staff
Verification
and
Releasing
Room of
EAD
) PHP 2 days, 25
TOTAL: 200.00 minutes
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4. Philippine Educational Placement Test (PEPT) Online Registration for Walk-
in Examinee

PEPT is under the Accreditation and Equivalency Program (Executive Order No.
733, s. 1981) for retrieving out-of-school youth (OSY) and placing them in the
formal school system if they so desire, and for validating and accrediting
knowledge and skills in academic areas gained through informal and non-formal
means for re-entry into formal school, job promotion, entry to job training, for
employment and self-fulfillment. Platform of online registration is available for this
service.

Office or Division: Bureau of Education Assessment — Education
Assessment Division

Classification: Complex

Type of Transaction: | G2C — Government to Citizen

The following learners may register for the PEPT online:
Who may avail: a. Learners from schools without a government permit
b. Learners from nonformal and informal education
programs

c. Learners who have incomplete or no record of formal
schooling

d. Learners with back subjects

e. Learners who need grade level standards assessment
f. Learners who are overage for their grade levels

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
PEPT applicants who intends to submit their
application online must prepare a scanned copy of
the following documentary requirements:
a. Certified True Copy of School Record
(SF9/F138 for  elementary  or - School last attended
SF10/Form 137 for high school) signed
by the Principal,
b. Birth Certificate - PSA (formerly NSO)
c. 1x1 inch ID picture, and - Provider
d. Copy of COR (for re-takers only). - BEA
e. Receipt of Payment - Landbank
FEES PERSON
AGENCY PROCESS
CLIENT STEPS ACTION TO BE ING TIME RESPONSIBL
PAID E
1. Settle a non- 1.1 Receive the Php 2 hours Registration
refundable payment payment through | 200.00 Officer
through a door-to-door a door-to-door (registrati
money remittance money remittance | on fee)
system (e.g. LBC Peso system
Pak, LBC Prepaid Php
Pouch, JRS Prepaid 150.00
Pouch, or any preferred (shipping
courier services). The fee)
payment shall be
addressed to:
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Danilyn Joy Pangilinan
DepEd-BEA, EAD Room
208, 2F Bonifacio Bldg.
DepEd Complex,
Meralco Ave., Pasig City
1600 8631-2589 or
09690384637

2.Completely fill out 2.1 Assess None 1 hour Client/ EAD
the PEPT Registration eligibility of Registration
Form at the link below: the client and Officer
https://docs.qoogle.c send an
om/forms/d/AmD3xX acknowledg
BwHZKLaHbQkB5MT ment emalil
FnoGF3FWUR1AI|58 containing
HKlorlo/edit the unique
Examination
ID No. and
details of test
schedule.
3. Proceed to BEA 3.1 Administer | None 1 day Client/ EAD
Examination Room on the PEPT Examiner
scheduled date at Rm. examination
212, Bonifacio Bldg.
together with the
Original Documents.
4.Follow up the result | 4.1 Processing | None 5 days Processing
through the email at and Signing Unit Staff
verification.bea@depe of COR
d.gov.ph or call
8631.25.89
5. Claim/ Receive the | 5.1 Releasing of | None 10 minutes
Certificate of Rating COR
(COR) by presenting
the examinee stub and Verification
the OR in the Room Staff
Verification and
Releasing Room at
Rm. 211, Bonifacio
Bldg.
P200
and 6 days, 3
Total: P150 | hours and
for 10
shippin | minutes
g fee

30



https://docs.google.com/forms/d/1mD3xXBwHZkLaHbQkB5MTFnoGF3FWUR1Aij58HKlorlo/edit
https://docs.google.com/forms/d/1mD3xXBwHZkLaHbQkB5MTFnoGF3FWUR1Aij58HKlorlo/edit
https://docs.google.com/forms/d/1mD3xXBwHZkLaHbQkB5MTFnoGF3FWUR1Aij58HKlorlo/edit
https://docs.google.com/forms/d/1mD3xXBwHZkLaHbQkB5MTFnoGF3FWUR1Aij58HKlorlo/edit
https://docs.google.com/forms/d/1mD3xXBwHZkLaHbQkB5MTFnoGF3FWUR1Aij58HKlorlo/edit

5. Verification of Test Result and Re-issuance of Certificate of Rating (COR)

through Online

This is an online platform to verify test result of an individual or students after taking
an examination in the division and who wishes to have a second copy of their COR.

Office or Division:

Bureau of Education Assessment — Education Assessment

Division

Classification:

Complex

Type of
Transaction:

G2C — Government to Citizen

Who may avail:

Individuals/ pupils who were takers of any of the National
Tests who wishes to secure a second copy of their certificates
of ratings (COR) or those who wish to verify test results.

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Personal information Individual/ Learner
2. Date and venue where the test was taken.
3. Payment: Php 50 (reissuance of COR) or Door-to-door money remittance provider
Php 200 (with shipping fee*)
PERSON
FEES TO | PROCESS
CLIENT STEPS AGENCY ACTION BE PAID ING TIME RE%IID_(;NSI
1. Settle a non- 1.1. Receive the Php 50 (for 2 hours Registration
refundable payment payment through a | registration/ Officer
through a door-to- door-to-door money | verification)
door money remittance system and
remittance system
(e.g. LBC Peso Php 150 (for
Pak, LBC Prepaid shipping fee)
Pouch, JRS
Prepaid Pouch, or
any preferred
courier services).
The payment shall
be addressed to:
Danilyn Joy
Pangilinan
DepEd-BEA, EAD
Room 208, 2F
Bonifacio Bldg.
DepEd Complex,
Meralco Ave., Pasig
City 1600 8631-2589 or
09690384637
2. Completely fill-out | 2.1 Send an None
the request form acknowledgment email Verificati
online using the that contains the 1 hour Sg;flca on
following link: unique Application ID
Number and details of
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https://docs.google.c
om/forms/d/1juTnyWr
eLKADgT5u9azY0fi4
eHWGI121wkLThdAS8
AW l/edit

the scheduled release
of requested
document. Send an
acknowledgment email
that contains the unique
Application ID Number
and details of the
scheduled release of
requested document.

3. Follow up the None 3 days Processing
request in this Process/ Generate the Unit Staff
email: Second Copy of the
verification.bea@ | COR or verified test
deped.gov.ph or scores
call at 8631.25.89

4. Pick-up CORs or | 4.1.Releasing or None 3 days
document/s at shipping of COR
BEA, DepEd-CO
(Clients who opted Send the
for pick-up of the COR/Document to
document/s mailing address
sh_ould print and through the courier Client/ EAD
bring a copy of the R .

eleasing

acknowledgement 3 days Officer
email from BEA) (Additional
Or for
CORs or Courier)
document/s is sent
to the mailing
address of the
examinee.

6 days, 3

Total: | PHP 200.00 | hours 10
minutes
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B. Bureau of Education Assessment — Education Research Division

1. Request for Research Related Data (Online)

Guidelines and requirements on the use of national assessment data for research

related purposes.

Office or Division:

Bureau of Education Assessment - Education Research

Division

Classification:

Simple

Type of
Transaction:

G2C - Government to Client

Who may avail:

Student-researchers and other external stakeholders

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Letter of Request
2. One (1) copy of Student
ID/Government issued 1D

For student-researchers only: Client

3. Endorsement letter from the Dean

4. Approved thesis/dissertation proposal

5. Abstract of the study

FEES | PROCE PERSON
CLIENT STEPS AGENCY ACTION | TOBE |SSING | RESPONSIBL
PAID | TIME E
For online data 1.1 Receive None 5 Administrative
request: documents from minutes | Staff of BEA-
1. Submit complete the client and ERD
requirements to the forward it to
Public Assistance BEA -Office of
Action Center the Director
(PAAC) email: (OD) and BEA-
action@deped.gov.ph ERD email for
the next step.

1.2 BEA-ERD staff None 5 Administrative
shall review the minutes | Staff of BEA-
documentation ERD
requirements
and will send a
link to the client
to access the
BEA-Online
Data Request
Form (BEA-

ODRF)
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2. Client shall 2.1 BEA-ERD staff None 10 Administrative
accomplish the shall coordinate minutes | Staff of BEA-
ODRF and wait for with the client ERD
the confirmation through email
from BEA-ERD. for data

availability and
other concerns.

2.2 Assigned staff None 2 days | Administrative
shall process Staff of BEA-
the requested ERD
data

2.3 Assigned staff None 20
shall prepare minutes | Administrative
the Certification Staff of BEA-
of Agreement ERD
and Statement
of Account and
transmittal letter
for e-signature

2.4 Bureau Director | None 10 Bureau
will sign the minutes | Director, BEA
documents

3. Send e-copy of the | 3.1 Assigned staff 650.00 |10 Administrative

signed Certification of shall (basic minutes | Staff of BEA-

Agreement and pay acknowledge processi ERD

the necessary fees the receipt of ng fee)

through any Cash payment and

Delivery System. will already

Payment should be send the

addressed to the transmittal letter

BEA-ERD Chief, and the

2" Flr Mabini Bldg. requested data

DepEd Complex to the client.

Meralco Ave., Pasig

City.

A scanned copy of

the receipt shall be

forwarded to

bea.erd@deped.gov.

ph

PHP 2 days,
TOTAL | 650.00 | 1 hour
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DefiED

2. Request for Research Related Data (Walk-in)
Guidelines and requirements on the use of national assessment data for research

related purposes.

Bureau of Education Assessment - Education Research Division

Simple

G2C - Government to Client

1. Letter of Request

2. One (1) copy of Student ID/
Government issued ID

Dean

proposal

For student-researchers only:
3. Endorsement letter from the

4. Approved thesis/dissertation

5. Abstract of the study

Proponent

Student-researchers and other external stakeholders

For walk-in 1.1. PAAC shall | None 20 minutes Designated
clients: forward the Staff
documents
1. Submit all to BEA-
documents to Office of the
Public Director
Assistance (OD)
Action Center
(PAAC) 1.2. BEA-OD None 10 minutes Designated
shall Staff
forward the
documents
to BEA-ERD
for
assessment
1.3. BEA-ERD Designated
assigned None 20 minutes Staff
staff shall
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1.4.

1.5.

1.6.

assess the
required
documents
and
interview
the client for
availability
of data and
other
concerns.

Assigned
Staff shall
prepare the
Certificate
of
Agreement
and
Statement
of Account

Assigned
staff shall
forward the
Statement
of Account
to BEA-OD
for
signature

Assigned
staff shall
process the
data
requested

None

None

None

10 minutes

30 minutes.

2 days

Designated
Staff

Designated
Staff

Designated
Staff

2. Client shall
forward the
signed
Statement
of Account
and
proceed to
the
Accounting
Office to
request for
the Order of
Payment
Form

2.1

Accounting
Division

None

20 minutes.

Designated
Staff
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3. Client shall 650.00 10 minutes. Designated
+forward (basic staff
the Order of processin
Payment to g fee)
the Cash
Division and
pay the
necessary
fees
4. Client shall | 4.1 Assigned None 5 minutes. Designated
present the staff shall staff
OR to BEA- photocopy the
ERD as OR for
proof of documentatio
payment. n
4.2 After 2 days,
assigned staff | None 1 hour Designated
shall staff
proofread the
data and
prepare the
transmittal
letter for
signature of
BEA-OD
4.3 The None 30 minutes Designated
transmittal Staff
letter and
data shall be
forwarded to
the Bureau
Director for
approval of
release.
4.4 Release of None 5 minutes. Designated
data to the Staff
client, (pick-
up/email)
2 days, 3
TOTAL.: GZOH go ho_urs, 40
minutes
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C. Bureau of Curriculum Development

1. Application for Special Program in Foreign Language

The Special Program in Foreign Language (SPFL) is designed to provide learners with
varied significant experiences in secondary education that allow them to explore and
harness their potential. The program will equip learners with skills and competencies
in a foreign language by providing them with greater opportunities through an
enhanced research-based curriculum, competent roster of teachers, supportive
administrators, and strong collaboration with program partners

Office or Division:

Bureau of Curriculum Development

Classification:

Complex

Type of Transaction:

G2G — Government to Citizens

Who may avail:

Junior High School (JHS)

Grade 7-10

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

PwpbppE

2 Original Copies of Letter of Intent
2 Original Copies List of qualified SPFL students
2 Original Copies List of qualified SPFL teachers
2 Original Copies Pictures of Customized SPFL

Classroom with Speech Technology

School

5. 2 Original Copies of Endorsement Letter signed
by the Regional Director

Regional Office

CLIENT STEPS

AGENCY
ACTION

FEES TO
BE PAID

PROCE
SSING
TIME

PERSON
RESPONSIBL
E

1. Submits letter of
intent supported
with the complete
set of
documentary
requirements in
the SPFL Manual
of Operation

1.1 Receives
and records
submitted
requests
and forward
the same to
In-Charge,
for
evaluation

None

lday

BCD

1.2 Receives,
checks the
completenes
s and
evaluates
submitted
requirement
S

None

1 day

BCD

1.3 An initial
evaluation of
the
application

None

2 days

BCD
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documents
shall be
conducted
by the
DepEd

1.4 BCD and
program
partners
shall be
conducted
an online
interview for
SPFL
Teacher
applicants

None

1 day

BCD/ Program
Partners

2. Acknowledgement
of School
Recognition by the
Central Office

2.1 Curriculum
and
Instruction
through
BCD will be
released a
memorandu
m on the list
of approved
schools to
offer the
SPFL

None

2 days

BCD

Total

7 days
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D. Cash Division

1. Payment of Obligation through Cash Advance (including Petty Cash)
Cash advances are drawn where payment of obligations through cash is

necessary for

the programs,

projects and activities of

the different

offices/services/bureaus. This includes the petty cash which is used for the day
to day operations of the concerned office. The grant of cash advances is based
on the general accounting rules and regulations.

Office or
Division:

Cash Division

Classification:

Simple

Type of
Transaction:

G2C - Government to Client
G2G — Government to Government

Who may avail:

All DepEd employees

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

proposal)

* Approved Authority to Cash
Advance — Original copy

» Approved Activity Request (AR) /
Authority To Conduct Activity (ATC)
with supporting documents (i.e.
budget estimates, program of
activities, list of participants, activity

» Statement of Unliquidated Cash
Advance (SUCA) — Original copy

» Concerned office/bureau/service
» Accounting Division.

FEES
PROCESSING PERSON

CLIENT STEPS | AGENCY ACTION TPOAI|3DE TIME RESPONSIBLE
1. Request 1.1 Assigns RDO,

RDO for the recommends Prononent

cash approval of N/A 15 minutes P

Office

advance to request

be drawn
2. Prepares 2.1. Receives and N/A 5 minutes Proponent

ORS and DV records office

with processed

supporting ORS and DV

documents —

approved

authority to

cash

advance;

authority to

conduct
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activity;
budget
estimates, for
processing of
Budget and
Accounting
Divisions

2.2.

Determines
type of fund
and issues
the
corresponding
check

N/A

5 minutes

Division Chief

2.3.

Controls
check
number,
prepares and
encodes in
the database
system and
prints check
and ACIC

N/A

10 minutes

Cash personnel

2.4.

Reviews
accuracy of
data on check
and ACIC
based on the
processed DV
and signs/
initials

N/A

10 minutes

Division Chief

2.5.

Records and
transmits
check and
ACIC to
authorized
signatories

N /A

10 minutes

Cash personnel

2.6.

Authorized
signatories
sign check
and ACIC

N/A

1 -2 days
(depending on
availability of

authorized

signatories

Authorized
signatories

2.7.

Returns
signed check
and ACIC to
the CD

N/A

10 minutes

Staff of
authorized
signatories

2.8.

Receives and
checks if all
documents
were duly
signed and

N/A

20 minutes

Cash personnel
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records
accordingly

Creates and
approves for
clearing
check
payment thru
eMDS

Cash personnel
/ Division Chief

minutes

2.9. Encash check | N/A 30 minutes | Cash personnel
and reviews assigned as
budget disbursing
estimate officer

. Receives 3.1 Reviews and 30 minutes
payment in checks
cash and completeness
signs and sufficiency
disbursement of supporting
voucher, documents
payroll, RER, and disburses Cash personnel
whichever is payment assigned as
: . N/A ; :
applicable accordingly disbursing
and issues 1 hour officer
OR when Prepares and
necessary segregates
cash for each
payee in case
of payroll
account
Total 2 days, 2 hours and 55
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2. Payment of Obligation through Checks or LDDAP-ADA

Payment of obligations of the Central Office are paid either through checks or List
of Due and Demandable Accounts Payable — Advice to Debit Account (LDDAP-
ADA). The Advice of Checks Issued and Cancelled (ACIC) are forwarded to the
bank to confirm the validity of the checks and to credit the payment to the payee’s

account in the case of LDDAP-ADA..

Office or
Division:

Cash Division

Classification:

Simple

Type of G2C - Government to Client
Transaction: G2G — Government to Government
Who may All internal and external clients
avail:

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

* Processed Disbursement Vouchers /

LDDAP-ADA

» Supporting Documentary

Requirements

» Accounting Division
» Concerned office/bureau/service

CLIENT
STEPS

AGENCY ACTION

FEES TO
BE PAID

PROCESSI
NG TIME

PERSON
RESPONSI
BLE

1.1.

Receives and
records
processed DV
and LDDAP-
ADA duly
signed by Chief
Accountant

None

5 minutes

Cash
personnel

IN CASE OF CHECK PAYMENT

1.2.

Determines
type of fund
and issues the
corresponding
check

None

5 minutes

Division
Chief

1.3.

Controls check
and advice
number,
prepares and
encodes in the
database
system and
prints check
and ACIC

None

10 minutes

Cash
Personnel

1.4.

Reviews
accuracy of
data on check
and ACIC

None

10 minutes

Division
Chief
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based on the
processed DV
and
signs/initials

IN CASE OF LDDAP-ADA

1.5. Imports from
the database
system to
generate the
hash totals in
the FINDES
(online LBP
system);
controls and
assigns check
number and
prepares
WINACIC

None

15 minutes

Cash
Personnel

1.6. Reviews hash
totals,
WINACIC,
based on the
processed
LDDAP-ADA
and signs
initials

None

10 minutes

Division
Chief

FOR BOTH CHECK AND LDDAP-ADA

1.7. Records and
transmits
check and
ACIC or
LDDAP-ADA
with the
necessary
documents to
authorized
signatories

None

10 minutes

Cash
personnel

1.8. Authorized
signatories
sign check and
ACIC or
LDDAP-ADA
with necessary
supporting
documents

None

1- 2 days
(depending
on
availability
of
signatories

)

Authorized
signatories

1.9. Returns signed
check and
ACIC or
LDDAP-ADA
with the

None

10 minutes

Staff of
authorized
signatories
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necessary
documents to
the CD
1.10. Receives and
checks if all
documents Cash
were duly personnel
signed and
records
accordingly
In case of Cash
LDDAP-ADA, personnel
photocopies,
segregates and None 20 minutes
prepares for
submission to
AGDB; Cash
personnel /
In case of Division
check, creates Chief
and approves
for clearing
check
payments thru
eMDS
1.11. Informs
payee of
availability of None 5 minutes Cash
personnel
check for
release
. Proceedsto |2.1. Checks ID of
CD and claimant and
presents receives the
necessary documents
documents submitted to
to claim the claim check . Cash
None 10 minutes
check (1D, personnel
authority to
claim, OR in
case of
external
creditors)
. Signs the 3.1. Checks
check signature
releasing against the ID None 5 minutes Cash
logbook and resented personnel
g p
DV
. Receives 4.1. Releases None 5 minutes Cash
check and check Personnel
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validates
correctness
of data
(name of
payee and
amount)

TOTAL | 2 days, 1 hour and 35 minutes
Receipt of official receipt (or) for payments thru LDDAP-ADA - external
5. Proceedsto | 5.1. Searches
CD and database for
informs the LDDAP-ADA
CD staff of number and
details of locates among
; , Cash
payment the files None 15 minutes |
credited to submitted to personne
their the bank the
account LDDAP-ADA
(date and involved in the
amount) transaction
6. Issues OR 6.1. Attaches the
for the OR to the DV
payment and advises
received the client to
thru proceed to Cash
LDDAP- Accounting None 10 minutes
ADA Division for personnel
issuance of tax
certificate,
when
applicable

Inquiry on statu

s of payment of oblig

ation — internal and external

7. Client
inquires on
status of
payment
thru check
or LDDAP-
ADA, thru
personal
follow up,
text
message,
landline call,
Viber,
Messenger,
email,
Workplace/
Workchat

7.1.

Searches the
Cash Receipts
and
Disbursement
Database
System and
informs the
client of search
result and/or
furnishes copy
of LDDAP-
ADA, DV,
when
requested

None

10 minutes

Cash
personnel
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E. Employee Accounts Management Division

1. Evaluation of Application for APDS Accreditation/ Re-accreditation Process

The process of assessing the application of accreditation or re-accreditation for
inclusion of private entities in DepEd Automatic Payroll Deduction System. The
Accreditation provides standards that private entities must comply with to be
included in the APDS, it further facilitates the orderly implementation of the
limitation on authorized deductions, including observance of minimum monthly net
take home pay (NTHP) as well as the order of preference of deductions.

Office or Division: Employee Accounts Management Division (EAMD)

Classification: Highly Technical

Type of Transaction: | G2B — Government to Business

Who may avail: Cooperatives

Private Lending Institutions/ Private Entities /

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Letter of Intent

2. Amended Articles of
Incorporation/Cooperation

3. By-Laws

4. General Information
Sheet/Cooperative Annual
Progress Report

5. Updated Certification from SEC
that the entity has not been
dissolved nor has the
Commission received any
information derogatory to said
entity that would prevent it from
exercising its primary
franchise/BSP Certificate of
Authority/IC Certificate of
Authority/CDA Certificate of
Registration

6. PDIC Certificate of Good
Standing/CDA Certificate of
Compliance

7. Organizational Profile

8. Ownership Structure/percentage
of share ownership of the
stockholders/members

9. Curriculum Vitae/Bio-Data of
Officers

10. List of all products/services
offered to DepEd personnel

11. Certification from
Chairman/President that the

Private Entities

47




organization is duly operating
under existing laws which are
managed by and/or for the
benefit of government employees

12. Audited Financial Statements for
(2) immediately preceding years
stamped received by BIR

13.Income Tax Returns for (2)
immediately preceding years with
proof of payments

14.BIR certificate of Registration

15. List of main and all field
offices/branches, including the
names of its managers, with
complete address, landline
telephone numbers and official
email addresses, with a
corresponding certification that
the said offices/branches can
sufficiently render all the services
mentioned in par. 21 of
Enclosure 1 of DO No. 18, s.
2018

16.Sample amortization schedules
for each type and term of loan
showing the rates of interest,
non-interest and other charges

17.Subscribed statement attesting to
the Truth in Lending Act with
attached expanded Disclosure
Statement on loan/credit
transaction

18.Business permits of all
offices/branches

19. Contracts of Lease or proof of
ownership of offices/branches

20. For affiliate banks, certification
executed by both the private
entity and the affiliate bank
stating that the latter can
sufficiently render all the services
mentioned in par. 21 in the
province

21.Universal listing of all borrowers

CLIENT

STEPS AGENCY ACTION

FEES TO
BE PAID

PROCESSING
TIME

PERSON
RESPONSIBLE
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1. Submits 1.1.Receives,
request acknowledge
duly emalil
supported submission and
with the record requests
complete and forward the
set of same to In-
documentar Charge, for
y evaluation
requirement
s under EAMD
Item 29.1 of None 5 minutes Administrative
DepEd Assistant Il
Order (DO) (AA D)
No. 18, s.
2018
Submission
can also be
don thru
email at
fs.eamd@d
eped.gov.p
h
1.2.Receives,
checks the
completeness
and evaluates
submltted EAMD
requirements Administrative
(Refer to Item None 2 days Officer (AO)
29.1 of DO No.
/1IvVIvV
18, s. 2018),
and prepares
Evaluation
Report
1.3.Reviews and
notes findings
on Evaluation None 4 hours EAMD SAO and
Report CAO
prepared by the
in-charge
1.4. Prepares action 4 hours
document/s
depending on
the result of None EAMD AQ 11/
: VIV
evaluation,
whether to
return to
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requesting
entity due to
lack of
requirements or
to approve the
application, and
e-mails the
same to EAMD
Supervising AO
(SAO) and
Chief AO
(CAO);

In case of new
applicants for
accreditation,
prepares
Memorandum
to the Regional
APDS Task
Force,
requesting
validation of the
reported offices
of the entity

Depends on
the availability
of the
Validation
Report from
the Regional
Office
concerned

1.5.

Reviews/edits
draft action
document/s and
e-mail corrected
file to in-charge

None

3 hours

EAMD SAO and
CAO

1.6.

Fill-out
necessary
information, as
required by
SAO and/or
CAQ, if any,
and re-send
updated file
through e-mail
to SAO and
CAO

None

1 hour

EAMD AO Il
AO IV/IAO V

1.7.

Reuvisit/edit draft
action
document/s,
incorporates
corrections, if
any, and advise
through e-mail
the in-charge to

None

30 minutes

EAMD SAO and
CAO
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finalize if no
more edits

1.8.Print in final

. : EAMD AO II/
fo_rm and affix None 15 minutes AO IV/AO V
initials
1.9.Reviews and None 10 minutes EAMD SAO and
affix initials CAO
1.10. Records
and releases
action
document/s to
Office of
Director IV for None 20 minutes EAMD AA Il
Finance
Service/Assista
nt Secretary for
Finance, for
initial/signature
1.11. Receives and
records action
documents
and handed
over to the AA of the Office
Office of of the Director
Director IV for . IV, Finance
) None 10 minutes . :
Finance Service/Assista
Service/Assist nt Secretary for
ant Secretary Finance
for Finance,
for
initials/signatu
re
1.12. Reviews and AA of the Office
affixes initials/ of the Director
signature None 1 hour IV,_ Flnanc_e
Service/Assista
nt Secretary for
Finance
1.13. Records and AA of the Office
releases of the Director
signed action None 15 minutes IV, Finance
document/s to Service/Assista
EAMD nt Secretary for
Finance
1.14. Receives,
photocoiesy/m
aintains files, None 1 hour EAMD AA I
record and
release to
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Records
Division

1.15.

Sends
advance
copies to
concerned
office/s via
telefax/e-mail

None

30 minutes

EAMD AA II/AO
vV

1.16.

Prepares
Terms and
Conditions of
the APDS
Accreditation
(TCAA) and
coordinate
with the
Applicant
Entity on the
completion of
the annexes of
the said TCAA

None

2 days

EAMD AA II/AO
vV

1.17.

Reviews
TCAA
prepared, note
corrections, if
any, and
return to in-
charge for
finalization

None

2 hours

EAMD
CAO/SAO

1.18.

Finalizes
TCAA and
coordinate
with the
representative
of Applicant
Entity for
signature of
the authorized
representative
and
notarization

None

1 day

EAMD AA II/AO
vV

1.19.

Records,
maintain file,
and release
TCAA to
Undersecretar
y for Finance

None

2 hours

AA, Records
Division

1.20.

Receives,
records and
refers the

None

2 hours

Office of
Undersecretary
for Finance- AA
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same to
EAMD, for
appropriate
action

and

Undersecretary

1.21.

Receive and
record TCAA
and forwards
the same to
in-charge

None

10 minutes

OUFDA AA

1.22.

Maintains file,
prepares
acknowledge
ment letter as
well as the list
of authorized
Verifiers per
province in
accordance
with the letter
of approval
signed by the
Undersecretar
y for Finance
and forwards
the same to
EAMD SAO
and CAO for
initials

None

1 day

AO II/ AO IVIAO

\%

1.23.

Review and
affix initials

None

10 minutes

EAMD SAO and

CAO

1.24.

Record and
release
acknowledge
ment letter to
Office of
Director IV for
Finance
Service/Assist
ant Secretary
for Finance,
for initials

None

20 minutes

EAMD AA Il

1.25.

Receives and
records
acknowledge
ment letter
and handed
over to the
Director 1V,
Finance
Service/Assist

None

10 minutes

AA of

the Office of the

Director 1V,
Finance

Service/Assista
nt Secretary for

Finance
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ant Secretary,
for initials/
signature
1.26. Review and Finance
affix initials Service,
. Director
None 15 minutes I\V/Assistant
Secretary for
Finance
1.27. Record and AA of the Office
release of the Director
acknowledge None 15 minutes IV, Finance
ment letter to Service/Assista
EAMD nt Secretary for
Finance
1.28. Receive,
photocopy/mai
ntain files,
record and None 30 minutes EAMD AA I
release to
Records
Division
1.29. Send advance
copies to
concerned None 30 minutes EAMD AA IVAG
. . HIviv
office/s via
telefax/e-mail
9 days, 1
TOTAL None hour, 45
minutes?

1 The evaluation/processing of applications for APDS accreditation is highly technical. Coordination with the regional offices, evaluation,
decision making and communication writing are necessary. It should be completed within 20 days prescribed processing time of RA11032
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F. Education Facilities Division
1. Evaluation of New Technology/Construction Materials for School Buildings

The Education Facilities Division receives unsolicited proposals from contractors/
manufacturers/fabricators introducing the use of new technology or construction
materials in the design and construction of school buildings. The proposals are
evaluated by EFD technical personnel to determine its viability in the design and
construction of school buildings prior to the approval of the Undersecretary for
Administration.

Office or Division: | Administrative Service - Education Facilities Division

Classification: Highly Technical

Type of G2B — Government to Business
Transaction:

Contractors/Manufacturers/Fabricators offering new technology

Who may avail: in the construction of school buildings
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
» Letter request for evaluation of new
technology/construction material
» Complete technical description of product offered
+ Sample of product being offered Contractor
« Advantages of product being offered
+ Certificate of Registration with the Bureau of
Research and Standard (BRS) of the Department
of Public works and Highways (DPWH)
FEES PERSON
CLIENT STEPS | AGENCY ACTION | TOBE | " RQCESSI | pegponsiBL
PAID NG TIME E
1. Submission of 1.1. Receive and None 5 minutes | Receiving
Letter request for check the personnel of
evaluation with completeness EFD
supporting of documents
documents
2. Request 2.1. Conduct None 4 days Engineer/Archi
evaluation of evaluation of tect and Chief
technical technical of EFD
specifications of specifications
new technology/ (with product
construction demonstration)
materials
3. Request 3.1. Evaluation of None 1 day Chief and
evaluation of mock-up Engineer/Archi
mock-up (if tect
presented)
Total: 5 days
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2. Project Design of DepEd School Building Programs and Projects 2

The actual design of the school building projects in conformity with the National
Building Code, Bureau of Fire and Protection, Mining and Geosciences Bureau, and
the DepEd School Building Projects standards. The EFD-Project Design Unit (PDU)
reviews and evaluates the Program of Works (POWSs) submitted by field
engineers/architects, and the joint validation of DepEd engineers with the DPWH

engineers.

Office or Division:

Education Facilities Division — Project Design Unit

Classification:

Highly Technical

Type of Transaction:

G2G — Government to Government

Who may avail:

Division Engineers/Architects
DPWH Engineers

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

(POW) of school
buildings damaged by
recent typhoons,
regular school
buildings,
Electrification
Programs, Gabaldon
Restoration Program,
repair of Schools
Division Offices, Group
Handwashing
Facilities, School
Clinics and other
related DepEd
infrastructure projects.

1. Program of Works (POWS) e Office of the Undersecretary
2. Soil Exploration Certificates for Administration
3. Building Per_mits _ e Education Facilities Division
4. Bureau of Fire Permits e DepEd Regional Offices
5. Land Titles (TCT), Usufruct Agreement e Schools Division Offices
6. Materials Price data e Local Government Units
7. Architectural plans (LGUs)
8. Site Development plans e Bureau of Fire and Protection
FEE
PERSON
AGENCY S TO | PROCESSIN
CLIENT STEPS ACTION BE |G TIME RE?BT_%NSI
PAID
1. Request to check, 1.1.Evaluation | None | 10 minutes Technical
review and evaluate (per Program | Staff of EFD-
Program of Works of Works) PDU

2 EFD follows other laws prescribed by other implementing agencies for design and building of constructions, thus the office

exceeds to the prescribe processing time of

ARTA
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. Request to review,
update and manage
cost of construction
material price/data on
a quarterly basis

2.1.Consolidatio

n

None

15 minutes
(per Division)

Technical
Staff of EFD-
PDU

. Request
standardization on the
preparation of Program
of Works (POW)

3.1.Preparation

of standard
template for
POW

None

3 days

Technical
Staff of EFD-
PDU

. Request for the
preparation of
complete working
drawings consisting of
architectural,
structural, electrical,
sanitary and plumbing,
mechanical and
electronics(if needed)
designs for the
construction of
Schools Division Office
Buildings, School
Buildings, Group
Handwashing
Facilities, Gabaldon
School Buildings, Last
Mile School Building
Facilities and other
related DepEd
infrastructure projects.

4.1.Drafting

None

30 days

Technical
Staff of EFD-
PDU

. Request for the
preparation of Terms
of Reference,
budgetary estimates,
conduct market
survey, coordination to
DepEd and PS-DBM
Bids and Awards
Committees and to
attend procurement
conferences and
meetings for EFD
projects under
procurement.

5.1.Preparation

of
procurement
documents
(including
conduct of
market
survey)

None

5 days

Technical
Staff of EFD-
PDU
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6. Request to provide 6.1.Coordination| None 1 day Technical
technical assistance to and Staff of EFD-
Service evaluation PDU
Providers/Suppliers for
EFD projects under
implementation.

7. Requestto review and | 7.1.Evaluation | None | 15 minutes | Technical
evaluation of the (per school) | Staff of EFD-
submitted final PDU
deliverables of Service
Providers/Suppliers for
the Preparation of
School Site
Development Plan

8. Request for the 8.1.Evaluation | None 3 days Technical
assessment and and Staff of EFD-
recommendation on validation PDU
the damaged school (including
buildings, Schools on-site
Division Offices and inspection)
other facilities
especially on its
structural stability

9. Request for 9.1.Assessment | None 2 days Technical
management of and Staff of EFD-
Special Projects - CO evaluation PDU
improvement projects (including

on-site
inspection)

10.Request for 10.1. Validation | None 5 days Technical
procurement, supply (including Staff of EFD-
and delivery of School preparation PDU
Furniture of

documents,
detailed
drawings
and Program
of Works)
Total: 49 days, 40
minutes

*EFD follows other laws prescribed by other implementing agencies for design and

building of constructions, thus

time of ARTA.
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3. Payment of Obligation to Contractors with Existing Infrastructure Contract
with DepEd Central Office

The Education Facilities Division processes the request for billing of Contractors that
have existing infrastructure contracts with DepEd Central Office. The Contractor
submitted Statement of Work Accomplishment and request for its payment subject to
the evaluation of the Education Facilities Division technical personnel before
submission to the Office of the Undersecretary for Administration and to the
Accounting Division.

Office or Division: Administrative Service - Education Facilities Division
Classification: Simple
Type of G2B- Government to Business
Transaction:
Contractors with existing infrastructure contracts with
Who may avail: DepEd
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Letter request for payment Supplier
2. Original copy (for 1%t billing) or Photocopy
(for succeeding billings) of Contract
Documents
3. ORS and Disbursement Voucher EFD
4. Certificate of Payment (COP)
5. Certificate of 100% Completion (COC) -for
final billing
6. Certificate of Final Acceptance (for the
release of retention money)
7. Warranty Security (for the release of Contractor
retention money)
8. Duly signed Statement of Work
Accomplishment (SWA)
FEES
AGENCY TO | PROCESSING PERSON
SHISRIESIIS ACTION BE | TIME RESPONSIBLE
PAID
. Submission of 1.1. Receiving None | 5 minutes Receiving
Letter request personnel of
for payment with EFD
required
documents
. Request 2.1. Evaluation | None | 3 days (with Engineer and
evaluation and and on-site Chief of EFD
preparation of preparation inspection) conformed by
Statement of of SWA contractor
Work
Accomplishment
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. Request 3.1. Preparation | None | 2 hours EFD Engineer
preparation of of and Chief
COP documents

. Request 4.1. Preparation | None | 1 hour EFD Engineer
preparation of of and Chief
Disbursement documents
Voucher

Total: 4 days
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4. Payment of Obligation to Supplier with Existing Contract with DepEd Central
Office for the Supply and Delivery of School Furniture

The Education Facilities Division processes the request for billing of suppliers that
have existing contracts with DepEd CO for the Supply and Delivery of School
Furniture. Upon delivery of the school furniture by the Supplier and acceptance by the
recipient, a request for payment shall be submitted by the Supplier. The request for
payment submitted by the supplier will be evaluated for completeness of documents
before submission to the Office of the Undersecretary for Administration and to the

Accounting Division.

Office or
Division:

Education Facilities Division

Classification: Simple

Type of
Transaction:

G2B- Government to Business

Who may avail:

Suppliers of School Furniture with existing contracts with

DepEd
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Letter request for payment .
5 Supplier

(for succeeding billings) of Contract
Documents

Original copy (for 1%t billing) or Photocopy

3. 4 copies of duly signed Inspection and
Acceptance Report (IAR)

4. 2 copies of duly signed Property Transfer

Report (PTR)

Submitted by Supplier after
signing of authorized inspectors
and receiving officer

5. ORS and Disbursement Voucher
6. Summary of Deliveries
7. Copy of the Pre-Delivery Inspection

Report EFD
8. Certificate of Completion and Acceptance
9. Copy of Post-Delivery Inspection Report
(for the release of retention money)
10. Certificate of Contract Compliance
FEES
AGENCY TO | PROCESSING PERSON
SHISRIESIIS ACTION BE | TIME RESPONSIBLE
PAID
1. Submission of | 1.1.Receive and Receiving
Letter request check the personnel of
for payment completeness | None | 5 minutes EFD
with required of submitted
documents documents
2. Request 2.1.Evaluate EFD Engineer
evaluation of submitted N 2 days per
. one .
submitted documents region
documents
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. Request 3.1.Preparation None EFD Engineer,

preparation of of documents Chief of EFD
o 2 hours

Certificate of
Completion

. Request 4.1.Preparation None EFD Engineer,
preparation of of Documents 1 da Asst Chief and
Summary of y Chief of EFD
Deliveries

. Request 5.1.Preparation None EFD Engineer
preparation of and signing of 1 hour and Chief of
Disbursement documents EFD
Voucher

Total: 3 days, 3 hours, 5 minutes
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G. Information and Communications Technology Service — EdTech Unit

1. Provision of DepEd TV Episodes to Learners

In support of the blended learning modalities of DepEd and to provide quality and
accessible instructional learning materials, the Office of the Undersecretary for
Administration through the Information and Communications Technology Service
developed and produced educational shows encompassing all grade levels and
subjects covering the Most Essential Learning Competencies. DepEd TV, aired
through both free and cable signals, is a product of partnership among the
Department, government agencies such as DICT and PCOO, and private
telecommunication networks. DepEd TV also paved the way for the development of
teacher-broadcasters with classroom expertise and channeling the instruction through
world-class TV lessons under the mentorship of professional media practitioners.

Office or Division: | Information and Communications Technology Service -
Educational Technology Unit (ICTS-EdTech)
Classification: Highly Technical Transaction
Type of G2B — Government to Business
Transaction: G2C — Government to Client
G2G — Government to Government
Who may avail: All

CHECKLIST OF REQUIREMENTS ‘

WHERE TO SECURE

Clients must have a television with power source (electricity/solar) and free TV/cable

channels.
CLIENT FEES TO | PROCESSING PERSON
STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE
1.1 Coordinate and
collaborate with
partners to train
DepEd TV
personnel in video None 1 day ICTS-EdTech
production and Unit
media broadcast
requirements to fit
the needed
compliance of
television networks.
1.2 Design the
standard template Ei2Tech
for Opening None 1 day (Production
Billboard (OBB) and Team)
Closing Billboard
(CBB).
1.3 Design the 1 day Ei2Tech
criteria to qualify as | None (Production
members of the Team)
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DepEd TV project
(Teacher-
broadcasters, quality
assurance team and
production team)

1.4 Selection of ICTS-EdTech
qualified teacher- > davs Unit
broadcasters by None y Ei2Tech
submission of (Production
audition pieces Team)
1.5 Final screening
of teacher- None 1 day
broadcasters
1.6 Training of
selected teacher- None 2 days Ei2Tech
broadcasters in .
. o (Production
scriptwriting
1.7 Training on Team)
érsonal ° Ei2Tech
P None 1 day (Production
development and
Team)
camera angle
1.8 Identification of
gualified Post-
production Team None 2 days
based on submitted
portfolio
1..9 Subm_ssmn of Ei2Tech (QA
video scripts for None 3 days
) Team)
guality assurance
;.10 Once the script ICTS-EdTech
is approved, None 1 day )
. Unit
schedule taping
. Ei2Tech and
1.11 Taping of None 1 day ICTS-EdTech
episode/s :
Unit
1.12 Post-production Ei2Tech
phase of video None 3 days (Production
episode Team)
1.13 Quality Ei2Tech (QA
assurance of video None 1 day
) Team)
episodes
i(l)lrfelczt(ijcl)t;nsga?wfd Ei2Tech
. None 1 day (Production and
recommendations of
QA Team)

QA Team
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Teacher-
Broadcaster of
the subject

1.15 Final review of | None 1 day Ei2Tech (QA
the video episode Team)
for quality assurance Teacher-
Broadcaster of
the subject
1.16 Upon approval | None 1 day ICTS-EdTech
and completion of Unit
requirements of a OUA
video episode, it is
included in the
creation of a
program grid
1.17 The final cutis | None 1 day Ei2Tech
forwarded to partner ICTS
TV station for airing
1.18 Airing of video | None 1 day GMA Network
lessons based in the Solar Learning
program grid Cignal
IBC-13
2. Watch 2.1 The final cut None 2 days Ei2Tech
DepEd TV video is converted to (Technical
episodes in a file compatible for Team)
DepEd web access
Commons, 55 Submissionto | None 1 day Ei2Tech
DepEd the system (Technical
Learning administrator for Team)
Management uploading
System, or 2.3 Uploading of None 1 day ICTS-EdTech
YouTube. video episodes Unit
2.4 Viewing ready/ None 1 day ICTS-EdTech
review of complete Unit
upload
TOTAL: | 30 days

Note: The production requirement in the development of instructional videos requires
numerous numbers of days to create a world-class television episode that has
complete special effects, animation, original musicality, cut to cut of videos, scripting
and quality assurance.

65




H. Legal Service

1. Filing of Appeal

Decisions of the Department imposing a penalty exceeding 30 days’ suspension or
fine in an amount exceeding 30 days’ salary, may be appealed to the Secretary of
Education within a period of 15 days from receipt thereof.

Office or Division:
Classification:

Legal Service

Simple

G2B - Government to Business

G2C - Government to Citizen

G2G - Government to Government

All parties adversely affected; in case where the DepEd
employee is meted with penalty exceeding thirty days
suspension or a fine in an equivalent to 30 days salary

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

1. Notice of Appeal which shall
specifically state the date of the
decision appealed from and the date if
receipt thereof (1 Original Copy)

2. Appeal Memorandum containing the
grounds relied upon the appeal and
Certified True Copies of Documentary
Evidence and Affidavit of witnesses, if
any (3 Copies)

3. Proof of Service a Copy of the Appeal
Memorandum to the Disciplining Office
(1 Original Copy)

4. Proofing Payment of the Appeal fee (1
Original Copy)

Type of Transaction:

Who may avail:

Client

Client

Client

Cash Division

5. A statement or Certification of non- Client
forum (1 Original Copy)
FEES TO PROCE PERSON
CLIENT STEPS AGENCY ACTION SSING | RESPONSIBL
BE PAID
TIME E
1. Pay the Filing | 1.1 Accept payment 10 Cash Division
of Appeal at and provide OR / PhP 310 | minutes | Cashier/
Cash Division Payment via Landbank Landbank
2. Submit 2.1 Receipt of required
complete documents and proof
requirements at | of payment
the Legal Affairs None
Helpdesk A. Physical Filing for 2 hours
through physical | walk-in client Legal Affairs
submission or None Helpdesk
email B. Filing of Appeal
through LeAHD email
leahd@deped.gov.ph
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C. Filing of Appeal
through Records
Division

4. Accept 3.1 Return client’s
Receiving receiving copy of the None 5 Legal Affairs
Copy of the | Appeal (email/physical minutes Helpdesk
Appeal copy)
PHP
TOTAL: 310.00 2 hours, 5 minutes
to Cash
Division
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2. Filing of Complaint

Administrative complaint may be filed for any of the following grounds for disciplinary
action. This refers to the process of receiving formal administrative complaints against
DepEd personnel filed before the appropriate Disciplining Authority. A party who is
adversely affected by any offenses punishable under DO 47 may file a complaint with
the disciplining authority.

Office or Division:

Legal Service

Classification:

Simple

Type of Transaction:

G2B - Government to Business
G2C - Government to Citizen

G2G - Government to Government

Who may avail: All
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Sworn written administrative Complaint Client
containing the following (1 Original Copy):
e Full name and Address of Complainant
e Full name, address, position and office
of the person complained of
¢ A narration of the acts or commissions
as allegedly committed by the person
2. Documentary Evidence and Affidavits of Client
witnesses, if any, Certification of non-
forum shopping (1 CTC)
CLIENT FEES | PROCES | PERSON
STEPS AGENCY ACTION TO BE SING RESPONSI
PAID TIME BLE
1. Submit 1.1 Receive documents
complete a. Physical filing for walk-in
requirements clients
at the Legal b. Filing of complaint .
Affairs through email at None 2 hours heeglgaésiaws
Helpdesk leahd@deped.gov.ph P
through
physical filing
or email
2. Accept 2.1 Return client’s receiving
Receiving copy of the Complaint None | 5 minutes Legal Affairs
Copy of the (email/physical copy) Helpdesk
Complaint
2 hours,
TOTAL: | None 5
minutes
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DefiED
3. Filing of Motion for Reconsideration

A party adversely affected by a final order, resolution, or decision of the Department
rendered in an adjudicative proceeding may file a motion for reconsideration with the
disciplining authority who rendered the same within 15 days from the receipt thereof.

1. Motion for Reconsideration (1
Original Copy)

Legal Service

Simple

G2B - Government to Business
G2C - Government to Citizen
G2G - Government to Government

All

Client

2. Previous Decision, Resolution, or

Order Appealed (1 CTC)

Client

1. Submit 1.1 Receive
complete documents
requirements
at the Legal a. Physical Filing
Affairs Legal Affairs
Helpdesk b. Filing of MR None 2 hours He? desk
through through email P
physical filing | 1.2 Acknowledge
or email receipt of the email

for verification with

LeAHD
2. Accept 2.1 Return client’s
Receiving receiving copy of the . Legal Affairs
Copy of the MR (email/physical None S minutes Helpdesk
MR copy)

TOTAL: | None | 2hours.5
minutes
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4. Endorsement of Recommendation for Duty-Free Tax Exemptions of Private
Schools

A private school may request for endorsement of recommendation for duty-free tax
exception to the Department of Finance with insurmountable pleasure. Charitable
institutions actually, directly, and exclusively used for educational purposes shall be
exempt from taxation.

Office or Division: Legal Service

Classification: Complex

Type of Transaction: | G2B - Government to Business

G2C - Government to Citizen

Who may avail: Duly authorized representatives of Private School

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

1. Special Power of Attorney of the Client
authorized Representative (1
Photocopy)

2. Secretary's Certificate of the Board | Client
Resolution (1 Photocopy)

3. Letter-application by a duly Client
authorized representative of the
institution indicating that the
requesting school is a non-stock
corporation (1 Photocopy)

4. List of items to be imported (1 Client
Copy)

5. Bill of Lading/Air Wayhill, invoice Client
or importation documents such as
placement orders (1 Copy)

6. Deed of undertaking duly Client
notarized which must state
categorically that the imported
articles shall be used actually,
directly exclusively for educational
purposes and shall not be resold
or transferred for material
consideration (1 Photocopy)

7. Certificate of DepEd and CHED DepEd Regional Office

recognition of schools (1

Photocopy)

Articles of Incorporation (1 CTC) Client

9. CHED Certification/Endorsement | CHED
regarding the
importation/requesting school (1
Photocopy)

10.Deed of Donation and the Client
corresponding Deed of
Acceptance (1 Photocopy)

e
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FEES
AGENCY PROCESSING PERSON
SISV SIS ACTION TISAIIBDE TIME RESPONSIBLE
1. Submit 1.1 Receive
complete documents
requirements . Legal Affairs
tocghe Legal None 30 minutes He?pdesk
Affairs
Helpdesk
1.2 Refer to the
Legal Di_vision for None 1 day Legal Affairs
processing for Helpdesk
request
1.3 Endorse for
approval by the
égi'rs;;r;;/ None 2 days Legal Division
Undersecretary
for Legal Affairs
1.4 Sign Assistant
endorsement and Secretary/
None 2 days
release to Legal Undersecretary
Affairs Helpdesk for Legal Affairs
1.5 Release to None 4 hours Legal Affairs
Records Division Helpdesk
TOTAL.: 5 days, 4
None hours, 30
minutes
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DefiED

I. Office of the Secretary

1. External Document Service

This service covers the processing of documents addressed to the Office of the
Secretary.

Office of the Secretary

Complex

G2B — Government to Business
G2C - Government to Citizen

G2G - Government to Government
All

Client

. Letter request (1 Copy)
Invitation (1 Copy)

3. Memorandum of Agreement (MOA,
MOU) (1 Copy)

N

1. Submit all 1.1.Receive
documentary documents
requirements addressed to the None 1 day Records
to the Secretary and Division
Records transmit to OSEC
Division
1.2.Receive and
encode request to
Docu_ment OSEC-
tracking System
Records
and scan Keepin
attached bing
documents Ma_nagement
Unit
forwarded to
Policy Operation
Unit
1.3. Review request OSEC - Policy
details None 1 day Operation unit
1.4. Receive Invitation OSEC - Direct
- for calendar of None 1 day Support Staff
Secretary Unit
1.5. Route field ExeCom
request to None 1 day Office,
concerned offices SDO/RO/CO
TOTAL: None 4 days

72



J. Office of the Assistant Secretary for Alternative Learning System Task Force

1. Provision of Alternative Learning System Video Lessons in DepEd ALS TV

Through a Memorandum of Agreement, Solar Learning — a Philippine educational TV
channel — produces, maintains, and airs video lessons for ALS. The video lessons
are quality-assured by a dedicated ALS TV Technical Working Group (TWG) to ensure
that all video lessons are aligned with the ALS K to 12 Basic Education Curriculum
(BEC) and based on the learning resource standards of the Department. The set of
video lessons is combination of academic lessons, socio-emotional learning,
entrepreneurship, and life skills to foster holistic learning, and are being aired daily.
The DepEd ALS TV was launched in October 2020 in select areas nationwide and is

also available in digital box TV.

Office of Division:

Office of the Assistant Secretary for Alternative
Learning System Program and Task Force

Classification:

Highly Technical

Type of Transaction:

G2B — Government to Business
G2C - Government to Citizen
G2G — Government to Government

Who may avail:

All

CHECKLIST OF
REQUIREMENTS

WHERE TO SECURE

TV/cable channels.

Clients must have a television with power source (electricity/solar) and free

CLIENT STEPS AGENCY FEES TO | PROCES PERSON
ACTION BE PAID SING RESPONSIBL
TIME E
Provide PDF file of
ALS JHS Modules to None 5 minutes OASALS
) ALS TF
Solar Learning
Selection of None 1 day Solar Learning
module/lesson
Production of
episodes — script
wntlng and revision, None 14 days Solar Learning
shooting of episode,
offline and online
editing
View, check, and None 1 days Solar Learning
approve episode ALS TF
1. Access video
lessons in DepEd | 1.1 Air video 15
ALS TV/Learning | lessons in DepEd None minutes Solar Learning
Management ALS TV
System/YouTube
TOTAL: | None 16 days, 20 minutes
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DefiED

2. Provision of ALS Learning Resources in DepEd Commons

DepEd Commons is the Department’s Open Education Resources (OER) platform
built on the concept of Grado Network where teaching and learning resources and
materials are made available for public schools, ALS, Special Education (SpEd), and
even private schools. DepEd Commons was launched in March 2020 in support of the
implementation of the Basic Education Learning Continuity Plan (BE-LCP) of the
Department.

Office of the Assistant Secretary for ALS
Simple

G2B — Government to Business

G2C - Government to Citizen

G2G - Government to Government

All

Clients must have a computer/laptop/smart phone with power source and internet
connection.

Provide PDF file of | None 5 minutes OASALS
ALS Modules to ICT ALS TF
EdTech Unit

Upload learning None 15 minutes/ | ICTS
materials on DepEd material EdTech
Commons Unit
Update the platform | None 2 days ICTS Ed
with additional Tech Unit

learning resources
and supplementary

materials
1. Log-on to 1.1 Provide None 5 minutes OASALS
https://commons | technical assistance ALS TF
.deped.gov.ph/ | to clients accessing
and access the website, as
learning needed

materials

TOTAL: None 2 days, 30 minutes
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3. Provision of Learning Resources in ICT4ALS Website

ICT4ALS website offers a compilation of available online resources and applications
that ALS implementers and learners can explore and use. It was co-developed with
the UNICEF Philippines Education team and various ALS partners and volunteers
primarily to provide continued learning opportunities during the COVID-19 pandemic.
This is parallel with populating the DepEd Commons and serves to complement the
ALS pool of teaching and learning resources. The modules are meant for self-directed
learning but may also be used in conjunction with facilitated sessions. It also includes
links to online webinars, courses, and tutorials that teachers can partake to learn more
about online teaching and learning. The website was launched in April 2020 and is still
a work-in-progress, with relevant resources continuously added.

Office of Division: Office of the Assistant Secretary for ALS
Classification: Simple
Type of Transaction: G2B — Government to Business

G2C - Government to Citizen
G2G — Government to Government

Who may avail: All

CHECKLIST OF WHERE TO SECURE
REQUIREMENTS

Clients must have a computer/laptop/smart phone with power source and internet
connection.

CLIENT AGENCY FEES TO | PROCESSI | PERSON
STEPS ACTION BE PAID NG TIME | RESPONS
IBLE
Collect ALS learning None 1 day UNICEF

materials, supplementary
and other related
references from different
reliable sources, official
and credible sites

Upload the learning None 15 minutes/ | UNICEF
resources/materials in the material OASALS
website ALS TF
Update the platform with | None 1 day UNICEF
additional learning OASALS
resources and ALS TF
supplementary materials
1. Access ALS | 1.1 Provide technical None 5 minutes OASALS

learning assistance to clients ALS TF

resources accessing the website, as

through needed

http://bit.ly/ICT4

ALS

TOTAL: | None 2 days, 20 minutes
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K. Personnel Division

1. Hiring of Non-Teaching Personnel — online

Due to the COVID-19 pandemic, individuals interested in applying for a position in
DepEd may now submit their requirements for evaluation via email. This service is
compliant with CSC MC. 14, 2017 Omnibus Rules on Appointments and Other Human
Resource Actions (Revised July 2018) and DO 29, s. 2002 The Merit Selection Plan
of the Department of Education.

Personnel Division

Simple

G2G - Government to Government

G2C - Government to Citizen

Interested applicants to DepEd vacant positions

Office or Division:
Classification:

Type of Transaction:

Who may avail:

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Letter of intent addressed to the Applicant
Chief of the Personnel Division
2. Resume/Curriculum Vitae (1 copy) | Applicant
3. Personal Data Sheet (1 copy) CSC Website
4. Government Issued ID (1 Applicant

Photocopy)

5. Authenticated Copy/ Certified true
Copy of Eligibility

6. Transcript of records (1 photocopy
of latest Transcript of records)

7. Performance Ratings for the last 3
semesters (1 photocopy)

*One Performance Rating is
equivalent to 6 months

8. Certificate of Trainings and
Seminars attended (1 Photocopy of
each)

PRC

School/s attended

Previous/Current employer

Training provider

9. Documentation of Outstanding Applicant
Accomplishments
FEES
AGENCY TO | PROCESSING PERSON
SRISRIESIS ACTION BE TIME RESPONSIBLE
PAID
1. Submit 1.1 Receive and
complete check
requirements via | completeness of . . F_'e_rsonnel
email the submitted None 10 minutes D|v_|5|on - RSPI
. Unit (PD-RSPI)
requirements for
application
1.2 Check
database of None |  3days PD-RSPI
applicants with
complete
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documents and
sort it by positions

1.3 Schedule
paper evaluation
as to QS.

If qualified, will go
through the
interview

If not qualified:
applicant will be
notified of thru
email and SMS

None

3 days

PD-RSPI and
OSC panel

2. Attend
interview and
examination

2.1 Conduct
interview and
examination for
qualified
applicants

None

2 days

PD- RSPI Unit
and OSC
members

1. Review
selection lineup
and inform
RSPI of
discrepancy

3.1 Send Final
Selection Line-Up
to applicants
and/or Post in 3
conspicuous
places

None

15 calendar
days

PD-RSPI

3.2 Assessment
and final
deliberation of the
recommended
appointee by the
Appointing
Authority

None

2 hours

PD-RSPI and
Personnel
Selection Board

3.3 Preparation of
appointment
documents for
successful
applicant

None

1 day

PD-RSPI

4. Acknowledge
email and SMS
from PD-RSPI

4.1 Communicate
final results of
selection process
to applicants thru
email and SMS

None

10 minutes

PD-RSPI

TOTAL:

None

24 days, 2 hours, 20 minutes
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L. Public Assistance Action Center (PAAC)

1. DepEd Action through Email (action@deped.gov.ph, Hotline 8888 and
referrals from CSC, PCC, ARTA)

The Department recognizes concerns and complaints of its clients for the
improvement of its services. These can be submitted through the official emalil
address (action@deped.gov.ph), hotline 8888, and through referrals from other

government agencies such as CSC, PCC, and ARTA.

Office or Division:

Public Assistance Action Center

Classification:

Complex

Type of Transaction:

G2C - Government to Citizen

Who may avail:

All

CHECKLIST OF

REQUIREMENTS WHERE TO SECURE
1. Complete details of the
concern:
e school’s exact name and
location
e name and position of the
person/s involved Client
e any documents or evidence,
¢ specific DepEd programs,
projects, and/or activities
(PPASs) needing further
clarifications (case-to-case)
CLIENT AGENCY FEES TO | PROCESSING PERSON
STEPS ACTION BE PAID TIME RESPONSIBLE
1. Send 1.1. Read and
concern/ review
complaint client's
through concern/s
action@d (queries . Permanent
- None 5 minutes and/or COS
eped.gov. complaints,
personnel
ph requests for
assistance,
suggestions)
through email
2. Send 2.1.Clarify the
reply to concern/s in
action@d terms of
eped.gov. information
ph completenes Permanent
. None 2 days and/or COS
s (location,
: personnel
person being
complained
of, client's
details)
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2.2.Prepare

appropriate
Request for
Action (RFA)
form/s and
forward to
concerned
offices

None

10 minutes

Permanent
and/or COS
personnel

2.3.Monitor the

response/
action taken
through email
and/or phone
call

None

1 day

Permanent
and/or COS
personnel

. Receive

feedback
or update
regarding
the
concern/c
omplaint

3.1.

Receive the
response/
action taken
from the
concerned
DepEd
Offices and
update the
database

None

5 minutes

Permanent
and/or COS
personnel

TOTAL:

None

3 days, 20
minutes
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2. Hotline and Walk-in Facilities

The Department recognizes the concerns and complaints of its clients for the
improvement of its services. These can be submitted through the official hotline
8888, and through personal submission at the walk-in facilities of the Department.

Office or Division: Public Assistance Action Center
Classification: Simple
Type of Transaction: | G2C - Government to Citizen
Who may avail: All
CHECKLIST OF
REQUIREMENTS WHERE TO SECURE
1. PAAC Form 1 (1 copy) PAAC Office
2. Complete details of the
concern, e.g.
¢ school’s exact name and
location
e name ano_l position of the Client
person/s involved
e any document or evidence
¢ specific program, project,
and/or activity needing
further clarification
CLIENT AGENCY FEES TO | PROCESSING PERSON
STEPS ACTION BE PAID TIME RESPONSIBLE
1. Call/visit 1.1 Provide Permanent
PAAC, fill, | PACC Form 1/ None 3 minutes and/or COS
out PAAC | note down client
Form 1 concern personnel
2. Discuss 2.1. Ask for Permanent
concern/s further details None 10 minutes and/or COS
of concern/s personnel
3. Receive 3.1 Facilitate the
feedback | concern through
on the DepEd
concern Issuances/ Permanent
Policies as bases None 15 minutes and/or COS
and/or endorse to personnel
concerned
DepEd Offices
(CO/RO/SDO)
4. End the 4.1. End the
conversati transaction,
on, fill out encode the . Permanent
' None 2 minutes and/or COS
Customer concern on |
Feedback database personne
Form
TOTAL: None 30 minutes
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3. Standard FOI Request through Walk-in Facility, action@deped.gov.ph, and
Online

Government’s response to the call for transparency and full public disclosure of
information. FOI is a government mechanism, which allows Filipino citizens to
request any information about government transactions and operations, provided
that it shall not put into jeopardy — privacy and matters of national security,
divided into two:

e Standard through walk-in facility and action@deped.gov.ph

e Online through the electronic Freedom of Information (eFOI)

Office or Division: Public Assistance Action Center
Classification: Complex
Type of Transaction: | G2C - Government to Citizen
Who may avail: All
CHECKLIST OF
REQUIREMENTS WHERE TO SECURE
1. Formal request letter (1 Client
copy)
2. Filled-out FOI request form (1 | PAAC
copy)
3. Abstract of the study Client
4. Government-Issues/Valid ID (1 | Concerned government agency/ies, school,
Photocopy) organization
CLIENT AGENCY FEES TO | PROCESSING PERSON
STEPS ACTION BE PAID TIME RESPONSIBLE
1. Submit 1.1. Receive and
complete FOI check the
requirements submitted . Permanent
None 5 minutes and/or COS
through FOI
: . personnel
email, walk- requirements
in, or online
2. Fill-out the | 2.1.Provide
FOI generic reply
request by referring
form and the request
submit to to the Permanent
personnel respective None 10 minutes and/or COS
in-charge DepEd personnel
Office/s (and
encode the
concern on
the database
3. Accept 3.1. Prepare
oo | poorete |
submitted Action (RFA) None 5 minutes and/or COS
acknowle forms and personnel
dge emaill forward to
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concerned
office

3.2.

Monitor the
response/
action taken
through email
and/or phone
call

None

3 days

Permanent
and/or COS
personnel

3.3.

Receive the
response/acti
on taken
from the
concerned
DepEd Office
and update
the database

None

5 minutes

Permanent
and/or COS
personnel

4. Receive
the
requested
document

4.1.

Send or
inform the
client to
collect
information
requested

None

20 minutes

Permanent
and/or COS
personnel

TOTAL:

None

3 days, 50
minutes
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M. Public Affairs Service — Publications Division

1. Issuance of DepEd Memorandum and DepEd Order signhed by the Secretary

DepEd-wide or nationwide official issuances are released by the DepEd Central
Office to help make the DepEd community and its clients make informed decisions
and take appropriate action on education-related matters. A DepEd Memorandum
(DM) disseminates instructions, information or related matters including creation of
committees, announcement of celebrations, conferences/seminars, and reiteration
of regulations or laws issued by DepEd. On the other hand, a DepEd Order contains
policies promulgated by the Central Office and is usually long term in nature unless
rescinded or amended by another DO. Due to the COVID-19 pandemic, majority of
the steps for this service are now completed online.

Office or Division:

Public Affairs Service-Publications Division

Classification:

Highly Technical

Type of Transaction:

G2B — Government to Business
G2C - Government to Citizen
G2G - Government to Government

Who may avail:

Government agencies, partner institutions, DepEd CO

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

1. Letter request (external clients) or Client
Routing Slip for DM/DO (CO clients | Requesting office

only)
2. Draft DM/DO and Enclosure (if Requesting office
applicable)
3. DepEd Memorandum Evaluation Planning Service-Policy Research
Form (DMEF)/Policy Proposal Development Division
Request Form (PPRF) (CO clients
only)
CLIENT FEES TO | PROCESSIN PERSON
STEPS AISISNIO FAGLON, BE PAID G TIME RESPONSIBLE
1. Emalil
complete 1.1 Acknowledge None 15 minutes | TA/AO/AA

requirements

request via email

1.2 Log request on

tracker, assign

) None 20 minutes | TA/AO
tracking number and
task
1.3 Draft/reformat, None lday |TA/AO/AA
proofread issuance
1.4 Edit issuance None 1da AOV
y SAO
1.5 Review issuance None 2 days CAO
1.6 Recommend None 3 hours Director IV

approval
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Requesting
1.7 Return issuance None 1da office
for further checking y (Director/Usec/
ASec)
1.8 Forward
endorsed issuance None 1 hour CAO
to OSEC
1.9 Review and None 14days | OSEC
approve issuance
1.10 Document
authentication and None 1 hour OSEC
) AO
quality check
1.11 Upload
approved issuance
on the DepEd None 1 hour AO
website
1.12 Update None 10 minutes | AA
Perpetual Index
1.13 File, release,
and archive hard None 10 minutes | TA/AO/AA
copy
2. Receive 2.1 Inform client that
update on has b
request and request has been . .
completed, send None 10 minutes | Assigned staff
answer .
Client Feedback
Feedback
Form
Form
3.1 File hard copy of
issuance with the UP- None Atelﬁasl,]'[ac;?ecre ,iSASﬁ) ned staff
ONAR Perq 9
19 days, 7
TOTAL: None hours, 35
minutes
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2. Issuance of Advisory

An Advisory announces the conduct of programs, projects, and activities requested by
individuals and organizations external to DepEd. However, in compliance with DO 28,
s. 2001 and DO 8, s. 2013, an Advisory is issued not for endorsement but only for the
information of DepEd officials and personnel, as well as the general public. Note that
the Publications Division only receives and screen the documents submitted and
forwards these to the appropriate DepEd CO unit for final evaluation. Due to the
COVID-19 pandemic, majority of the steps for this service are now completed online.

Office or Division:

Public Affairs Service-Publications Division

Classification:

Highly Technical

Type of Transaction:

G2B — Government to Business
G2C — Government to Citizen
G2G - Government to Government

Who may avail:

Government agencies, private organizations, general public

Company/Association

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Letter request Client
2. General Information of the Client

3. SEC Registration/CSC
Accreditation/BIR Registration/
Certification from the Dean’s Office

SEC/CSC/BIR
Dean’s Office for school organizations

requirements

check attachments

4. Program, Project, Activity (PPA) Client
Profile
5. Three-Year Development Plan Client
6. End of Activity and Summary of Client
Evaluation Report — if similar activity
has been conducted before
7. For Movie/Stage Play:
-MTRCB Approval Rating (for MTRCB
Movie) Client
-E-copy of the movie
-Synopsis of the story
-Rationale of the play that links to
the curriculum
-Cast of Characters
8. Other Documents as may be Client
required by the reviewing DepEd CO
unit, e.g., activity matrix, detailed
description of the activity if registration
fee will be charged
CLIENT FEES TO | PROCESSIN PERSON
STEPS AR FAAON BE PAID G TIME RESPONSIBLE
1 Email 1.1 Acknowledge
X request via email and None 2 hours TA/AO/AA
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1.2 Log request on
tracker, assign
tracking number and
task, check
documents using
Screening Form

None

3 hours

TA/AO

1.3 Dratft letter of
compliance/regret
depending on
submitted
requirements, route
to Office of the
Undersecretary for
Field Operations for
signature

None

2 days

TA/AO/AA

1.4 Forward letter to
client

2 hours upon
receipt of
signed letter

TA/AO/AA

2. Receive
letter, submit
additional
requirements

as applicable.
Note that the time
waiting for the client to
submit document/s is
not included in the
processing time.

2.1 Review submitted
documents using
Form 1A, route to
reviewing DepEd CO
unit

None

2 hours

TA/AO/AA

2.2 If reviewing unit
requests additional
requirements, inform
client via email. Upon
receipt of documents,
fill out Form 1B and
return to reviewing
unit

None

2 hours

TA/AO/ AA

2.3 Evaluate request
based on submitted
documents

None

10 days

Reviewing
DepEd CO unit

2.4 Draft Advisory
upon receipt of
evaluation results

None

1 day

TA/AO/ AA

2.5 Edit Advisory

None

4 hours

AOV
SAO

2.6 Recommend/
endorse draft for
approval

None

1 day

CAO
Director 1V

2.7 Approve Advisory

None

3 days

Office of the
Undersecretary
for Field
Operations

2.8 Assign number to
approved Advisory

None

1 hour

TA/AO/ AA
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2.9 Quality check and

upload Advisory on None 2 hours AO
the DepEd website
2.10 File and archive None 1 hour TA/AO/AA
3. Receive 3.1 Inform client that
update on has b
request and request has been _
completed, send None 10 minutes | TA/AO/AA
answer :
Client Feedback
Feedback
Form
Form
19 days, 3
TOTAL: None hours, 10
minutes

87




DefiED

3. Provision of Copies of DepEd Issuances

This service covers the processing of requests for copies of issuances not available
on the DepEd website.

Public Affairs Service-Publications Division
Highly Technical

G2B — Government to Business

G2C - Government to Citizen

G2G - Government to Government
General Public

1. Letter request/emalil

1. Submit 1.1 Acknowledge
request for request via o None 1 hour TA/AO/AA
copy of email/stamp receiving
issuance copy of letter
1.2 Locate copy of
requested issuance None 2 days TA/AO/ AA
and download/print
2. Receive 2.1 Provide
requested di
issuance and requested issuance _
(email/hard copy) and None 10 minutes | TA/AO/AA
answer
Feedback Form to
Feedback .
client
Form
2 days, 1
TOTAL.: None hour, 10
minutes
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N. Quality Assurance Division - National Educators Academy of the Philippines

1. Authorization and Recognition Online Orientation for Learning Service

Providers

All interested non-DepEd Learning Service Providers (LSPs) shall attend an Online
Orientation Briefing, which shall be provided by, or requested from NEAP Central

Office (NEAP-CO).

Office or Quiality Assurance Division — National Educators Academy of
Division: the Philippines (QAD — NEAP)
Classification: Simple
Type of G2B — Government to Business
Transaction: G2C — Government to Citizen
G2G — Government to Government
Who may All interested non-DepEd Learning Service Providers (LSPs)
avail:
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Letter of Interest addressed to John
Arnold Siena, Director 1V, National Learning Service Providers
Educators Academy of the Philippines
AGENCY FEES | PROCES PERSON
CLIENT STEPS ACTION TO BE SING RESPONSIBL
PAID TIME E
1. Submit Letter of 1. Schedule EPS Il for
: ; : NEAP
Interest to NEAP Online Orientation
o 20 Helpdesk
Helpdesk through Briefing for None .
. . minutes | through
askneap@deped.go | Learning Service
. askneap@dep
v.ph Providers
ed.gov.ph
2. Atten(_j O”"F‘e. 2.1 Facilitate
Orientation Briefing . . :
Online Orientation EPS Il for
for LSPs where o 1 day, 4
Briefing for None NEAP
Form A.1 and other . . hours
: Learning Service Helpdesk
documents will be .
. Providers
accessible.
2.2 Sign
Certificate of None 1 day Director IV
Participation
2.3 Release EPS Il for
Certificate of NEAP
Online Orientation None 10 Helpdesk
Briefing for minutes | through
Learning Service askneap@dep
Provider ed.gov.ph
TOTAL: | None 2 Qays, 4 hours, 30
minutes
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2. Authorization of Learning Service Providers

With the release of DepEd Order No. 001 s. 2020, non-DepEd entities seeking to offer
professional development programs and courses for teachers and school leaders, as
part of technical assistance, partnership, or individual paid enrollment basis, are
required first to secure Authorization from NEAP as a Learning Service Provider before
they may submit proposals for evaluation and Recognition.

Transaction:

Office or Quality Assurance Division — National Educators Academy of the
Division Philippines (QAD — NEAP)

Classification: Highly Technical

Type of G2B — Government to Business

G2C - Government to Citizen
G2G — Government to Government

Who may avail:

All non-DepEd Learning Service Providers (LSPs) who have
attended the Authorization and Recognition Online Orientation for
Learning Service Providers

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Omnibus Certification of Authenticity and A template can be accessed
Veracity of Documents during Online Orientation of LSPs

2. Copy of the Certificate of Participation from the
Online Orientation

The certificate will be given after
attending the Online Orientation
for LSPs

The Form A.1 can be accessed

3. Form A.1 LSP Authorization Application Form | during the Online Orientation of

Learning Service Providers

incorporation

establishment

professionals

origin

4. Scanned Copy of Original Legal Documents
a. for Individual/Sole Proprietorship,

- BIR 2303 OCN

- Business Permit valid within calendar year

- DTI Registration

- NBI Clearance valid within calendar year
b. for Firm/Partnership/Corporation,

- SEC Registration and with its date of

- BIR 2303 OCN

- Business Permit valid within calendar year
c. for Government Institution

- Charter or Republic Act and the date of

d. Foreign Entity/Firm/Association

- A duly registered entity, firm, or association
in the country/state of the applicant who intends
to provide professional development

- Articles of Incorporation/Partnership/
Creation or its equivalent, which includes as one
of its purposes, the training, and development of

- Accredited CPD Provider of the country of

Learning Service Providers
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- Duly authenticated by the Philippine
Embassy/Consulate/Legation in the country/state
of the applicant and accompanied by an official
English translation

5. Scanned Copy of Curriculum Vitae of
Executive Director or its equivalent

Learning Service Providers

6. Scanned Copy of Curriculum Vitae of Officers
and Resource Speakers

Learning Service Providers

7. Scanned Copy of Curriculum Vitae of the key
person involved in the financial process.

Learning Service Providers

8. Scanned Copy of List of Employees (with their
roles and responsibilities signed by the executive
director or its equivalent)

Learning Service Providers

9. Scanned Copy of 5 Completion Reports of the
PD programs/courses implemented

Learning Service Providers

10. Scanned Copy of notarized Proof of
ownership/rental of LSP's Office and training
facilities, or notarized Contract with training
facilities partner with Pictures

Learning Service Providers

11. Scanned Copy of 3 notarized MOA,
Contracts, or any binding documents with partner
organizations

Learning Service Providers

FEES | PROCES PERSON

CLIENT STEPS AGENCY ACTION TO BE SING RESPONSIBL

PAID

TIME

E

1. Submits duly
accomplished Form
A.1 with the
complete required
attachments. All
requirements shall
be submitted in a
pdf file.

1.1 Receives and
acknowledges receipt of
application through
NEAP Helpdesk email
(askneap) to LSP that
Form A.1 with the
Complete required
attachments is being
checked for
completeness.

EPS Il for NEAP
Helpdesk will email
within 2 days about the
completeness of the
application for
Authorization.

None

10
minutes

EPS Il for
Authorization

1.2 Checks if Form A.1
with the complete
required attachments
has deficiencies. If
deficiencies have been
found in the application,
LSP repeats Step 1.* If
complete, Authorization
Secretariat forwards

None

2 days

SEPS and
EPS Il for
Authorization
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Form A.1 with the
complete required
attachments to the
Authorization Evaluation
Committee.

1.3 Selects and assigns
members of the
Authorization Evaluation
Committee

None

1 day

SEPS and
EPS Il for
Authorization

2. Waits for the
evaluation of the
application for
Authorization

2.1 Evaluates Form A.1
with the complete
required attachments
using Form A.2
Evaluation Form for
Authorization

None

2 days

Authorization
Evaluation
Committee
(AEC)

2.2 Deliberates Form
A.2 Evaluation Form for
Authorization

None

2.3 Consolidates Form
A.2 Evaluation Form for
Authorization using
Form A.3 Consolidation
Form for Authorization if
evaluation result is for
approval while Form A.4
Recommendation Form
if the evaluation
declares failure of the
application.

None

2 days

Authorization
Evaluation
Committee
(AEC)

2.4 Prepares Memo with
Form A.3/A.4 as an
attachment to SEPS for
Program Recognition
Team

None

2 hours

SEPS and
EPS Il for
Authorization

2.5 Validates and
endorses the Form A.5
with Form A.3 if
application is for
approval, and Form A.6
with A.4 if application is
for disapproval.

None

1 day

PDO V
PDO IV

3. Waits for the
approval of the
evaluation results
for the Application
for Authorization

3.1 Recommends
approval of the
evaluation results for the
Application for
Authorization.

None

2 days

Director IV

3.2 Approves the
evaluation/ results for
the Application for
Authorization.

None

3 days

Usec for NEAP
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4. Submits notarized | 4.1 Informs LSP that the | None 10 SEPS and
Certificate of Application for minutes EPS Il for
Undertaking Authorization is Authorization
approved and is
required to accomplish
Affidavit of Undertaking.
Note: The processing
time shall continue after
the submission of the
Notarized Certificate of
Undertaking.
5. Waits for the 5.1 Prepares Certificate | None 1 hour SEPS and
release of of Authorization if EPS Il for
Certificate of successful. Notice if Authorization
Authorization if unsuccessful.
successful. Notice if
unsuccessful.
5.2 Signs Certificate of | None 1 day Director IV
Authorization if
successful. Notice if
unsuccessful.
6.1 Receives the 6.1 Sends signed None 10 SEPS and
Certificate of Certificate of minutes EPS Il for
Authorization if Authorization if Authorization
successful. successful. Signed
notice if unsuccessful.
OR OR
Receives Notice 6.2 Informs
from NEAP, if unsuccessful application
unsuccessful. If for Authorization of
received Notice, Learning Service
comply with the Provider
deficiencies. (wait
for the next Call for
Authorization)
TOTAL: | None 14 days, 3 hours, 30

minutes

Note: If the Learning Service Provider (LSP) repeats Step 1 due to deficiencies in their
application, the processing time of the application for Authorization shall also cease.
The Authorization Secretariat shall inform the LSP thru email (NEAP Helpdesk -
askneap@deped.gov.ph) regarding the deficiencies. The new processing time shall
begin once the LSP resubmits the revised Form A.1 and its complete required
attachments for Authorization through NEAP Helpdesk at askneap@deped.gov.ph,
compliant with the deficiencies.
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3. Recognition of Professional Development at the NEAP Central Office

All DepEd Central Office Bureaus, Services and Units, Regional Offices, Schools
Division Offices, and Authorized Learning Service Providers (LSPs) may submit
proposals for professional development programs or courses for Recognition during

the period of call for submission as announced by NEAP.

Proposals of DepEd Central Office Bureaus, Services, and Units, Regional Offices,
Schools Division Offices, and Authorized Learning Service Providers (LSPs) shall be
submitted to the NEAP-CO. Proposals by Schools Division Offices shall be submitted
to their respective NEAP-RO.

Office or
Division:

Quiality Assurance Division — National Educators Academy of
the Philippines (QAD — NEAP)

Classification:

Highly Technical

Type of
Transaction:

G2B — Government to Business
G2C — Government to Citizen

G2G — Government to Government

Who may
avail:

NEAP - Authorized Learning Service Providers (LSPSs)
DepEd Service Providers (DSPs)

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Application

1. Scanned Form R.1 PD Course Recognition

NEAP-QAD Drive

2. Soft copy of Learning Resources (Modules,
Worksheets, Slide Deck)

Learning Service Providers

3. Soft copy of Evaluation tools to measure the
learning of the participants (Kirk Patrick’s
Model - Level 2)

Learning Service Providers

4. Soft copy of Feedback Form or end of the
day evaluation (Kirk Patrick’s Model - Level 1)

Learning Service Providers

5. Scanned copy of CV/Resume of Resource
Speakers or Learning Facilitator

Learning Service Providers

6. Soft copy of Budget Estimate

Learning Service Providers

Form R.1 with
the complete
required
attachments. All
requirements
shall be
submitted in a
pdf file.

application through
NEAP Helpdesk email
(askneap) to LSP that
Form R.1 (Recognition
Application Form) with
the required
attachments is being
checked for
completeness. EPS I
for NEAP Helpdesk will
email within 3 days

FEES | PROCES PERSON
CLIENT STEPS AGENCY ACTION TO BE SING RESPONSIB
PAID TIME LE
1. Submits duly | 1.1 Receives and None 10 EPS Il for
accomplished acknowledges receipt of minutes Recognition
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about the completeness
of the application for
Recognition.

1.2 Checks if Form R.1
with the complete
required attachments
has deficiencies. If
deficiencies have been
found in the application,
LSP repeats Step 1.*

None

3 days

SEPS and
EPS Il for
Recognition

1.3 Selects and assigns
specific content experts
as a member of the
Recognition Evaluation
Committee

None

2 days

SEPS and
EPS Il for
Recognition

2. Waits for the
evaluation of the
application for
Recognition

2.1 Evaluates Form R.1
with the complete
required attachments
using Form R.2
Evaluation Form for
Recognition. Note:
++++Evaluation is
based on the criteria
stated on page 7 in
DepEd Order No. 001 s.
2020

None

5 days

Recognition
Evaluation
Committee
(REC)

2.2 Deliberates Form
R.2 Evaluation Form for
Recognition

None

2.3 Consolidates

Form R.2 Evaluation
Form for Recognition
using Form R.3
Consolidation Form for
Recognition if evaluation
result is for approval
while R.4 if application
is disapproved on the
first submission and first
resubmission, and R.4.1
if application is
disapproved on the 2nd
resubmission. * Note:
Only 2 resubmissions of
an application shall be
entertained.

None

2 days

REC

REC Head

2.4 Prepares
Form R.5 if application
is for approval, and

None

2 hours

SEPS and
EPS Il for
Recognition
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Form R.6 if application
is for disapproval.
2.5 Validates and None 1 day PDO V
endorses the Form R.5 PDO IV
with Form R.3 if
application is for
approval, Form R.6 with
R.4.1 if application is for
disapproval. Compute
appropriate PD credit
units for successful
programs and courses.
2.6 Validates and None
returns Form R.4 for
communication to the
concerned LSP/s
3. Waits for the | 3.1 Recommends None 2 days Director IV
approval of the | approval of the
evaluation evaluation results for the
results for the Application for
Application for Recognition
Recognition
3.2 Approves the None 3 days Usec for
evaluation results for the NEAP
Application for
Recognition.
4. Waits for the | 4.1 Drafts Recognition None 1 hour SEPS and
release of Certificate with EPS Il for
Certificate of Recognition Number (if Recognition
Recognition if successful) or
successful. Recognition Letter of
Notice if Notice to the LSP (if
unsuccessful. unsuccessful)
4.2 Signs Recognition None 1 day Director IV
Certificate with PDO V
Recognition Number or PDO IV
Recognition Letter of
Notice to the LSP.
5. Receives the | 5. Sends the e-copies None 10 SEPS and
Certificate of and hard copies of the minutes EPS Il for
Recognition if signed Recognition Recognition
successful. Certificate with
Notice from Recognition Number to
NEAP if the DSPs / LSPs or
unsuccessful. . | Recognition Letter of
If received Notice to the LSP
Notice, wait for
the next Call for
Recognition
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next Call for
Authorization).

19 days, 3 hours, 20

TOTAL: | None ) days,
minutes

Note: If the Authorized Learning Service Provider (LSP) and DepEd Service Provider
repeats Step 1 due to deficiencies on their application or failed evaluation result, the
processing time of the application for Recognition shall also cease. The Recognition
Secretariat shall inform the LSP thru email (NEAP Helpdesk -
askneap@deped.gov.ph) regarding the result, which contains evaluation findings and
the notice on the extension of the evaluation cycle. The new processing time shall
begin once the LSP resubmits the revised application for Recognition through NEAP
Helpdesk at askneap@deped.gov.ph, compliant with the findings of the initial
evaluation results.

% The National Educators Academy of the Philippines (NEAP) is committed to the professional growth and lifelong learning of its
teachers and school leaders. The quality of professional development programs and courses shall be assured through a
Recognition System that requires alignment to professional standards for teachers and school leaders, responsiveness to
identified professional development priorities, promotion of dynamism, innovation and application at the classroom level, and
transparency and consistency.

Hence, the evaluation is not a ministerial function. It does not simply look at the presence or absence of a document but requires
a closer examination of the details of the documents. It necessitates appropriate knowledge and skills across different contents
as well as leadership and managerial concepts to undertake Authorization and Recognition processes. Evaluation of programs
in particular requires domain knowledge as well as knowledge and understanding of PD program/course design and
development.

97



DefiED

O. Records Division

1. Issuance of Requested Documents

Original copies of DepEd-approved documents that originated from Central Office that
are in the custody of the Records Division may be issued to requesting clients.

1. Requested Slip (1 Copy)

Records Division

Simple

G2B - Government to Business,
G2C - Government to Citizen,

G2G — Government to Government
All

Records Unit

2. Valid ID (Original ID and 1 Client
Photocopy)
3. For Authorization Representative | Client

e Accomplished Request Slip
e Authorization Letter (1 copy)
e |D of Authorizing person
e |D of Authorized person

1. Accomplish |1.1. Receive the
and submit duly
the duly accomplished
filled-up _ request slip None 10 minutes
request slip and
together with Identification
Identification Card
Card - .
1.2. Search the Admlgtlsgatlve
requested None 15 minutes a
document
2. Receive the | 2.1.Photocopy the
requested Identification
document Card and None 10 minutes
release the
requested
document
TOTAL: None _ 35
minutes
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2. Issuance of Requested Documents in Certified True Copy (CTC) and
Photocopy of Documents — walk-in
Original Copy, Certified True Copy, and Photocopy of DepEd-approved documents

that originated from Central Office and are in the custody of the Records Division may
be issued to requesting clients.

Office or Division: Records Division
Classification: Simple
Type of Transaction: | G2B — Government to Business, G2C — Government to
Citizen, G2G — Government to Government
Who may avail: All
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Request Slip (1 Copy) Records Unit
2. Valid ID (Original ID and 1 Photocopy) | Client
3. For Authorization Representative Client
e Accomplished Request Slip
e Authorization Letter (1 copy)
e ID of Authorizing person
e ID of Authorized person
FEES TO PROCES PERSON
CLIENT STEPS AGENCY ACTION SING RESPONSIB
BE PAID
TIME LE
1. Accomplish 1.1 Receive and check
and submit the | the request slip and
duly filled-up submitted documents : Administrativ
. None 4 minutes
request slip and e Staff
other
requirements
1.2 Search and verify 2 davs. 6
requested document yS, Administrativ
i None hours, 40
and fill-out the request ) e Staff
: minutes
slip
1.3 Review and
recommend approval : Administrativ
None 5 minutes :
of requested document e Officer
and request slip
1.4 Approve requested _ Head of
document and request None 5 minutes . .
slip functional unit
1.5 Print/ photocopy Administrativ
requested document None 3 hours e Staff
1.6 Verify and certify if None 1 hour Administrativ
request is CTC e Officer
2. Receive 2.1 Release document
requested to the client None 6 minutes
document
TOTAL.: None 2 days, 11 hours
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3. Issuance of Requested Documents in Certified True Copy (CTC) and

Photocopy of Documents — online

Due to COVID-19 pandemic, email requests from clients are now accommodated by
the Records Division for Original Copy, Certified True Copy, and Photocopy of DepEd-
approved documents that originated from Central Office and are in the custody of the

Records Division.

Office or Division: Records Division

Classification: Simple

Type of Transaction:

G2B — Government to Business, G2C — Government to
Citizen, G2G — Government to Government

Who may avail: All

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Google Form link and Records Division
Action Form

Records Unit

2. DepEd email address Client
3. For Authorization Representative Client
e Records Division Action Form
Authorization Letter (1 copy)
e |D of Authorizing person
e ID of Authorized person
PROCES PERSON
CLIENT STEPS AGENCY | FEES TO | gNG | RESPONSIB
ACTION BE PAID
TIME LE
1. Fill out the Google 1.1 Check the
Form through these Google Form for
links: completeness of
information
Request for Legal and
Personnel Documents - " ,
https://bit.ly/ORF- None 4 minutes Administrativ
LegalandPersonnelFiles e Staff
Request for documents
except Legal and
Personnel -
https://bit.ly/ORFGeneral
Files
1.2 Search and
verify requested
o_Iocument and 2 days, 6 Administrativ
fill-out the None hours, 40
) e Staff
Records minutes
Division Action
Form
1.3 Review and
recommend : Administrativ
None 5 minutes .
approval of e Officer
requested
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https://bit.ly/ORF-LegalandPersonnelFiles
https://bit.ly/ORF-LegalandPersonnelFiles
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document and

request slip
1.4 Approve
requested : Head of
None 5 minutes . .
document and functional unit
request slip
1.5 Print/
photocopy None 3 hours Administrativ
requested e Staff
document
1.6 _\/erlfy and Administrativ
certify if request None 1 hour e Officer
is CTC
2. Receive Records 2.1 Email
Division Action Form Records . Administrativ
s . None 4 minutes
Division Action e Staff
Form to client
3. Pick-up and receive | 3.1 Release - .
. Administrativ
requested document document to the None 2 minutes
i e Staff
client
TOTAL.: None 2 days, 11 hours
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P. User Support Division

1. Issuance of Remittance List and Certification (GSIS / Pag-IBIG Personal
Contributions and Loans) — walk-in

To update their records, active and retired DepEd teaching and non-teaching
personnel in the Regional Offices, SDOs, and Schools request GSIS and Pag-IBIG
remittance list and certification from 2000 until the scheduled rolled out to Regional
Payroll Services Unit (RPSU).

Office or Division:

User Support Division, ICT Service

Classification:

Simple

Type of Transaction:

G2C - Government to Citizen
G2G — Government to Government

Who may avail:

Current and former DepEd RO/SDO/School employees

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Remittance Request Form USD Front Desk
2. Optional Requirements
e Photocopy of Authenticated RO, SDO, or School
Payroll
e Authorization Letter for Client
Representative
CLIENT FEES TO | PROCESSI PERSON
STEPS AGENCY ACTION | BEpAID | NG TIME | RESPONSIBLE
1. Submit 11. Check submitted : Computer
complete . None 20 minutes
, requirements. Programmer I
requirements.
1.2. Process client Computer
None 1 hour
request. Programmer I
1.3. Print the List and Computer
Certification, affix None 20 minutes P
: Programmer Il
signature.
2. Receive 2.1. Release signed
requested List and Certification . Computer
None 5 Minutes
document and | document to the Programmer Il
sign logbook. Client/s.
3. Proceed to 3.1. Check List and
Accounting Certification issue
and present Remittance List with None Accounting
documents Acknowledgement
from USD. Receipt.
TOTAL: | None | 1hour 45
Minutes
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2. Issuance of Remittance List and Certification (GSIS / Pag-IBIG Personal
Contributions and Loans) - online

Due to the COVID-19 pandemic, clients requesting GSIS and Pag-IBIG remittance list
and certification from 2000 until the scheduled rolled out to RSPl may now make such
requests via email.

Office or Division:

User Support Division, ICT Service

Classification:

Simple

Type of Transaction:

G2C — Government to Citizen
G2G - Government to Government

Who may avail:

Current and former DepEd RO/SDO/School employees

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Email request Client
2. Scanned copy of Authenticated RO, SDO, or School
Payroll
CLIENT FEES TO | PROCESSI PERSON
STEPS AISISNO LS, BE PAID NG TIME | RESPONSIBLE
. 1.1 Check submitted
1. Email :
requirements and : Computer
complete : None 20 minutes
) acknowledge client Programmer Il
requirements. . .
request via email.
1.2. Process client Computer
None 1 hour
request. Programmer Il
1.3. Print the List and Computer
Certification, affix None 20 minutes P
. Programmer I
signature.
1.4 Forward the List
and Certification None 30 minutes | ITO |
documents to the
Accounting Division.
2.1 Review and issue
Remittance List and .
Acknowledgement None 6 Days Accounting
Receipt.
2. Receive 2.1. Upon receipt of
requested document from
document and | Accounting, scan and . Computer
: None 30 Minutes
answer email document to Programmer Il
Feedback client.
Form.
6 days, 2
TOTAL.: None hours, 10
minutes
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CENTRAL OFFICE - INTERNAL SERVICES

A. Accounting Division*

1. Processing of Disbursement Vouchers - Big-Ticket Goods (Supplies,

Materials, Equipment and Motor Vehicles)

All big-ticket items, supplies, materials, equipment, and motor vehicles which may be
needed in the pursuit of any project or activity of the agency.

Office or Division:

Accounting

Classification:

Highly Technical

Type of Transaction:

G2G - Government to Government

Who may avail:

DepEd Offices

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. General Requirements

establish validity of claim

1.1. Certificate of Availability of Funds Proponent

1.2. Existence of lawful and sufficient Proponent
allotment duly obligated as certified by
authorized officials

1.3. Legality of transaction and conformity Proponent
with laws, rules, and regulations

1.4. Approval of expenditure by Head of Proponent
Office

1.5. Sufficient and relevant documents to Proponent

1.6. Checklist of Requirements

Accounting Division

1.7. Approved Obligations of Request and
Status — box A & box B — Approved
(Appendix No. 11 GAM) (3 Copies)

Proponent & Budget Division

1.8. Disbursement Voucher — box A —
Approved (Appendix No. 32 GAM) (3
Copies)

Proponent

2. Basic Requirements for All Types of
Procurement Through Public Bidding

following documents:

e Invitation to Apply for Eligibility to Bid

o Letter of Intent

¢ Results of Eligibility Check/Screening

¢ Bidding Documents enumerated under
Section 17.1 of Revised IRR of RA

2.1. Authenticated photocopy of the approved | Proponent
APP and any amendment thereto
2.2. Approved contract supported by the Proponent

4 Accounting Services are applicable to Central, Region and Schools Division Offices.
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9184 which includes a complete
technical description of the equipment
and accessories, scope of works, if
applicable

¢ Minutes of Pre-Bid Conference, for
Approved Budget for Contract (ABC)
PHP1million and above

e Agenda and/or Supplemental Bulletins,
if any

¢ Bidders Technical and Financial
Proposals

¢ Minutes of Bid Opening

¢ Abstract of Bids

¢ Post-Qualification Report of Technical
Working Group

¢ BAC Resolution declaring winning
bidder

¢ Notice of post qualification

¢ BAC Resolution recommending
approval and approval by the Head of
the Procuring Entity of the Resolution of
the BAC recommending award of
contract

¢ Notice of Award

e Performance Security

e Program of Work and Detailed
Estimates

¢ Notice to Proceed, indicating the date
of receipt by the contractor

¢ Detailed Breakdown of the ABC

¢ Copy of the Approved PERT/CPM
Network Diagram and detailed
computations of contract time

¢ Detailed Breakdown of the Contract
Cost

2.3. Copy of Advertisement of Invitation to

Bid/Request for expression of interest

o Newspaper clipping of advertisement
(ABC 2 million and above)

¢ Printout copy of advertisement posted
in PhilGEPS

¢ Certification from the Head of BAC
Secretariat on the posting of
advertisement at conspicuous places

¢ Printout copies of advertisement posted
in agency website, if any

2.4. Documentary requirements under

Sections 23.1 and 25.2a of the Revised
IRR of RA No. 9184

Proponent
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2.5.Minutes of pre-procurement conference
for project costing 2 million and above

Proponent

2.6. Bid Evaluation Report

Proponent

2.7.Post Qualification Evaluation Report

Proponent

2.8. Printout copy of posting of Notice of
Award, Notice to Proceed and Contract
of award in the PhilGEPS

Proponent

2.9. Evidence of Invitation of three observers
in all stages of the procurement process
pursuant to Section 13.1 of the Revised
IRR of RA 9184

Proponent

2.10. Approved request for purchase or
requisition of supplies, materials and
equipment

Proponent

2.11. Additional documents required to be
submitted 5 days upon execution of
contract:

Certificate of Exclusive Distributorship,

if applicable

e Samples and brochures/photographs,

if applicable

For imported items:

- Consular Invoice/Pro-forma invoice
of the foreign supplier with the
corresponding details

- Home Consumption Value of the
items

- Breakdown of the expenses
incurred in the Importation

Proponent

2.12. Original copy of Dealers/Suppliers’
Invoices showing the quantity,
description of the articles, unit, and total
value, duly signed by the dealer, and
indicating receipt by the proper agency
official of items delivered

Proponent

2.13. Results of Test Analysis, if applicable

Proponent

2.14. Tax receipts from the Bureau of
Customs or the BIR

Proponent

2.15. Duly approved Inspection and
Acceptance Report prepared by the
Department property inspector

Proponent

2.16. For equipment, Property
Acknowledgement Report

Proponent

2.17. Warranty Security for a minimum period
of three months, in the case of
expendable supplies, or a minimum
period of one year in the case of non-
expendable supplies, after acceptance

Proponent
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by the procuring entity of the delivered
supplies

2.18. Request for purchase of supplies,
materials, and equipment

Proponent

2.19. In case of motor vehicles, authority to
purchase from Agency head and
Secretary of DBM, or OP depending on
the type of vehicle being provided

Proponent

2.20. Other documents peculiar to the
contract and/or to the mode of
procurement and considered necessary
in the auditorial review and in the
technical evaluation thereof

Proponent

3. Basic Requirements f

or All Types of

Procurement Through Alternative Modes

3.1.Documents to be submitted within five
working days from the execution of the
contract as required under CAO Circular
2009-001:

e Purchase order/Letter order/Contract,
duly approved by the official concerned
and accepted by the supplier (date of
acceptance must be clearly indicated)

e Proof of posting of invitation or request
for submission of price quotation in the
PhilGEPS website, website of the
procuring entity and at any conspicuous
place reserved for this purpose in the
premises of the the procuring agency
for a period of seven calendar days in
case shopping under section 52.1b and
Negotiated Procurement under 53.1
(two failed bidding) and 53.9 small
value procurement of the Revised IRR
of RA 9184

e Performance and warranty securities,
except for Shopping and Negotiated
Procurement under emergency cases
and Small Value Procurement

¢ BAC Resolution recommending and
justifying to the Head of Procuring
Entity (HOPE) the use of alternative
mode of procurement and approval by
the HOPE of the BAC Resolution
recommending award of contract

e Proof of posting of Notice of Award in
the PhilGEPS website, the website of
the procuring entity, if available, and at
any conspicuous place reserved for this

Proponent
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purpose in the premises of the
procuring entity

3.2. Approved Procurement Plan

Proponent

3.3.Request for purchase or requisition of
supplies, materials, and equipment, duly
approved by proper authorities

Proponent

3.4. Original copy of the delivery invoice
showing the quantity, description of the
articles, unit, and total value, duly signed
by the dealer or his representative and
indicating receipt by the proper agency
official of items delivered

Proponent

3.5. Duly approved Inspection and
acceptance report

Proponent

3.6. Approval by the HOPE or his duly
authorized representative on the use of
the alternative methods of procurement,
as recommended by the BAC

Proponent

3.7. Statement of the prospective bidder that
it is not blacklisted or barred from bidding
by the Government or any of its
agencies, offices, corporations or LGUs

Proponent

3.8. Sworn affidavit of the bidder that it is not
related to the HOPE by consanguinity or
affinity up to the third civil degree

Proponent

3.9. Additional Requirements for Limited
Source Bidding

a.Specific requirements to be submitted
within 5 days from the execution of the
contract:

e Copy of direct invitation to bid served
by the concerned agency to all
suppliers or consultants appearing in
the pre-selected list of
manufacturers/suppliers/ distributors
with known experience and proven
capability on the requirements of the
particular contract

¢ Winning bidder’s offer or proposal

e Abstract of bids showing the most
responsive and complying bidder from
among the other bidders who
participated in the bidding

e Notice of Award

Proponent

b.Documentary requirements under
Section 23.1 and 25.2(a), of the
Revised IRR of RA No. 9184

Proponent

c. Other documents peculiar to the
contract and/or to the mode of

Proponent
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procurement and considered necessary
in the auditorial review and in the
technical evaluation thereof

d.Bid security (required under Section 5.4
IRR-A RA No. 9184)

Proponent

3.10. Additional Requirements for Direct
Contracting

a.Specific requirements to be submitted
w/in 5 days from the execution of the
contract:

e Copy of letter to selected
manufacturer/supplier/ distributor to
submit a price quotation and
conditions of sale

e Certificate of Exclusive
Distributorship

e Certification from the agency
authorized official that there are no
sub-dealers selling at lower prices
and for which no suitable substitute
can be obtained at more
advantageous terms to the
government

e Certification of the BAC in case of
procurement of critical plant
components and/or to maintain
certain standards

Proponent

b.Study/survey done to determine that
there are no sub-dealers selling at
lower prices and for which no suitable
substitute can be obtained at more
advantageous terms to the
government

Proponent

c. Other documents peculiar to the
contract and/or to the mode of
procurement and considered
necessary in the auditorial review and
in the technical evaluation thereof

Proponent

3.11. Additional Requirements for Repeat
Order

a.Specific requirements to be submitted
w/in 5 days from the execution of the
contract:

e Copy of original contract used as
basis for repeat order indicating that
the original contract was awarded
through public bidding

e Certification from the purchasing
office that the supplier has compiled

Proponent
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with all the requirements under the
original contract

3.12. Additional Requirements for Shopping

a.Specific requirements to be submitted
w/in 5 days from the execution of the
contract:
¢ Price quotations from at least three
bonafide and reputable
manufacturers/suppliers/ distributors
e Abstract of canvass

Proponent

3.13. Additional Requirements for
Negotiated Procurement

a.Specific requirements to be submitted

w/in 5 days from the execution of the

contract (in case of two failed

biddings, emergency cases, take-over

of contract and small value

procurement):

e Abstract of submitted Price
Quotation

e BAC Resolution recommending
award of contract to Lowest
Calculated Responsive Bid (LCRB)

Proponent

b.Additional requirements in case of two
failed biddings:

e Agency’s offer for negotiations with
selected suppliers, contractors, or
consultants

o Certificate of failure of competitive
bidding for the second time

e Evidence of invitation of observers in
all stages of the negotiation

e Eligibility documents in case of
infrastructure projects

Proponent

c. Additional requirements in emergency
cases:
¢ Justification as to the necessity of
purchase

Proponent

d.Additional requirements in case of

take-over of contracts:

e Copy of terminated contract

e Reasons for the termination

¢ Negotiation documents with the
second lowest calculated bidder or
the third lowest calculated bidder in
case of failure of negotiation with the
second lowest bidder. If negotiation

Proponent
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still fails, invitation to at least three
eligible contractors

e Approval to negotiate contract for
projects under exceptional cases

e.Additional requirements in case of
small value procurement:
e |etter/invitation to submit proposals

Proponent

f. Additional requirements for adjacent

or contiguous projects:

¢ Original contract and any document
indicating that the same resulted
from competitive bidding

e Scope of work which should be
related or similar to the scope of
work of the original contract

e Latest Accomplishment Report of the
original contract showing that there
was no negative slippage/delay

Proponent

3.14. Additional Requirements for Advance
Payment

a.lrrevocable standby letter of credit of
equivalent value /surety bond callable
upon demand/bank guarantee

Supplier

b.Request for Payment

Supplier

c.Bank details

Supplier

d.Such other documents peculiar to the
contract and/or to the mode of
procurement and considered
necessary in the auditorial review and
in the technical evaluation thereof

Proponent

e.Copy of transmittal letter of BAC to
COA (9.1 page 32 COA Circular No.
2012-01 dtd. 06-14-2012

BAC

4. Release of Retention Fee

4.1. SBLC/Bank Guaranty - for retention fee | Supplier
substitution

4.2. Request for Payment Supplier

4.3. Bank details Supplier

4.4. Certification from the End User that the Proponent
project in completed and inspected

4.5. Previous Copy of Disbursement Proponent
Vouchers paid (Retention Fee)

Such other pertinent supporting documents

as required by the nature of expense such as

but not limited to:

¢ Billing Statements/Statement of Account Supplier
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¢ Plans and Specifications (bidding Proponent
documents, SCC, GCC)

e Inspection & Acceptance Reports Proponent

o Letter Request for Payment (progress Supplier
billing, Retention, etc)

e Bank Certificate - Valid Account no. Bank | Supplier
details for LDDAP-ADA

e Sales Invoices/Delivery Receipts Supplier

e Photographs / Picture of Accomplishment | Supplier

e Summary of DRs/IARs

Supplier/Proponent

e Delivery/Acceptance Receipts Proponent
e Computation of Applicable Liquidated Proponent
Damages
¢ Bid Allocation List Proponent
e Training Checklist Proponent
e Approved Request for Re-Allocation, if Proponent
any
e Approved Extension, if any Proponent
e Approved Variation/Change Order, if any | Proponent
¢ Performance Bond / Copy of Transmittal Proponent
Letter to Cash Division
¢ Certificate of Acceptance Proponent
¢ Certificate of Completion of Deliveries Proponent
(from CO)
e Certificate of Final Acceptance (From CO) | Proponent
o Certificate of Acceptance (Division Proponent
Office/RO)
FEES | PROCES PERSON
CLIENT STEPS AGENCY ACTION | TOBE SING RESPONSIB
PAID TIME LE
1.Submit Documents |1. Receive
for Claim of documents from
Payments to the Budget
Budget Section Section, and log in Designated
the tracking Staff &
None 4 hours -
system, and Receiving
forward Staff
Disbursement
Vouchers (DV) for
the next step
1.1.Review of Designated
documentation None 56 days Pre-Audit
requirements Staff
1.2. Forward received Designated
DVs to Head of Releasing &
. . None 4 hours -
Accounting Unit Receiving
for final review Staff
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1.3. Final Review of
DV and
Supporting
Documents

If complete, sign DVs
and proceed to
payment
(Proceed to Step
1.5)

Head of

2 days Accounting
None and 4 Unit/Designa
hours ted

. Accountant
If incomplete, prepare

findings and
forward to
designated staff
for tracking
(Proceed to Step
1.6)

1.4. Forward
documents for
processing of None Designated
payment thru Releasing &
ADA or check 4 hours Receiving

1.5. Forward to End- Staff
User for None
compliance

TOTAL: | None | 60 days

*Note: For transactions on CO, the entire turnaround time for big ticket items will be
60 days as agreed on the QMS. These are the centrally procured projects directly
delivered to Schools, DO, RO (Textbooks, DepEd Computerization Program,
Technical Vocational Livelihood, Science and Mathematics Equipment).
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2. Processing of Disbursement Vouchers — Consultancy

Services of consultants may be engaged by any procuring entity for agency projects
or related activities of such magnitude as would require a level of expertise beyond
the optimum in-house capacity of the agency.

Office or Division: Accounting
Classification: Complex
Type of Transaction: | G2G - Government to Government
Who may avail: DepEd offices
CHECKLIST OF WHERE TO SECURE

REQUIREMENTS

1. General Requirements

1.1. Certificate of Availability of Proponent
Funds

1.2. Existence of lawful and Proponent
sufficient allotment duly
obligated as certified by
authorized officials

1.3. Legality of transaction and Proponent
conformity with laws, rules,
and regulations

1.4. Approval of expenditure by Proponent
Head of Office

1.5. Sufficient and relevant Proponent
documents to establish
validity of claim

1.6. Checklist of Requirements Accounting Division

1.7. Approved Obligations of Proponent & Budget Division
Request and Status — box A
& box B — Approved
(Appendix No. 11 GAM) (3
Copies)
1.8. Disbursement Voucher — box | Proponent
A — Approved (Appendix No.
32 GAM) (3 Copies)
2. Basic Requirements for All Types of
Procurement Through Public Bidding
2.1. Authenticated photocopy of Proponent
the approved APP and any
amendment thereto
2.2. Approved contract supported
by the following documents:
e Invitation to Apply for
Eligibility to Bid
e Letter of Intent
¢ Results of Eligibility
Check/Screening

Proponent
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Bidding Documents
enumerated under Section
17.1 of Revised IRR of RA
9184 which includes a
complete technical
description of the
equipment and accessories,
scope of works, if applicable
Minutes of Pre-Bid
Conference, for Approved
Budget for Contract (ABC)
PHP1million and above
Agenda and/or
Supplemental Bulletins, if
any

Bidders Technical and
Financial Proposals
Minutes of Bid Opening
Abstract of Bids
Post-Qualification Report of
Technical Working Group
BAC Resolution declaring
winning bidder

Notice of post qualification
BAC Resolution
recommending approval
and approval by the Head
of the Procuring Entity of
the Resolution of the BAC
recommending award of
contract

Notice of Award
Performance Security
Program of Work and
Detailed Estimates

Notice to Proceed,
indicating the date of receipt
by the contractor

Detailed Breakdown of the
ABC

Copy of the Approved
PERT/CPM Network
Diagram and detailed
computations of contract
Detailed Breakdown of the
Contract Cost including
detailed breakdown of
estimates and/or
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- schedule of basic rates
certified by the
consultant with a sworn
statement;

- derivation of the billing
factor/multiplier certified
by the consultant with a
sworn statement;

- detailed breakdown of
reimbursable costs
based on agreed fixed
rates and actual costs

2.3.Copy of Advertisement of

Invitation to Bid/Request for
expression of interest

e Newspaper clipping of

advertisement (ABC 1
million or 4 months and
above)

e Printout copy of

advertisement posted in
PhilGEPS

e Certification from the Head

of BAC Secretariat on the
posting of advertisement at
conspicuous places

e Printout copies of

advertisement posted in
agency website, if any

Proponent

2.4.

Documentary requirements
under Section 25.2c of the
Revised IRR of RA No. 9184

Proponent

2.5.

Minutes of pre-procurement
conference for project
costing 1 million and above

Proponent

2.6.

Bid Evaluation Report

Proponent

2.7.

Ranking of short-listed
bidders

Proponent

2.8.

Post Qualification Evaluation
Report

Proponent

2.9.

Printout copy of posting of
Notice of Award, Notice to
Proceed and Contract of
award in the PhilGEPS

Proponent

2.10. Evidence of Invitation of

three observers in all stages

of the procurement process
pursuant to Section 13.1 of

Proponent
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the Revised IRR of RA
9184

2.11. Additional documents
required to be submitted 5
days upon execution of
contract:

e If not in the Terms of
Reference, appropriate
approved documents
indicating the expected
outputs/deliverables

e Copy of the approved
manning schedule
indicating the named and
positions of the
consultants and staff and
the extent of their
participation in the project

e Copy of the curriculum
Vitae of the consultant and
staff

Proponent

2.12. Letter request for payment
from the consultant

Proponent

2.13. Approved consultancy
progress/final reports,
and/or output required
under the contract

Proponent

2.14. Progress/Final Billing

Proponent

2.15. Contract of infrastructure
projects subject of Project
Management Consultancy
Services

Proponent

3. Basic Requirements for All Types of
Procurement Through Alternative Mode

3.1.Documents to be submitted
within five working days from
the execution of the contract
as required under CAO

Circular 2009-001:

e Purchase order/Letter
order/Contract, duly
approved by the official
concerned and accepted by
the supplier (date of
acceptance must be clearly
indicated)

¢ Proof of posting of invitation
or request for submission of
price quotation in the

Proponent
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PhilGEPS website, website
of the procuring entity and
at any conspicuous place
reserved for this purpose in
the premises of the
procuring agency for a
period of seven days for
Negotiated Procurement
(two failed bidding) and
small value procurement

e Performance and warranty
securities, except for
Shopping and Negotiated
Procurement under
emergency cases and
Small Value Procurement

e BAC Resolution
recommending and
justifying to the Head of
Procuring Entity (HOPE) the
use of alternative mode of
procurement and approval
by the HOPE of the BAC
Resolution recommending
award of contract

e Proof of posting of Notice of
Award in the PhilGEPS
website, the website of the
procuring entity, if available,
and at any conspicuous
place reserved for this
purpose in the premises of
the procuring entity

3.2. Approved Procurement Plan

Proponent

3.3. Approval by the HOPE or his
duly authorized
representative on the use of
the alternative methods of
procurement, as
recommended by the BAC

Proponent

3.4. Statement of the prospective
bidder that it is not
blacklisted or barred from
bidding by the Government
or any of its agencies,
offices, corporations or LGUs

Proponent

3.5. Sworn affidavit of the bidder
that it is not related to the
HOPE by consanguinity or

Proponent
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affinity up to the third civil
degree

3.6. Additional Requirements for
Limited Source Bidding

a.Specific requirements to be
submitted within 5 days
from the execution of the
contract:

e Copy of direct invitation to
bid served by the
concerned agency to all
suppliers or consultants
appearing in the pre-
selected list of
manufacturers/suppliers/
distributors with known
experience and proven
capability on the
requirements of the
particular contract

¢ Winning bidder’s offer or
proposal

¢ Abstract of bids showing
the most responsive and
complying bidder from
among the other bidders
who participated in the
bidding

¢ Notice of Award

Proponent

b.Documentary requirements
under Section 23.1 and
25.2(a), of the Revised IRR
of RA No. 9184

Proponent

c. Other documents peculiar
to the contract and/or to the
mode of procurement and
considered necessary in the
auditorial review and in the
technical evaluation thereof

Proponent

d.Bid security (required under
Section 5.4 IRR-A RA No.
9184)

Proponent

3.7. Additional Requirements for
Negotiated Procurement

a.Specific requirements to be
submitted w/in 5 days from
the execution of the
contract (in case of two
failed biddings, emergency
cases, take-over of contract

Proponent
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and small value

procurement):

¢ Price quotation/bids/final
offers from at least be
three invited suppliers

e Abstract of submitted
Price Quotation

e BAC Resolution
recommending award of
contract to Lowest
Calculated Responsive
Bid (LCRB)

b.Additional requirements in

case of two failed biddings:

e Agency’s offer for
negotiations with selected
suppliers, contractors, or
consultants

e Certificate of failure of
competitive bidding for the
second time

¢ Evidence of invitation of
observers in all stages of
the negotiation

e Eligibility documents in
case of infrastructure
projects

Proponent

c.Additional requirements in
emergency cases:
e Justification as to the
necessity of purchase

Proponent

d.Additional requirements in

case of take-over of

contracts:

e Copy of terminated
contract

e Reasons for the
termination

¢ Negotiation documents
with the second lowest
calculated bidder or the
third lowest calculated
bidder in case of failure of
negotiation with the
second lowest bidder. If
negotiation still fails,
invitation to at least three
eligible contractors

Proponent
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e Approval to negotiate
contract for projects under
exceptional cases

e.Additional requirements in
case of small value
procurement:
e Letter/invitation to submit
proposals

Proponent

f. Additional requirements for
adjacent or contiguous
projects:

¢ Original contract and any
document indicating that
the same resulted from
competitive bidding

e Scope of work which
should be related or
similar to the scope of
work of the original
contract

e Latest Accomplishment
Report of the original
contract showing that
there was no negative
slippage/delay

Proponent

Such other pertinent supporting
documents as required by the
nature of expense such as but
not limited to:

e Approved authority to hire Proponent

e Duly approved Supplier/Proponent

accomplishment for the scope

of payment
e PhilGEPS registration for first | Supplier
payment
CLIENT AGENCY FEES TO | PROCESSING PERSON
STEPS ACTION BE PAID TIME RESPONSIBLE
1.Submit . Receive
Documents documents
for Claim of from the
Payments Budget Designated
to Budget Section, and None 4 hours Staff &
Section log in the Receiving Staff
tracking
system, and
forward
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Disbursement
Vouchers (DV)
for the next
step

11

. Review of
documentatio
n
requirements

None

3 days and 4
hours

Designated
Pre-Audit Staff

1.2.

Forward
received DVs
to Head of
Accounting
Unit for final
review

None

4 hours

Designated
Releasing &
Receiving Staff

1.3.

Final Review
of DV and
Supporting
Documents

If complete, sign

DVs and
proceed to
payment
(Proceed to
Step 1.5)

If incomplete,

prepare
findings and
forward to
designated
staff for
tracking
(Proceed to
Step 1.6)

None

2 days

Head of
Accounting
Unit/Designated
Accountant

1.4.

Forward
documents
for
processing of
payment thru
ADA or check

None

1.5.

Forward to
End-User for
compliance

None

4 hours

Designated
Releasing &
Receiving Staff

TOTAL:

None

7 days
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3. Processing of Disbursement Vouchers - Infrastructure

Appropriations authorized under the GAA for the construction of buildings shall be
implemented only in accordance with the appropriate standards and specification as
prescribed by the DPWH or other appropriate government agencies, as the case may
be.

Office or Division: Accounting
Classification: Complex
Type of Transaction: | G2G - Government to Government
Who may avail: DepEd offices
CHECKLIST OF WHERE TO SECURE

REQUIREMENTS

1. General Requirements

1.1. Certificate of Availability of Proponent
Funds
1.2. Existence of lawful and Proponent

sufficient allotment duly
obligated as certified by
authorized officials

1.3. Legality of transaction and Proponent
conformity with laws, rules,
and regulations

1.4. Approval of expenditure by Proponent
Head of Office
1.5. Sufficient and relevant Proponent
documents to establish validity
of claim
1.6. Checklist of Requirements Accounting Division
1.7. Approved Obligations of Proponent & Budget Division

Request and Status — box A &
box B — Approved (Appendix
No. 11 GAM) (3 Copies)

1.8. Disbursement Voucher — box | Proponent
A — Approved (Appendix No.
32 GAM) (3 Copies)

2. Basic Requirements for All Types of
Procurement Through Public Bidding
2.1. Authenticated photocopy of Proponent
the approved APP and any
amendment thereto
2.2. Approved contract supported | Proponent
by the following documents:
e Invitation to Apply for
Eligibility to Bid
e Letter of Intent
¢ Results of Eligibility
Check/Screening
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e Bidding Documents
enumerated under Section
17.1 of the Revised IRR of
RA 9184 which includes a
complete set of approved
plans/drawings and
technical specifications

e Agenda and/or
Supplemental Bulletins, if
any

¢ Bidders Technical and
Financial Proposals

e Minutes of Bid Opening

e Abstract of Bids

e Post-Qualification Report of
Technical Working Group

e BAC Resolution declaring
winning bidder

¢ Notice of post qualification

e BAC Resolution
recommending approval
and approval by the Head of
the Procuring Entity of the
Resolution of the BAC
recommending award of
contract

¢ Notice of Award

e Performance Security

e Program of Work and
Detailed Estimates

¢ Notice to Proceed,
indicating the date of receipt
by the contractor

e Detailed Breakdown of the
ABC

e Copy of the Approved
PERT/CPM Network
Diagram and detailed
computations of contract
time

e Detailed Breakdown of the
Contract Cost including
detailed breakdown of
estimates and/or unit cost
analysis/derivation for each
work item expressed in
volume/area/lump/sum/Iot
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2.3. Copy of Advertisement of
Invitation to Bid/Request for
expression of interest

e Newspaper clipping of
advertisement (ABC 5
million and above)

e Printout copy of
advertisement posted in
PhilGEPS

e Certification from the Head
of BAC Secretariat on the
posting of advertisement at
conspicuous places

¢ Printout copies of
advertisement posted in
agency website, if any

Proponent

2.4. Documentary requirements
under Sections 23.1 and
25.2b of the Revised IRR of
RA No. 9184

Proponent

2.5. Minutes of pre-procurement
conference for project costing
5 million and above

Proponent

2.6. Bid Evaluation Report

Proponent

2.7. Post Qualification Evaluation
Report

Proponent

2.8. Printout copy of posting of
Notice of Award, Notice to
Proceed and Contract of
award in the PhilGEPS

Proponent

2.9. Evidence of Invitation of
three observers in all stages
of the procurement process
pursuant to Section 13.1 of
the Revised IRR of RA 9184

Proponent

2.10. Approved request for
purchase or requisition of
supplies, materials, and
equipment

Proponent

2.11. Additional documentary
requirements common to all
infrastructure transactions:

e Letter request from
contractors for
advance/progress/final
payment or for substitution
in case of release of
retention money

Proponent
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e Common to progress/final

payment

- Statement of work
accomplished/progress
billing

- Inspection report by the
agency's authorized
Engineer

- Result of test analysis, if
applicable

- Statement of time
elapsed

- Monthly certificate of
payment

- Contractor's affidavit on
payment of laborers and
materials

- Pictures, before, during
and after construction of
items of work especially
the embedded items

- Photocopy of vouchers of
all previous payments
- Certificate of completion

2.12. Additional Requirements for
Advance Payment

a.lrrevocable standby letter
of credit of equivalent
value /surety bond callable
upon demand/bank
guarantee

Supplier

b.Request for Payment

Supplier

c.Bank details

Supplier

d.Such other documents
peculiar to the contract
and/or to the mode of
procurement and
considered necessary in
the auditorial review and in
the technical evaluation
thereof

Proponent

e.Copy of transmittal letter of
BAC to COA (9.1 page 32
COA Circular No. 2012-01
dtd. 06-14-2012

BAC

2.13. Additional Requirements for
Variation Order / Change
Order / Extra Work Order
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a.Copy of approved change
order/extra work order

Supplier

b.Copy of approved original
plans indicating the
affected portion/s of the
project and duly revised
plans and specifications, if
applicable, indicating the
changes made which shall
be color coded

Supplier

c.Copy of the agency's
report establishing the
necessity/justification/s for
the need of such CO and
or EWO which shall
include:

e the computation as to the
guantities of the
additional works involved
per item indicating the
specific stations where
such works are needed

e the date of inspection
conducted and the
results of such inspection

e a detailed estimate of the
unit cost of such items of
work for new unit costs
including those
expressed in
volume/area/limp-sum/lot

Supplier

d.Copy of the
approved/revised
PERT/CPM network
diagram which shall be
color coded, reflecting the
effect of
additional/deductive time
on the contract period and
the corresponding detailed
computations for the
additional/deductive time
for the subject change
order/extra work order

Supplier

e.Copy of the approved
detailed breakdown of
contract cost for the
variation order

Supplier
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f. Copy of the COA technical
evaluation report for the
original contract

Supplier

g.If the variation order to be
reviewed is not the 1st
variation order, all of the
above requirements for all
previously approved
variation orders, it not yet
reviewed, otherwise, copy
of the COA technical
evaluation report for the
previously approved
variation orders

Supplier

h.Additional performance
security in the prescribed
form and amount if
variation order exceeds 10
percent of the original
contract cost

Supplier

i. Such other documents
peculiar to the contract
and/or to the mode of
procurement and
considered necessary in
the auditorial review and in
the technical evaluation
thereof

Proponent

2.14. Additional Documentary
Requirements for Progress
Payment

a.Contractor may submit a
statement of work
accomplished (SWA) or
progress billing (note: the
SWA should show the
amounts which the
contractor considers itself
to be entitled to, up to the
end of the month, to cover
the cumulative value of the
works executed to date
based on the items in the
Bill of Qualities and
adjustments made for
approved variation orders
executed

Supplier

b.Request for progress
payment for work
accomplished

Supplier
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2.15. Additional Documentary
Requirements for Final
Payment

a.As-built plans

Supplier

b.Clearance from the
provincial treasurer that
the corresponding sand
and gravel fees have been
paid

Supplier

c.Copy of turn over
documents/transfer of
project and facilities to
concerned government
agency

Supplier

2.16. Additional Documentary
Requirements for Release
of Retention Fee

a.Any security in the form of
cash, bank guarantee,
irrevocable standby letter
of credit form commercial
bank, GSIS or surety nond
callable on demand

Supplier

b.Request for Payment

Supplier

c. Certification from the End
User that the project in
completed and inspected

Proponent

d.Previous Copy of
Disbursement Vouchers
paid (Retention Fee)

Proponent

3. Basic Requirements for All Purchases Under
Procurement Through Alternative Modes

3.1. Documents to be submitted
within five working days from
the execution of the contract
as required under CAO
Circular 2009-001 dated
February 12, 2009:

e Purchase order/Letter
order/Contract, duly
approved by the official
concerned and accepted by
the supplier (date of
acceptance must be clearly
indicated)

e Proof of posting of invitation
or request for submission of
price quotation in the

Proponent
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PhilGEPS website, website
of the procuring entity and
at any conspicuous place
reserved for this purpose in
the premises of the
procuring agency for a
period of seven days for
Negotiated Procurement
(two failed bidding) and
small value procurement

e Performance and warranty

securities, except for
Shopping and Negotiated
Procurement under
emergency cases and Small
Value Procurement

e BAC Resolution

recommending and
justifying to the Head of
Procuring Entity (HOPE) the
use of alternative mode of
procurement and approval
by the HOPE of the BAC
Resolution recommending
award of contract

e Proof of posting of Notice of

Award in the PhilGEPS
website, the website of the
procuring entity, if available,
and at any conspicuous
place reserved for this
purpose in the premises of
the procuring entity

3.2. Approved Procurement Plan

Proponent

3.3.

Request for purchase or
requisition of supplies,
materials, and equipment,
duly approved by proper
authorities

Proponent

3.4.

Original copy of the delivery
invoice showing the quantity,
description of the articles,
unit, and total value, duly
signed by the dealer or his
representative and indicating
receipt by the proper agency
official of items delivered

Proponent

3.5.

Duly signed Inspection and
acceptance report

Proponent
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3.6. Approval by the HOPE or his
duly authorized
representative on the use of
the alternative methods of
procurement, as
recommended by the BAC

Proponent

3.7. Statement of the prospective
bidder that it is not blacklisted
or barred from bidding by the
Government or any of its
agencies, offices,
corporations or LGUs

Proponent

3.8. Sworn affidavit of the bidder
that it is not related to the
HOPE by consanguinity or
affinity up to the third civil
degree

Proponent

3.9. Additional Requirements for
Negotiated Procurement

a.Specific requirements to be

submitted w/in 5 days from

the execution of the contract

(in case of two failed

biddings, emergency cases,

take-over of contract and

small value procurement):

¢ Price quotation/bids/final
offers from at least be
three invited suppliers

e Abstract of submitted Price
Quotation

e BAC Resolution
recommending award of
contract to Lowest
Calculated Responsive Bid
(LCRB)

Proponent

b.In case of two failed
biddings:

e Agency’s offer for
negotiations with selected
suppliers, contractors, or
consultants

¢ Certificate of failure of
competitive bidding for the
second time

¢ Evidence of invitation of
observers in all stages of
the negotiation

Proponent
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¢ Eligibility documents in
case of infrastructure
projects

c.In emergency cases:
¢ Justification as to the
necessity of purchase

Proponent

d.In case of take-over of

contracts:

e Copy of terminated
contract

e Reasons for the
termination

¢ Negotiation documents
with the second lowest
calculated bidder or the
third lowest calculated
bidder in case of failure of
negotiation with the
second lowest bidder. If
negotiation still fails,
invitation to at least three
eligible contractors

e Approval to negotiate
contract for projects under
exceptional cases

Proponent

e.In case of small value
procurement:
¢ Letter/invitation to submit
proposals

Proponent

f. For adjacent or contiguous

projects:

¢ Original contract and any
document indicating that
the same resulted from
competitive bidding

e Scope of work which
should be related or
similar to the scope of
work of the original
contract

e Latest Accomplishment
Report of the original
contract showing that
there was no negative
slippage/delay

Proponent

Such other pertinent supporting
documents as required by the
nature of expense
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CLIENT
STEPS

AGENCY
ACTION

FEES TO
BE PAID

PROCESSING
TIME

PERSON
RESPONSIBLE

1.Submit

Documents
for Claim of
Payments
to Budget
Section

1. Receive

documents
from the
Budget
Section, and
log in the
tracking
system, and
forward
Disbursement
Vouchers (DV)
for the next
step

None

4 hours

Designated
Staff &
Receiving Staff

1.1.Review of
documentatio
n
requirements

None

3 days and 4
hours

Designated
Pre-Audit Staff

1.2.Forward
received DVs
to Head of
Accounting
Unit for final
review

None

4 hours

Designated
Releasing &
Receiving Staff

1.3.Final Review
of DV and
Supporting
Documents

If complete, sign
DVs and
proceed to
payment
(Proceed to
Step 1.5)

If incomplete,
prepare
findings and
forward to
designated
staff for
tracking
(Proceed to
Step 1.6)

None

2 days

Head of
Accounting
Unit/Designated
Accountant

1.4. Forward
documents
for

None

4 hours

Designated
Releasing &
Receiving Staff
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processing of
payment thru
ADA or check

1.5. Forward to

End-User for None
compliance
TOTAL: None 7 days
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4. Processing of Disbursement Vouchers — General Support Services
(Janitorial, Security, Maintenance, Garbage Collection and Disposal, and
similar services)

All general support services, except consulting services and infrastructure projects,
which may be needed in the pursuit of any project or activity of the agency.

Office or Division: Accounting

Classification: Complex

Type of Transaction: | G2G - Government to Government
Who may avail: DepEd Offices

CHECKLIST OF

REQUIREMENTS WHERE TO SECURE

1. General Requirements

1.1. Certificate of Availability of Proponent
Funds

1.2. Existence of lawful and Proponent
sufficient allotment duly
obligated as certified by
authorized officials

1.3. Legality of transaction and Proponent
conformity with laws, rules or
regulations

1.4. Approval of expenditure by Proponent
Head of Office

1.5. Sufficient and relevant Proponent
documents to establish
validity of claim

1.6. Checklist of Requirements Accounting Division

1.7. Approved Obligation request | Proponent & Budget Division
and Status — box A & box B —
approved (Appendix No. 11
GAM) (3 Copies)

1.8. Disbursement Voucher — box | Proponent
A — approved (Appendix No.
32 GAM) (3 Copies)

2. Basic Requirements for All Types of
Procurement Through Public Bidding

2.1. Authenticated photocopy of Proponent
the approved APP and any
amendment thereto

2.2. Approved contract supported | Proponent
by the following documents:

e Invitation to Apply for
Eligibility to Bid

e Letter of Intent

¢ Results of Eligibility
Check/Screening
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Bidding Documents
enumerated under Section
17.1nof Revised IRR of RA
9184

Minutes of Pre-Bid
Conference, for Approved
Budget for Contract (ABC)
PHP1million and above
Agenda and/or
Supplemental Bulletins, if
any

Bidders Technical and
Financial Proposals
Minutes of Bid Opening
Abstract of Bids
Post-Qualification Report of
Technical Working Group
BAC Resolution declaring
winning bidder

Notice of post qualification
BAC Resolution
recommending approval
and approval by the Head of
the Procuring Entity of the
Resolution of the BAC
recommending award of
contract

Notice of Award
Performance Security
Program of Work and
Detailed Estimates

Notice to Proceed,
indicating the date of receipt
by the contractor

Detailed Breakdown of the
ABC

Copy of the Approved
PERT/CPM Network
Diagram and detailed
computations of contract
time

Detailed Breakdown of the
Contract Cost indicating
cost and dates of
acquisition of the
equipment, quantities and
cost of materials, spare
parts and supplies furnished
by the contractor for
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janitorial/security/maintenan
ce services

2.3. Copy of Advertisement of
Invitation to Bid/Request for
expression of interest

e Newspaper clipping of
advertisement (ABC 2
million and above)

e Printout copy of
advertisement posted in
PhilGEPS

e Certification from the Head
of BAC Secretariat on the
posting of advertisement at
conspicuous places

¢ Printout copies of
advertisement posted in
agency website, if any

Proponent

2.4. Documentary requirements
under Sections 23.1 and
25.2a of the Revised IRR of
RA No. 9184

Proponent

2.5. Bid Evaluation report

Proponent

2.6. Post Qualification Evaluation
Report

Proponent

2.7. Printout copy of posting of
Notice of Award, Notice to
Proceed and Contract of
award in the PhilGEPS

Proponent

2.8. Evidence of Invitation of
three observers in all stages
of the procurement process

Proponent

2.9. Request for purchase or
requisition of supplies,
materials and equipment,
duly approved by proper
authorities

Proponent

2.10. Accomplishment Report

Proponent

2.11. Request for payment

Proponent

2.12. Contractor’s Bill

Proponent

2.13. Certificate of Acceptance

Proponent

2.14. Record of
Attendance/Service

Proponent

2.15. Proof of remittance to
concerned government

Proponent
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agency and/or GOCCs
(BIR, SSS, Pag-IBIG)

2.16. Other documents peculiar to
the contract and/or to the
mode of procurement and
considered necessary in the
auditorial review in the
technical evaluation thereof

Proponent

2.17. Additional documents
required to be submitted 5
days upon execution of
contract:

For Janitorial/security/

maintenance services:

e Appropriate approved
documents indicating the
following:

- Number of personnel
involved and their
corresponding rates/salary

- Schedule of work and
places of assignment or
station/visits indicating
among others, the number
of hours per visit

- Type and number of
equipment to be served (in
case of visitorial
maintenance service)

e Group classification of
personnel to determine the
Equivalent Equipment
Monthly Statutory Minimum
Wage Rate

¢ For janitorial services only:

- Scaled floor plans of the
building and other area/s
covered by the service
contract (for janitorial
services)

e For security service contract
only:

- Approved documents
indicating the minimum
requirements of the Agency
on the number of security
personnel to be involved in
the project

Proponent
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- Population of the agency
where the services are
rendered

e For maintenance service
contracts:

- Detailed description of the
maintenance services to be
rendered or activities to be
performed

For Garbage Collection and
Disposal:

e Complete description/
specification and number of
units of dump trucks to be
used

e Complete descriptions/
specifications and number of
units of all other equipment to
be rented/used

e Appropriate approved
documents containing the
terms and conditions,
whether operated or bare
rental for heavy equipment,
whether per trip or package
deal; and other relevant
condition

¢ Designated dumpsite/location
of dumpsite (if provided in a
separate document)

e Measurement in kilometers of
the total distance covered by
one complete route for all the
required routes to be traveled

¢ Estimated volume in cubic
meters of garbage to be
hauled from area of
operation, including the basis
for such estimates

¢ In cases where the type of
contract differs from the
usual per trip contract basis,
sufficient justification and
comparative analysis
between the type of contract
adopted against the basic trip
type of contract
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For forwarding/shipping/
hauling contract:

Type/kind and technical
description of the mode of
transportation used

Point of origin and
destination including the
estimated distance/s if
transported by land
Estimated weight and volume
of cargoes involved

3. Basic Requirements for All Types of
Procurement Through Alternative Modes

3.1.

Documents to be submitted
within five working days from
the execution of the contract
as required under CAO
Circular 2009-001:

e Purchase order/Letter

order/Contract, duly
approved by the official
concerned and accepted by
the supplier (date of
acceptance must be clearly
indicated)

e Proof of posting of invitation

or request for submission of
price quotation in the
PhilGEPS website, website
of the procuring entity and
at any conspicuous place
reserved for this purpose in
the premises of the
procuring agency for a
period of seven calendar
days in case shopping
under section 52.1b and
Negotiated Procurement
under 53.1 (two failed
bidding) and 53.9 small
value procurement of the
Revised IRR of RA 9184

e Performance and warranty

securities, except for
Shopping and Negotiated
Procurement under
emergency cases and Small
Value Procurement

Proponent
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e BAC Resolution
recommending and
justifying to the Head of
Procuring Entity (HOPE) the
use of alternative mode of
procurement and approval
by the HOPE of the BAC
Resolution recommending
award of contract

e Proof of posting of Notice of
Award in the PhilGEPS
website, the website of the
procuring entity, if available,
and at any conspicuous
place reserved for this
purpose in the premises of
the procuring entity

3.2. Approved Procurement Plan

Proponent

3.3.Request for purchase or
requisition of supplies,
materials, and equipment,
duly approved by proper
authorities

Proponent

3.4. Duly approved Inspection
and acceptance report

Proponent

3.5. Approval by the HOPE or his
duly authorized
representative on the use of
the alternative methods of
procurement, as
recommended by the BAC

Proponent

3.6. Statement of the prospective
bidder that it is not blacklisted
or barred from bidding by the
Government or any of its
agencies, offices,
corporations or LGUs

Proponent

3.7. Sworn affidavit of the bidder
that it is not related to the
HOPE by consanguinity or
affinity up to the third civil
degree

Proponent

3.8. Additional Requirements for
Repeat Order

a. Specific requirements to be
submitted w/in 5 days from
the execution of the
contract:

Proponent

142



e Copy of original contract
used as basis for repeat
order indicating that the
original contract was
awarded through public
bidding

e Certification from the
purchasing office that the
supplier has compiled with
all the requirements under
the original contract

3.9. Additional Requirements for
Negotiated Procurement

a.Specific requirements to be

submitted w/in 5 days from

the execution of the contract

(in case of two failed

biddings, emergency cases,

take-over of contract and

small value procurement):

¢ Price quotation/bids/final
offers from at least be
three invited suppliers

e Abstract of submitted Price
Quotation

e BAC Resolution
recommending award of
contract to Lowest
Calculated Responsive Bid
(LCRB)

Proponent

b.Additional requirements in

case of two failed biddings:

e Agency’s offer for
negotiations with selected
suppliers, contractors or
consultants

o Certificate of failure of
competitive bidding for the
second time

¢ Evidence of invitation of
observers in all stages of
the negotiation

¢ Eligibility documents in
case of infrastructure
projects

Proponent

c. Additional requirements in
emergency cases:
¢ Justification as to the
necessity of purchase

Proponent
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d.Additional requirements in

case of take-over of

contracts:

e Copy of terminated
contract

e Reasons for the
termination

¢ Negotiation documents
with the second lowest
calculated bidder or the
third lowest calculated
bidder in case of failure of
negotiation with the
second lowest bidder. If
negotiation still fails,
invitation to at least three
eligible contractors

e Approval to negotiate
contract for projects under
exceptional cases

Proponent

e.Additional requirements in
case of small value
procurement:
e Letter/invitation to submit
proposals

Proponent

f. Additional requirements for
adjacent or contiguous
projects:

¢ Original contract and any
document indicating that
the same resulted from
competitive bidding

e Scope of work which
should be related or
similar to the scope of
work of the original
contract

e Latest Accomplishment
Report of the original
contract showing that
there was no negative
slippage/delay

Proponent

3.10. Additional Requirements for
Advance Payment

a.lrrevocable standby letter of
credit of equivalent value
/surety bond callable upon
demand/bank guarantee

Supplier

b.Request for Payment

Supplier
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c.Bank details

Supplier

d.Such other documents
peculiar to the contract
and/or to the mode of
procurement and
considered necessary in the
auditorial review and in the
technical evaluation thereof

Proponent

e.Copy of transmittal letter of
BAC to COA (9.1 page 32
COA Circular No. 2012-01
dtd. 06-14-2012

BAC

4. Release of Retention Fee

4.1. SBLC/Bank Guaranty - for
retention fee substitution

Supplier

4.2.Request for Payment

Supplier

4.3. Bank details

Supplier

4.4. Certification from the End
User that the project in
completed and inspected

Proponent

4.5. Previous Copy of
Disbursement Vouchers paid
(Retention Fee)

Proponent

Such other pertinent supporting
documents as required by the
nature of expense such as but
not limited to:

e DTR and Summary of DTR

CLIENT
STEPS

AGENCY
ACTION

FEES TO
BE PAID

PROCESSING
TIME

PERSON
RESPONSIBLE

1.Submit
Documents
for Claim of
Payments
to Budget
Section

1.Receive
documents from
the Budget
Section, and log
in the tracking
system, and
forward
Disbursement
Vouchers (DV)
for the next step

None

4 hours

Designated
Releasing &
Receiving Staff

1.1. Review of
documentatio
n
requirements

None

3 days and 4
hours

Designated Pre-
Audit Staff
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1.2.Forward
received DVs
to Head of
Accounting
Unit for final
review

None

4 hours

Designated
Releasing &
Receiving Staff

1.3. Final Review
of DV and
Supporting
Documents

If complete, sign
DVs and
proceed to
payment
(Proceed to
Step 1.5)

If incomplete,
prepare
findings and
forward to
designated
staff for
tracking
(Proceed to
Step 1.6)

None

2 days

Head of
Accounting
Unit/Designated
Accountant

1.4.Forward
documents
for processing
of payment
thru ADA or
check

None

1.5. Forward to
End-User for
compliance

None

4 hours

Designated
Releasing &
Receiving Staff

TOTAL:

None

7 days
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5. Processing of Disbursement Vouchers — Rental Contract

Rental services for buildings, offices, equipment or other related property that are paid
in rent which may be needed in the pursuit of any project or activity of the agency.

Office or Division: Accounting

Classification: Complex

Type of Transaction: | G2G - Government to Government
Who may avail: DepEd Offices

CHECKLIST OF

REQUIREMENTS WHERE TO SECURE

1. General Requirements

1.1. Certificate of Availability of Proponent
Funds

1.2. Existence of lawful and Proponent
sufficient allotment duly
obligated as certified by
authorized officials

1.3. Legality of transaction and Proponent
conformity with laws, rules or
regulations

1.4. Approval of expenditure by Proponent
Head of Office

1.5. Sufficient and relevant Proponent
documents to establish
validity of claim

1.6. Checklist of Requirements Accounting Division

1.7. Approved Obligation request | Proponent & Budget Division
and Status — box A & box B —
approved (Appendix No. 11
GAM) (3 Copies)

1.8. Disbursement Voucher — box | Proponent
A — approved (Appendix No.
32 GAM) (3 Copies)

2. Basic Requirements for All Types of
Procurement Through Public Bidding

2.1. Authenticated photocopy of Proponent
the approved APP and any
amendment thereto

2.2. Approved contract supported | Proponent
by the following documents:

e Invitation to Apply for
Eligibility to Bid

e Letter of Intent

¢ Results of Eligibility
Check/Screening

¢ Bidding Documents
enumerated under Section
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17.1 of Revised IRR of RA
9184

e Minutes of Pre-Bid
Conference, for Approved
Budget for Contract (ABC)
PHP1million and above

e Agenda and/or
Supplemental Bulletins, if
any

e Bidders Technical and
Financial Proposals

e Minutes of Bid Opening

e Abstract of Bids

e Post-Qualification Report of
Technical Working Group

e BAC Resolution declaring
winning bidder

¢ Notice of post qualification

e BAC Resolution
recommending approval
and approval by the Head of
the Procuring Entity of the
Resolution of the BAC
recommending award of
contract

e Notice of Award

e Performance Security

e Program of Work and
Detailed Estimates

e Notice to Proceed,
indicating the date of receipt
by the contractor

¢ Detailed Breakdown of the
ABC

e Copy of the Approved
PERT/CPM Network
Diagram and detailed
computations of contract
time

e Detailed Breakdown of the
Contract Cost

2.3. Copy of Advertisement of

Invitation to Bid/Request for

expression of interest

e Newspaper clipping of
advertisement (ABC 2
million and above)

Proponent
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¢ Printout copy of
advertisement posted in
PhilGEPS

e Certification from the Head
of BAC Secretariat on the
posting of advertisement at
conspicuous places

¢ Printout copies of
advertisement posted in
agency website, if any

2.4

. Documentary requirements

under Sections 23.1 and
25.2a of the Revised IRR of
RA No. 9184

Proponent

2.5.

Bid Evaluation report

Proponent

2.6.

Post Qualification Evaluation
Report

Proponent

2.7.

Printout copy of posting of
Notice of Award, Notice to
Proceed and Contract of
award in the PhilGEPS

Proponent

2.8.

Evidence of Invitation of
three observers in all stages
of the procurement process

Proponent

2.9.

Request for purchase or
requisition of supplies,
materials and equipment,
duly approved by proper
authorities

Proponent

2.10. List of prevailing

comparable property within
the vicinity

Proponent

2.11. Vicinity map

Proponent

2.12. Request for payment

Proponent

2.13. Bill/Invoices

Proponent

2.14. Certificate of occupancy

(space/Building)

Proponent

2.15. Other documents peculiar to

the contract and/or to the
mode of procurement and
considered necessary in the
auditorial review and in the
technical evaluation thereof

Proponent

2.16. Additional documents

required to be submitted 5
days upon execution of
contract:

Proponent
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For privately-owned
office/building:

e Complete copy of the
building floor plans indicating
in shaded colors the rentable
space

e Copy of the certificate of
occupancy of the building or
appropriate approved
documents showing the date
the building was constructed
or age of the building

e Complete description of the
building as to type, kind and
class including its component
parts and equipment facilities
such as but not limited to
areas, elevators, air-
conditioning systems,
firefighting equipment etc.

e Copy of master deed of
declaration and restrictions in
case of lease/rental of office
condominiums

For equipment

rental/lease/purchase

contract:

e Agency evaluation of
equipment utilization

¢ Pertinent data of area of
operation

3. Basic Requirements for All Types of
Procurement Through Alternative Modes

3.1. Documents to be submitted
within five working days from
the execution of the contract
as required under CAO
Circular 2009-001:

e Purchase order/Letter
order/Contract, duly
approved by the official
concerned and accepted by
the supplier (date of
acceptance must be clearly
indicated)

e Proof of posting of invitation
or request for submission of

Proponent
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price quotation in the
PhilGEPS website, website
of the procuring entity and
at any conspicuous place
reserved for this purpose in
the premises of the the
procuring agency for a
period of seven days for
Negotiated Procurement
(two failed bidding) and
small value procurement

e Performance and warranty
securities, except for
Shopping and Negotiated
Procurement under
emergency cases and Small
Value Procurement

e BAC Resolution
recommending and
justifying to the Head of
Procuring Entity (HOPE) the
use of alternative mode of
procurement and approval
by the HOPE of the BAC
Resolution recommending
award of contract

e Proof of posting of Notice of
Award in the PhilGEPS
website, the website of the
procuring entity, if available,
and at any conspicuous
place reserved for this
purpose in the premises of
the procuring entity

3.2. Approved Procurement Plan

Proponent

3.3.Request for purchase or
requisition of supplies,
materials, and equipment,
duly approved by proper
authorities

Proponent

3.4. Original copy of the delivery
invoice showing the quantity,
description of the articles,
unit and total value, duly
signed by the dealer or his
representative and indicating
receipt by the proper agency
official of items delivered

Proponent
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3.5. Duly approved Inspection
and acceptance report

Proponent

3.6. Approval by the HOPE on the
use of the alternative
methods of procurement

Proponent

3.7. Statement of the prospective
bidder that it is not blacklisted
or barred from bidding by the
Government or any of its
agencies, offices,
corporations or LGUs

Proponent

3.8. Sworn affidavit of the bidder
that it is not related to the
HOPE by consanguinity or
affinity up to the third civil
degree

Proponent

3.9. Additional Requirements for
Limited Source Bidding

a.Specific requirements to be
submitted w/in 5 days from
the execution of the
contract:

e Copy of direct invitation to
bid served by the
concerned agency to all
suppliers appearing in the
pre-selected list of
suppliers with known
experience and proven
capability on the
requirements of the
particular contract

e Winning bidder's offer or
proposal

¢ Abstract of bids showing
the most responsive and
complying bidder from
among the other bidders
who participated in the
bidding

e Notice of Award

Proponent

b.Documentary requirements
under Section 25.2b of the
Revised IRR of RA No.
9184

Proponent

c. Bid Security

Proponent

d.Other documents peculiar to
the contract and/or to the
mode of procurement and

Proponent
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considered necessary in the
auditorial review and in the
technical evaluation thereof

3.10. Additional Requirements for
Direct Contracting

a. Specific requirements to
be submitted w/in 5 days
from the execution of the
contract:

e Copy of letter to selected
supplier to submit price
quotation and conditions
of sale

e Certificate that the
supplier has compiled
with all the requirements
under the original
contract

Proponent

b. Other documents peculiar
to the contract and/or to
the mode of procurement
and considered necessary
in the auditorial review and
in the technical evaluation
thereof

Proponent

3.11. Additional Requirements for
Negotiated Procurement

a.Specific requirements to
be submitted w/in 5 days
from the execution of the
contract (in case of two
failed biddings, emergency
cases, take-over of
contract and small value
procurement):

e Price quotation/bids/final
offers from at least be
three invited suppliers

e Abstract of submitted
Price Quotation

e BAC Resolution
recommending award of
contract to Lowest
Calculated Responsive
Bid (LCRB)

Proponent

b.Additional requirements in
case of two failed
biddings:

Proponent
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Agency’s offer for

negotiations with

selected suppliers,

contractors, or

consultants

e Certificate of failure of
competitive bidding for
the second time

e Evidence of invitation of
observers in all stages of
the negotiation

e Eligibility documents in

case of infrastructure

projects

c. Additional requirements in
emergency cases:
e Justification as to the
necessity of purchase

Proponent

d.Additional requirements in

case of take-over of

contracts:

e Copy of terminated
contract

e Reasons for the
termination

e Negotiation documents
with the second lowest
calculated bidder or the
third lowest calculated
bidder in case of failure
of negotiation with the
second lowest bidder. If
negotiation still fails,
invitation to at least three
eligible contractors

e Approval to negotiate
contract for projects
under exceptional cases

Proponent

e.Additional requirements in
case of small value
procurement:
¢ Letter/invitation to submit
proposals

Proponent

f. Additional requirements for
adjacent or contiguous
projects:

¢ Original contract and any
document indicating that

Proponent
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the same resulted from
competitive bidding

e Scope of work which
should be related or
similar to the scope of
work of the original
contract

e Latest Accomplishment
Report of the original
contract showing that
there was no negative
slippage/delay

3.12. Additional Requirements for
Advance Payment

a.lrrevocable standby letter
of credit of equivalent
value /surety bond callable
upon demand/bank
guarantee

Supplier

b.Request for Payment

Supplier

c.Bank details

Supplier

d.Such other documents
peculiar to the contract
and/or to the mode of
procurement and
considered necessary in
the auditorial review and in
the technical evaluation
thereof

Proponent

e.Copy of transmittal letter of
BAC to COA (9.1 page 32
COA Circular No. 2012-01
dtd. 06-14-2012

BAC

4. Release of Retention Fee

4.1. SBLC/Bank Guaranty - for Supplier
retention fee substitution
4.2.Request for Payment Supplier
4.3.Bank details Supplier
4.4. Certification from the End Proponent
User that the project in
completed and inspected
4.5. Previous Copy of Proponent

Disbursement Vouchers paid
(Retention Fee)
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Such other pertinent supporting
documents as required by the
nature of expense

CLIENT
STEPS

AGENCY
ACTION

FEES TO
BE PAID

PROCESSING
TIME

PERSON

RESPONSIBLE

1.Submit
Documents
for Claim of
Payments to
Budget
Section

1. Receive
documents
from the
Budget
Section, and
log in the
tracking
system, and
forward
Disbursemen
t Vouchers
(DV) for the
next step

None

4 hours

Designated
Releasing &

Receiving Staff

1.1.Review of
documentati
on
requirement
S

None

3 days and 4
hours

Designated Pre-

Audit Staff

1.2.Forward
received
DVs to Head
of
Accounting
Unit for final
review

None

4 hours

Designated
Releasing &

Receiving Staff

1.3. Final Review
of DV and
Supporting
Documents

If complete, sign
DVs and
proceed to
payment
(Proceed to
Step 1.5)

If incomplete,
prepare
findings and
forward to
designated
staff for
tracking

None

2 days

Head of
Accounting

Unit/Designated

Accountant
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(Proceed to
Step 1.6)

1.4.

Forward
documents
for
processing
of payment
thru ADA or
check

None

1.5.

Forward to
End-User for
compliance

None

4 hours

Designated
Releasing &
Receiving Staff

TOTAL:

None

7 days
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6. Processing of Disbursement Vouchers — Repairs and Maintenance of
Equipment and Motor Vehicles

Repair and maintenance services of equipment and motor vehicles which may be
needed in the pursuit of any project or activity of the agency.

Office or Division: Accounting

Classification: Complex

Type of Transaction: | G2G - Government to Government
Who may avail: DepEd Offices

CHECKLIST OF

REQUIREMENTS WHERE TO SECURE

1. General Requirements

1.1. Certificate of Availability of Proponent
Funds

1.2. Existence of lawful and Proponent
sufficient allotment duly
obligated as certified by
authorized officials

1.3. Legality of transaction and Proponent
conformity with laws, rules or
regulations

1.4. Approval of expenditure by Proponent
Head of Office

1.5. Sufficient and relevant Proponent
documents to establish
validity of claim

1.6. Checklist of Requirements Accounting Division

1.7. Approved Obligation request | Proponent & Budget Division
and Status — box A & box B —
approved (Appendix No. 11
GAM) (3 Copies)

1.8. Disbursement Voucher — box | Proponent
A — approved (Appendix No.
32 GAM) (3 Copies)

2. Basic Requirements for All Types of
Procurement Through Public Bidding

2.1. Authenticated photocopy of Proponent
the approved APP and any
amendment thereto

2.2. Approved contract supported | Proponent
by the following documents:
e Invitation to Apply for
Eligibility to Bid
e Letter of Intent
¢ Results of Eligibility
Check/Screening
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e Bidding Documents
enumerated under Section
17.1 of Revised IRR of RA
9184

e Minutes of Pre-Bid
Conference, for Approved
Budget for Contract (ABC)
PHP1million and above

e Agenda and/or
Supplemental Bulletins, if
any

e Bidders Technical and
Financial Proposals

e Minutes of Bid Opening

e Abstract of Bids

e Post-Qualification Report of
Technical Working Group

e BAC Resolution declaring
winning bidder

¢ Notice of post qualification

e BAC Resolution
recommending approval
and approval by the Head of
the Procuring Entity of the
Resolution of the BAC
recommending award of
contract

e Notice of Award

e Performance Security

e Program of Work and
Detailed Estimates

e Notice to Proceed,
indicating the date of receipt
by the contractor

e Detailed Breakdown of the
ABC

e Copy of the Approved
PERT/CPM Network
Diagram and detailed
computations of contract
time

e Detailed Breakdown of the
Contract Cost

2.3. Copy of Advertisement of

Invitation to Bid/Request for

expression of interest

e Newspaper clipping of
advertisement

Proponent
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¢ Printout copy of
advertisement posted in
PhilGEPS

e Certification from the Head
of BAC Secretariat on the
posting of advertisement at
conspicuous places

¢ Printout copies of
advertisement posted in
agency website, if any

2.4. Documentary requirements Proponent
under Sections 23.1 and
25.2a of the Revised IRR of
RA No. 9184

2.5. Bid Evaluation report Proponent

2.6. Post Qualification Evaluation | Proponent
Report

2.7. Printout copy of posting of Proponent
Notice of Award, Notice to
Proceed and Contract of
award in the PhilGEPS

2.8. Evidence of Invitation of Proponent
three observers in all stages
of the procurement process

2.9.Request for purchase or Proponent
requisition of supplies,
materials and equipment,
duly approved by proper
authorities

2.10. Additional documents Proponent
required to be submitted 5
days upon execution of
contract:

e Copy of pre-repair
evaluation report and
approved detailed plans by
the agency showing in
sufficient detail the scope
of work/extent or repair to
be done

e Report of waste materials

e copy of documents
indicating the history of

repair
2.11. Post-inspection reports Proponent
2.12. Warranty certificate Proponent
2.13. Request for payment Proponent
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2.14. Bill/invoices Proponent

2.15. Certificate of acceptance Proponent

2.16. Pre-repair inspection Proponent
reports

2.17. Other documents peculiar to | Proponent

the contract and/or to the
mode of procurement and
considered necessary in the
auditorial review and in the
technical evaluation thereof

3. Basic Requirements for All Types of
Procurement Through Alternative Modes

3.1. Documents to be submitted
within five working days from
the execution of the contract
as required under CAO
Circular 2009-001:

e Purchase order/Letter
order/Contract, duly
approved by the official
concerned and accepted by
the supplier (date of
acceptance must be clearly
indicated)

e Proof of posting of invitation
or request for submission of
price quotation in the
PhilGEPS website, website
of the procuring entity and
at any conspicuous place
reserved for this purpose in
the premises of the
procuring agency for a
period of seven calendar
days in case shopping
under section 52.1b and
Negotiated Procurement
under 53.1 (two failed
bidding) and 53.9 small
value procurement of the
Revised IRR of RA 9184

¢ Performance and warranty
securities, except for
Shopping and Negotiated
Procurement under
emergency cases and Small
Value Procurement

Proponent
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e BAC Resolution

recommending and
justifying to the Head of
Procuring Entity (HOPE) the
use of alternative mode of
procurement and approval
by the HOPE of the BAC
Resolution recommending
award of contract

e Proof of posting of Notice of

Award in the PhilGEPS
website, the website of the
procuring entity, if available,
and at any conspicuous
place reserved for this
purpose in the premises of
the procuring entity

3.2.

Approved Procurement Plan

Proponent

3.3.

Request for purchase or
requisition of supplies,
materials, and equipment,
duly approved by proper
authorities

Proponent

3.4.

Original copy of the delivery
invoice showing the quantity,
description of the articles,
unit and total value, duly
signed by the dealer or his
representative and indicating
receipt by the proper agency
official of items delivered

Proponent

3.5.

Duly approved Inspection
and acceptance report

Proponent

3.6.

Approval by the HOPE or his
duly authorized
representative on the use of
the alternative methods of
procurement, as
recommended by the BAC

Proponent

3.7.

Statement of the prospective
bidder that it is not blacklisted
or barred from bidding by the
Government or any of its
agencies, offices,
corporations or LGUs

Proponent

3.8.

Sworn affidavit of the bidder
that it is not related to the
HOPE by consanguinity or

Proponent
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affinity up to the third civil
degree

3.9. Additional Requirements for
Limited Source Bidding

a.Specific requirements to be
submitted w/in 5 days from
the execution of the
contract:

e Copy of direct invitation to
bid served by the
concerned agency to all
suppliers appearing in the
pre-selected list of
suppliers with known
experience and proven
capability on the
requirements of the
particular contract

e Winning bidder's offer or
proposal

¢ Abstract of bids showing
the most responsive and
complying bidder from
among the other bidders
who participated in the
bidding

¢ Notice of Award

Proponent

b.Documentary requirements
under Section 23.1 and
25.2(a), of the Revised IRR
of RA No. 9184

Proponent

c. Other documents peculiar to
the contract and/or to the
mode of procurement and
considered necessary in the
auditorial review and in the
technical evaluation thereof

Proponent

d.Bid security (required under
Section 5.4 IRR-A RA No.
9184)

Proponent

3.10. Additional Requirements for
Direct Contracting

a.Specific requirements to be
submitted w/in 5 days from
the execution of the
contract:
e Copy of letter to selected
supplier to submit price

Proponent
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guotation and conditions of
sale

¢ Certificate of Exclusive
Distributorship

e Certification from the
agency authorized official
that there are no sub-
dealers selling at lower
prices and for which no
suitable substitute can be
obtained at more
advantageous terms to the
government

e Certification of the BAC in
case of procurement of
critical plant components
and/or to maintain certain
standards

b.Study/survey done to

determine that there are no
sub-dealers selling at lower
prices and for which no
suitable substitute can be
obtained at more
advantageous terms to the
government

Proponent

.Other documents peculiar to

the contract and/or to the
mode of procurement and
considered necessary in the
auditorial review and in the
technical evaluation thereof

Proponent

3.11.

Additional Requirements for
Repeat Order

.Specific requirements to be
submitted w/in 5 days from
the execution of the
contract:

e Copy of original contract
used as basis for repeat
order indicating that the
original contract was
awarded through public
bidding

e Certification from the
purchasing office that the
supplier has compiled with
all the requirements under
the original contract

Proponent
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3.12. Additional Requirements for
Shopping

a.Specific requirements to be

submitted w/in 5 days from

the execution of the

contract:

¢ Price quotations from at
least three bonafide and
reputable
manufacturers/suppliers/
distributors

e Abstract of canvass

Proponent

3.13. Additional Requirements for
Negotiated Procurement

a.Specific requirements to be

submitted w/in 5 days from

the execution of the contract

(in case of two failed

biddings, emergency cases,

take-over of contract and

small value procurement):

¢ Price quotation/bids/final
offers from at least be
three invited suppliers

e Abstract of submitted Price
Quotation

¢ BAC Resolution
recommending award of
contract to Lowest
Calculated Responsive Bid
(LCRB)

Proponent

b.Additional requirements in

case of two failed biddings:

e Agency’s offer for
negotiations with selected
suppliers, contractors, or
consultants

e Certificate of failure of
competitive bidding for the
second time

e Evidence of invitation of
observers in all stages of
the negotiation

e Eligibility documents in
case of infrastructure
projects

Proponent

c. Additional requirements in
emergency cases:

Proponent
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¢ Justification as to the
necessity of purchase

d.Additional requirements in

case of take-over of

contracts:

e Copy of terminated
contract

e Reasons for the
termination

¢ Negotiation documents
with the second lowest
calculated bidder or the
third lowest calculated
bidder in case of failure of
negotiation with the
second lowest bidder. If
negotiation still fails,
invitation to at least three
eligible contractors

e Approval to negotiate
contract for projects under
exceptional cases

Proponent

e.Additional requirements in
case of small value
procurement:
e Letter/invitation to submit
proposals

Proponent

f. Additional requirements for
adjacent or contiguous
projects:

¢ Original contract and any
document indicating that
the same resulted from
competitive bidding

e Scope of work which
should be related or
similar to the scope of
work of the original
contract

e Latest Accomplishment
Report of the original
contract showing that
there was no negative
slippage/delay

Proponent

3.14. Additional Requirements for
Advance Payment

a.lrrevocable standby letter of
credit of equivalent value

Supplier
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/surety bond callable upon
demand/bank guarantee

b.Request for Payment

Supplier

c.Bank details

Supplier

d.Such other documents
peculiar to the contract
and/or to the mode of
procurement and
considered necessary in the
auditorial review and in the
technical evaluation thereof

Proponent

e.Copy of transmittal letter of
BAC to COA (9.1 page 32
COA Circular No. 2012-01
dtd. 06-14-2012

BAC

4. Release of Retention Fee

4.1. SBLC/Bank Guaranty - for
retention fee substitution

Supplier

4.2.Request for Payment

Supplier

4.3. Bank details

Supplier

4.4. Certification from the End
User that the project in
completed and inspected

Proponent

4.5. Previous Copy of
Disbursement Vouchers paid
(Retention Fee)

Proponent

Such other pertinent supporting
documents as required by the
nature of expense

e Approved Job Order

Proponent

e Approved RIS (consumable) or
ICS (non-consumable)

Proponent

CLIENT
STEPS

AGENCY
ACTION

FEES TO
BE PAID

PROCESSING
TIME

PERSON
RESPONSIBLE

1.Submit
Documents
for Claim of
Payments
to Budget
Section

. Receive

documents
from the
Budget
Section, and
log in the
tracking
system, and
forward

None

4 hours

Designated
Releasing &
Receiving Staff
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Disbursement

Vouchers (DV)

for the next
step

11

.Review of

documentatio
n
requirements

None

3 days and 4
hours

Designated Pre-
Audit Staff

1.2.

Forward
received DVs
to Head of
Accounting
Unit for final
review

None

4 hours

Designated
Releasing &
Receiving Staff

1.3.

Final Review
of DV and
Supporting
Documents

If complete, sign

DVs and
proceed to
payment
(Proceed to
Step 1.5)

If incomplete,

prepare
findings and
forward to
designated
staff for
tracking
(Proceed to
Step 1.6)

None

2 days

Head of
Accounting
Unit/Designated
Accountant

1.4.

Forward
documents

for processing

of payment
thru ADA or
check

None

1.5.

Forward to
End-User for
compliance

None

4 hours

Designated
Releasing &
Receiving Staff

TOTAL:

None

7 days
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7. Processing of Disbursement Vouchers — Board and Lodging
Board and lodging services which may be needed in the pursuit of any project or
activity of the agency.

Office or Division: Accounting
Classification: Complex
Type of Transaction: | G2G - Government to Government
Who may avail: DepEd Offices
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

1. General Requirements

1.1. Certificate of Availability of Funds Proponent

1.2. Existence of lawful and sufficient Proponent
allotment duly obligated as certified
by authorized officials

1.3. Legality of transaction and Proponent
conformity with laws, rules or
regulations

1.4. Approval of expenditure by Head of | Proponent
Office

1.5. Sufficient and relevant documents Proponent
to establish validity of claim
1.6. Checklist of Requirements Accounting Division

1.7. Approved Obligation request and Proponent & Budget Division
Status — box A & box B — approved
(Appendix No. 11 GAM) (3 Copies)

1.8. Disbursement Voucher — box A — Proponent
approved (Appendix No. 32 GAM)
(3 Copies)

2. Basic Requirements for All Types of
Procurement Through Public Bidding

2.1. Authenticated photocopy of the Proponent
approved APP and any amendment
thereto

2.2. Approved contract supported by the | Proponent

following documents:

e Invitation to Apply for Eligibility to
Bid

e Letter of Intent

¢ Results of Eligibility
Check/Screening

¢ Bidding Documents enumerated
under Section 17.1 of Revised IRR
of RA 9184

e Minutes of Pre-Bid Conference, for
Approved Budget for Contract
(ABC) PHP1million and above
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e Agenda and/or Supplemental
Bulletins, if any

e Bidders Technical and Financial
Proposals

e Minutes of Bid Opening

e Abstract of Bids

e Post-Qualification Report of
Technical Working Group

e BAC Resolution declaring winning
bidder

¢ Notice of post qualification

e BAC Resolution recommending
approval and approval by the
Head of the Procuring Entity of the
Resolution of the BAC
recommending award of contract

¢ Notice of Award

e Performance Security

e Program of Work and Detailed
Estimates

¢ Notice to Proceed, indicating the
date of receipt by the contractor

e Detailed Breakdown of the ABC

e Copy of the Approved PERT/CPM
Network Diagram and detailed
computations of contract time

e Detailed Breakdown of the
Contract Cost

2.3. Copy of Advertisement of Invitation
to Bid/Request for expression of
interest

e Newspaper clipping of
advertisement

e Printout copy of advertisement
posted in PhilGEPS

¢ Certification from the Head of BAC
Secretariat on the posting of
advertisement at conspicuous
places

¢ Printout copies of advertisement
posted in agency website, if any

Proponent

2.4. Documentary requirements under
Sections 23.1 and 25.2a of the
Revised IRR of RA No. 9184

Proponent

2.5. Bid Evaluation report

Proponent

2.6. Post Qualification Evaluation Report

Proponent
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2.7.Printout copy of posting of Notice of | Proponent

Award, Notice to Proceed and
Contract of award in the PhilGEPS

2.8. Evidence of Invitation of three Proponent

observers in all stages of the
procurement process

2.9. Additional documents required to be | Proponent

submitted 5 days upon execution of

contract:

e Samples and brochures/
photographs, if applicable

2.10. Tax receipts from the Bureau of Proponent

Customs or the BIR

2.11. Request for purchase or Proponent

requisition of supplies, materials
and equipment duly approved by
proper authorities

2.12. Other documents peculiar to the Proponent

contract and/or to the mode of
procurement and considered
necessary in the auditorial review
and in the technical evaluation
thereof

3. Basic Requirements for All Types of
Procurement Through Alternative Modes

3.1. Documents to be submitted within Proponent

five working days from the
execution of the contract as
required under CAO Circular 2009-

001:

e Purchase order/Letter
order/Contract, duly approved by
the official concerned and
accepted by the supplier (date of
acceptance must be clearly
indicated)

e Proof of posting of invitation or
request for submission of price
quotation in the PhilGEPS website,
website of the procuring entity and
at any conspicuous place reserved
for this purpose in the premises of
the the procuring agency for a
period of seven days for
Negotiated Procurement (two
failed bidding) and small value
procurement

e Performance and warranty
securities, except for Shopping
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and Negotiated Procurement
under emergency cases and Small
Value Procurement

e BAC Resolution recommending
and justifying to the Head of
Procuring Entity (HOPE) the use of
alternative mode of procurement
and approval by the HOPE of the
BAC Resolution recommending
award of contract

e Proof of posting of Notice of Award
in the PhilGEPS website, the
website of the procuring entity, if
available, and at any conspicuous
place reserved for this purpose in
the premises of the procuring
entity

3.2. Approved Procurement Plan

Proponent

3.3. Request for purchase or requisition
of supplies, materials, and
equipment, duly approved by proper
authorities

Proponent

3.4. Approval by the HOPE or his duly
authorized representative on the
use of the alternative methods of
procurement, as recommended by
the BAC

Proponent

3.5. Statement of the prospective bidder
that it is not blacklisted or barred
from bidding by the Government or
any of its agencies, offices,
corporations or LGUs

Proponent

3.6. Sworn affidavit of the bidder that it
is not related to the HOPE by
consanguinity or affinity up to the
third civil degree

Proponent

3.7. Additional Requirements for
Limited Source Bidding

a. Specific requirements to be
submitted w/in 5 days from the
execution of the contract:

e Copy of direct invitation to bid
served by the concerned agency
to all suppliers appearing in the
pre-selected list of suppliers with
known experience and proven
capability on the requirements of
the particular contract

¢ Winning bidder's offer or proposal

Proponent
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e Abstract of bids showing the
most responsive and complying
bidder from among the other
bidders who participated in the
bidding

e Notice of Award

b.Documentary requirements under
Section 23.1 and 25.2(a), of the
Revised IRR of RA No. 9184

Proponent

c. Other documents peculiar to the
contract and/or to the mode of
procurement and considered
necessary in the auditorial review
and in the technical evaluation
thereof

Proponent

d.Bid security

Proponent

3.8. Additional Requirements for Direct
Contracting

a.Specific requirements to be
submitted w/in 5 days from the
execution of the contract:

e Certificate of no sub-dealers
selling at lower prices and for
which no suitable substitute can
be obtained at more
advantageous terms to the
government

¢ Certification of the BAC in case
of procurement of critical plant
components and/or to maintain
certain standards

Proponent

b.Study/survey done to determine
that there are no sub-dealers
selling at lower prices and for
which no suitable substitute can be
obtained at more advantageous
terms to the government

Proponent

c. Other documents peculiar to the
contract and/or to the mode of
procurement and considered
necessary in the auditorial review
and in the technical evaluation
thereof

Proponent

3.9. Additional Requirements for Repeat
Order

a. Specific requirements to be
submitted w/in 5 days from the
execution of the contract:

Proponent
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e Copy of original contract used as
basis for repeat order indicating
that the original contract was
awarded through public bidding

¢ Certification from the purchasing
office that the supplier has
compiled with all the
requirements under the original
contract

3.10. Additional Requirements for
Negotiated Procurement

a.Specific requirements to be

submitted w/in 5 days from the

execution of the contract (in case

of two failed biddings, emergency

cases, take-over of contract and

small value procurement):

¢ Price quotation/bids/final offers
from at least be three invited
suppliers

o Abstract of submitted Price
Quotation

e BAC Resolution recommending
award of contract to Lowest
Calculated Responsive Bid
(LCRB)

Proponent

b.Additional requirements in case of
two failed biddings:

e Agency’s offer for negotiations
with selected suppliers or
contractors

¢ Certificate of failure of
competitive bidding for the
second time

e Evidence of invitation of
observers in all stages of the
negotiation

Proponent

c. Additional requirements in
emergency cases:
e Justification as to the necessity of
purchase

Proponent

d.Additional requirements in case of

take-over of contracts:

e Copy of terminated contract

e Reasons for the termination

¢ Negotiation documents with the
second lowest calculated bidder
or the third lowest calculated
bidder in case of failure of

Proponent
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negotiation with the second
lowest bidder. If negotiation still
fails, invitation to at least three
eligible contractors

e Approval to negotiate contract for
projects under exceptional cases

e.Additional requirements in case of
small value procurement:
e Letter/invitation to submit
proposals

Proponent

f. Additional requirements for

adjacent or contiguous projects:

¢ Original contract and any
document indicating that the
same resulted from competitive
bidding

e Scope of work which should be
related or similar to the scope of
work of the original contract

e Latest Accomplishment Report of
the original contract showing that
there was no negative
slippage/delay

Proponent

Such other pertinent supporting
documents as are required by the
nature of expense but not limited to:

e Approved Activity Request/Authority to
Conduct with details of budget
estimate

Proponent

¢ Billing Statement / Statement of
Account duly received by the
proponent

Supplier

e List of attendance certified by the
Head of Office

Proponent

e Approved Authority to pay

Proponent

CLIENT

STEPS AGENCY ACTION

FEES | bpocEss

TO BE
PAID ING TIME

PERSON
RESPONSIBLE

1.Submit 1. Receive documents
Documents from the Budget
for Claim of Section, and log in
Payments to the tracking system,
Budget and forward
Section Disbursement
Vouchers (DV) for
the next step

None 4 hours

Designated
Releasing &
Receiving Staff

1.1. Review of
documentation
requirements

3 days and

None 4 hours

Designated Pre-
Audit Staff
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1.2.Forward received
DVs to Head of
Accounting Unit for
final review

None

4 hours

Designated
Releasing &
Receiving Staff

1.3.Final Review of DV
and Supporting
Documents

If complete, sign DVs
and proceed to
payment (Proceed
to Step 1.5)

If incomplete, prepare
findings and
forward to
designated staff for
tracking (Proceed
to Step 1.6)

None

2 days

Head of
Accounting
Unit/Designated
Accountant

1.4. Forward
documents for
processing of
payment thru ADA
or check

None

1.5. Forward to End-
User for
compliance

None

4 hours

Designated
Releasing &
Receiving Staff

TOTAL:

None

7 days
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8. Processing of Disbursement Vouchers — Supplies, Materials & Equipment

(Non-Big-Tickets)

All non-big-ticket items, supplies, materials, equipment, and motor vehicles which

may be needed in the pursuit of any project or activity of the agency.

Office or Division: Accounting

Classification:

Highly Technical

Type of Transaction:

G2G - Government to Government

Who may avail: DepEd offices

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. General Requirements

1.1. Certificate of Availability of Funds | Proponent

1.2. Existence of lawful and sufficient Proponent
allotment duly obligated as
certified by authorized officials

1.3. Legality of transaction and Proponent
conformity with laws, rules, and
regulations

1.4. Approval of expenditure by Head Proponent
of Office

1.5. Sufficient and relevant documents | Proponent

to establish validity of claim

1.6. Checklist of Requirements

Accounting Division

1.7. Approved Obligations of Request
and Status — box A & box B —
Approved (Appendix No. 11 GAM)
(3 Copies)

Proponent & Budget Division

1.8. Disbursement Voucher — box A —
Approved (Appendix No. 32 GAM)

(3 Copies)

Proponent

2. Basic Requirements for All Types of

Procurement Thro

ugh Public Bidding

2.1. Authenticated photocopy of the Proponent
approved APP and any
amendment thereto

2.2. Approved contract supported by Proponent

the following documents:

e Invitation to Apply for Eligibility to
Bid

e Letter of Intent

¢ Results of Eligibility
Check/Screening

¢ Bidding Documents enumerated
under Section 17.1 of Revised
IRR of RA 9184 which includes a

complete technical description of
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the equipment and accessories,
scope of works, if applicable

e Minutes of Pre-Bid Conference,
for Approved Budget for Contract
(ABC) PHP1million and above

e Agenda and/or Supplemental
Bulletins, if any

e Bidders Technical and Financial
Proposals

e Minutes of Bid Opening

e Abstract of Bids

e Post-Qualification Report of
Technical Working Group

e BAC Resolution declaring
winning bidder

¢ Notice of post qualification

e BAC Resolution recommending
approval and approval by the
Head of the Procuring Entity of
the Resolution of the BAC
recommending award of contract

e Notice of Award

e Performance Security

e Program of Work and Detailed
Estimates

¢ Notice to Proceed, indicating the
date of receipt by the contractor

¢ Detailed Breakdown of the ABC

e Copy of the Approved
PERT/CPM Network Diagram
and detailed computations of
contract time

¢ Detailed Breakdown of the
Contract Cost

2.3. Copy of Advertisement of Invitation
to Bid/Request for expression of
interest

e Newspaper clipping of
advertisement (ABC 2 million and
above)

¢ Printout copy of advertisement
posted in PhilGEPS

e Certification from the Head of
BAC Secretariat on the posting of
advertisement at conspicuous
places

¢ Printout copies of advertisement
posted in agency website, if any

Proponent
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2.4. Documentary requirements under
Sections 23.1 and 25.2a of the
Revised IRR of RA No. 9184

Proponent

2.5. Minutes of pre-procurement
conference for project costing 2
million and above

Proponent

2.6. Bid Evaluation Report

Proponent

2.7. Post Qualification Evaluation
Report

Proponent

2.8. Printout copy of posting of Notice
of Award, Notice to Proceed and
Contract of award in the PhilGEPS

Proponent

2.9. Evidence of Invitation of three
observers in all stages of the
procurement process pursuant to
Section 13.1 of the Revised IRR of
RA 9184

Proponent

2.10. Approved request for purchase or
requisition of supplies, materials
and equipment

Proponent

2.11. Additional documents required to
be submitted 5 days upon
execution of contract:

o Certificate of Exclusive
Distributorship, if applicable

e Samples and
brochures/photographs, if
applicable

e For imported items:

- Consular Invoice/Pro-forma
invoice of the foreign supplier
with the corresponding details

- Home Consumption Value of
the items

- Breakdown of the expenses
incurred in the Importation

Proponent

2.12. Original copy of
Dealers/Suppliers’ Invoices
showing the quantity, description
of the articles, unit, and total
value, duly signed by the dealer,
and indicating receipt by the
proper agency official of items
delivered

Proponent

2.13. Results of Test Analysis, if
applicable

Proponent

2.14. Tax receipts from the Bureau of
Customs or the BIR

Proponent
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2.15. Duly approved Inspection and Proponent
Acceptance Report prepared by
the Department property
inspector

2.16. For equipment, Property Proponent
Acknowledgement Report

2.17. Warranty Security for a minimum | Proponent
period of three months, in the
case of expendable supplies, or a
minimum period of one year in
the case of non-expendable
supplies, after acceptance by the
procuring entity of the delivered
supplies

2.18. Duly approved Request for Proponent
purchase of supplies, materials
and equipment

2.19. In case of motor vehicles, Proponent
authority to purchase from
Agency head and Secretary of
DBM, or OP depending on the
type of vehicle being provided

2.20. Other documents peculiar to the | Proponent
contract and/or to the mode of
procurement and considered
necessary in the auditorial review
and in the technical evaluation
thereof

3. Basic Requirements for All Types of
Procurement Through Alternative Modes

3.1. Documents to be submitted within | Proponent
five working days from the
execution of the contract as
required under CAO Circular 2009-
001:

e Purchase order/Letter
order/Contract, duly approved by
the official concerned and
accepted by the supplier (date of
acceptance must be clearly
indicated)

e Proof of posting of invitation or
request for submission of price
quotation in the PhilGEPS
website, website of the procuring
entity and at any conspicuous
place reserved for this purpose in
the premises of the the procuring
agency for a period of seven
calendar days in case shopping
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under section 52.1b and
Negotiated Procurement under
53.1 (two failed bidding) and 53.9
small value procurement of the
Revised IRR of RA 9184

e Performance and warranty
securities, except for Shopping
and Negotiated Procurement
under emergency cases and
Small Value Procurement

e BAC Resolution recommending
and justifying to the Head of
Procuring Entity (HOPE) the use
of alternative mode of
procurement and approval by the
HOPE of the BAC Resolution
recommending award of contract

e Proof of posting of Notice of
Award in the PhilGEPS website,
the website of the procuring
entity, if available, and at any
conspicuous place reserved for
this purpose in the premises of
the procuring entity

3.2. Approved Procurement Plan

Proponent

3.3.Request for purchase or
requisition of supplies, materials,
and equipment, duly approved by
proper authorities

Proponent

3.4. Original copy of the delivery
invoice showing the quantity,
description of the articles, unit, and
total value, duly signed by the
dealer or his representative and
indicating receipt by the proper
agency official of items delivered

Proponent

3.5. Duly approved Inspection and
acceptance report

Proponent

3.6. Approval by the HOPE or his duly
authorized representative on the
use of the alternative methods of
procurement, as recommended by
the BAC

Proponent

3.7. Statement of the prospective
bidder that it is not blacklisted or
barred from bidding by the
Government or any of its agencies,
offices, corporations or LGUs

Proponent
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3.8. Sworn affidavit of the bidder that it
is not related to the HOPE by
consanguinity or affinity up to the
third civil degree

Proponent

3.9. Additional Requirements for
Limited Source Bidding

a.Specific requirements to be
submitted within 5 days from the
execution of the contract:

e Copy of direct invitation to bid
served by the concerned
agency to all suppliers or
consultants appearing in the
pre-selected list of
manufacturers/suppliers/
distributors with known
experience and proven
capability on the requirements
of the particular contract

¢ Winning bidder’s offer or
proposal

e Abstract of bids showing the
most responsive and complying
bidder from among the other
bidders who participated in the
bidding

¢ Notice of Award

Proponent

b.Documentary requirements under
Section 23.1 and 25.2(a), of the
Revised IRR of RA No. 9184

Proponent

c. Other documents peculiar to the
contract and/or to the mode of
procurement and considered
necessary in the auditorial review
and in the technical evaluation
thereof

Proponent

d.Bid security (required under
Section 5.4 IRR-A RA No. 9184)

Proponent

3.10. Additional Requirements for
Direct Contracting

a.Specific requirements to be
submitted w/in 5 days from the
execution of the contract:

e Copy of letter to selected
manufacturer/supplier/
distributor to submit a price
guotation and conditions of
sale

Proponent
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e Certificate of Exclusive
Distributorship

e Certification from the agency
authorized official that there
are no sub-dealers selling at
lower prices and for which no
suitable substitute can be
obtained at more
advantageous terms to the
government

e Certification of the BAC in
case of procurement of critical
plant components and/or to
maintain certain standards

b.Study/survey done to determine
that there are no sub-dealers
selling at lower prices and for
which no suitable substitute can
be obtained at more
advantageous terms to the
government

Proponent

c. Other documents peculiar to the
contract and/or to the mode of
procurement and considered
necessary in the auditorial
review and in the technical
evaluation thereof

Proponent

3.11. Additional Requirements for
Repeat Order

a.Specific requirements to be
submitted w/in 5 days from the
execution of the contract:

e Copy of original contract used
as basis for repeat order
indicating that the original
contract was awarded through
public bidding

e Certification from the
purchasing office that the
supplier has compiled with all
the requirements under the
original contract

Proponent

3.12. Additional Requirements for
Shopping

a.Specific requirements to be
submitted w/in 5 days from the
execution of the contract:
¢ Price quotations from at least
three bonafide and reputable

Proponent
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manufacturers/suppliers/
distributors

e Abstract of canvass

3.13. Additional Requirements for
Negotiated Procurement

a. Specific requirements to be
submitted w/in 5 days from the
execution of the contract (in
case of two failed biddings,
emergency cases, take-over of
contract and small value
procurement):

e Price quotation/bids/final offers
from at least be three invited
suppliers

e Abstract of submitted Price
Quotation

e BAC Resolution
recommending award of
contract to Lowest Calculated
Responsive Bid (LCRB)

Proponent

b. Additional requirements in case
of two failed biddings:

e Agency’s offer for negotiations
with selected suppliers,
contractors, or consultants

¢ Certificate of failure of
competitive bidding for the
second time

e Evidence of invitation of
observers in all stages of the
negotiation

e Eligibility documents in case of
infrastructure projects

Proponent

c. Additional requirements in
emergency cases:
e Justification as to the
necessity of purchase

Proponent

d. Additional requirements in case

of take-over of contracts:

e Copy of terminated contract

e Reasons for the termination

e Negotiation documents with
the second lowest calculated
bidder or the third lowest
calculated bidder in case of
failure of negotiation with the
second lowest bidder. If
negotiation still fails, invitation

Proponent
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to at least three eligible
contractors

e Approval to negotiate contract
for projects under exceptional
cases

e. Additional requirements in case
of small value procurement:
e Letter/invitation to submit
proposals

Proponent

f. Additional requirements for

adjacent or contiguous projects:

¢ Original contract and any
document indicating that the
same resulted from
competitive bidding

e Scope of work which should
be related or similar to the
scope of work of the original
contract

e Latest Accomplishment Report
of the original contract
showing that there was no
negative slippage/delay

Proponent

3.14. Additional Requirements for
Advance Payment

a.lrrevocable standby letter of
credit of equivalent value /surety
bond callable upon
demand/bank guarantee

Supplier

b.Request for Payment

Supplier

c.Bank details

Supplier

d.Such other documents peculiar
to the contract and/or to the
mode of procurement and
considered necessary in the
auditorial review and in the
technical evaluation thereof

Proponent

e.Copy of transmittal letter of BAC
to COA (9.1 page 32 COA
Circular No. 2012-01 dtd. 06-14-

BAC

2012
4. Release of Retention Fee
4.1. SBLC/Bank Guaranty - for Supplier
retention fee substitution
4.2.Request for Payment Supplier
4.3.Bank details Supplier
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4.4. Certification from the End User Proponent
that the project in completed and
inspected
4.5. Previous Copy of Disbursement Proponent
Vouchers paid (Retention Fee)
Such other pertinent supporting
documents as required by the nature
of expense such as but not limited to:
¢ Billing Statements/Statement of Supplier
Account
¢ Plans and Specifications (bidding Proponent
documents, SCC, GCC)
¢ Inspection & Acceptance Reports Proponent
¢ Letter Request for Payment Supplier
(progress billing, Retention, etc)
e Bank Certificate - Valid Account no. | Supplier
Bank details for LDDAP-ADA
e Sales Invoices/Delivery Receipts Supplier

e Summary of DRs/IARs

Supplier/Proponent

¢ Delivery/Acceptance Receipts Proponent

e Computation of Applicable Proponent
Liquidated Damages

e Performance Bond / Copy of Proponent
Transmittal Letter to Cash Division

o Certificate of Acceptance Proponent

¢ Certificate of Completion of Proponent
Deliveries (from CO)

¢ Certificate of Final Acceptance Proponent

(From CO)

Direct Payment

e Official Receipts/Invoices
(inspected)

Suppliers of goods/services

e Approved Authority to Pay

Proponent & Director Finance

e Certification from AMD

AMD

e Certification that NO Cash Advance | Proponent
was drawn to purchase the supplies

e Approved RIS (consumable) or ICS | Proponent/AMD
(non-consumable)

e Approved PR with certificate of Proponent
emergency purchase (if necessary)

¢ Certificate of inspection and AMD

acceptance
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e 3 quotations (if applicable)/canvass
from at least three suppliers for
purchases involving 1,000 and
above

Suppliers of goods/services

e Summary/Abstract of canvass Proponent/AMD
Reimbursement
e Summary of Proponent

expenses/Disbursement Report
(certification signed)

¢ Official Receipts/Invoices
(inspected)

Suppliers of goods/services

e Price quotations from at least three
bonafide and reputable
manufacturer/suppliers/distributors
(if applicable) for purchases
involving 1,000 and above

Suppliers of goods/services

e Abstract of canvass

Proponent/AMD

e Approved Authority to reimburse

Proponent & Director Finance

e Certification from AMD AMD
e Certification that NO Cash Advance | Proponent
was drawn to purchase the supplies
e Approved RIS (consumable) or ICS | Proponent/AMD
(non-consumable)
FEES
CLIENT TO | PROCESSING PERSON
STEPS ACSM SO BE TIME RESPONSIBLE
PAID
1.Submit 1. Receive documents
Documents from the Budget
for Claim of Section, and log in :
. Designated
Payments the tracking system,
None 4 hours Staff &
to Budget and forward Receiving Staff
Section Disbursement 9
Vouchers (DV) for
the next step
1.1 dRoe(\:/llJernV\:agIation None 3 days and 4 Designated
) hours Pre-Audit Staff
requirements
1.2. Forward received Desianated
DVs to Head of gn
. . None 4 hours Releasing &
Accounting Unit for -
. . Receiving Staff
final review
1.3.Final Review of DV Head of
and Supporting Accounting
Documents None 2 days Unit/Designated
Accountant
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If complete, sign DVs
and proceed to
payment (Proceed
to Step 1.5)

If incomplete, prepare
findings and
forward to
designated staff for
tracking (Proceed
to Step 1.6)

1.4. Forward
documents for
processing of
payment thru ADA
or check

None

1.5. Forward to End-
User for
compliance

None

4 hours

Designated
Releasing &
Receiving Staff

TOTAL:

None

7 days
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9. Processing of Disbursement Vouchers — Meals

Any type or kind of meals to be provided, which may be needed in the pursuit of
any project or activity of the agency.

Office or Division: Accounting

Classification: Complex

Type of Transaction: | G2G - Government to Government
Who may avail: DepEd Offices

CHECKLIST OF

REQUIREMENTS WHERE TO SECURE

1. General Requirements

1.1. Certificate of Availability of Proponent
Funds

1.2. Existence of lawful and Proponent
sufficient allotment duly
obligated as certified by
authorized officials

1.3. Legality of transaction and Proponent
conformity with laws, rules or
regulations

1.4. Approval of expenditure by Proponent
Head of Office

1.5. Sufficient and relevant Proponent
documents to establish
validity of claim

1.6. Checklist of Requirements Accounting Division

1.7. Approved Obligation request | Proponent & Budget Division
and Status — box A & box B —
approved (Appendix No. 11
GAM) (3 Copies)

1.8. Disbursement Voucher — box | Proponent
A — approved (Appendix No.
32 GAM) (3 Copies)

2. Basic Requirements for All Types of
Procurement Through Public Bidding

2.1. Authenticated photocopy of Proponent
the approved APP and any
amendment thereto

2.2. Approved contract supported | Proponent
by the following documents:
e Invitation to Apply for
Eligibility to Bid
e Letter of Intent
¢ Results of Eligibility
Check/Screening
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e Bidding Documents
enumerated under Section
17.1 of Revised IRR of RA
9184

e Minutes of Pre-Bid
Conference, for Approved
Budget for Contract (ABC)
PHP1million and above

e Agenda and/or
Supplemental Bulletins, if
any

e Bidders Technical and
Financial Proposals

e Minutes of Bid Opening

e Abstract of Bids

e Post-Qualification Report of
Technical Working Group

e BAC Resolution declaring
winning bidder

¢ Notice of post qualification

e BAC Resolution
recommending approval
and approval by the Head of
the Procuring Entity of the
Resolution of the BAC
recommending award of
contract

e Notice of Award

e Performance Security

e Program of Work and
Detailed Estimates

e Notice to Proceed,
indicating the date of receipt
by the contractor

e Detailed Breakdown of the
ABC

e Copy of the Approved
PERT/CPM Network
Diagram and detailed
computations of contract
time

e Detailed Breakdown of the
Contract Cost

2.3. Copy of Advertisement of

Invitation to Bid/Request for

expression of interest

e Newspaper clipping of
advertisement

Proponent
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¢ Printout copy of
advertisement posted in
PhilGEPS

e Certification from the Head
of BAC Secretariat on the
posting of advertisement at
conspicuous places

¢ Printout copies of
advertisement posted in
agency website, if any

2.4. Documentary requirements
under Sections 23.1 and
25.2a of the Revised IRR of
RA No. 9184

Proponent

2.5. Bid Evaluation report

Proponent

2.6. Post Qualification Evaluation
Report

Proponent

2.7. Printout copy of posting of
Notice of Award, Notice to
Proceed and Contract of
award in the PhilGEPS

Proponent

2.8. Evidence of Invitation of
three observers in all stages
of the procurement process

Proponent

2.9. Additional documents
required to be submitted 5
days upon execution of
contract:

- Samples and
brochures/photographs, if
applicable

Proponent

2.10. Tax receipts from the
Bureau of Customs or the
BIR

Proponent

2.11. Request for purchase or
requisition of supplies,
materials and equipment
duly approved by proper
authorities

Proponent

2.12. Other documents peculiar to
the contract and/or to the
mode of procurement and
considered necessary in the
auditorial review and in the
technical evaluation thereof

Proponent

3. Basic Requirements for All Types of
Procurement Through Alternative Modes

3.1. Documents to be submitted
within five working days from

Proponent
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the execution of the contract
as required under CAO
Circular 2009-001:

- Purchase order/Letter
order/Contract, duly
approved by the official
concerned and accepted by
the supplier (date of
acceptance must be clearly
indicated)

- Proof of posting of invitation
or request for submission of
price quotation in the
PhilGEPS website, website
of the procuring entity and
at any conspicuous place
reserved for this purpose in
the premises of the the
procuring agency for a
period of seven days for
Negotiated Procurement
(two failed bidding) and
small value procurement

- Performance and warranty
securities, except for
Shopping and Negotiated
Procurement under
emergency cases and Small
Value Procurement

- BAC Resolution
recommending and
justifying to the Head of
Procuring Entity (HOPE) the
use of alternative mode of
procurement and approval
by the HOPE of the BAC
Resolution recommending
award of contract

- Proof of posting of Notice of
Award in the PhilGEPS
website, the website of the
procuring entity, if available,
and at any conspicuous
place reserved for this
purpose in the premises of
the procuring entity

3.2. Approved Procurement Plan | Proponent

3.3.Request for purchase or Proponent
requisition of supplies,
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materials, and equipment,
duly approved by proper
authorities

3.4. Approval by the HOPE or his
duly authorized
representative on the use of
the alternative methods of
procurement, as
recommended by the BAC

Proponent

3.5. Statement of the prospective
bidder that it is not blacklisted
or barred from bidding by the
Government or any of its
agencies, offices,
corporations or LGUs

Proponent

3.6. Sworn affidavit of the bidder
that it is not related to the
HOPE by consanguinity or
affinity up to the third civil
degree

Proponent

3.7. Additional Requirements for
Limited Source Bidding

a.Specific requirements to be
submitted w/in 5 days from
the execution of the
contract:

e Copy of direct invitation to
bid served by the
concerned agency to all
suppliers or consultants
appearing in the pre-
selected list of
manufacturers/suppliers/
distributors with known
experience and proven
capability on the
requirements of the
particular contract

e Winning bidder's offer or
proposal

e Abstract of bids showing
the most responsive and
complying bidder from
among the other bidders
who participated in the
bidding

e Notice of Award

Proponent

b.Documentary requirements
under Section 23.1 and

Proponent
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25.2(a), of the Revised IRR
of RA No. 9184

c. Other documents peculiar to
the contract and/or to the
mode of procurement and
considered necessary in the
auditorial review and in the
technical evaluation thereof

Proponent

d.Bid security

Proponent

3.8. Additional Requirements for
Direct Contracting

a. Specific requirements to be
submitted w/in 5 days from
the execution of the
contract:
¢ Certificate of no sub-
dealers selling at lower
prices and for which no
suitable substitute can be
obtained at more
advantageous terms to the
government

¢ Certification of the BAC in
case of procurement of
critical plant components
and/or to maintain certain
standards

Proponent

b. Study/survey done to
determine that there are no
sub-dealers selling at lower
prices and for which no
suitable substitute can be
obtained at more
advantageous terms to the
government

Proponent

c. Other documents peculiar to
the contract and/or to the
mode of procurement and
considered necessary in the
auditorial review and in the
technical evaluation thereof

Proponent

3.9. Additional Requirements for
Repeat Order

a. Specific requirements to be
submitted w/in 5 days from
the execution of the
contract:

e Copy of original contract
used as basis for repeat

Proponent
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order indicating that the
original contract was
awarded through public
bidding

e Certification from the
purchasing office that the
supplier has compiled with
all the requirements under
the original contract

3.10. Additional Requirements for
Negotiated Procurement

a. Specific requirements to
be submitted w/in 5 days
from the execution of the
contract (in case of two
failed biddings, emergency
cases, take-over of
contract and small value
procurement):
¢ Price quotation/bids/final
offers from at least be
three invited suppliers

e Abstract of submitted
Price Quotation

e BAC Resolution
recommending award of
contract to Lowest
Calculated Responsive
Bid (LCRB)

Proponent

b. Additional requirements in
case of two failed
biddings:

e Agency’s offer for
negotiations with
selected suppliers or
contractors

e Certificate of failure of
competitive bidding for
the second time

e Evidence of invitation of
observers in all stages of
the negotiation

Proponent

c. Additional requirements in
emergency cases:
¢ Justification as to the
necessity of purchase

Proponent

d. Additional requirements in
case of take-over of
contracts:

Proponent
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e Copy of terminated
contract

e Reasons for the
termination

e Negotiation documents
with the second lowest
calculated bidder or the
third lowest calculated
bidder in case of failure
of negotiation with the
second lowest bidder. If
negotiation still fails,
invitation to at least three
eligible contractors

e Approval to negotiate
contract for projects
under exceptional cases

e. Additional requirements in
case of small value
procurement:

e Letter/invitation to submit
proposals

Proponent

f. Additional requirements for
adjacent or contiguous
projects:

e Original contract and any
document indicating that
the same resulted from
competitive bidding

e Scope of work which
should be related or
similar to the scope of
work of the original
contract

e Latest Accomplishment
Report of the original
contract showing that
there was no negative
slippage/delay

Proponent

Such other pertinent supporting
documents as are required by the
nature of expense but not limited
to:

e Duly approved Authority to
Pay

Proponent

e Duly approved contract
(notarized)

Proponent
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e Statement of Account/Billing
(duly certified/received by
proponent)

Business Enterprise

e Original attendance sheet Proponent
(duly certified by the head of
office)

e Duly approved Notice of Proponent

meeting

CLIENT AGENCY
STEPS ACTION

FEES TO | PROCESSING
BE PAID TIME

PERSON
RESPONSIBLE

1.Submit 1. Receive
Documents documents
for Claim of from the
Payments to Budget
Budget Section, and
Section log in the
tracking
system, and
forward
Disbursemen
t Vouchers
(DV) for the
next step

None 4 hours

Designated
Releasing &
Receiving Staff

1.1.Review of
documentati
on
requirement
S

3 days and 4

None
hours

Designated Pre-
Audit Staff

1.2. Forward
received
DVs to Head
of
Accounting
Unit for final
review

None 4 hours

Designated
Releasing &
Receiving Staff

1.3.Final Review
of DV and
Supporting
Documents

If complete, sign
DVs and
proceed to
payment
(Proceed to
Step 1.5)

If incomplete,
prepare

None 2 days

Head of
Accounting
Unit/Designated
Accountant
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findings and
forward to
designated
staff for
tracking
(Proceed to
Step 1.6)

1.4.

Forward
documents
for
processing
of payment
thru ADA or
check

None

1.5.

Forward to
End-User for
compliance

None

4 hours

Designated
Releasing &
Receiving Staff

TOTAL:

None

7 days
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10. Processing of Disbursement Vouchers — Training

Training programs are held to assure that the personnel of the agency are
responsive to the organizational needs and its manpower requirements, and also
to promote morals, efficiency, integrity, responsiveness, courtesy as well as
nationalism and patriotism in the civil service.

Office or Division: Accounting

Classification: Complex

Type of Transaction: | G2G - Government to Government
Who may avail: DepEd Offices

CHECKLIST OF

REQUIREMENTS WHERE TO SECURE

1. General Requirements

1.1. Certificate of Availability of Proponent
Funds

1.2. Existence of lawful and Proponent
sufficient allotment duly
obligated as certified by
authorized officials

1.3. Legality of transaction and Proponent
conformity with laws, rules or
regulations

1.4. Approval of expenditure by Proponent
Head of Office

1.5. Sufficient and relevant Proponent
documents to establish
validity of claim

1.6. Checklist of Requirements Accounting Division

1.7. Approved Obligation request | Proponent & Budget Division
and Status — box A & box B —
approved (Appendix No. 11
GAM) (3 Copies)

1.8. Disbursement Voucher — box | Proponent
A — approved (Appendix No.
32 GAM) (3 Copies)

1.9. Budget Estimates approved Proponent
by the Head of the Agency

1.10. Schedules of Training Proponent
approved by the head of the
agency

2. Basic Requirements for All Types of
Procurement Through Public Bidding

2.1. Authenticated photocopy of Proponent
the approved APP and any
amendment thereto

2.2. Approved contract supported | Proponent
by the following documents:
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1.Invitation to Apply for
Eligibility to Bid

2.Letter of Intent

3.Results of Eligibility
Check/Screening

4.Bidding documents
enumerated under the
revised IRR of RA 9184

5.Minutes of Pre-Bid
Conference, for Approved
Budget for Contract (ABC)
PHP1million and above

6.Agenda and/or
Supplemental Bulletins, if
any

7.Bidders Technical and
Financial Proposals

8.Minutes of Bid Opening

9.Abstract of Bids

10.Post-Qualification Report
of Technical Working Group

11.BAC Resolution declaring
winning bidder

12.Notice of post qualification

13.BAC Resolution
recommending approval
and approval by the Head of
the Procuring Entity of the
Resolution of the BAC
recommending award of
contract

14.Notice of Award

15.Performance Security

16.Program of Work and
Detailed Estimates

17.Notice to Proceed,
indicating the date of receipt
by the contractor

18.Detailed Breakdown of the
ABC

19.Copy of the Approved
PERT/CPM Network
Diagram and detailed
computations of contract
time

20.Detailed Breakdown of the
Contract Cost:
- schedule of basic rates

certified by the consultant
with a sworn statement
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- derivation of the billing
factor/multiplier certified by
the consultant with a
sworn statement

- detailed breakdown of
reimbursable costs based
on agreed fixed rates and
actual costs

2.3. Copy of Advertisement of
Invitation to Bid/Request for
expression of interest

e Newspaper clipping of
advertisement (1 million or 4
months above)

¢ Printout copy of
advertisement posted in
PhilGEPS

e Certification from the Head
of BAC Secretariat on the
posting of advertisement at
conspicuous places

¢ Printout copies of
advertisement posted in
agency website, if any

Proponent

2.4. Documentary requirements
under Section 25.2c under
revised IRR of RA 9184

Proponent

2.5. Bid Evaluation report

Proponent

2.6.Ranking of short-listed
bidders

Proponent

2.7. Post Qualification Evaluation
Report

Proponent

2.8. Printout copy of posting of
Notice of Award, Notice to
Proceed and Contract of
award in the PhilGEPS

Proponent

2.9. Evidence of invitation of three
observers in alll stages of the
procurement process
pursuant to Section 13.1 of
the Revised IRR of RA 9184

Proponent

2.10. Additional documents
required to be submitted 5
days upon execution of
contract:

- If not in the Terms of
Reference, appropriate
approved documents

Proponent
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indicating the expected
outputs/deliverables

- Copy of the approved
manning schedule
indicating the named and
positions of the
consultants and staff and
the extent of their
participation in the project

- Copy of the curriculum
Vitae of the Trainers and
staff

2.11. Letter request for payment
from the Training Company

Proponent

2.12. Approved consultancy
progress/final reports,
and/or output required
under the contract

Proponent

2.13. Progress/Final Billing

Proponent

3. Basic Requirements for All Types of
Procurement Through Alternative Modes

3.1. Documents to be submitted
within five working days from
the execution of the contract
as required under CAO
Circular 2009-001:

- Purchase order/Letter
order/Contract, duly
approved by the official
concerned and accepted by
the supplier (date of
acceptance must be clearly
indicated)

- Proof of posting of invitation
or request for submission of
price quotation in the
PhilGEPS website, website
of the procuring entity and
at any conspicuous place
reserved for this purpose in
the premises of the the
procuring agency for a
period of seven days for
Negotiated Procurement
(two failed bidding) and
small value procurement

- Performance and warranty
securities, except for
Shopping and Negotiated
Procurement under

Proponent

202



emergency cases and Small
Value Procurement

- BAC Resolution
recommending and
justifying to the Head of
Procuring Entity (HOPE) the
use of alternative mode of
procurement and approval
by the HOPE of the BAC
Resolution recommending
award of contract

- Proof of posting of Notice of
Award in the PhilGEPS
website, the website of the
procuring entity, if available,
and at any conspicuous
place reserved for this
purpose in the premises of
the procuring entity

3.2. Approved Procurement Plan

Proponent

3.3. Approval by the HOPE on the
use of the alternative
methods of procurement

Proponent

3.4. Statement of the prospective
bidder that it is not blacklisted
or barred from bidding by the
Government or any of its
agencies, offices,
corporations or LGUs

Proponent

3.5. Sworn affidavit of the bidder
that it is not related to the
HOPE by consanguinity or
affinity up to the third civil
degree

Proponent

3.6. Additional Requirements for
Limited Source Bidding

a.Specific requirements to be
submitted w/in 5 days from
the execution of the
contract:

e Copy of direct invitation to
bid served by the
concerned agency to all
suppliers or consultants
appearing in the pre-
selected list of
manufacturers/suppliers/
distributors with known
experience and proven
capability on the

Proponent
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requirements of the
particular contract

¢ Winning bidder's offer or
proposal

e Abstract of bids showing
the most responsive and
complying bidder from
among the other bidders
who participated in the
bidding

e Notice of Award

b.Documentary requirements
under Section 23.1 and
25.2(a) for consultancy
services, of the Revised
IRR of RA No. 9184

Proponent

c. Other documents peculiar to
the contract and/or to the
mode of procurement and
considered necessary in the
auditorial review and in the
technical evaluation thereof

Proponent

d.Bid security

Proponent

3.7. Additional Requirements for
Direct Contracting

a.Specific requirements to be

submitted w/in 5 days from

the execution of the

contract:

¢ Certificate of no sub-
dealers selling at lower
prices and for which no
suitable substitute can be
obtained at more
advantageous terms to the
government

¢ Certification of the BAC in
case of procurement of
critical plant components
and/or to maintain certain
standards

Proponent

b.Study/survey done to
determine that there are no
sub-dealers selling at lower
prices and for which no
suitable substitute can be
obtained at more
advantageous terms to the
government

Proponent
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c. Other documents peculiar to
the contract and/or to the
mode of procurement and
considered necessary in the
auditorial review and in the
technical evaluation thereof

Proponent

3.8. Additional Requirements for
Repeat Order

a.Specific requirements to be
submitted w/in 5 days from
the execution of the
contract:

e Copy of original contract
used as basis for repeat
order indicating that the
original contract was
awarded through public
bidding

o Certificate that the supplier
has compiled with all the
requirements under the
original contract

Proponent

3.9. Additional Requirements for
Negotiated Procurement

a.Specific requirements to be

submitted w/in 5 days from

the execution of the contract

(in case of two failed

biddings, emergency cases,

take-over of contract and

small value procurement):

¢ Price quotation/bids/final
offers from at least be
three invited suppliers

e Abstract of submitted Price
Quotation

e BAC Resolution
recommending award of
contract to Lowest
Calculated Responsive Bid
(LCRB)

Proponent

b.Additional requirements in

case of two failed biddings:

e Agency’s offer for
negotiations with selected
suppliers or contractors

o Certificate of failure of
competitive bidding for the
second time

Proponent
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¢ Evidence of invitation of
observers in all stages of
the negotiation

¢ Eligibility documents in
case of infrastructure
projects

c. Additional requirements in
emergency cases:
¢ Justification as to the
necessity of purchase

Proponent

d.Additional requirements in

case of take-over of

contracts:

e Copy of terminated
contract

¢ Reasons for the
termination

¢ Negotiation documents
with the second lowest
calculated bidder or the
third lowest calculated
bidder in case of failure of
negotiation with the
second lowest bidder. If
negotiation still fails,
invitation to at least three
eligible contractors

e Approval to negotiate
contract for projects under
exceptional cases

Proponent

e.Additional requirements in
case of small value
procurement:
e Letter/invitation to submit
proposals

Proponent

f. Additional requirements for
adjacent or contiguous
projects:

¢ Original contract and any
document indicating that
the same resulted from
competitive bidding

e Scope of work which
should be related or
similar to the scope of
work of the original
contract

e Latest Accomplishment
Report of the original

Proponent
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contract showing that
there was no negative
slippage/delay

Such other pertinent supporting
documents as are required by the
nature of expense but not limited
to:

e Authority to Undertake Project/
to Procure

Proponent

e Copy of transmittal letter of
BAC to COA (9.1 page 32
COA Circular No. 2012-01 dtd.
06-14-2012

BAC

¢ Letter Request for Payment
(progress billing, Retention,
etc.)

Supplier

e Accomplishment Reports /
Progress Report of
Accomplishment

Proponent

e Bank Certificate - Valid
Account no. Bank details for
LDDAP-ADA

Proponent

e Warranty Certificates

Proponent

e Training Checklist

Proponent

e Approved Extension, if any

Proponent

e Performance Bond / Copy of
Transmittal Letter to Cash
Division

Proponent

e Certificate of Acceptance

Proponent

e Certificate of Final Acceptance
(From CO)

Proponent

¢ Certificate of Acceptance
(Division Office/RO)

Proponent

CLIENT AGENCY
STEPS ACTION

FEES TO
BE PAID

PROCESSING
TIME

PERSON
RESPONSIBLE

Receive
documents
from the
Budget
Section, and
log in the
tracking
system, and
forward
Disbursemen
t Vouchers

1.Submit 1.
Documents
for Claim of
Payments to
Budget
Section

None

4 hours

Designated
Releasing &
Receiving Staff
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(DV) for the
next step

1.1.Review of
documentati
on
requirement
S

None

3 days and 4
hours

Designated Pre-
Audit Staff

1.2.Forward
received
DVs to Head
of
Accounting
Unit for final
review

None

4 hours

Designated
Releasing &
Receiving Staff

1.3.Final Review
of DV and
Supporting
Documents

If complete, sign
DVs and
proceed to
payment
(Proceed to
Step 1.5)

If incomplete,
prepare
findings and
forward to
designated
staff for
tracking
(Proceed to
Step 1.6)

None

2 days

Head of
Accounting
Unit/Designated
Accountant

1.4.Forward
documents
for
processing
of payment
thru ADA or
check

None

1.5. Forward to
End-User for
compliance

None

4 hours

Designated
Releasing &
Receiving Staff

TOTAL:

None
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11. Processing of Disbursement Vouchers — Honorarium

DepEd personnel performing activities or discharging duties in addition to or over
and above their regular functions may be granted honoraria.

Office or Division: Accounting

Classification: Complex

Type of Transaction: | G2G - Government to Government
Who may avail: DepEd employee

CHECKLIST OF

REQUIREMENTS WHERE TO SECURE

1. General Requirements

1.1. Certificate of Availability of Proponent
Funds

1.2. Existence of lawful and Proponent
sufficient allotment duly
obligated as certified by
authorized officials

1.3. Legality of transaction and Proponent
conformity with laws, rules or
regulations

1.4. Approval of expenditure by Proponent
Head of Office

1.5. Sufficient and relevant Proponent
documents to establish
validity of claim

1.6. Checklist of Requirements Accounting Division

1.7. Approved Obligation Request | Proponent & Budget Division
and Status - box A & box B -
approved (Appendix No. 11
GAM) (3 Copies)

1.8. Disbursement Proponent
Voucher/Payroll - box A -
approved (Appendix No. 32
/133 GAM) (3 Copies)

2. Government Personel Involved in Government Procurement
(for successfully completed procurement project only)

2.1. Office Order creating and OSEC/Authorized Office
designating the BAC
composition and authorizing
the members to collect

honoraria
2.2.Minutes of BAC Meeting Procurement Service
2.3. Notice of award to the Procurement Service

winning bidder of
procurement activity being
claimed
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2.4. Certification that the
procurement involves
competitive bidding

Procurement Service

2.5. Attendance Sheet listing
names of attendees to the
BAC meeting

Procurement Service

3. Government (except DepEd) Personnel as Lecturer/Resource
Person/Coordinators and Facilitators

3.1. Office Order

Concerned Office

3.2. Coordinators report on
lecturer's schedule

Coordinator/Lecturer

3.3. Course syllabus or Program
of Lectures

Lecturer

3.4.Duly approved DTR in case
claims by the coordinator and
facilitators

Coordinator/Lecturer

4. Government (except DepEd) Personnel Assigned to Special Projects

4.1. Performance evaluation plan
formulated by the project
management used as a basis
for rating the performance of
the members

Project owner

4.2. Office order designating the
members of special projects

Concerned Office

4.3. Terms of Reference

Proponent

4.4, Certificate of completion of
project deliverables

Proponent

4.5. Special Project Plan

Project owner

4.6. Authority to collect honoraria

Concerned Office

4.7. Certificate of acceptance by
the agency head of the
deliverables per project
component

Concerned Office

Such other pertinent supporting
documents as are required by the
nature of expense such as but not
limited to:

e Approved Authority to travel/ Payee/Proponent
Invitation letter with conforme
e Terms of reference (if not Proponent

indicated in the Invitation
Letter)
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Certification of Services Proponent
Rendered approved by the

Head of Office

Duly signed Curriculum Payee/Proponent
Vitae/Bio Data

Copy of Approved ATR/AR Proponent

with detailed budget estimate

Approved Authority/Memo on
the basis/computation of
honoraria (if not using DBM
Circular No. 2007-001 and
2007-002

Office of Undersecretary for
Finance/Authorized Office

CLIENT
STEPS

AGENCY
ACTION

FEES TO
BE PAID

PROCESSING
TIME

PERSON
RESPONSIBLE

. Submit

Receive
Document documents
s for Claim from the

of Budget
Payments Section, and
to Budget log in the
Section tracking
system, and
forward
Disbursement
Vouchers
(DV) for the
next step

1.1.

None

4 hours

Designated
Releasing &
Receiving Staff

1.2. Review of
documentatio
n

requirements

None

3 days and 4
hours

Designated
Pre-Audit Staff

1.3. Forward
received DVs
to Head of
Accounting
Unit for final

review

None

4 hours

Designated
Releasing &
Receiving Staff

1.4. Final Review
of DV and
Supporting

Documents

If complete, sign
DVs and
proceed to
payment
(Proceed to
Step 4.3)

None

2 days

Head of
Accounting
Unit/Designated
Accountant
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If incomplete,

prepare
findings and
forward to
designated
staff for
tracking
(Proceed to
Step 4.4)

1.5.

Forward
documents
for
processing of
payment thru
ADA or check

None

1.6.

Forward to
End-User for
compliance

None

4 hours

Designated
Releasing &
Receiving Staff

TOTAL:

None

7 days
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12. Processing of Disbursement Vouchers — Cash Advance for Activities

The amount of the cash advance shall be limited to the requirements for two
months. Additional cash advances shall be granted on the basis of the activity
budget or the requirements for two months, whichever is lower.

Office or Division:
Classification:

Accounting
Complex
G2G - Government to Government

Type of Transaction:

Who may avail:

DepEd Offices

CHECKLIST OF
REQUIREMENTS

WHERE TO SECURE

1. General Requirements

1.1. Certificate of Availability of
Funds

Proponent

1.2. Existence of lawful and
sufficient allotment duly
obligated as certified by
authorized officials

Proponent

1.3. Legality of transaction and
conformity with laws, rules or
regulations

Proponent

1.4. Approval of expenditure by
Head of Office

Proponent

1.5. Sufficient and relevant
documents to establish
validity of claim

Proponent

1.6. Checklist of Requirements

Accounting Division

1.7. Approved Obligation Request
and Status - box A & box B -
approved (Appendix No. 11
GAM) (3 Copies)

Proponent & Budget Division

1.8. Disbursement Voucher - box
A - approved (Appendix No.

32 GAM) (3 Copies)

Proponent

2. Cash Advance for Activities

2.1. Authority of the accountable
officer approved by
concerned Undersecretary
indicating the maximum
accountability and purpose of
cash advance (for initial cash
advance)

Proponent

2.2.Copy of Approved application
of bond and/or Fidelity Bond
for the year

Bureau of Treasury

2.3. Certification from the
Accountant that previous

Accounting Division
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cash advance has been
liquidated and accounted for
in the books (Statement of
Unliquidated cash Advance
of Disbursing Officers)

2.4. Copy of approved Activity
Request or Authority to
Conduct- (note NAME of
RDO / SDO should be
indicated if NOT - provide
approved authority to draw
cash advance in favor of the

RDO/SDO)

Proponent

2.5. Copy of detailed budget

estimate

Proponent

2.6. Copy of list of supplies and
materials (with amount)

Proponent

2.7. Certification as to availability
of requested
supplies/materials from Asset
Management Division

AMD

2.8. Confirmed list of
Speakers/Documenters/
Resource Persons - if
applicable

Proponent

Such other pertinent supporting
documents as are required by
the nature of expense

CLIENT AGENCY
STEPS ACTION

FEES TO
BE PAID

PROCESSING
TIME

PERSON
RESPONSIBLE

1.Submit 1. Receive
Documents documents
for Claim of from the
Payments Budget
to Budget Section, and
Section log in the
tracking
system, and
forward
Disbursement
Vouchers (DV)
for the next
step

None

4 hours

Designated
Releasing &
Receiving Staff

1.1. Review of
documentatio
n
requirements

None

3 days and 4
hours

Designated
Pre-Audit Staff
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1.2.Forward
received DVs
to Head of
Accounting
Unit for final
review

None

4 hours

Designated
Releasing &
Receiving Staff

1.3. Final Review
of DV and
Supporting
Documents

If complete, sign
DVs and
proceed to
payment
(Proceed to
Step 1.5)

If incomplete,
prepare
findings and
forward to
designated
staff for
tracking
(Proceed to
Step 1.6)

None

2 days

Head of
Accounting
Unit/Designated
Accountant

1.4. Forward
documents
for
processing of
payment thru
ADA or check

None

1.5. Forward to
End-User for
compliance

None

4 hours

Designated
Releasing &
Receiving Staff

TOTAL:

None

7 days
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13. Processing of Disbursement Vouchers — Cash Advance for Salaries,
Wages, Allowance, and Other Similar Expenses

Cash advance for payroll fund shall be equal to the net amount of the payroll for
the pay period.

Office or Division: Accounting

Classification: Complex

Type of Transaction: | G2G - Government to Government
Who may avail: DepEd Offices

CHECKLIST OF

REQUIREMENTS WHERE TO SECURE

1. General Requirements

1.1. Certificate of Availability of Proponent
Funds

1.2. Existence of lawful and Proponent
sufficient allotment duly
obligated as certified by
authorized officials

1.3. Legality of transaction and Proponent
conformity with laws, rules or
regulations

1.4. Approval of expenditure by Proponent
Head of Office

1.5. Sufficient and relevant Proponent
documents to establish
validity of claim

1.6. Checklist of Requirements Accounting Division

1.7. Approved Obligation Request | Proponent & Budget Division
and Status - box A & box B -
approved (Appendix No. 11
GAM) (3 Copies)

1.8. Disbursement Voucher - box | Proponent
A - approved (Appendix No.
32 GAM) (3 Copies)

2. Additional Documentary Requirements

2.1. Authority of the accountable | DO/SDO
officer approved by
concerned Undersecretary
indicating the maximum
accountability and purpose of
cash advance (for initial cash
advance)

2.2.Copy of Approved application | Bureau of Treasury
of bond and/or Fidelity Bond
for the year

2.3. Certification from the Accounting Division
Accountant that previous
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cash advance has been
liquidated and accounted for
in the books (Statement of
Unliquidated cash Advance
of Disbursing Officers)

2.4. Copy of approved Authority
to draw cash advance in
favor of the RDO/SDOQO)

Personnel Division

2.5. Copy of detailed budget
estimate

Personnel Division

2.6. Approved contracts (for initial
payment)

Personnel Division

2.7. Approved Payroll or list of
payees indicating their net
payments

Personnel Division

2.8.Daily Time Record (DTR)
approved by the supervisor

Personnel Division

2.9. Approval/Authority
(presidential directive or
legislative enactment) or
legal basis to pay any
allowance/salaries/wages/
fringe benefits

Personnel Division

Such other pertinent supporting
documents as are required by
the nature of expense

CLIENT AGENCY FEES TO | PROCESSING PERSON
STEPS ACTION BE PAID TIME RESPONSIBLE
1.Submit 1. Receive
Documents documents
for Claim of from the
Payments Budget
to Budget Section, and
Section log in the Designated
tracking None 4 hours Releasing &
system, and Receiving Staff
forward
Disbursement
Vouchers (DV)
for the next
step
1.1.Review of
documentatio None 3 days and 4 Designated
n hours Pre-Audit Staff
requirements
1.2. Forward Designated
received DVs .
None 4 hours Releasing &
to Head of _
. Receiving Staff
Accounting
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Unit for final
review

1.3. Final Review
of DV and
Supporting
Documents

If complete, sign
DVs and
proceed to
payment
(Proceed to
Step 1.5)

If incomplete,
prepare
findings and
forward to
designated
staff for
tracking
(Proceed to
Step 1.6)

None

2 days

Head of
Accounting
Unit/Designated
Accountant

1.4. Forward
documents
for
processing of
payment thru
ADA or check

None

1.5. Forward to
End-User for
compliance

None

4 hours

Designated
Releasing &
Receiving Staff

TOTAL:

None

7 days
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14. Processing of Disbursement Vouchers — Foreign Travel

No government fund shall be utilized to defray foreign travel expenses of any
government employee, except in the case of training, seminar or conference
abroad when the personnel of the foreign mission cannot effectively represent the
country therein, and travels necessitated by international commitments.

Office or Division: Accounting

Classification: Complex

Type of Transaction: | G2G — Government to Government
Who may avail: DepEd employees

CHECKLIST OF

REQUIREMENTS WHERE TO SECURE

1. General Requirements

1.1. Certificate of Availability of Proponent
Funds

1.2. Existence of lawful and Proponent
sufficient allotment duly
obligated as certified by
authorized officials

1.3. Legality of transaction and Proponent
conformity with laws, rules or
regulations

1.4. Approval of expenditure by Proponent
Head of Office

1.5. Sufficient and relevant Proponent
documents to establish
validity of claim

1.6. Checklist of Requirements Accounting Division

1.7. Approved Obligation Request | Proponent & Budget Division
and Status - box A & box B -
approved (Appendix No. 11
GAM) (3 Copies)

1.8. Disbursement Voucher - box | Proponent
A - approved (Appendix No.
32 GAM) (3 Copies)

2. For Cash Advance

2.1. Approved Travel Authority Office of the President/Office of the Secretary
(per DO No. 22 s. 2019)

2.2.DFA Letter DFA

2.3. Approved ltinerary of Travel Employee/Officer
(Appendix No. 45 GAM)

2.4. Letter of Invitation of Program Provider
host/sponsoring
country/agency/organization
(indicating administrative
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matter such as lodging,
meals, transportation, etc.)

2.5.For plane fare, quotations of
the 3 travel agencies or its
equivalent

Administrative Service/Airline/Travel Agency

2.6. Copy of Plane Ticket/Flight
itinerary issued by the
airline/ticketing office/travel
agency

Administrative Service/Airline/Travel Agency

2.7.Copy of UNDP DSA Rates
for the country of destination
(month of CA date)

Google Search

2.8. Daily Dollar Rates Peso
Rates (latest date from BSP)

BSP

2.9. Where applicable, authority
from the OP to claim
representation expenses

Office of the President

2.10. In case of
seminars/trainings:

e Invitation addressed to the
agency inviting
participants

¢ Acceptance of the
nominees as participants

e Programme Agenda and
Logistics Information (such
as lodging, meals,
transportation, etc.)

Program Provider

2.11. Certification from the
Accountant that previous
cash advance has been
liquidated and accounted for
in the books (Statement of
Unliquidated cash Advance
of Disbursing Officers)

Accounting Division

3. Reimbursement

3.1. Approved Travel Authority Proponent
(per DO No. 22 s. 2019)
3.2.DFA Letter DFA
3.3. Approved ltinerary of Travel Employee/Officer

(Appendix No. 45 GAM)

3.4. Letter of Invitation of
host/sponsoring
country/agency/organization
(indicating administrative
matter such as lodging,
meals, transportation, etc.)

Program Provider
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3.5. For plane fare, quotations of
the 3 travel agencies or its
equivalent

Administrative Service/Airline/Travel Agency

3.6. Copy of Plane Ticket/Flight
itinerary issued by the
airline/ticketing office/travel
agency

Administrative Service/Airline/Travel Agency

3.7.Copy of UNDP DSA Rates
for the country of destination

Google Search

3.8. Daily Dollar Rates Peso
Rates (from BSP - date of
departure)

BSP

3.9. Where applicable, authority
from the OP to claim
representation expenses

Office of the President

3.10. In case of
seminars/trainings:

e Invitation addressed to the
agency inviting
participants

e Acceptance of the
nominees as participants

e Programme Agenda and
Logistics Information (such
as lodging, meals,
transportation, etc.)

Program Provider

3.11. Certification from the
Accountant that previous
cash advance has been
liquidated and accounted for
in the books/Statement of
Unliquidated Cash
Advances of Disbursing
Officers

Accounting Division

3.12. Daily Dollar Rates Peso

Rates (date of departure)

BSP

3.13. UNDP DSA Rates for the
country of destination (for

the month of travel date)

Google Search

3.14. Copy of Plane Ticket

Administrative Service/Airline/Travel Agency

3.15. Copy of Boarding pass,
boat or bus ticket, if
applicable

Transportation Company

3.16. Original Boarding pass &
Billing Statement/Official
Receipt (for reimbursement

of Plane fare)

Airlines for Boarding Passes/Travel Agency
for Billing Statement and ORs

3.17. Approved Certification of
Unavailability of flights (for

Administrative Service
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reimbursement of plane
fare)

3.18. Approved Certificate of
Travel Completed
(Appendix No. 47 GAM)

Proponent

3.19. Certificate of
appearance/attendance for
training/seminar/
participation

Program Provider/Philippine Consulate

3.20. For reimbursement of actual
travel expenses in excess of
the prescribed rate (EO No.
77):.

e Approval by the President
for the Department
Secretary (approval of
authorized official per DO
No. 22 s. 2019 for USec
and below)

e Certification from the Head
of Agency that it is
absolutely necessary

e Hotel room bills with
official receipts
(certification of affidavit of
loss shall not be
considered)

OP, OSEC & Business establishment

3.21. Completely filled- up and
approved Reimbursement
Expenses Receipt
(Appendix No. 46 GAM),
Certification of expenses
Not requiring Receipts
(COA Circular 2017-001), if
Applicable

Proponent

3.22. Narrative report on trip
undertaken/Report on
Participation

Employee/Officer

3.23. Receipts for other expenses
authorized to claim

Business Establishments

3.24. Certification from the
Accountant that previous
cash advance has been
liquidated and accounted for
in the books (Statement of
Unliquidated cash Advance
of Disbursing Officers)

Accounting Division
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Such other pertinent supporting
documents as are required by
the nature of expense

CLIENT
STEPS

AGENCY
ACTION

FEES TO
BE PAID

PROCESSING
TIME

PERSON
RESPONSIBLE

1.Submit
Documents
for Claim of
Payments
to Budget
Section

1. Receive
documents
from the
Budget
Section, and
log in the
tracking
system, and
forward
Disbursement
Vouchers (DV)
for the next
step

None

4 hours

Designated
Releasing &
Receiving Staff

1.1. Review of
documentation

requirements

None

3 days and 4
hours

Designated Pre-
Audit Staff

1.2. Forward
received DVs
to Head of
Accounting
Unit for final

review

None

4 hours

Designated
Releasing &
Receiving Staff

1.3.Final Review
of DV and
Supporting

Documents

f complete, sign
DVs and
proceed to
payment
(Proceed to
Step 1.5)

fincomplete,
prepare
findings and
forward to
designated
staff for
tracking
(Proceed to

Step 1.6)

None

2 days

Head of
Accounting
Unit/Designated
Accountant

223




1.4. Forward
documents
for
processing of
payment thru
ADA or
check

None

1.5. Forward to
End-User for
compliance

None

4 hours

Designated
Releasing &
Receiving Staff

TOTAL:

None

7 days
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15. Processing of Disbursement Vouchers — Local Travel

Travels shall cover only those that are urgent and extremely necessary, will
involve the minimum expenditure and are beneficial to the agency.

Office or Division: Accounting

Classification: Complex

Type of Transaction: | G2G - Government to Government
Who may avail: DepEd employees

CHECKLIST OF

REQUIREMENTS WHERE TO SECURE

1. General Requirements

1.1. Certificate of Availability of Proponent
Funds

1.2. Existence of lawful and Proponent
sufficient allotment duly
obligated as certified by
authorized officials

1.3. Legality of transaction and Proponent
conformity with laws, rules or
regulations

1.4. Approval of expenditure by Proponent
Head of Office

1.5. Sufficient and relevant Proponent
documents to establish
validity of claim

1.6. Checklist of Requirements Accounting Division

1.7. Approved Obligation Request | Proponent & Budget Division
and Status - box A & box B -
approved (Appendix No. 11
GAM) (3 Copies)

1.8. Disbursement Voucher - box | Proponent
A - approved (Appendix No.
32 GAM) (3 Copies)

2. For Cash Advance

2.1. Approved Travel Authority Employee/Officer
(per DO No. 22 s. 2019)

2.2.Approved ltinerary of Travel | Employee/Officer
(Appendix No. 45 GAM)

2.3. Copy of Plane Ticket/Flight Administrative Service/Airline/Travel Agency
itinerary issued by the
airline/ticketing office/travel
agency (if with plane fare)

2.4. Approved Certification of Administrative Service
Unavailability of flights (for
plane fare)
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2.5. Copy of approved AR/ATC
with detailed budget estimate
(If claiming for B&L/full DTE)

Program Provider

2.6. Certification from the
Accountant that previous
cash advance has been
liquidated and accounted for
in the books (Statement of
Unliquidated cash Advance
of Disbursing Officers)

Accounting Division

3. Reimbursement

3.1. Approved Travel Authority Employee/Officer
(per DO No. 22 s. 2019)

3.2. Approved ltinerary of Travel | Employee/Officer
(Appendix No. 45 GAM)

3.3. Approved Certificate of Employee/Officer

Travel Completed (Appendix
No. 47 GAM)

3.4. Original Certificate of
Appearance/participation

Program Provider

3.5. Original copies of tickets
(bus, ship, boat, taxi, terminal
fee, etc.)

Transportation Companies

3.6. Completely filled- up and
approved Reimbursement
Expenses Receipt (Appendix
No. 46 GAM), Certification of
expenses Not requiring
Receipts (COA Circular
2017-001), if Applicable

Proponent

3.7.Copy of Boarding pass
received by Administrative
Service

Administrative Service

3.8. Original Boarding pass &
plane ticket/Billing
Statement/Official Receipt
(for reimbursement of Plane
fare)

Airlines for Boarding Passes/Travel Agency
for Billing Statement and ORs

3.9. Approved Certification of
Unavailability of flights (for
reimbursement of plane fare)

Administrative Service

3.10. Approved Justification from
USEC Concerned (if there
is deviation from Authorized
Travel)

3.11. Memo regarding the first
meal and last meal of the
activity

Program Provider
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3.12. Copy of approved AR/ATC
with detailed budget
estimate (If claiming for
B&L/full DTE)

Program Provider

3.13. Certification from the Head
of Agency as to the
absolute necessity of the
expenses together with the
corresponding receipts, if
the expenses incurred
exceeded DTE rate
(certification or affidavit of
loss shall not be

considered)

Office of the Secretary

3.14. Hotel room/lodging bills with
ORs in the case of official
travel on places w/in 50km
radius from the last city or
municipality covered by the
MM area, or their city or
municipality where their
permanent official station is
located in the case of those
outside MM area if the
travel allowances being
claimed include the hotel
room/lodging rate

Business Establishments

3.15. Certification from the
Accountant that previous
cash advance has been

liquidated and accounted for

in the books (Statement of
Unliquidated cash Advance
of Disbursing Officers)

Accounting Division

Such other pertinent supporting
documents as are required by
the nature of expense

CLIENT AGENCY FEES TO | PROCESSING PERSON
STEPS ACTION BE PAID TIME RESPONSIBLE
1.Submit . Receive
Documents documents
for Claim of from the
Payments Budget :
to Budget Section, and DeS|gn_ated
: : None 4 hours Releasing &
Section log in the -
: Receiving Staff
tracking
system, and

forward DV for
the next step
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1.1. Review of
documentation
requirements

None

3 days and 4
hours

Designated Pre-
Audit Staff

1.2. Forward
received DVs
to Head of
Accounting
Unit for final
review

None

4 hours

Designated
Releasing &
Receiving Staff

1.3. Final Review
of DV and
Supporting
Documents

If complete, sign
DVs and
proceed to
payment
(Proceed to
Step 1.5)

If incomplete,
prepare
findings and
forward to
designated
staff for
tracking
(Proceed to
Step 1.6)

None

2 days

Head of
Accounting
Unit/Designated
Accountant

1.4. Forward
documents
for
processing of
payment thru
ADA or
check

None

1.5. Forward to
End-User for
compliance

None

4 hours

Designated
Releasing &
Receiving Staff

TOTAL:

None

7 days
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16. Processing of Disbursement Vouchers — Salaries for Regular Employees

The personnel benefit costs of government officials and employees shall be
charged against the funds from which their salaries are paid. All authorized
supplemental or additional compensation, fringe benefits and other personal
services costs of officials and employees whose salaries are drawn from special
accounts or special funds shall similarly be charged against the corresponding
fund from which their basic salaries are drawn.

Office or Division: Accounting

Classification: Complex

Type of Transaction: | G2G - Government to Government
Who may avail: DepEd employees

CHECKLIST OF

REQUIREMENTS WHERE TO SECURE

1. General Requirements

1.1. Certificate of Availability of Proponent
Funds

1.2. Existence of lawful and Proponent
sufficient allotment duly
obligated as certified by
authorized officials

1.3. Legality of transaction and Proponent
conformity with laws, rules or
regulations

1.4. Approval of expenditure by Proponent
Head of Office

1.5. Sufficient and relevant Proponent
documents to establish
validity of claim

1.6. Checklist of Requirements Accounting Division

1.7. Approved Obligation Request | Personnel & Budget Division
and Status - box A & box B -
approved (Appendix No. 11
GAM) (3 Copies)

1.8. Disbursement Personnel Division
Voucher/Payroll - box A -
approved (Appendix No. 32
/133 GAM) (3 Copies)

2. Salaries for Regular Employees and PERA

2.1.Regular Payroll Register Personnel Division
(duly signed hard and soft
copy)

2.2. Summary of Deductions Personnel Division

2.3. Abstract of deduction per Personnel Division
office
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2.4. Summary of payment from
budget

Personnel Division

2.5. Letter to the Bank to credit
employees account of their
salaries - Hash Total

Personnel Division

3. First Salary Under

Original Appointment and PERA

3.1.CTC of duly approved
Appointment

Personnel Division

3.2. Assignment Order, if
applicable

Personnel Division

3.3.CTC of Oath of Office

Personnel Division

3.4. Certificate of Assumption

Personnel Division

3.5.SALN

Personnel Division

3.6. Approved DTR

Personnel Division

3.7.BIR Forms 1902 and 2305

Personnel Division

3.8.If claimed by person other
than the payee:
e Authority from the claimant
and identification
documents

Personnel Division

3.9. Additional requirements for

transferees:

e Approval of Authority to
transfer

e Clearance from money,
property and legal
accountabilities from the
previous office

o Certificate of last payment
of salaries from previous
office

e BIR Form 2316 (Certificate
of Compensation Payment/
Tax Withheld) from previous
employer

e Certificate of Available
Leave Credits

¢ Latest service records

¢ Certificate of last of Service
from pervious office

Personnel Division

4. Salary If Deleted from Payroll

4.1.Approved DTR

Personnel Division

4.2.Notice of Assumption

Personnel Division

230



4.3. Approved application for
leave

Personnel Division

4.4.Clearance/Medical Certificate
if on sick leave for five days
or more

Personnel Division

4.5, Certification - employee is
deleted in the payroll

Personnel Division

5. Salary Differentials Due to Promotion and/or Step Increment

5.1. Certified true copy of the
approved promotion - in case
of promotion

Personnel Division

5.2.NOSI/NOSA in case of step
increment/salary increase

Personnel Division

5.3. Certificate of Assumption

Personnel Division

5.4. Approved DTR or certification
that the employee has not
incurred leave without pay

Personnel Division

6. Last Salary U

pon Termination of Service

6.1. Letter of resignation and
acceptance of resignation

Proponent

6.2. Clearance from money,
property and legal
accountabilities

Personnel Division

6.3. Certificate of clearance from
GSIS

GSIS

6.4. Approved DTR

Personnel Division

6.5. Last Day of service/service

record

Personnel Division

7. Salary Due to Heirs of Deceased Employee

7.1. Letter of resignation and
acceptance of resignation

Proponent

7.2.Clearance from money,
property and legal
accountabilities

Personnel Division

7.3. Certificate of clearance from
GSIS

GSIS

7.4. Approved DTR

Personnel Division

7.5.Last Day of service/service
record

Personnel Division

7.6. Additional Requirements:

e Death Certificate of affidavit | PSA
of attending Physician
e Marriage Contract PSA

authenticated by NSO, if

applicable
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e Birth Certificated of surviving
legal heirs authenticated by
NSO

PSA

¢ Designation of next-of-kin

Notary Public

e Clearance of the deceased
from money and property
accountability

Personnel Division

e Waiver of right of children 18
years old and above

Family members

8. Maternity Leave

8.1.CTC of approved application
for leave

Personnel Division

8.2.CTC of Maternity leave
clearance

Personnel Division

8.3. Medical Certificate for
maternity leave

Attending Physician

8.4. Additional requirements for
Unused Maternity Leave:

e Medical certificate that the
employee is physically fit to
work

e Certificate of assumption

e Approved DTR

Attending Physician

Personnel Division
Personnel Division

Such other pertinent supporting
documents as are required by
the nature of expense

CLIENT AGENCY FEES TO | PROCESSING PERSON
STEPS ACTION BE PAID TIME RESPONSIBLE
1.Submit 1. Receive
Documents documents
for Claim of from the
Payments Budget
to Budget Section, and
Section log in the Designated
tracking None 4 hours Releasing &
system, and Receiving Staff
forward
Disbursement
Vouchers (DV)
for the next
step
1.1.Review of
documentatio None 3 days and 4 | Designated Pre-
n hours Audit Staff

requirements
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1.2.Forward
received DVs
to Head of
Accounting
Unit for final
review

None

4 hours

Designated
Releasing &
Receiving Staff

1.3.Final Review
of DV and
Supporting
Documents

If complete, sign
DVs and
proceed to
payment
(Proceed to
Step 1.5)

If incomplete,
prepare
findings and
forward to
designated
staff for
tracking
(Proceed to
Step 1.6)

None

2 days

Head of
Accounting
Unit/Designated
Accountant

1.4. Forward
documents
for
processing of
payment thru
ADA or check

None

1.5. Forward to
End-User for
compliance

None

4 hours

Designated
Releasing &
Receiving Staff

TOTAL:

None

7 days
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17. Processing of Disbursement Vouchers - Salaries for Contract of Service

Contractual personnel are hired to undertake a specific work or job for a limited
period not to exceed one year.

Office or Division: Accounting

Classification: Complex

Type of Transaction: | G2G - Government to Government
Who may avail: DepEd employees

CHECKLIST OF

REQUIREMENTS WHERE TO SECURE

1. General Requirements

1.1. Certificate of Availability of Proponent
Funds

1.2. Existence of lawful and Proponent
sufficient allotment duly
obligated as certified by
authorized officials

1.3. Legality of transaction and Proponent
conformity with laws, rules or
regulations

1.4. Approval of expenditure by Proponent
Head of Office

1.5. Sufficient and relevant Proponent
documents to establish
validity of claim

1.6. Checklist of Requirements Accounting Division

1.7. Approved Obligation Request | Personnel & Budget Division
and Status - box A & box B -
approved (Appendix No. 11
GAM) (3 Copies)

1.8. Disbursement Personnel Division
Voucher/Payroll - box A -
approved (Appendix No. 32
/133 GAM) (3 Copies)

2. Additional Documentary Requirements

2.1. Approved DTR Proponent

2.2.Approved Time and Proponent
Deficiency Form

2.3. Approved Accomplishment Proponent
Report

2.4. Copy of Approved and Proponent

notarized Contract (Certified
True copy of Records
Division for initial payment)
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2.5. Copy of Approved Authority
to hire (for first salary
payment for the year)

Personnel Division

2.6. Copy of Approved Log Book
(for deficiencies in DTR) if
necessary

Proponent

2.7.Copy of Approved Travel
Authority (Official Business) if
necessary

Proponent

2.8. Copy of approved Locator
Slip (Attend meeting,
Errands) if necessary

Proponent

2.9. Sworn Declaration of mode
of Income Tax, if available

COS personnel

2.10. Copy of Certificate of
registration COR or copy
BIR form 605 and payment,
if available

COS personnel

2.11. For EFD Field Engineers
Only:
Columns 1 - 4 (COA
requirement)
a. Region
b. Division
c. School Name
d. School ID

Proponent

3. For

Premium Salaries

3.1. Masterlist certified by
Personnel Chief, if not
available provide the
following:

e Copy of Approved and
notarized Contract

e Copy of Approved Authority
to hire

Personnel Division

3.2. Satisfactory Service
Certification

Personnel Division

Such other pertinent supporting
documents as are required by
the nature of expense

CLIENT AGENCY FEES TO | PROCESSING PERSON
STEPS ACTION BE PAID TIME RESPONSIBLE
1.Submit 1. Receive .
Designated
Documents documents None 4 hour Releasing &
for Claim of from the urs ~asing
Receiving Staff
Payments Budget
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to Budget
Section

Section, and
log in the
tracking
system, and
forward
Disbursement
Vouchers (DV)
for the next
step

1.1.Review of
documentatio
n
requirements

None

3 days and 4
hours

Designated Pre-
Audit Staff

1.2.Forward
received DVs
to Head of
Accounting
Unit for final
review

None

4 hours

Designated
Releasing &
Receiving Staff

1.3.Final Review
of DV and
Supporting
Documents

If complete, sign
DVs and
proceed to
payment
(Proceed to
Step 1.5)

If incomplete,
prepare
findings and
forward to
designated
staff for
tracking
(Proceed to
Step 1.6)

None

2 days

Head of
Accounting
Unit/Designated
Accountant

1.4. Forward
documents
for
processing of
payment thru
ADA or check

None

1.5. Forward to
End-User for

compliance

None

4 hours

Designated
Releasing &
Receiving Staff

TOTAL:

None

7 days
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18. Processing of Disbursement Vouchers — Petty Cash Fund

Petty Cash is a small amount of cash on hand used for paying expenses in the
office. This is to defray operational expenses of the office such as fuel, toll fees,
communication expenses, supplies and materials, water, meals/snacks for
meetings and/or visitors, as well as for its miscellaneous and other incidental

expenses.

Office or Division: Accounting

Classification: Complex

Type of Transaction: | G2G - Government to Government
Who may avail: DepEd Offices

CHECKLIST OF

REQUIREMENTS WHERE TO SECURE

1. General Requirements

1.1. Certificate of Availability of Proponent
Funds

1.2. Existence of lawful and Proponent
sufficient allotment duly
obligated as certified by
authorized officials

1.3. Legality of transaction and Proponent
conformity with laws, rules or
regulations

1.4. Approval of expenditure by Proponent
Head of Office

1.5. Sufficient and relevant Proponent
documents to establish
validity of claim

1.6. Checklist of Requirements Accounting Division

1.7. Approved Obligation Request | Proponent & Budget Division
and Status - box A & box B -
approved (Appendix No. 11
GAM) (3 Copies)

1.8. Disbursement Voucher - box | Proponent
A - approved (Appendix No.
32 GAM) (3 Copies)

2. Initial Cash Advance

2.1. Authority of the accountable | Proponent
officer indicating the
maximum accountability and
purpose of cash advance
(Approved authority to draw
PCF)

2.2. Certification that previous Accounting Division — Pre-Audit Section B
cash advances have been
liquidated and accounted for
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in the books (Statement of
Unliquidated Cash Advance)

2.3. Approved application for
bond and/or Fidelity Bond for
the year for cash
accountability of PHP 2,000
or more

DO/SDO

2.4. Approved estimates of petty
expenses for one month

Proponent

3. Replenishment

3.1. Summary of Petty Cash DO/SDO
Vouchers

3.2.Report of Disbursement DO/SDO
(certification signed)

3.3. Petty Cash Replenishment DO/SDO
Report

3.4. Petty Cash Vouchers fully DO/SDO
accomplished and signed
(Appendix 48 GAM)

3.5. Approved purchase request | Proponent

with certificate of Emergency
Purchase, if necessary

3.6. Original bills, receipts, sales
invoices for all purchases
(with inspection, if w/o
inspection provide approved
waiver of inspection)

Suppliers of goods/services

3.7.Canvass from at least three
suppliers for purchases
involving 1,000 and above
except for purchases made
while on official travel

Suppliers of goods/services

3.8. Summary/Abstract of Proponent
Canvass
4. For supplies
4.1. Certificate of inspection and | Proponent/AMD
acceptance
4.2.Request and Issue Slip Proponent/AMD

(consumable) or Inventory
Custodian Slip (non-
consumable)

5. For meals

5.1. Duly received Billing
Statement

Suppliers of goods/services

5.2. Notice of meeting

Proponent

5.3. Duly approved and signed
attendance sheet

Proponent
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6. For repairs

6.1. Duly approved Job Order

GSD

6.2. Pre & Post Inspection Report

GSD

6.3. Report of Waste Material in
case of replacements/repairs

AMD

7. For toll fees and gasoline

7.1. Trip Ticket duly
accomplished and approved
(with summary if applicable)

Proponent

7.2. Travel Authority (for toll fee
only)

Proponent

8. For fare

8.1. Completely filled-up and
approved Reimbursement
Expenses Receipt (Appendix
No. 46 GAM), Certification of
expenses Not requiring
Receipts (COA Circular
2017-001), if Applicable

Proponent

8.2.Duly signed and approved
locator slip

per DO 22 s.

2019

Such other supporting
documents that maybe required
and/or required under the
company policy depending on
the nature of expenses

CLIENT AGENCY
STEPS ACTION

FEES TO
BE PAID

PROCESSING
TIME

PERSON
RESPONSIBLE

1.Submit 1. Receive
Documents documents
for Claim of from the
Payments Budget
to Budget Section, and
Section log in the
tracking
system, and
forward
Disbursement
Vouchers (DV)
for the next
step

None

4 hours

Designated
Releasing &
Receiving Staff

1.1. Review of
documentatio

None

3 days and 4
hours

Designated
Pre-Audit Staff
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n
requirements

1.2.

Forward
received DVs
to Head of
Accounting
Unit for final
review

None

4 hours

Designated
Releasing &
Receiving Staff

1.3.

Final Review
of DV and
Supporting
Documents

If complete, sign

DVs and
proceed to
payment
(Proceed to
Step 1.5)

If incomplete,

prepare
findings and
forward to
designated
staff for
tracking
(Proceed to
Step 1.6)

None

2 days

Head of
Accounting
Unit/Designated
Accountant

1.4.

Forward
documents
for
processing of
payment thru
ADA or check

None

1.5.

Forward to
End-User for
compliance

None

4 hours

Designated
Releasing &
Receiving Staff

TOTAL:

None

7 days
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19. Processing of Disbursement Vouchers — Gasoline Expenses

Included in the utility expenses, gasoline expenses are expenses used in fueling
vehicles used for necessary travels that is needed for projects or activities of the

agency.

Office or Division: Accounting

Classification: Complex

Type of Transaction: | G2G - Government to Government
Who may avail: DepEd Offices

CHECKLIST OF

REQUIREMENTS WHERE TO SECURE

1. General Requirements

1.1. Certificate of Availability of Proponent
Funds

1.2. Existence of lawful and Proponent
sufficient allotment duly
obligated as certified by
authorized officials

1.3. Legality of transaction and Proponent
conformity with laws, rules or
regulations

1.4. Approval of expenditure by Proponent
Head of Office

1.5. Sufficient and relevant Proponent
documents to establish
validity of claim

1.6. Checklist of Requirements Accounting Division

1.7. Approved Obligation Request | Proponent & Budget Division
and Status - box A & box B -
approved (Appendix No. 11
GAM) (3 Copies)

1.8. Disbursement Voucher - box | Proponent
A - approved (Appendix No.
32 GAM) (3 Copies)

2. Additional Documentary Requirements

2.1. Summary of Proponent
expenses/Disbursement
Report (certification signed)

2.2.Trip Ticket duly Proponent
accomplished and Approved
2.3. Invoices/Official Receipts Supplier of goods/services

2.4. Travel Authority for toll fees, | Proponent
if applicable

241



2.5. Approved Detailed Summary
of Trip (for Director up to

Secretary)

Driver

Such other pertinent supporting
documents as are required by
the nature of expense

CLIENT
STEPS

AGENCY
ACTION

FEES TO
BE PAID

PROCESSING
TIME

PERSON
RESPONSIBLE

1.Submit
Documents
for Claim of
Payments
to Budget
Section

1. Receive

documents
from the
Budget
Section, and
log in the
tracking
system, and
forward
Disbursement
Vouchers (DV)
for the next
step

None

4 hours

Designated
Releasing &
Receiving Staff

1.1.Review of
documentatio
n
requirements

None

3 days and 4
hours

Designated
Pre-Audit Staff

1.2.Forward
received DVs
to Head of
Accounting
Unit for final
review

None

4 hours

Designated
Releasing &
Receiving Staff

1.3.Final Review
of DV and
Supporting
Documents

If complete, sign
DVs and
proceed to
payment
(Proceed to
Step 1.5)

If incomplete,
prepare
findings and
forward to
designated
staff for

None

2 days

Head of
Accounting
Unit/Designated
Accountant

242




tracking
(Proceed to
Step 1.6)

1.4. Forward
documents
for
processing of
payment thru
ADA or check

None

1.5. Forward to
End-User for
compliance

None

4 hours

Designated
Releasing &
Receiving Staff

TOTAL:

None

7 days
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20. Processing of Disbursement Vouchers — Allowances and Other Forms of
Compensation

Allowances other forms of compensation which are authorized by law are granted to
regular employees of the agency.

Office or Division: Accounting

Classification: Complex

Type of Transaction: | G2G - Government to Government
Who may avail: DepEd Offices

CHECKLIST OF

REQUIREMENTS WHERE TO SECURE

1. General Requirements

1.1. Certificate of Availability of Proponent
Funds

1.2. Existence of lawful and Proponent
sufficient allotment duly
obligated as certified by
authorized officials

1.3. Legality of transaction and Proponent
conformity with laws, rules or
regulations

1.4. Approval of expenditure by Proponent
Head of Office

1.5. Sufficient and relevant Proponent
documents to establish
validity of claim

1.6. Checklist of Requirements Accounting Division

1.7. Approved Obligation Request | Proponent & Budget Division
and Status - box A & box B -
approved (Appendix No. 11
GAM) (3 Copies)

1.8. Disbursement Voucher - box | Personnel Division
A - approved (Appendix No.
32 GAM) (3 Copies)

2. RATA
2.1.Copy of office Personnel Division
order/Appointment (1st
payment)
2.2. Certificate of Assumption (1st | Personnel Division
payment)
2.3. Certificate that the GSD

official/employee did not use
government vehicle and is
not assigned any government
vehicle
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2.4. Approved Daily Time Record | Proponent
(if applicable)
2.5. Approved Time and Proponent

Deficiency Form (if
applicable)

3. Clothin

g/Uniform Allowance

3.1. Certified true copy of
approved appointment of
new employees

Personnel Division

3.2. Certificate of assumptions of
new employees

Personnel Division

3.3. Certificate of non-payment
from previous agencies, for
transferees

Personnel Division

4. Subsistence, Laundry and Quarters Allowance

4.1. Payroll indicating therein
number of actual services

Personnel Division

4.2. Approved Daily Time Record | Proponent
(if applicable)

4.3. Approved Time and Proponent
Deficiency Form (if
applicable)

4.4. Authority to DOH

collect/Certification by the
Secretary of DOH/ Authority
as to who are considered
Public Health Workers (for
initial claim)

5. Hazard Duty Pay

5.1. Payroll indicating therein
number of actual services
and Salary Grade of Payees

Personnel Division

5.2. Authority to
collect/Certification by the
Secretary of DOH/ Authority
as to who are considered
Public Health Workers (for
initial claim)

DOH

5.3. Copy of Approved Daily Time
Record

Proponent

5.4. Copy of Approved Time and
Deficiency Form

Proponent

5.5. Copy of special order from
the agency head covering the
assignment to

Office of the Secretary/authorized signatories

hazardous/difficult areas

6. Productivity Incentive Allowance

245



6.1. For Individual Claim:

a.Certification that the
performance rating for two
semesters given to
employee/personnel is
atleast satisfactory

Proponent

b.Certification from the Legal
Office that the employee
has no administrative case

Proponent

6.2.For General Claim:

a.PIB Payroll

Proponent

b.List of personnel who were
suspended either
preventively or as a penalty
as a result of an
administrative charge within
a year for which PIB is paid,
regardless of the duration
(except if the penalty meted
out is only reprimand)

Proponent

c. List of personnel dismissed
within a year

Personnel Division

d.List of personnel on AWOL

Personnel Division

e.Certification that the
performance rating for two
semesters given to
employee/personnel is
atleast satisfactory

Personnel Division

f. Payroll Register (hard and
soft copy)

Personnel Division

g.Letter to the Bank to credit
employees' account their
PIB claims (Hash Total)

7.

Longevity Pay

7.1. Service Record

Personnel Division

7.2. Certification issued by the
Personnel Division that the
claimant has not incurred
more than 15 days of
vacation leave without pay

Personnel Division

8. Year-End Bonus and Cash Gift

8.1. For Individual Claim:

a.Clearance from money,
property and legal
accountabilities

Personnel Division
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b.Certification from the Head
of office that the personnel
are qualified to receive YEB
& CG

Personnel Division

8.2.For General Claim:

a.YEB and CG Payroll

Proponent

b.Payroll Register (hard and
soft copy)

Personnel Division

c. Letter to the Bank to credit
employees' account their
PIB claims (Hash Total)

9. Loyalty

Cash Award/Incentive

9.1. For Individual Claim:

a.Service Record

Personnel Division

b.Certificate of non-payment
from previous employer (for
transferee)

Personnel Division

c. Certification that the
claimant has not incurred
more than 50 days
authorized vacation leave
without pay within the 10
year or aggregated of more
than 25 days authorized
vacation leave without pay
within the 5-year period, as
the case maybe

Personnel Division

9.2.For General Claim:

a.Loyalty cash and Incentive | Proponent
Payroll

b.Payroll Register (hard and Personnel Division
soft copy)

c. Letter to the Bank to credit
employees' account their
PIB claims (Hash Total)

10.

Monetization

10.1. Approved leave application
(10 days) with leave credit
balance certified by
Personnel Division

Personnel Division

10.2. For monetization of 50% or
more:

a. Clinical abstract/medical
procedures to be
undertaken in case of

Hospitals
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health, medical and
hospital needs

b. Barangay Certification is
case of need for financial
assistance brought about
by calamities, typhoon,

fire, etc.

Barangay Office

10.3. Approved NCA from DBM, if

applicable

DBM

Such other pertinent supporting
documents as are required by
the nature of expense

CLIENT
STEPS

AGENCY
ACTION

FEES TO
BE PAID

PROCESSING

TIME

PERSON
RESPONSIBLE

1.Submit
Documents
for Claim of
Payments
to Budget
Section

. Receive

documents
from the
Budget
Section, and
log in the
tracking
system, and
forward
Disbursement
Vouchers (DV)
for the next
step

None

4 hours

Designated
Releasing &
Receiving Staff

1.1. Review of

documentatio
n
requirements

None

3 days and 4

hours

Designated
Pre-Audit Staff

1.2. Forward

received DVs
to Head of
Accounting
Unit for final
review

None

4 hours

Designated
Releasing &
Receiving Staff

1.3. Final Review

of DV and
Supporting
Documents

If complete, sign

DVs and
proceed to
payment
(Proceed to
Step 1.5)

None

2 days

Head of
Accounting
Unit/Designated
Accountant
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If incomplete,

prepare
findings and
forward to
designated
staff for
tracking
(Proceed to
Step 1.6)

1.4.

Forward
documents
for
processing of
payment thru
ADA or check

None

1.5.

Forward to
End-User for
compliance

None

4 hours

Designated
Releasing &
Receiving Staff

TOTAL:

None

7 days
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21. Processing of Disbursement Vouchers — Terminal Leave

Terminal leave is applied for by any employee who intends to sever his/her connection
with the agency. The filing of application for terminal leave requires as a condition
precedent, the employee’s resignation, retirement or separation from the service.it
must be shown first that the public employment ceased by any of the said modes of

severances.

Office or Division:

Accounting

Classification: Complex

Type of Transaction:

G2G - Government to Government

Who may avail:

DepEd Offices

CHECKLIST OF
REQUIREMENTS

WHERE TO SECURE

1. General Requirements

1.1. Certificate of Availability of
Funds

Proponent

1.2. Existence of lawful and
sufficient allotment duly
obligated as certified by
authorized officials

Proponent

1.3. Legality of transaction and
conformity with laws, rules or
regulations

Proponent

1.4. Approval of expenditure by
Head of Office

Proponent

1.5. Sufficient and relevant
documents to establish
validity of claim

Proponent

1.6. Checklist of Requirements

Accounting Division

1.7. Approved Obligation Request
and Status - box A & box B -
approved (Appendix No. 11
GAM) (3 Copies)

Proponent & Budget Division

1.8. Disbursement Voucher - box
A - approved (Appendix No.

32 GAM) (3 Copies)

Personnel Division

2. Other Doc

umentary Requirements

2.1.Clearance from money,
property and legal
accountability from the
Central Office and from
Regional Office of last

assignment

From the Central office and from Regional
Office of last assignment

2.2. Certified copy of employees
leave card as at last date of

service duly audited and

Proponent
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certified by Personnel
Division/ Certificate of leave
credits issued by the
Personnel Division

2.3. Approved application of
Terminal Leave

Proponent

2.4. Complete service record

Personnel Division

2.5. Statement of Assets,
Liabilities and Net Worth
(SALN)

Personnel Division

2.6. Certified copy of last
appointment/Notice of Salary
Adjustment (NOSA) showing
the highest salary received, if
the salary under last
appointment is not the
highest /Certificate of last
salary received or equivalent
documents

Personnel Division

2.7. Computation of Terminal
Leave benefits duly
signed/certified by the
Accountant

Accounting Division

2.8. Applicants authorization (in Claimant
affidavit form) to deduct all
financial obligations with the
agency

2.9. Affidavit of applicant that Ombudsman

there is no pending criminal
investigation or prosecution
against him/her - Clearance
from the Ombudsman

2.10. In case of resignation,
employees’ letter of
resignation duly accepted
by the head of agency

2.11. Approved Sub-ARO from
DBM

Budget Division

2.12. Additional Requirements in
case of death of claimant:

a.Death Certificate PSA
authenticated by PSA or
certified by the attending
Physician

b.Marriage contact PSA

authenticated by PSA (if
applicable)
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c.Birth Certificates of
surviving legal heirs
authenticated by PSA

PSA

d.Designation of next-to kin -
notarized

Notary Public

e.Waiver of rights for
children 18 years and
above

Family members

Such other pertinent supporting
documents as are required by
the nature of expense

CLIENT AGENCY
STEPS ACTION

FEES TO
BE PAID

PROCESSING
TIME

PERSON
RESPONSIBLE

Receive
documents
from the
Budget
Section, and
log in the
tracking
system, and
forward
Disbursement
Vouchers (DV)
for the next
step

1.Submit 1.
Documents
for Claim of
Payments
to Budget
Section

None

4 hours

Designated
Releasing &
Receiving Staff

1.1.Review of
documentatio
n
requirements

None

3 days and 4
hours

Designated
Pre-Audit Staff

1.2.Forward
received DVs
to Head of
Accounting
Unit for final
review

None

4 hours

Designated
Releasing &
Receiving Staff

1.3. Final Review
of DV and
Supporting
Documents

If complete, sign
DVs and
proceed to
payment
(Proceed to
Step 1.5)

None

2 days

Head of
Accounting
Unit/Designated
Accountant
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If incomplete,

prepare
findings and
forward to
designated
staff for
tracking
(Proceed to
Step 1.6)

1.4.

Forward
documents
for
processing of
payment thru
ADA or check

None

1.5.

Forward to
End-User for
compliance

None

4 hours

Designated
Releasing &
Receiving Staff

TOTAL:

None

7 days
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22. Processing of Disbursement Vouchers — Collective Negotiation Agreement
(CNA) Incentives

The guidelines on the grant of CAN incentives including the allocation of savings
generated from cost-cutting measures as a result of the joint efforts of labor and
management and the conditions for payment thereof are prescribed under DBM
Budget Circular No. 2006-1.

Office or Division: Accounting

Classification: Complex

Type of Transaction: | G2G - Government to Government
Who may avail: DepEd Offices

CHECKLIST OF

REQUIREMENTS WHERE TO SECURE

1. General Requirements

1.1. Certificate of Availability of Proponent
Funds

1.2. Existence of lawful and Proponent
sufficient allotment duly
obligated as certified by
authorized officials

1.3. Legality of transaction and Proponent
conformity with laws, rules or
regulations

1.4. Approval of expenditure by Proponent
Head of Office

1.5. Sufficient and relevant Proponent
documents to establish
validity of claim

1.6. Checklist of Requirements Accounting Division

1.7. Approved Obligation Request | Proponent & Budget Division
and Status - box A & box B -
approved (Appendix No. 11
GAM) (3 Copies)

1.8. Dishursement Voucher - box | DepEd Union
A - approved (Appendix No.
32/33 GAM) (3 Copies)

2. Other Documentary Requirements

2.1. Resolution signed by both DepEd Union
parties incorporating the
guidelines/criteria for granting
CNA incentives

2.2.Comparative statement of DepEd Union
DBM approved level of
operating expenses and
actual operating expenses
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2.3.Copy of CNA

DepEd Union

2.4. Certificate issued by the head
of agency of the total amount
of unencumbered savings
generated from cost cutting
measures identified in the
CNA which resulted from the
joint effort of labor and
management and system
improvements

DepEd Union

2.5. Proof that the planned
programs/activities/project
are implemented and
completed in accordance with
targets for the year

DepEd Union

Such other pertinent supporting
documents as are required by
the nature of expense

CLIENT AGENCY
STEPS ACTION

FEES TO
BE PAID

PROCESSING
TIME

PERSON
RESPONSIBLE

Receive
documents
from the
Budget
Section, and
log in the
tracking
system, and
forward
Disbursement
Vouchers (DV)
for the next
step

1.Submit 1.
Documents
for Claim of
Payments
to Budget
Section

None

4 hours

Designated
Releasing &
Receiving Staff

1.1.Review of
documentatio
n
requirements

None

3 days and 4
hours

Designated
Pre-Audit Staff

1.2.Forward
received DVs
to Head of
Accounting
Unit for final

review

None

4 hours

Designated
Releasing &
Receiving Staff

1.3. Final Review
of DV and
Supporting
Documents

None

2 days

Head of
Accounting
Unit/Designated
Accountant
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If complete, sign

DVs and
proceed to
payment
(Proceed to
Step 1.5)

If incomplete,

prepare
findings and
forward to
designated
staff for
tracking
(Proceed to
Step 1.6)

1.4

Forward
documents
for
processing of
payment thru
ADA or check

None

1.5.

Forward to
End-User for
compliance

None

4 hours

Designated
Releasing &
Receiving Staff

TOTAL:

None

7 days
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23. Processing of Disbursement Vouchers — Special Counsel Allowance

Lawyer personnel, including those designated to assure the duties of a legal
officer/staff deputized by the Office of the Solicitor General (OSG) to appear in
court as special counsel in collaboration with the Solicitor General or prosecutors
concerned are authorized to receive allowance.

Office or Division: Accounting

Classification: Complex

Type of Transaction: | G2G - Government to Government
Who may avail: DepEd Offices

CHECKLIST OF

REQUIREMENTS WHERE TO SECURE

1. General Requirements

1.1. Certificate of Availability of Proponent
Funds

1.2. Existence of lawful and Proponent
sufficient allotment duly
obligated as certified by
authorized officials

1.3. Legality of transaction and Proponent
conformity with laws, rules or
regulations

1.4. Approval of expenditure by Proponent
Head of Office

1.5. Sufficient and relevant Proponent
documents to establish
validity of claim

1.6. Checklist of Requirements Accounting Division

1.7. Approved Obligation Request | Proponent & Budget Division
and Status - box A & box B -
approved (Appendix No. 11
GAM) (3 Copies)

1.8. Dishursement Voucher - box | Proponent
A - approved (Appendix No.
32/33 GAM) (3 Copies)

2. Other Documentary Requirements

2.1. Office Order/Designation/ Service Provider
Letter of the OSG deputizing
the claimant to appear in
court as special counsel

2.2. Certificate of Appearance DepEd Website/Personnel Division
issued by the Office of the
Clerk of Court

2.3. Certification that the cased to | Service Provider
be attended by the lawyer
personnel are directly related
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to the nature/functions of the
particular office represented

2.4. Certification issued by the
concerned lawyer and the
Agency Accountant that the
amount being claimed is still
within the limitation under the
GAA of P4,000.00 per month

Cash Division

Such other pertinent supporting
documents as are required by
the nature of expense

CLIENT
STEPS

AGENCY
ACTION

FEES TO
BE PAID

PROCESSING
TIME

PERSON
RESPONSIBLE

1.Submit
Documents
for Claim of
Payments
to Budget
Section

1. Receive

documents
from the
Budget
Section, and
log in the
tracking
system, and
forward
Disbursement
Vouchers (DV)
for the next
step

None

4 hours

Designated
Releasing &
Receiving Staff

1.1.Review of
documentatio
n
requirements

None

3 days and 4
hours

Designated
Pre-Audit Staff

1.2.Forward
received DVs
to Head of
Accounting
Unit for final

review

None

4 hours

Designated
Releasing &
Receiving Staff

1.3. Final Review
of DV and
Supporting
Documents

If complete, sign
DVs and
proceed to
payment
(Proceed to
Step 1.5)

None

2 days

Head of
Accounting
Unit/Designated
Accountant
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If incomplete,

prepare
findings and
forward to
designated
staff for
tracking
(Proceed to
Step 1.6)

1.4.

Forward
documents
for
processing of
payment thru
ADA or check

None

1.5.

Forward to
End-User for
compliance

None

4 hours

Designated
Releasing &
Receiving Staff

TOTAL:

None

7 days

259




24. Processing of Disbursement Vouchers — Financial Assistance

Financial assistance is given to DepEd employees/offices that would qualify as a
recipient of additional monetary aide.

Office or Division: Accounting

Classification: Complex

Type of Transaction: | G2G - Government to Government
Who may avail: DepEd Offices

CHECKLIST OF

REQUIREMENTS WHERE TO SECURE

1. General Requirements

1.1. Certificate of Availability of Proponent
Funds

1.2. Existence of lawful and Proponent
sufficient allotment duly
obligated as certified by
authorized officials

1.3. Legality of transaction and Proponent
conformity with laws, rules or
regulations

1.4. Approval of expenditure by Proponent
Head of Office

1.5. Sufficient and relevant Proponent
documents to establish
validity of claim

1.6. Checklist of Requirements Accounting Division

1.7. Approved Obligation Request | Proponent & Budget Division
and Status - box A & box B -
approved (Appendix No. 11
GAM) (3 Copies)

1.8. Dishursement Voucher - box | Proponent
A - approved (Appendix No.
32 GAM) (3 Copies)

2. Financial Assistance to Private MADARIS

2.1. Letter Notice of Award Proponent

2.2. Matrix of Approved Proponent
Assistance per School

2.3.Copy of STI Proponent

2.4. Copy of Approved WFP Proponent

2.5. Copy of Approved A/R with Proponent
details of Budget Estimate

3. Financial Assistance to BARMM
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3.1. Copy of Approved A/R with
details of Budget Estimate
(indicating amount for

BARMM)

Proponent

4. Other Financial Assistance

4.1.Duly signed and approved

MOA

Proponent

Such other pertinent supporting
documents as are required by
the nature of expense

CLIENT
STEPS

AGENCY
ACTION

FEES TO
BE PAID

PROCESSING
TIME

PERSON
RESPONSIBLE

1.Submit
Documents
for Claim of
Payments
to Budget
Section

1. Receive

documents
from the
Budget
Section, and
log in the
tracking
system, and
forward
Disbursement
Vouchers (DV)
for the next
step

None

4 hours

Designated
Releasing &
Receiving Staff

1.1. Review of
documentatio
n
requirements

None

3 days and 4
hours

Designated
Pre-Audit Staff

1.2.Forward
received DVs
to Head of
Accounting
Unit for final

review

None

4 hours

Designated
Releasing &
Receiving Staff

1.3. Final Review
of DV and
Supporting

Documents

If complete, sign
DVs and
proceed to
payment
(Proceed to
Step 1.5)

None

2 days

Head of
Accounting
Unit/Designated
Accountant
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If incomplete,

prepare
findings and
forward to
designated
staff for
tracking
(Proceed to
Step 1.6)

1.4.

Forward
documents
for
processing of
payment thru
ADA or check

None

1.5.

Forward to
End-User for
compliance

None

4 hours

Designated
Releasing &
Receiving Staff

TOTAL:

None

7 days
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25. Processing of Disbursement Vouchers — Fund Transfers

Fund transfers should be properly taken up in the books of both agencies, used

only for the purpose intended, and properly accounted and reported.

Office or Division:

Accounting

Classification:

Complex

Type of Transaction:

G2G - Government to Government

Who may avail:

DepEd Offices

CHECKLIST OF
REQUIREMENTS

WHERE TO SECURE

1. General Requirements

1.1. Certificate of Availability of
Funds

Proponent

1.2. Existence of lawful and
sufficient allotment duly
obligated as certified by
authorized officials

Proponent

1.3. Legality of transaction and
conformity with laws, rules or
regulations

Proponent

1.4. Approval of expenditure by
Head of Office

Proponent

1.5. Sufficient and relevant
documents to establish
validity of claim

Proponent

1.6. Checklist of Requirements

Accounting Division

1.7. Approved Obligation Request
and Status - box A & box B -
approved (Appendix No. 11
GAM) (3 Copies)

Proponent & Budget Division

1.8. Disbursement Voucher - box
A - approved (Appendix No.
32 GAM) (3 Copies)

Proponent

2. Fund Transfer to Implementing Agency

2.1. Duly signed and approved Proponent
MOA/Trust Agreement

2.2.Copy of approved Program of | Proponent
Work (for infrastructure
project)

2.3. Approved project Proponent

expenditures or estimated
expenses indicating the
project objective and
expected output (for other
projects)
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2.4.

Certification by the
Accountant that funds
previously transferred to the
Implementing Agency (I1A)
has been liquidated, post
audited and accounted for in
the books, if applicable

Accounting Division (Bookkeeping B Section)

2.5.

Copy of the OR issued by the
IA acknowledging receipt of
funds transferred (for post-
audit activities), if applicable

Implementing Agency

3. Fund Transfer from Trust Fund to General Fund for Unspent

Balance/Excess Amount

3.1. Report of Receipt, Proponent
Disbursement and Fund
Balance certified by
Accountant

3.2. Contract, MOA, Trust Proponent

Agreement or MOU
governing the utilization of
funds and disposition of any
balance thereof after
completion of the purpose of
the fund transferred

3.3.

Letter of IA to transfer the
unexpended balance to the
General Fund duly approved
by the Source Agency, if the
disposition thereof has not
been provided in the MOA,
Trust agreement or
Memorandum of
Understanding

Implementing Agency

Such other pertinent supporting
documents as are required by
the nature of expense

CLIENT AGENCY FEES TO | PROCESSING PERSON
STEPS ACTION BE PAID TIME RESPONSIBLE
1.Submit . Receive
Documents documents
for Claim of from the Desianated
Payments Budget gn
: None 4 hours Releasing &
to Budget Section, and -
: : Receiving Staff
Section log in the
tracking
system, and

264



forward
Disbursement
Vouchers (DV)
for the next
step

11

. Review of
documentatio
n
requirements

None

3 days and 4
hours

Designated
Pre-Audit Staff

1.2.

Forward
received DVs
to Head of
Accounting
Unit for final
review

None

4 hours

Designated
Releasing &
Receiving Staff

1.3.

Final Review
of DV and
Supporting
Documents

If complete, sign

DVs and
proceed to
payment
(Proceed to
Step 1.5)

If incomplete,

prepare
findings and
forward to
designated
staff for
tracking
(Proceed to
Step 1.6)

None

2 days

Head of
Accounting
Unit/Designated
Accountant

1.4

Forward
documents
for
processing of
payment thru
ADA or check

None

1.5.

Forward to
End-User for
compliance

None

4 hours

Designated
Releasing &
Receiving Staff

TOTAL:

None

7 days
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26. Processing of Disbursement Vouchers — Utilities

The amounts programmed, particularly for, but not limited to, petroleum, oil and
lubricants as well as for water, illumination and power services, and rent
requirements shall be disbursed solely for such items of expenditures.

Office or Division: Accounting

Classification: Complex

Type of Transaction: | G2G - Government to Government
Who may avail: DepEd Offices

CHECKLIST OF

REQUIREMENTS WHERE TO SECURE

1. General Requirements

1.1. Certificate of Availability of Proponent
Funds

1.2. Existence of lawful and Proponent
sufficient allotment duly
obligated as certified by
authorized officials

1.3. Legality of transaction and Proponent
conformity with laws, rules or
regulations

1.4. Approval of expenditure by Proponent
Head of Office

1.5. Sufficient and relevant Proponent
documents to establish
validity of claim

1.6. Checklist of Requirements Accounting Division

1.7. Approved Obligation Request | Proponent & Budget Division
and Status - box A & box B -
approved (Appendix No. 11
GAM) (3 Copies)

1.8. Disbursement Voucher - box | General Service Division
A - approved (Appendix No.
32 GAM) (3 Copies)

2. PLDT

2.1.Billing Service Provider
Statement/Bills/Invoices

2.2. Summary of Billing of various | Service Provider
claims

2.3. Official Receipts of Proponent
payments, if for
reimbursement

2.4. Certification from Head of Proponent
Office that all calls are official
in nature (if not copy of OR
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from employee who made
personal calls)

3.

MERALCO

3.1.Billing Statement

Service Provider

MAYNILAD

4.1.Billing Statement

Service Provider

Such other pertinent supporting
documents as are required by
the nature of expense

CLIENT
STEPS

AGENCY
ACTION

FEES TO
BE PAID

PROCESSING

TIME

PERSON
RESPONSIBLE

1.Submit
Documents
for Claim of
Payments
to Budget
Section

1. Receive

documents
from the
Budget
Section, and
log in the
tracking
system, and
forward
Disbursement
Vouchers (DV)
for the next
step

None

4 hours

Designated
Releasing &
Receiving Staff

1.1.Review of
documentatio
n
requirements

None

3 days and 4

hours

Designated
Pre-Audit Staff

1.2.Forward
received DVs
to Head of
Accounting
Unit for final
review

None

4 hours

Designated
Releasing &
Receiving Staff

1.3. Final Review
of DV and
Supporting
Documents

If complete, sign
DVs and
proceed to
payment
(Proceed to
Step 1.5)

None

2 days

Head of
Accounting
Unit/Designated
Accountant
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If incomplete,

prepare
findings and
forward to
designated
staff for
tracking
(Proceed to
Step 1.6)

1.4.

Forward
documents
for
processing of
payment thru
ADA or check

None

1.5.

Forward to
End-User for
compliance

None

4 hours

Designated
Releasing &
Receiving Staff

TOTAL:

None

7 days
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27. Processing of Disbursement Vouchers — Communication Mobile

The amounts programmed, particularly for communication services shall be
disbursed solely for such items of expenditures.

Office or Division: Accounting

Classification: Complex

Type of Transaction: | G2G - Government to Government
Who may avail: DepEd Offices

CHECKLIST OF

REQUIREMENTS WHERE TO SECURE

1. General Requirements

1.1. Certificate of Availability of Proponent
Funds

1.2. Existence of lawful and Proponent
sufficient allotment duly
obligated as certified by
authorized officials

1.3. Legality of transaction and Proponent
conformity with laws, rules or
regulations

1.4. Approval of expenditure by Proponent
Head of Office

1.5. Sufficient and relevant Proponent
documents to establish
validity of claim

1.6. Checklist of Requirements Accounting Division

1.7. Approved Obligation Request | Proponent & Budget Division
and Status - box A & box B -
approved (Appendix No. 11
GAM) (3 Copies)

1.8. Dishursement Voucher - box | Proponent
A - approved (Appendix No.
32 GAM) (3 Copies)

2. For Post Paid

2.1. Statement of Accounts/Billing | Service Provider
Statement/Invoice

2.2. Approved Authority, if DepEd Website/Personnel Division
applicable (for initial
payment) Annex A per DO 17
s. 2019

2.3. Official Receipts of payments | Service Provider
- for reimbursement

2.4. Copy of official receipts for Cash Division
the excess payment - if
usage exceeded the
authorized amount per DO
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3.

For Prepaid

3.1. Official Receipts of payments

Business Establishment

3.2.Cell Card reimbursement -
Official Receipts of payments

Business Establishment

3.3. Approved Authority, if
applicable (for initial
payment) Annex A per DO 17
s. 2019

DepEd Website/Personnel Division

Such other pertinent supporting
documents as are required by
the nature of expense

CLIENT AGENCY
STEPS ACTION

FEES TO
BE PAID

PROCESSING
TIME

PERSON
RESPONSIBLE

1.Submit 1. Receive
Documents documents
for Claim of from the
Payments Budget
to Budget Section, and
Section log in the
tracking
system, and
forward
Disbursement
Vouchers (DV)
for the next
step

None

4 hours

Designated
Releasing &
Receiving Staff

1.1. Review of
documentatio
n
requirements

None

3 days and 4
hours

Designated
Pre-Audit Staff

1.2.Forward
received DVs
to Head of
Accounting
Unit for final
review

None

4 hours

Designated
Releasing &
Receiving Staff

1.3.Final Review
of DV and
Supporting
Documents

If complete, sign
DVs and
proceed to
payment
(Proceed to
Step 1.5)

None

2 days

Head of
Accounting
Unit/Designated
Accountant
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If incomplete,

prepare
findings and
forward to
designated
staff for
tracking
(Proceed to
Step 1.6)

1.4.

Forward
documents
for
processing of
payment thru
ADA or check

None

1.5.

Forward to
End-User for
compliance

None

4 hours

Designated
Releasing &
Receiving Staff

TOTAL:

None

7 days
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28. Processing of Disbursement Vouchers — Overtime

The total overtime pays of the employee for a given calendar year shall not exceed
50% of his/her annual basic salary.

Office or Division: Accounting

Classification: Complex

Type of Transaction: | G2G - Government to Government
Who may avail: DepEd Offices

CHECKLIST OF

REQUIREMENTS WHERE TO SECURE

1. General Requirements

1.1. Certificate of Availability of Proponent
Funds

1.2. Existence of lawful and Proponent
sufficient allotment duly
obligated as certified by
authorized officials

1.3. Legality of transaction and Proponent
conformity with laws, rules or
regulations

1.4. Approval of expenditure by Proponent
Head of Office

1.5. Sufficient and relevant Proponent
documents to establish
validity of claim

1.6. Checklist of Requirements Accounting Division

1.7. Approved Obligation Request | Proponent & Budget Division
and Status - box A & box B -
approved (Appendix No. 11
GAM) (3 Copies)

1.8. Dishursement Voucher - box | Proponent
A - approved (Appendix No.
32 GAM) (3 Copies)

2. Regular Employees

2.1. Approved overtime Proponent
computation

2.2.Biometric DTR with Time & Personnel Division
Deficiency Form

2.3. Daily Accomplishment Report | Proponent

2.4.Copy of Authority to render Proponent
overtime & work program

2.5. Copy of Daily Time Record Proponent
Log Book

2.6. Copy of Locator Slips Proponent
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2.7.Copy of latest Approved
Leave Credits

Personnel Division

2.8. Pay slip copy (for salary
adjustment)

Personnel Division

2.9. Copy of Approved Travel Proponent
Order
2.10. Strong justification signed Proponent

by concerned
Undersecretary, if required
to render overtime during
Sundays

2.11. Statement of Unliquidated
Cash Advance (SUCA)

Accounting Division Pre-Audit B Section

3. Contract

of Service Employees

3.1. Approved overtime
computation

Proponent

3.2.Biometric DTR with Time &
Deficiency Form

Personnel Division

3.3. Daily Accomplishment Report | Proponent

3.4. Copy of Authority to render Proponent
overtime & work program

3.5. Copy of Daily Time Record Proponent
Log Book

3.6. Copy of Locator Slips Proponent

3.7.Pay slip copy (for salary
adjustment)

Personnel Division

3.8. Copy of Approved Travel Proponent
Order
3.9. Strong justification signed by | Proponent

Undersecretary concerned, if
required to render overtime
during Sundays

3.10. Statement of Unliquidated
Cash Advance (SUCA)

Accounting Division Pre-Audit B Section

Such other pertinent supporting
documents as are required by
the nature of expense

CLIENT AGENCY FEES TO | PROCESSING PERSON
STEPS ACTION BE PAID TIME RESPONSIBLE
1.Submit 1. Receive
Documents documents
for Claim of from the Designated
Payments Budget None 4 hours Releasing &
to Budget Section, and Receiving Staff
Section log in the
tracking
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system, and
forward
Disbursement
Vouchers (DV)
for the next
step

11

. Review of
documentatio
n
requirements

None

3 days and 4
hours

Designated
Pre-Audit Staff

1.2.

Forward
received DVs
to Head of
Accounting
Unit for final
review

None

4 hours

Designated
Releasing &
Receiving Staff

1.3.

Final Review
of DV and
Supporting
Documents

If complete, sign

DVs and
proceed to
payment
(Proceed to
Step 1.5)

If incomplete,

prepare
findings and
forward to
designated
staff for
tracking
(Proceed to
Step 1.6)

None

2 days

Head of
Accounting
Unit/Designated
Accountant

1.4.

Forward
documents
for
processing of
payment thru
ADA or check

None

1.5.

Forward to
End-User for
compliance

None

4 hours

Designated
Releasing &
Receiving Staff

TOTAL:

None

7 days
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29. Processing of Disbursement Vouchers — Extraordinary and Miscellaneous
Expenses

Appropriations for extraordinary and miscellaneous expenses may be used for the
following purposes, among others: (a) Meetings, seminars and conferences, (b)
Official entertainment, (c) Public relations, (c) Educational, athletic and cultural
activities, (d) Contributions to civic and charitable institutions, (e) Membership in
government associations, (f) Membership in national professional organizations duly
accredited by the Professional Regulatory Commission, (g) Membership in the
Integrated Bar of the Philippines, (h) Subscription to professional technical journals
and informative magazines and materials (include library books and materials), (i)
Office equipment and supplies, (j)Other similar expenses not supported by the regular
budget allocation.

Office or Division: Accounting

Classification: Complex

Type of Transaction: | G2G - Government to Government
Who may avail: DepEd Offices

CHECKLIST OF

REQUIREMENTS WHERE TO SECURE

1. General Requirements

1.1. Certificate of Availability of Proponent
Funds

1.2. Existence of lawful and Proponent
sufficient allotment duly
obligated as certified by
authorized officials

1.3. Legality of transaction and Proponent
conformity with laws, rules or
regulations

1.4. Approval of expenditure by Proponent
Head of Office

1.5. Sufficient and relevant Proponent
documents to establish
validity of claim

1.6. Checklist of Requirements Accounting Division

1.7. Approved Obligation Request | Proponent & Budget Division
and Status - box A & box B -
approved (Appendix No. 11
GAM) (3 Copies)

1.8. Disbursement Voucher - box | Proponent
A - approved (Appendix No.
32 GAM) (3 Copies)

2. Other Documentary Requirements

2.1. Official Receipts/invoice Suppliers of goods/services
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2.2.Other documents evidencing | Claimant
disbursements of these are
available or in lieu thereof,
Certification executed by the
official concerned that the
expense sought to be
reimbursed have been
incurred for any of the
purposes contemplated
under the provisions of the
GAA in relation to or by
reasons of his positions and
indicate the month/period
covered signed by the
claimant
2.3. Certification from the Claimant
concerned Official that
amount used in accordance
to what is authorized by law
Such other pertinent supporting
documents as are required by
the nature of expense
CLIENT AGENCY FEES TO | PROCESSING PERSON
STEPS ACTION BE PAID TIME RESPONSIBLE
1.Submit 1. Receive
Documents documents
for Claim of from the
Payments Budget
to Budget Section, and
Section log in the Designated
tracking None 4 hours Releasing &
system, and Receiving Staff
forward
Disbursement
Vouchers (DV)
for the next
step
1.1. Review of
documentatio None 3 days and 4 Designated
n hours Pre-Audit Staff
requirements
1.2. Forward
received DVs Designated
to Head of .
. None 4 hours Releasing &
Accounting Receiving Staff
Unit for final
review
1.3. Final Review None 2 days Head of
of DV and Accounting
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Supporting
Documents

If complete, sign

DVs and
proceed to
payment
(Proceed to
Step 1.5)

If incomplete,

prepare
findings and
forward to
designated
staff for
tracking
(Proceed to
Step 1.6)

Unit/Designated
Accountant

1.4.

Forward
documents
for
processing of
payment thru
ADA or check

None

1.5.

Forward to
End-User for
compliance

None

4 hours

Designated
Releasing &
Receiving Staff

TOTAL:

None

7 days
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30. Processing of Disbursement Vouchers — Registration Fees

Registration fees for trainings, workshops or other necessary projects and
activities that would benefit the agency.

Office or Division:

Accounting

Classification: Complex

Type of Transaction:

G2G - Government to Government

Who may avail:

DepEd Offices

CHECKLIST OF
REQUIREMENTS

WHERE TO SECURE

1. General Requirements
1.1. Certificate of Availability of Proponent
Funds
1.2. Existence of lawful and Proponent
sufficient allotment duly
obligated as certified by
authorized officials
1.3. Legality of transaction and Proponent
conformity with laws, rules or
regulations
1.4. Approval of expenditure by Proponent
Head of Office
1.5. Sufficient and relevant Proponent

documents to establish
validity of claim

1.6. Checklist of Requirements

Accounting Division

1.7. Approved Obligation Request
and Status - box A & box B -
approved (Appendix No. 11
GAM) (3 Copies)

Proponent & Budget Division

1.8. Disbursement Voucher - box
A - approved (Appendix No.
32 GAM) (3 Copies)

Proponent

2. Other Documentary Requirements
2.1. Budget Estimates approved Proponent
by the Head of the Agency
2.2.Schedules of Training Proponent
approved by the head of the
agency
2.3. Approved Authority to Proponent

Travel/Attend (indicating
registration fee is authorized)

2.4. Invitation letter (indicating
amount of registration fee/s
and other logistics)

Program Provider
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2.5. Copy of approved Activity
Request with detailed budget

estimates

Proponent

2.6. Indicate position of
REGULAR employees

Proponent

Such other pertinent supporting
documents as are required by
the nature of expense

CLIENT
STEPS

AGENCY
ACTION

FEES TO
BE PAID

PROCESSING
TIME

PERSON
RESPONSIBLE

1.Submit
Documents
for Claim of
Payments
to Budget
Section

1. Receive

documents
from the
Budget
Section, and
log in the
tracking
system, and
forward
Disbursement
Vouchers (DV)
for the next
step

None

4 hours

Designated
Releasing &
Receiving Staff

1.1.Review of
documentatio
n
requirements

None

3 days and 4
hours

Designated
Pre-Audit Staff

1.2.Forward
received DVs
to Head of
Accounting
Unit for final
review

None

4 hours

Designated
Releasing &
Receiving Staff

1.3.Final Review
of DV and
Supporting
Documents

If complete, sign
DVs and
proceed to
payment
(Proceed to
Step 1.5)

If incomplete,
prepare
findings and
forward to

None

2 days

Head of
Accounting
Unit/Designated
Accountant
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designated
staff for
tracking
(Proceed to
Step 1.6)

1.4.

Forward
documents
for
processing of
payment thru
ADA or check

None

1.5.

Forward to
End-User for
compliance

None

4 hours

Designated
Releasing &
Receiving Staff

TOTAL:

None

7 days
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31. Processing of Disbursement Vouchers — Remittances

Remittances are funds transferred to businesses or any other concerned party as
payment for invoices or obligations of an office.

Office or Division: Accounting

Classification: Complex

Type of Transaction: | G2G - Government to Government
Who may avail: DepEd Offices

CHECKLIST OF

REQUIREMENTS WHERE TO SECURE

1. General Requirements

1.1. Certificate of Availability of Proponent
Funds

1.2. Existence of lawful and Proponent
sufficient allotment duly
obligated as certified by
authorized officials

1.3. Legality of transaction and Proponent
conformity with laws, rules or
regulations

1.4. Approval of expenditure by Proponent
Head of Office

1.5. Sufficient and relevant Proponent
documents to establish
validity of claim

1.6. Checklist of Requirements Accounting Division

1.7. Approved Obligation Request | Personnel Division & Budget Division
and Status - box A & box B -
approved (Appendix No. 11
GAM) (3 Copies)

1.8. Disbursement Voucher - box | Personnel Division
A - approved (Appendix No.
32 GAM) (3 Copies)

2. Other Documentary Requirements

2.1. Approved Summary of Personnel Division
Deductions prepared by
Personnel Dept.

2.2. Approved List of deductions Personnel Division
attached on each voucher

2.3. Separate disbursement Personnel Division
voucher for Service Fee to be
remitted to Bureau of
Treasury
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Such other pertinent supporting
documents as are required by
the nature of expense

CLIENT
STEPS

AGENCY
ACTION

FEES TO
BE PAID

PROCESSING
TIME

PERSON
RESPONSIBLE

1.Submit
Documents
for Claim of
Payments
to Budget
Section

1. Receive

documents
from the
Budget
Section, and
log in the
tracking
system, and
forward
Disbursement
Vouchers (DV)
for the next
step

None

4 hours

Designated
Releasing &
Receiving Staff

1.1.Review of
documentatio
n
requirements

None

3 days and 4
hours

Designated
Pre-Audit Staff

1.2.Forward
received DVs
to Head of
Accounting
Unit for final
review

None

4 hours

Designated
Releasing &
Receiving Staff

1.3. Final Review
of DV and
Supporting
Documents

If complete, sign
DVs and
proceed to
payment
(Proceed to
Step 1.5)

If incomplete,
prepare
findings and
forward to
designated
staff for
tracking
(Proceed to
Step 1.6)

None

2 days

Head of
Accounting
Unit/Designated
Accountant
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1.4.Forward
documents
for
processing of
payment thru
ADA or check

None

1.5. Forward to
End-User for
compliance

None

4 hours

Designated
Releasing &
Receiving Staff

TOTAL:

None

7 days
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32. Processing of Disbursement Vouchers — Plane Fare (DBM Procurement)

Airplane ticket to and from the venue for necessary travels which would be beneficial
to the projects or activities of the agency.

Office or Division: Accounting

Classification: Complex

Type of Transaction: | G2G - Government to Government
Who may avail: DepEd Offices

CHECKLIST OF

REQUIREMENTS WHERE TO SECURE

1. General Requirements

1.1. Certificate of Availability of Proponent
Funds

1.2. Existence of lawful and Proponent
sufficient allotment duly
obligated as certified by
authorized officials

1.3. Legality of transaction and Proponent
conformity with laws, rules or
regulations

1.4. Approval of expenditure by Proponent
Head of Office

1.5. Sufficient and relevant Proponent
documents to establish
validity of claim

1.6. Checklist of Requirements Accounting Division

1.7. Approved Obligation Request | Administrative Service & Budget Division
and Status - box A & box B -
approved (Appendix No. 11
GAM) (3 Copies)

1.8. Disbursement Voucher - box | Administrative Service
A - approved (Appendix No.
32 GAM) (3 Copies)

2. Other Documentary Requirements

2.1. Approved Summary Account | Administrative Service

2.2.GFA - Fund Replenishment Administrative Service

Form
2.3. Sales Invoice DBM PS
2.4.Copy of Approved Travel Proponent
Authority
2.5. Original Boarding Pass Proponent/Airlines
2.6. Plane Ticket Administrative Service
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2.7.Request for Airline Booking
and Issuance of Plane tickets

Administrative Service

2.8. Copy of Approved MOA
Agreement -CEBU/PAL

Administrative Service

2.9. Government Fare Agreement
(GFA)

Administrative Service

2.10. Billing Statement Date DBM PS
(Undertaken)
2.11. Invitation with conforme (for | Proponent

Resource Persons)

2.12. Certificate of Undertaking
approved by Office
Concerned for outside

DepEd Claimant

Administrative Service

2.13. Approved Request for
Rebooking of Flight (for
rebooked flights)

Administrative Service

2.14. Approved Request for
Cancellation of Flight (for
cancelled flight)

Administrative Service

2.15. Approved Request of
Additional Baggage
Allowance (for additional
baggage allowance)

Administrative Service

2.16. Approved Original Proponent
Justification (for travel that
deviates from the approved
Travel Authority incase not
indicated in the above form)
Such other pertinent supporting
documents as are required by
the nature of expense
CLIENT AGENCY FEES TO | PROCESSING PERSON
STEPS ACTION BE PAID TIME RESPONSIBLE
1.Submit 1. Receive
Documents documents
for Claim of from the
Payments Budget
to Budget Section, and
Section log in the Designated
tracking None 4 hours Releasing &
system, and Receiving Staff
forward
Disbursement
Vouchers (DV)
for the next
step
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1.1.Review of
documentatio
n
requirements

None

3 days and 4
hours

Designated
Pre-Audit Staff

1.2.Forward
received DVs
to Head of
Accounting
Unit for final
review

None

4 hours

Designated
Releasing &
Receiving Staff

1.3. Final Review
of DV and
Supporting
Documents

If complete, sign
DVs and
proceed to
payment
(Proceed to
Step 1.5)

If incomplete,
prepare
findings and
forward to
designated
staff for
tracking
(Proceed to
Step 1.6)

None

2 days

Head of
Accounting
Unit/Designated
Accountant

1.4. Forward
documents
for
processing of
payment thru
ADA or check

None

1.5. Forward to
End-User for
compliance

None

4 hours

Designated
Releasing &
Receiving Staff

TOTAL:

None

7 days
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33. Processing of Disbursement Vouchers — Advertising

Paid media advertisements are suspended except those required in the issuance of
agency guidelines, rules and regulations, the conduct of public bidding and the
dissemination of important public announcements.

Office or Division: Accounting

Classification: Complex

Type of Transaction: | G2G - Government to Government
Who may avail: DepEd Offices

CHECKLIST OF

REQUIREMENTS WHERE TO SECURE

1. General Requirements

1.1. Certificate of Availability of Proponent
Funds

1.2. Existence of lawful and Proponent
sufficient allotment duly
obligated as certified by
authorized officials

1.3. Legality of transaction and Proponent
conformity with laws, rules or
regulations

1.4. Approval of expenditure by Proponent
Head of Office

1.5. Sufficient and relevant Proponent
documents to establish
validity of claim

1.6. Checklist of Requirements Accounting Division

1.7. Approved Obligation Request | Proponent & Budget Division
and Status - box A & box B -
approved (Appendix No. 11
GAM) (3 Copies)

1.8. Disbursement Voucher - box | Proponent
A - approved (Appendix No.
32 GAM) (3 Copies)

2. Other Documentary Requirements

2.1. Duly signed/received Supplier/Proponent
Bill/Statement of account

2.2.Copy of newspaper clippings | Proponent
evidencing publication and/or
CD in case of TV/Radio
commercial

Such other pertinent supporting
documents as are required by
the nature of expense

CLIENT AGENCY FEES TO | PROCESSING PERSON
STEPS ACTION BE PAID TIME RESPONSIBLE
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1.Submit
Documents
for Claim of
Payments
to Budget
Section

1. Receive

documents
from the
Budget
Section, and
log in the
tracking
system, and
forward
Disbursement
Vouchers (DV)
for the next
step

None

4 hours

Designated
Releasing &
Receiving Staff

1.1.Review of
documentatio
n
requirements

None

3 days and 4
hours

Designated
Pre-Audit Staff

1.2.Forward
received DVs
to Head of
Accounting
Unit for final
review

None

4 hours

Designated
Releasing &
Receiving Staff

1.3.Final Review
of DV and
Supporting
Documents

If complete, sign
DVs and
proceed to
payment
(Proceed to
Step 1.5)

If incomplete,
prepare
findings and
forward to
designated
staff for
tracking
(Proceed to
Step 1.6)

None

2 days

Head of
Accounting
Unit/Designated
Accountant

1.4.Forward
documents
for
processing of
payment thru
ADA or check

None

4 hours

Designated
Releasing &
Receiving Staff
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1.5. Forward to

End-User for None
compliance
TOTAL: None 7 days
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34. Processing of Disbursement Vouchers — Subscription Newspaper

Payment to concerned publishing company/newspaper provider for subscription
to regularly delivered newspaper.

Office or Division: Accounting

Classification: Complex

Type of Transaction: | G2G - Government to Government
Who may avail: DepEd Offices

CHECKLIST OF

REQUIREMENTS WHERE TO SECURE

1. General Requirements

1.1. Certificate of Availability of
Funds

1.2. Existence of lawful and
sufficient allotment duly
obligated as certified by
authorized officials

1.3. Legality of transaction and
conformity with laws, rules or
regulations

1.4. Approval of expenditure by
Head of Office

1.5. Sufficient and relevant
documents to establish
validity of claim

1.6. Checklist of Requirements Accounting Division

1.7. Approved Obligation Request | Proponent & Budget Division
and Status - box A & box B -
approved (Appendix No. 11
GAM) (3 Copies)

1.8. Dishursement Voucher - box | Proponent
A - approved (Appendix No.
32 GAM) (3 Copies)

2. Other Documentary Requirements

2.1. Duly signed/received Supplier/Proponent
Bill/Statement of account

2.2. Approved Authority to Proponent
subscribe

Such other pertinent supporting
documents as are required by
the nature of expense

CLIENT AGENCY FEES TO | PROCESSING PERSON
STEPS ACTION BE PAID TIME RESPONSIBLE
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1.Submit
Documents
for Claim of
Payments
to Budget
Section

1. Receive

documents
from the
Budget
Section, and
log in the
tracking
system, and
forward
Disbursement
Vouchers (DV)
for the next
step

None

4 hours

Designated
Releasing &
Receiving Staff

1.1.Review of
documentatio
n
requirements

None

3 days and 4
hours

Designated
Pre-Audit Staff

1.2.Forward
received DVs
to Head of
Accounting
Unit for final
review

None

4 hours

Designated
Releasing &
Receiving Staff

1.3.Final Review
of DV and
Supporting
Documents

If complete, sign
DVs and
proceed to
payment
(Proceed to
Step 1.5)

If incomplete,
prepare
findings and
forward to
designated
staff for
tracking
(Proceed to
Step 1.6)

None

2 days

Head of
Accounting
Unit/Designated
Accountant

1.4.Forward
documents
for
processing of
payment thru
ADA or check

None

4 hours

Designated
Releasing &
Receiving Staff
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1.5. Forward to

End-User for None
compliance
TOTAL: None 7 days

292



35. Application for Provident Fund Loan

Provident Fund Loan defined as a savings scheme consisting of contributions from
both the employees and the employer (in monetary form from members-
employees, in monetary or non-monetary form from the employers) which serve
as a loan facility and provider of supplementary welfare to employees.

Office or Division: Accounting

Classification: Complex

Type of Transaction: | G2G - Government to Government
Who may avail: DepEd Offices

CHECKLIST OF

REQUIREMENTS WHERE TO SECURE

1. General Requirements

1.1. Checklist of Requirements (1 | EAMD
Copy)

1.2. Disbursement EAMD
Voucher/Payroll - box A -
approved (Appendix No. 32
133 GAM) (3 Copies)

2. For All Types of Loan

2.1.Loan application Form (LAF) | EAMD
(Completely filled up),
endorsed by Personnel
Division and Legal Service

2.2. Authority to Deduct Personnel Division

2.3.Copy of latest available pay | Personnel Division
slip

2.4. Photocopy of DedpEd Employee borrower
Identification Card

2.5. Approved Appointment (for Employee borrower
First Time borrowers and Co-
Terminus employees only)

2.6. First page of notarized Employee borrower
Contract of Service for the
last five (5) years (for Co-
Terminus employees who
also served as COS

3. Additional Requirements for Additional Loans

3.1. Letter-request addressed to | Employee borrower
the Undersecretary of OUF

3.2. Hospitalization/Medical Employee borrower
Expenses/Medical
Abstract/Certificate/Prescripti
on/Diagnosis
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3.3. Death Certificate of the
deceased family member of
the loan applicant within the
third civil degree of
consanguinity/affinity, as

applicable

Employee borrower

4. Additional Req

uirement for Calamity Loans

4.1.Barangay/LGU
Certificate/Resolution
declaring the borrower's
place under State of

Calamity

Barangay where the borrower is a resident

Such other pertinent supporting
documents as are required by
the nature of expense

CLIENT
STEPS

AGENCY
ACTION

FEES TO
BE PAID

PROCESSING
TIME

PERSON

RESPONSIBLE

1.Submit
Documents
for Claim of
Payments
to EAMD

Receives and
records payroll
and supporting
documents
from EAMD

None

5 minutes

Designated
Releasing &
Receiving Staff

11

.Checks the
completeness
of the
supporting
documents
(requirements

)

None

5 minutes

Designated
ITRS Staff

1.2.

Verifies the
balances of
previous
loans from
the
Subsidiary
Ledger of the
borrower

None

10 minutes

Designated
ITRS Staff

1.3.

Final Review
For new loan
borrowers:
Prepares new
subsidiary
ledger and
encodes data
based on the
payroll

None

10 minutes

Designated
ITRS Staff

1.4.

Pre-
audits/certifie

None

5 minutes

Designated
ITRS Staff
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s funds
availability/pr
ocesses
payroll

1.5.

Section Chief
and Assistant
Chief affix
initial and
Chief
Accountant
signs on the
payroll
depending on
the amount

None

5 minutes

Section Chief,
Assistant Chief,
Chief
Accountant

1.6.

Releases the
payroll to the
Officer-in-
Charge,
Office of the
Director IV
(Finance
Service - DA
for approval

None

5 minutes

Designated
Releasing &
Receiving Staff

TOTAL:

None

50 minutes
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36. Processing of Liquidation Report - Petty Cash Fund (PCF)

Liguidation of PCF should be done as soon as the disbursements reaches 75% or
as needed, the PCF shall be replenished which shall be equal to the total amount
of expenditures made therefrom.

Office or Division: Accounting

Classification: Complex

Type of Transaction: | G2G - Government to Government
Who may avail: DepEd employees

CHECKLIST OF

REQUIREMENTS WHERE TO SECURE

1. General Requirements

1.1. Certificate of Availability of Proponent
Funds

1.2. Existence of lawful and Proponent
sufficient allotment duly
obligated as certified by
authorized officials

1.3. Legality of transactions and Proponent
conformity with laws, rules or
regulations

1.4. Approval of expenditure by Proponent
Head of Office

1.5. Sufficient and relevant Proponent
documents to establish
validity of claim

1.6. Checklist of Requirements Accounting Division

1.7. Approved Obligation Request | Proponent & Budget Division
and Status (box A & box B -
approved) (3 Copies)

1.8. Disbursement Voucher (box | Proponent
A - approved) (3 Copies)

2. Initial Cash Advance

1.1. Authority of the accountable | Proponent
officer indicating the
maximum accountability and
purpose of cash advance
(Approved authority to draw
PCF)

1.2. Certification that previous Accounting Division - Pre-Audit Section B
cash advances have been
liquidated and accounted for
in the books (Statement of
Unliquidated Cash Advance)

1.3. Approved application for DO/SDO
bond and/or Fidelity Bond for
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the year for cash
accountability of PHP 2,000
or more

1.4. Approved estimates of petty
expenses for one month

Proponent

2. Replenishment

2.1. Summary of Petty Cash DO/SDO
Vouchers

2.2.Report of Dishursements DO/SDO
(certification signed)

2.3. Petty Cash Replenishment DO/SDO
Report

2.4. Petty Cash Vouchers duly DO/SDO
accomplished and signed

2.5. Approved purchase request Proponent

with certificate of Emergency
Purchase, if necessary

2.6. Original bills, receipts, sales
invoices for all purchases
(with inspection, if w/o
inspection provide approved
waiver of inspection)

Suppliers of goods/services

2.7.Canvass from at least three
suppliers for purchases
involving 1,000 and above
except for purchases made
while on official travel

Suppliers of goods/services

2.8. Summary/Abstract of Proponent
Canvass
3. For Supplies
3.1. Certificate of inspection and | Proponent/AMD
acceptance
3.2.Request and Issue Slip Proponent/AMD

(consumable) or Inventory
Custodian Slip (non-
consumable)

4. For Meals

4.1.Duly approved Job Order

Suppliers of goods/services

4.2.Notice of meeting

Proponent

4.3. Duly approved and signed
attendance sheet

Proponent

5. For Repairs

5.1. Duly approved Job Order

GSD

5.2.Pre & Post Inspection Report

GSD
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5.3. Report of Waste Materials in
case of replacement/repair

AMD

6. For toll fees and gasoline

6.1. Trip Ticket duly Proponent
accomplished and approved
(with summary if applicable)
6.2. Travel Authority (for toll fee Proponent
only)
7. For Fare
7.1. Completely filled- up and Proponent

approved Reimbursement
Expenses Receipt (Appendix
No. 46 GAM), Certification of
expenses Not requiring
Receipts (COA Circular
2017-001), if Applicable

7.2.Duly signed and approved
locator slip

per DO 22 s. 2019

Such other supporting
documents that maybe required
and/or required under the
company policy depending on
the nature of expenses

CLIENT AGENCY FEES TO | PROCESSING PERSON
STEPS ACTION BE PAID TIME RESPONSIBLE
1.Submit 1. Receive
Documents documents
to from
Accounting employee/offic Designated
Division - er and None 5 minutes PASB
Pre-audit B encodes the Releasing &
Section liquidation Receiving Staff
report and
forward to the
next step
1.1. Review of
documentatio
pe uirements Designated
9 None 3 days PASB Pre-Audit
, encodes
Staff
and forward
to Section
Chief
1.2. Review and Head of
e . 3 days, 7 X
initial or Final Accounting
: None hours and 40 . :
Review and ) Unit/Designated
minutes
approval of Accountant
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LRs and
Supporting
Documents
(once
completed, to
be forwarded
to the
designated
signatory
depending
on the
amount of
the
Liguidation
Report)
Forward
received LRs
to Head of
Accounting
Unit for final
review

1.3.

Once signed,
document
will be
forwarded to
Book A for
JEV
Preparation

None

15 minutes

Designated
Staff

TOTAL:

None

7 days
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37. Processing of Liquidation Report — Training and Activities

Liguidation of training and activities expenses should be done within 20 calendar
days after the end of the year subject to replenishment as frequently as necessary
during the year.

Office or Division: Accounting

Classification: Complex

Type of Transaction: | G2G - Government to Government
Who may avail: DepEd employees

CHECKLIST OF
REQUIREMENTS
1.Liquidation Report Form DO/SDO

WHERE TO SECURE

2.Report of Disbursements signed | DO/SDO
by Disbursing Officer with
supporting documents
(Receipts/Sales Invoices
approved by the Head of Office)

3.Copy of Previously approved DO/SDO
vouchers (Cash Advance with
copy of Check)

4.Copy of Approved Memo of the | Proponent
Activity (Activity Request /
Authority to Conduct) with
approved budget estimate,
Asset Management Division
Certificate and List of Supplies
and Materials, Purchase Order

5.Request and Issue Slip Proponent/AMD
(consumable) or Inventory
Custodian Slip (non-
consumable)

6. Certificate of Acceptance / Proponent
Waiver of Inspection

7.Certification of emergency Proponent
purchase / Justification (if
needed)

8. Trip ticket (if for fuel/toll Proponent
fees/parking fees)

9. Approved payrolls/vouchers Proponent

duly acknowledged/signed by
the payee/s
10. Approved ltinerary of Travel Proponent
(Appendix No. 45 GAM)
11. Approved Travel Authority (per | Proponent
DO No. 22 s. 2019)
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12. Approved Certificate of Travel
Completed (Appendix No. 47
GAM)

Proponent

13. Original Certificate of
Appearance/participation

Program Provider

14. Original copies of tickets (bus,
ship, boat, taxi, terminal fee,
etc.)

Transportation Companies

15. Completely filled- up and
approved Reimbursement
Expenses Receipt (Appendix
No. 46 GAM), Certification of
expenses Not requiring
Receipts (COA Circular 2017-
001), if Applicable

Proponent

16. Original Boarding pass &
plane ticket/Billing
Statement/Official Receipt (for
reimbursement of Plane fare)

Airlines for Boarding Passes/Travel Agency

for Billing Statement and ORs

17.0R in case of refund of excess | DO/SDO
of cash advance
Such other pertinent supporting
documents as are required by
the nature of expense
CLIENT AGENCY FEES TO | PROCESSING PERSON
STEPS ACTION BE PAID TIME RESPONSIBLE
1.Submit 1. Receive
Documents documents
to from
Accounting employee/offic Designated
Division - er and None 5 minutes PASB
Pre-audit B encodes the Releasing &
Section liquidation Receiving Staff
report and
forward to the
next step
1.1. Review of
documentatio
?equirements Designated .
None 3 days PASB Pre-Audit
, encodes
Staff
and forward
to Section
Chief
1.2. Review and 3 days, 7 Head of
initial or Final None hours and 40 .
: ) Accounting
Review and minutes
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approval of
LRs and
Supporting
Documents
(once
completed, to
be forwarded
to the
designated
signatory
depending
on the
amount of
the
Liquidation
Report)
Forward
received LRs
to Head of
Accounting
Unit for final
review

Unit/Designated
Accountant

1.3.

Once signed,
document
will be
forwarded to
Book A for
JEV
Preparation

None

15 minutes

Designated
Staff

TOTAL:

None

7 days
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38. Processing of Liquidation Report — Foreign Travel

Liguidation of Foreign travel expenses should be done within 60 days after the
return of the employee concerned to the Philippines.

Office or Division: Accounting

Classification: Complex

Type of Transaction: | G2G - Government to Government
Who may avail: DepEd employees

CHECKLIST OF
REQUIREMENTS
1.Liquidation Report Form Employee/Officer

WHERE TO SECURE

2.Approved Travel Authority (per | Employee/Officer
DO No. 22 s. 2019)
3.DFA Letter DFA

4. Approved ltinerary of Travel Employee/Officer
(Appendix No. 45 GAM)

5.Approved Certificate of Travel Employee/Officer
Completed (Appendix No. 47
GAM)

6. Letter of Invitation of Program Provider
host/sponsoring
country/agency/organization
(indicating administrative matter
such as lodging, meals,
transportation, etc.)

7.For plane fare, quotations of the | Administrative Service/Airline/Travel Agency
3 travel agencies or its
equivalent

8.Copy of Plane Ticket/Flight Administrative Service/Airline/Travel Agency
itinerary issued by the
airline/ticketing office/travel
agency

9.Copy of UNDP DSA Rates for Google Search
the country of destination

10. Daily Dollar Rates Peso Rates | BSP
(from BSP - date of cash
advance)

11. Where applicable, authority Office of the President
from the OP to claim
representation expenses

12.In case of seminars/trainings: | Program Provider
¢ Invitation addressed to the

agency inviting participants
e Acceptance of the
nominees as participants
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e Programme Agenda and
Logistics Information (such
as lodging, meals,
transportation, etc.)

13. Certification from the
Accountant that previous cash
advance has been liquidated
and accounted for in the
books/STATEMENT OF
UNLIQUIDATED CASH
ADVANCES OF DISBURSING
OFFICERS

Accounting Division

14. Daily Dollar Rates Peso Rates
(date of departure)

BSP

15. UNDP DSA Rates for the
country of destination (for the
month of travel date)

Google Search

16. Copy of Plane Ticket

Administrative Service/Airline/Travel Agency

17. Copy of Boarding pass, boat
or bus ticket

Transportation Company

18. Original Boarding pass &
plane ticket/Billing
Statement/Official Receipt (for
reimbursement of Plane fare)

Airlines for Boarding Passes/Travel Agency
for Billing Statement and ORs

19. Approved Certification of
Unavailability of flights (for
reimbursement of plane fare)

Administrative Service

20. Certificate of
appearance/attendance for
training/seminar/ participation

Program Provider/Philippine Consulate

21. For reimbursement of actual
travel expenses in excess of
the prescribed rate (EO No.
77):.

e Approval by the President
for the Department
Secretary (approval of
authorized official per DO
No. 22 s. 2019 for Usec and
below)

¢ Certification from the Head
of Agency that it is
absolutely necessary

¢ Hotel room bills with official
receipts (certification of
affidavit of loss shall not be
considered)

OP, OSEC & Business establishment

22. Completely filled- up and
approved Reimbursement

Proponent
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Expenses Receipt (Appendix
No. 46 GAM), Certification of
expenses Not requiring
Receipts (COA Circular 2017-
001), if Applicable

23. Narrative report on trip
undertaken/Report on
Participation

Employee/Officer

24. Receipts for other expenses
authorized to claim

Business Establishments

25.OR in case of refund of excess
of cash advance

Employee/Officer/Cash Division

26. Copy of pre-audited/approved
cash advance voucher and
itinerary of travel

Employee/Officer/Cash Division

Such other pertinent supporting
documents as are required by
the nature of expense

CLIENT AGENCY FEES TO | PROCESSING PERSON
STEPS ACTION BE PAID TIME RESPONSIBLE
1.Submit 1. Receive
Documents documents
to from
Accounting employee/offic Designated
Division - er and None 5 minutes PASB
Pre-audit B encodes the Releasing &
Section liquidation Receiving Staff
report and
forward to the
next step
1.1. Review of
documentatio
Pequirements Designated .
None 3 days PASB Pre-Audit
, encodes
Staff
and forward
to Section
Chief
1.2. Review and
initial or Final
Review and
approval of 3 days, 7 Alc_lci)iig:]g
LRs and None hours and 40 . .
. ; Unit/Designated
Supporting minutes
Accountant
Documents
(once
completed, to
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be forwarded
to the
designated
signatory
depending
on the
amount of
the
Liquidation
Report)
Forward
received LRs
to Head of
Accounting
Unit for final
review

1.3.

Once signed,
document
will be
forwarded to
Book A for
JEV
Preparation

None

15 minutes

Designated
Staff

TOTAL:

None

7 days

306



39. Processing of Liquidation Report — Local Travel
Liguidation of local travel expenses should be done within 30 days after the return

of the employee concerned to his/her official station.

Office or Division:

Accounting

Classification: Complex

Type of Transaction:

G2G - Government to Government

Who may avail:

DepEd employees

CHECKLIST OF
REQUIREMENTS

WHERE TO SECURE

1.Liquidation Report Form Proponent

2.Approved ltinerary of Travel Proponent
(Appendix No. 45 GAM)

3.Approved Certificate of Travel Proponent

Completed (Appendix No. 47
GAM)

4.0Original Certificate of
Appearance/participation

Program Provider

5.0riginal copies of tickets (bus,
ship, boat, taxi, terminal fee,
etc.)

Transportation Companies

6.Completely filled- up and
approved Reimbursement
Expenses Receipt (Appendix
No. 46 GAM), Certification of
expenses Not requiring
Receipts (COA Circular 2017-
001), if Applicable

Proponent

7.Copy of Boarding pass received
by Administrative Service

Administrative Service

8.0riginal Boarding pass & plane
ticket/Billing Statement/Official
Receipt (for reimbursement of
Plane fare)

Airlines for Boarding Passes/Travel Agency
for Billing Statement and ORs

9. Approved Certification of
Unavailability of flights (for
reimbursement of plane fare)

Administrative Service

10. Approved Justification from
USEC Concerned (if there is
deviation from Authorized
Travel)

11. Memo regarding the first meal
and last meal of the activity

Program Provider

12. Copy of approved AR/ATC
with detailed budget estimate
(If claiming for B&L/full DTE)

Program Provider
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13. Certification from the Head of
Agency as to the absolute
necessity of the expenses
together with the
corresponding receipts, if the
expenses incurred exceeded
DTE rate (certification or
affidavit of loss shall not be
considered)

Office of the Secretary

14. Hotel room/lodging bills with
ORs in the case of official
travel on places w/in 50km
radius from the last city or
municipality covered by the
MM area, or their city or
municipality where their
permanent official station is
located in the case of those
outside MM area if the travel
allowances being claimed
include the hotel room/lodging
rate

Business Establishments

15.OR in case of refund of excess
of cash advance

Employee/Cash Division

Such other pertinent supporting
documents as are required by
the nature of expense

CLIENT AGENCY FEES TO | PROCESSING PERSON
STEPS ACTION BE PAID TIME RESPONSIBLE
1.Submit 1. Receive
Documents documents
to from
Accounting employee/offic Designated
Division - er and None 5 minutes PASB
Pre-audit B encodes the Releasing &
Section liquidation Receiving Staff
report and
forward to the
next step
1.1. Review of
documentatio
?equirements Designated .
None 3 days PASB Pre-Audit
, encodes
Staff
and forward
to Section
Chief
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1.2.

Review and
initial or Final
Review and
approval of
LRs and
Supporting
Documents
(once
completed, to
be forwarded
to the
designated
signatory
depending
on the
amount of
the
Liguidation
Report)
Forward
received LRs
to Head of
Accounting
Unit for final
review

None

3 days, 7
hours and 40
minutes

Head of
Accounting
Unit/Designated
Accountant

1.3.

Once signed,
document
will be
forwarded to
Book A for
JEV
Preparation

None

15 minutes

Designated
Staff

TOTAL:

None

7 days
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40. Processing of Liquidation Report — Payroll Fund for Salaries, Wages,
Allowances and Other Similar Expenses

Ligquidation Payroll fund for salaries, wages, allowances and other similar expenses
should be done within 5 calendar days after the end of the pay period.

Office or Division: Accounting

Classification: Complex

Type of Transaction: | G2G - Government to Government
Who may avail: DepEd employees

CHECKLIST OF
REQUIREMENTS
1.Liquidation Report Form DO/SDO

WHERE TO SECURE

2.Report of Disbursements signed | DO/SDO
by Disbursing Officer with
supporting documents

3.Copy of Previously approved DO/SDO
vouchers (Cash Advance with
copy of Check)

4.Copy of Approved DO/SDO
Memo/Authority with approved
budget estimate

5.Approved DTRs or certificate of | Employee/Personnel
service

6.Approved application for leave Employee/Personnel Division

7.1n case of payment of personnel | Employee/Concerned office
under the job order status, duly
verified/accepted
accomplishment report

8. Authority from the claimant and | Employee/Personnel
identification documents if
claimed by person other than
the payee

9.0R in case of refund for DO/SDO
unclaimed salaries

Such other pertinent supporting
documents as are required by
the nature of expense

CLIENT AGENCY FEES TO | PROCESSING PERSON
STEPS ACTION BE PAID TIME RESPONSIBLE
1.Submit 1. Receive
Documents documents Designated
to from None 5 minutes PASB
Accounting employee/offic Releasing &
Division - er and Receiving Staff
encodes the

310



Pre-audit B
Section

liquidation
report and
forward to the
next step

11

. Review of
documentatio
n
requirements
, encodes
and forward
to Section
Chief

None

3 days

Designated
PASB Pre-Audit
Staff

1.2.

Review and
initial or Final
Review and
approval of
LRs and
Supporting
Documents
(once
completed, to
be forwarded
to the
designated
signatory
depending
on the
amount of
the
Liguidation
Report)
Forward
received LRs
to Head of
Accounting
Unit for final
review

None

3 days, 7
hours and 40
minutes

Head of
Accounting
Unit/Designated
Accountant

1.3.

Once signed,
document
will be
forwarded to
Book A for
JEV
Preparation

None

15 minutes

Designated
Staff

TOTAL:

None

7 days

311




41. Pre-Audit of Budget Estimates

Review amounts included in the budget of DepEd activities, what are allowed
and not and what are the maximum standard set.

Office or Division: Accounting

Classification: Simple

Type of Transaction: | G2G - Government to Government

Who may avail: DepEd Offices

CHECKLIST OF
REQUIREMENTS

WHERE TO SECURE

1.Signed Authority from
Proponents

Concerned Office / Proponent

2. Allotment from Budget Division

Budget Division

3.Program Work and Financial
Plan Clearance / Approval from
Planning Division

Planning Division

4.Actual or Tentative (if still not
available) Place of Venue and
Number of Participants per
Region

Concerned Office / Proponent

5.Detailed TEVs of the Resource
Person(s) indicating origin /
official station

Concerned Office / Proponent

6.List of supplies and materials
with costing and Certification
from Asset Management
Division

Asset Management Division

7.All budget computation (detailed
attachments) should be
approved by the head of Office

Concerned Office / Proponent

8.Indicate the amount for
downloading, for direct payment
and for cash advance with
name of the Disbursing Officer
Requested

Concerned Office / Proponent

9.Letter request from
Regions/Divisions (if authority is
request for downloading of
support funds)

Requesting Region/Division

Such other pertinent supporting
documents as required by the
nature of claim

CLIENT AGENCY
STEPS ACTION

FEES TO
BE PAID

PROCESSING
TIME

PERSON
RESPONSIBLE
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1.Submitthe |1. Receive and
complete encode the .
) Designated
required document by
: . PASB
documents the assigned None 30 minutes :
Releasing &
and personnel _
Receiving Staff
Request for
Pre-Audit
1.1. Encode and
Pre-Audit, Designated
then forward None 1 day PASB Pre-Audit
it to Section Staff
Chief
1.2. Review and Section Chief
initial/sign PAS B,
the authority None 1 dﬁy and 7 Assistant Chief
ours )
and Chief
Accountant
1.3. Release the
authority to
the . Designated
proponent/ None 30 minutes Staff
concerned
office
TOTAL.: None 3 days
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42. Pre-Audit of Various Authorities

Review of authorities such as authority to reimburse, authority to conduct and
authority to pay as to completeness of the attached documents for approval of the
proper signatory with the amount involved for evaluation.

Accounting

Simple

G2G - Government to Government
DepEd Offices

Office or Division:
Classification:

Type of Transaction:
Who may avail:

CHECKLIST OF
REQUIREMENTS WHERE TO SECURE
1.Signed Authority from Concerned Office / Proponent
Proponents
2. Allotment from Budget Division | Budget Division
3.Checklist applicable based on Accounting Division - Pre-Audit Section A
expense and/or transaction as
required by Pre-Audit Section A
4.Portion of Work and Financial Concerned Office / Proponent
Plan where the expense will be
charged
5. Justification (if applicable) Concerned Office / Proponent
Such other pertinent supporting
documents as required
CLIENT AGENCY FEES TO | PROCESSING PERSON
STEPS ACTION BE PAID TIME RESPONSIBLE
1.Submitthe |1. Receive and
complete encode the Desi q
required document by esignate
documents the assigned None 15 minutes R lPASB
and personnel €leasing &
Receiving Staff
Request for
Pre-Audit
1.1. Encode and
Pre-Audit, Designated
then forward None ! hou_rs ?nd 30 PASB Pre-Audit
it to Section minutes Staff
Chief
1.2. Review and Section Chief
initial/sign PAS B,
the authority None 1 day Assistant Chief
and Chief
Accountant
1.3. Release the
authority to Designated
proponent/ None 15 minutes St
aff
concerned
office
TOTAL: None 2 days

314



43. Request for Application, Renewal and Cancellation of Bond

Review of documents / requirements submitted by the special disbursing officer /
disbursing officer in accordance with Treasury Circular 02-2009.

Office or Division:

Accounting

Classification: Simple

Type of Transaction:

G2G - Government to Government

Who may avail:

DepEd employees

CHECKLIST OF
REQUIREMENTS

WHERE TO SECURE

1.Signed Authority from
Proponents (Authority to
Appoint or Designate)

Concerned Office / Proponent

2. Allotment from Budget Division

Budget Division

3.Two (2) General Form No. 57A
(Request Form) - refer to
Treasury Circular No 02-2009

Bureau of Treasury Website - Fidelity
Bonding Forms
(https://www.treasury.gov.ph/?page_id=1481
4)

4.Two (2) General Form No. 58A
(Application Form) - refer to
Treasury Circular No 02-2009
(subscribed and sworn to before
any officer authorized to
administer oath, attached with
two (2) passport size ID pictures
taken within the last three (3)
months prior to the date of
application)

Bureau of Treasury Website - Fidelity
Bonding Forms
(https://www.treasury.gov.ph/?page_id=1481
4)

5.Latest Sworn Statement of
Assets, Liabilities and Net
Worth (SALN)

Appointed/Designated DO/SDO

6. Certification of No Pending
Administrative and Criminal
Case

Legal Service

Such other pertinent supporting
documents as required

CLIENT AGENCY FEES TO | PROCESSING PERSON
STEPS ACTION BE PAID TIME RESPONSIBLE
1.Submitthe |1. Receive and
complete encode the .
) Designated
required document by
: . PASB
documents the assigned None 15 minutes :
Releasing &
and personnel C
Receiving Staff
Request for
Pre-Audit
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1.1. Encode and

Pre-Audit, 2 hours and 30 Designated
then forward None minutes PASB Pre-Audit
it to Section Staff
Chief
1.2. Review and Section Chief
initial/sign PAS B,
the authority None 1 day Assistant Chief
and Chief
Accountant
1.3. Release the
authority to
the . Designated
proponent/ None 15 minutes Staff
concerned
office
TOTAL: None 2 days

316



44. Request for Approval of the Contracts of Various Projects/ Transactions
Responsible as to the availability of funds for that purpose.

Office or Division:

Accounting

Classification: Simple

Type of Transaction:

G2G - Government to Government

Who may avail:

DepEd Offices

CHECKLIST OF
REQUIREMENTS

WHERE TO SECURE

1.Signed Authority from
Proponents (Authority to
Appoint or Designate)

Concerned Office / Proponent

2.Documents as required by the
Contract Management Division

Contract Management Division

3.Contract per Supplier signed by
the concerned personnel and/or
officials (3 Copies)

Concerned Office / Proponent

Such other pertinent supporting
documents as required

CLIENT AGENCY FEES TO | PROCESSING PERSON
STEPS ACTION BE PAID TIME RESPONSIBLE
1.Secure the |1. Receive and
completene encode the
ss of document by
documents the assigned
and request personnel
for
Signature of Designated
the Chief None 15 minutes PASB
Accountant Releasing &
certifying Receiving Staff
the Funds
Available
per
attached
Authority to
Procure
1.1. Encode and
check the
completenes
s of the Designated
attached None 7 hou_rs and 30 PASB Pre-Audit
documents minutes
Staff
and the
amount
indicated
therein
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1.2. Review and Section Chief
initial/sign PAS B,
approval of None 1 day Assistant Chief
"Funds and Chief
available" Accountant

1.3. Release the
contract to
the . Designated
proponent/ None 15 minutes Staff
concerned
office

TOTAL: None 2 days

318



45. Issuance of GSIS and Pag-IBIG Certificate of Remittances

Process of release of GSIS and Pag-IBIG Certificate of Remittances as proof of
the transaction.

Office or Division: Accounting

Classification: Simple

Type of Transaction: | G2G - Government to Government

Who may avail: Retirees/Retired Teachers, Active DepEd
Teachers/Members

CHECKLIST OF
REQUIREMENTS WHERE TO SECURE

1. For Government Service Insurance System (GSIS) Personal Share and
Government Share

1.1. Request from the GSIS Government Service Insurance System
member report issued by the | (GSIS)
GSIS which indicates the
Period with Paid Premiums
(PPP) and Total Length of
Service (TLS) variances
1.2.Member's Service Record Division Offices/ Implementing Units

1.3.Member's payslip or payroll Division Offices/ Implementing Units

2. For GSIS Policy Loans, GSIS educational Loans or GSIS other loans

2.1. Request from the member Government Service Insurance System
his latest statement of (GSIS)
account (SOA) on due and
demandable loans

2.2. Member's payslip or payroll Division Offices/ Implementing Units

3. For Pag-IBIG Fund

3.1.Request from the GSIS Pag-IBIG Fund
member report issued by the
PAGIBIG which indicates the
period with variances as
against her total length of

service
3.2.Member's Service Record Division Offices/ Implementing Units
3.3.Member's payslip or payroll Division Offices/ Implementing Units

Such other pertinent supporting
documents as required

CLIENT AGENCY FEES TO | PROCESSING PERSON
STEPS ACTION BE PAID TIME RESPONSIBLE
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1.Submit the . Receive
documents documents
to DepEd and prepare
Central Certificate of L eticia
Office - Remittances None 20 minutes Mallannao
Accounting for GSIS or
Division PAGIBIG
CROC
Section
1.1. Review and Neliza
Approval None 5 minutes Advincula
1.2. Issue/Releas
e the None 5 minutes L eticia
Certification Mallannao
to Teacher/s
TOTAL: None 30 minutes
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46. Application for Certification of Remittances

GSIS and Pag-IBIG Certification of Remittances can be issued to Retirees/Retired
DepEd Employees, as well as active DepEd personnel.

Office or Division: Accounting

Classification: simple

Type of Transaction: | G2G - Government to Government

Who may avail: Retirees/Retired Employees, Active DepEd Members

CHECKLIST OF

REQUIREMENTS

1. For Government Service Insurance System (GSIS) Personal Share and
Govt. Share

WHERE TO SECURE

1.1.Request from the GSIS Government Service Insurance System
member a letter or report (GSIS)
issued by the GSIS which
indicates his period with paid
premiums (PPP) and total
length of service (TLS)
variances

1.2.Member's Service Record Member/Employee

1.3.Member's payslip or payroll Member/Employee

2. For GSIS Policy Loans, GSIS educational Loans or GSIS other loans

2.1.Request from the member Government Service Insurance System
his latest statement of (GSIS)
account (SOA) on due and
demandable loans
2.2.Member's payslip or payroll Member/Employee

Such other pertinent supporting
documents as required

CLIENT AGENCY FEES TO | PROCESSING PERSON
STEPS ACTION BE PAID TIME RESPONSIBLE
1.Submit 1. Receive
request for request and
certification documents
and other from Cecille
documents Member/empl None 15 minutes Villanueva and
to oyee Loreto Virgo, Jr
Accounting
Division —
ITR Section
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1.1

Upon receipt
of the SOA,
etc., review
or analyze it
to determine
the variances
or unposted
payments

None

1 day

Cecille
Villanueva and
Loreto Virgo, Jr

1.2.

Print and
issue copy of
scanned
remittance
list and
official
receipt of the
variance/unp
osted
remittances

None

1 day

Cecille
Villanueva and
Loreto Virgo, Jr

1.3.

Record the
transaction
and release
the
documents to
Member/Emp
loyee

15 minutes

Cecille
Villanueva and
Loreto Virgo, Jr

TOTAL:

None

2 days, 30
minutes
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47. Request for BIR Form 2306 and 2307

BIR Form 2306 (Certificate of Final Tax Withheld at Source) is a certificate issued
by the agency to recipient of income subjected to final tax. BIR Form 2307
(Certificate of Creditable Tax Withheld at Source) is a certificate issued to recipient
of income subject to expanded withholding tax paid by the agency.

Office or Division: Accounting

Classification: Simple

Type of Transaction: | G2G - Government to Government

Who may avail: Payees with taxes withheld on their claims

CHECKLIST OF
REQUIREMENTS
1.Filled up request form Accounting Division - Bookkeeping A Section

WHERE TO SECURE

2.Photocopy of processed Cash Division
Disbursement Voucher with
LDDAP-ADA payments

Such other pertinent supporting
documents as required

CLIENT AGENCY FEES TO | PROCESSING PERSON
STEPS ACTION BE PAID TIME RESPONSIBLE

1.Fill-up 1. Receive
request request form
form and and
submit attachment None 20 minutes
request
form to
issuing staff

Admin Assistant
11

1.1. Verify if
included in None 3 hours
the list

1.2. Prepare tax
certificates in None 3 hours
3 copies

1.3. Endorse to . Admin Assistant

. None 20 minutes

signatory 11

1.4. Signatory Chief

Sign/initial None 1 hour Accountant/

the BIR Form ( _
2306 & 2307 Section Chief

1.5. Release 2
copies of BIR
Forms to the None 20 minutes
requesting
party

Admin Assistant
11

Admin Assistant
I

Admin Assistant
11

TOTAL: None 1 day, 8 hours
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DefiED

48. Request for Photocopy of Supporting Documents from Paid and Filed
Transactions

Photocopy of supporting documents from paid and filed transaction can be requested
from the accounting division.

Accounting

Simple

G2G - Government to Government
Payees in need of supporting documents from paid
transaction/s to support in claims of current/another
transaction/ liquidation of cash advance

1.Accomplished Request Form Accounting Division - Receiving/Releasing
Window

Such other pertinent supporting
documents as required

1.Fill-up 1. Receive
request request form
form, _then and None 15 minutes Admin Assistant
submit to attachment
issuing
staff/officer
1.1. Manual
search the
transaction
through
binder
number and
LDDAP-ADA
number as

reference. If
transaction is
already
forwarded to
COA for
audit review,
the
requesting
party will go
directly to
COA for his
request

None 5 hours Admin Assistant
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1.2.

Photocopy
requested
documents
and its
attachment

None

2 hours and 30
minutes

Admin Assistant

1.3.

Release the
copy of
requested
supporting
document

None

15 minutes

Admin Assistant

TOTAL:

None

1 day, 8 hours
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49. Application for Agency Code/Activation of Organization Code

This service is an application of any government unit including offices,
instrumentality for a code specifically intended only for the requesting office/unit.

Office or Division:

Accounting

Classification: Simple

Type of Transaction:

G2G - Government to Government

Who may avail:

Non-implementing Units/Division Offices

CHECKLIST OF
REQUIREMENTS

WHERE TO SECURE

1.Copy of the current GAA where
the appropriation of the school
is reflected

Division Office

2.Duly signed latest and updated
Personnel Services Itemization
and Plantilla of Positions
(PSIPOP) and with Principal
position. Financial staff (ADAS
Il and I1l) and with at least
twenty (20) teachers

Division Office (HRMO)

3.Copy of attested appointment
paper of the current School
Principal and Reassignment
Order, if any

Division Office (HRMO)

4.Copy of attested appointment
paper of School Bookkeeper
(ADAS III) and School
Disbursing Officer (ADAS II)

Division Office (HRMO)

5.Copy of Certificate of
trainings/seminars attended by
financial staff related to
Financial Management

Concerned Staff

6. Certification of the School Head
as to the capacity of the School
to comply with submission of
financial reports to COA, DBM,
NEDA, House of
Representatives, etc. duly noted
by Schools Division
Superintendent

School Principal

7.Duly signed EBEIS data on
enrolment per grade level for
the current school year
including School Profile.

Division Office - Planning Officer

8.Letter Request for the Issuance
of Agency Code by the "current"”
School Head addressed to the
Schools Division Office

School Principal
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9.Indorsement letter from Schools
Division Office to Regional

Office

Division Office

10.Indorsement letter from the
Regional Office concerned

Regional Office

Such other pertinent supporting
documents as required

CLIENT AGENCY FEES TO | PROCESSING PERSON
STEPS ACTION BE PAID TIME RESPONSIBLE
1.Endorse 1. Receive
request for request for
Agency Issuance of
Code/activa Agency
tion of Code/activatio
Organizatio n of
n Code with Organization Philip Cauba/
required Code None 2 minutes Flordeliza Baga/
supporting Arlene Thomas
documents
to DepEd
Central
Office -
Accounting
Division
1.1. Prepare
Checklist for
E;Zuesting : Ph|||p.Cauba/
A None 5 minutes Flordeliza Baga/
Division/
Arlene Thomas
School as
guide for
review
1.2. Review/Eval
uate request
as to
completenes
s of .

. Philip Cauba/
submitted None 30 minutes Flordeliza Baga/
documents

Arlene Thomas
and
sort/arrange
documents
according to
the checklist)
L3, Review | Philip Cauba/
. None 5 minutes Flordeliza Baga/
all required
. Arlene Thomas
supporting
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documents
are complied

1.4.

Prepares
Indorsement
Letter to
DBM all
evaluated
requests on
a quarterly
basis

None

30 minutes

TOTAL:

None

42 minutes
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B. Budget Division

1. Processing of Request for Obligation of Allotment

Obligation Request and Status/Contracts is a required document by Commission
on Audit for certification of allotment and obligation and for future adjustments of
expense accounts.

Office or Division: Budget
Classification: Simple
Type of Transaction: | G2G - Government to Government and G2B -
Government to Business
Who may avail: DepEd offices and private companies
CHECKLIST OF
REQUIREMENTS WHERE TO SECURE
1. ORS (3 Original Copies) Requesting Unit
2. Signed Activity Request (AR) | Requesting Unit
/ Authority to Conduct (ATC)
(1 Photocopy)
3. Budget Estimate (1 Original Requesting Unit
Copy)
4. If no Activity Request: Requesting Unit
Authority to Pay (ATP) /
Reimburse with fund source
(1 Original Copy)

5. PMIS/WEFP (1 Origin Copy) Requesting Unit

6. Authority to Travel (1 Original | Requesting Unit
Copy)

7. If for salary/overtime: Requesting Unit
Copy of Contract (1 Original
Copy)

8. Approved Authority to Requesting Unit

Procure (1 Photocopy)
9. Approved Purchase Order (1 | Requesting Unit

Photocopy)
CLIENT AGENCY FEES TO | PROCESSING PERSON
STEPS ACTION BE PAID TIME RESPONSIBLE
1.Requesting [1.1.Receive
unit will and record
submit the the
Obligation document Receiving
Request and None 5 minutes Personnel
Status/Contr
acts to
Budget
Division
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1.2. Distribute to . -
3 minutes Receiving
Personnel None
) Personnel
in charge
1.3. Review,
verify, an