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1.Facilitate Request for Net Take Home Pay, Photocopy of 
Payrolls and Certification 

 
The said documents are required for loan application or renewal and other random 
requests not related loans. 

 

Office or Division Office of the Municipal Accountant 

Classification Complex 

Type of 
Transaction 

G2G- Government to Government 

Who May Avail Employee's 

CHECKLISTOFREQUIREMENTS WHERETOSECURE 

Official Receipt Municipal Treasurer’s Office 

Net take home pay Office of the Municipal Accountant 

Certificate of loan repayment Office of the Municipal Accountant 

Client Steps Agency Action 
Fees to be 

Paid 
Processing

Time 
Person 
Responsible 

1. Fill up application 
Forms 

1. Receive 
application for 
record purposes 

None 5 Minutes Staff In Charge 

Office of the 
Municipal 

Accountant 

2. Pay required 
fees at the 
Municipal 
Treasurer's Office 

 

2.Accept 
Official Receipt 

 

PHP100.00 3Minutes Staff In Charge 
Office of the 

Municipal 
Accountant 

 

2.1Approval of 
Loan application 
and Net take 
home pay 
certification 

None 5Minutes  

Staff In Charge  
Office of the 

Municipal 
Accountant 

 TOTAL: PHP100.00 13Minutes  
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2. Issuance of Accountant’s Advice for Check Issued 

 
The Accountant's Advice is the final step in the releasing of check. It indicates the 
payee's name and amount and the check number. The said document upon approval 
by the Accountant will be submitted to the Land Bank of the Philippines for recording 
purposes. 

 

Office or Division Office of the Municipal Accountant 

Classification Simple 

Type of 
Transaction 

G2G-Government to Government 

Who May Avail Suppliers & Employee's 

CHECKLISTOFREQUIREMENTS WHERETOSECURE 

Checks Office of the Municipal Treasurer 

Advice of checks issued Office of the Municipal Accountant 

Client Steps Agency Action 
Fees to 
be Paid 

Processi
ng Time  

Person 
Responsible 

1.ForwardCheck 1. Receive and 
encode approved 
checks for journal 
entries 

 
None 

 
15 

Minutes 
per 

check 

Staff-In-Charge 
Office of the 

Municipal 

Accountant 

1.1.Prepare 
Accountant’s Advice 
of Local Check 
Issued 

 

 
 

None 

 
 

15 
Minutes 

 

Staff In Charge 
office of the 
Municipal 

Accountant 

 

1.2. Approval of 
Advice of Check 
Issued 

 
None 

 
5 

Minutes 

 
Municipal 

Accountant 

2.Deliver 

Accountant's 

Advice to the 

Land Bank of the 

Philippines 

2.1 Receive and verify 

Accountant's Advice 

None 8 Hours Verifier-
Landbank of the 
Philippines 
Tandag Branch 

 2.2. Forward 
validated advice of 
check issued to the 
Municipal 
Treasurer’s Office 
with corresponding 

approved checks.  
 

None 30 
Minutes 

 
Staff In Charge 

Office of the 

Municipal 

Accountant 

TOTAL 9 hours 
and 9 

minutes 
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3. Issuance and Verification of Loan Repayments and Availability 
of Funds 

The said document is issued for any request on loan application, loan renewal and 
repayment. 

 

Office or Division Office of the Municipal  Accountant 

Classification Simple 

Type of 
Transaction 

G2G-Government to Government 

Who May Avail Employee's 

CHECKLISTOF 

REQUIREMENTS 

WHERETOSECURE 

Application Form Lending Institution/Human Resource Office 

Official Receipt Municipal Treasurer’s Office 

Client Steps Agency Action 
Fees to 
be Paid 

Processing 
Time 

Person 
Responsible 

1. Fill up the 
Loan application 

1.Receive Loan 
Application for 
record 
purposes 

 
 

None 

3 Minutes Staff In Charge 

Office of the 
Municipal 

Accountant 

  2. Pay required Fees 
from the Office of the 
Municipal Treasurer 

2. Received the 
Official Receipt 

100.00 3Minutes  
 

Staff In 
Charge 

Office of the 
Municipal 

Accountant 

 2.1 Approval and 
release  of Loan 
Application 

 

 
None 

 
 

5 Minutes 

 
Staff In 
Charge 

Office of the 

Municipal 

Accountant 

TOTAL 11 Minutes  
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4.  Pre-Auditing and Recording of Collections and Deposits 

 
The said process is required before recording the details in the Accounting System. 
The official receipts and deposit slips is thoroughly reviewed to vouch with the attached 
summary of collections and deposits. 
 

Office or Division Office of the Municipal Accountant 

Classification Complex 

Type of 
Transaction 

G2G-Government to Government 

Who May Avail Employee's 

CHECKLISTOFREQUIREMENTS WHERETOSECURE 

All accountable form Office of the Municipal Treasurer 

Journal Entry Voucher Office of the Municipal Accountant 

 

Client Steps 
 

Agency Action 
Fees to 

be 
Paid 

Processing 
Time 

Person 
Responsibl
e 

1.Forward collection 1. Receive and record 
collection report, 
Official Receipts and 
deposit slips 

None 15 Minutes  
Staff In Charge 

Office of the 
Municipal 

Accountant 

 1.1.Encode and 
journalize collection 
and deposits in all 
funds 

 
None 

30 Minutes 
per 

transaction 

 

 

Municipal 
Accountant 

 TOTAL  45 minutes  

 

5. Preparation of Financial Statements 

 
The preparation of the financial statements is made monthly, quarterly and yearly as 
requested by the national agencies and stakeholders. The highlight however will be 
the yearend financial report as this is the basis of the overall financial stability and 
condition of the municipality. 

 

Office or Division Office of the Municipal Accountant 

Classification Highly Technical 

Type of 
Transaction 

G2G-Government to Government 

Who May Avail Employee's 

CHECKLISTOFREQUIREMENTS WHERETOSECURE 

Trial balance Office of the Municipal Accountant 

Balance Sheet Office of the Municipal Accountant 

Statement of Income & Expenses Office of the Municipal Accountant 

Pre & Post Closing TB Office of the Municipal Accountant 

Statement of Cash Flow Office of the Municipal Accountant 

Notes to Financial Statements Office of the Municipal Accountant 

Statement of MGMT Responsibility Office of the Municipal Accountant 

Consolidated Statements Office of the Municipal Accountant 

Statement of Government Equity Office of the Municipal Accountant 
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Client Steps 
 

Agency Action 
Fees to 

be 
Paid 

Processing 
Time 

Person 
Responsibl
e 

 1.Prepare financial 
reports by funds detailed 
and condensed, Pre and 
Post Closing reports for 
finalization 

None 2 hours/Fund  
Municipal 

Accountant 
and Staff 

 

 1.1.Print all Financial 
reports 

None 30Mins./Fund 

 

 
Municipal 

Accountant and 
Staff 

 1.2.Submit Financial 

reports to the Office of 
the Provincial Auditor 
and to Office concerned 

None 8 hours 

 

 
Staff In Charge 

Office of the 
Municipal 

Accountant 

TOTAL 10 hrs. & 30 
minutes 

 

 

 

6. Processing of Disbursement Voucher/Payroll & Other 
Government Money Payment 

 
This Process requires thorough review of the required documents to be attached 
on the vouchers which depends on the nature of the disbursements. Aside from 
this, the availability and source of funds is also checked for the approval of the said 
disbursement. 

 
 

Office or Division Office of the Municipal Accountant 

Classification Complex 

Type of Transaction G2G-Government to Government 

Who May Avail Suppliers & Employee's 

CHECKLISTOFREQUIREMENTS WHERETOSECURE 

Purchase of Supplies  

Obligation Request (Original & 
Duplicate Copy) 

By Office/Department 

Disbursement Vouchers (Original 
&Duplicate Copy) 

By Office/Department 

Inspection & Acceptance Report (Original 
& Duplicate Copy) 

By Office/Department 

Delivery Receipt (Original & Duplicate 
Copy) 

By Office/Department 

Purchase Request (Original & 
Duplicate Copy) 

By Office/Department 

Purchase Order (Original & Duplicate 
Copy) 

By Office/Department 

Pre & Post Inspection Report (Original & 
Duplicate Copy) 

By Office/Department 

Report of Waste Materials (Original & 
Duplicate Copy) 

By Office/Department 

BIR Form (Original & Duplicate Copy) By Office/Department 

Letter Request (Original & Duplicate Copy) By Office/Department 
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List of Recipients (Original & Duplicate 
Copy) 

By Office/Department 

Acknowledgement Receipt & Equipment 
(Original & Duplicate Copy) 

By Office/Department 

Cash Advances  

Obligation Request (Original & Duplicate 
Copy) 

By Office/Department 

Disbursement Vouchers (Original 
&Duplicate Copy) 

By Office/Department 

Travel Order (Original & Duplicate Copy) By Office/Department 
Letter of Invitation (Original & Duplicate 
Copy) 

By Office/Department 

Itinerary of Travel (Original & Duplicate Copy) By Office/Department 
Payment of Honorarium  

Obligation Request (Original & Duplicate 
Copy) 

By Office/Department 

Disbursement Vouchers (Original & 
Duplicate Copy) 

By Office/Department 

Project Design (Original & Duplicate 
Copy) 

By Office/Department 

Approved Office Order (Original & 
Duplicate Copy) 

By Office/Department 

Lecturer Report (Original & Duplicate 
Copy) 

By Office/Department 

Acknowledgement Receipt (Original & 
Duplicate Copy) 

By Office/Department 

Purchase of Services  

Obligation Request (Original & 
Duplicate Copy) 

By Office/Department 

Disbursement Vouchers (Original 
& Duplicate Copy) 

By Office/Department 

Acceptance & Inspection Report 
(Original & Duplicate Copy) 

By Office/Department 

Purchase Order /Contract 
(Original & Duplicate Copy) 

By Office/Department 

Purchase Request (Original & 
Duplicate Copy) 

By Office/Department 

Receipt / Delivery Receipt (Original 
& DuplicateCopy) 

By Office/Department 

Abstract of Canvass (Original & 
Duplicate Copy) 

By Office/Department 

Sealed Canvass (Original & Duplicate 
Copy) 

By Office/Department 

BIR Form (Original & Duplicate Copy) By Office/Department 

Pre & Post Inspection Report (Original 
& Duplicate Copy) 

By Office/Department 

Memorandum of Agreement (Original 
& Duplicate Copy) 

By Office/Department 

List of Recipients (Original & Duplicate 
Copy) 

By Office/Department 

Letter Request (Original & Duplicate 
Copy) 

By Office/Department 

Status of Accomplishment (Original & 
Duplicate Copy) 

By Office/Department 

Certificate of Acceptance (Original & 
Duplicate Copy) 

By Office/Department 

Public Bidding  

Publication (Original & Duplicate 
Copy) 

By Office/Department 
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Notice of bid (Original & Duplicate  Copy) By Office/Department 

Abstract of Bid (Original & Duplicate Copy) By Office/Department 

Bidders Bond (Original & Duplicate Copy) By Office/Department 

Letter of Award / Acceptance of Bid 
Proposal (Original & Duplicate Copy) 

By Office/Department 

Purchase Order / Contract (Original & 
Duplicate Copy) 

By Office/Department 

Payment of Deferential  

Obligation Request (Original & Duplicate Copy)  By Office/Department 

Disbursement Vouchers (Original & 
Duplicate Copy) 

By Office/Department 

Certified True Copy of Appointed or Salary 
Adjustment Notice (Original & Duplicate Copy) 

By Office/Department 

Certificate of Service or Property 
Accomplishment/DTR (Original & Duplicate 

Copy) 

By Office/Department 

Certificate of Assumption in New 
Office(Original & Duplicate Copy) 

By Office/Department 

Payment of Maternity Leave  

Obligation Request (Original & Duplicate 
Copy) 

By Office/Department 

Disbursement Vouchers (Original & Duplicate 
Copy) 

By Office/Department 

Approved Maternity Leave Absence (Original 
&Duplicate Copy) 

By Office/Department 

Certificate of Status of Appointment & 

Length of Services in Government for First 
Claims(Original &Duplicate Copy) 

By Office/Department 

Certified True Copy of Marriage Contract for 
First Claim (Original & Duplicate Copy) 

By Office/Department 

Clearance From Money & Property 
Accountability  in Excess of 30 days (Original 
& Duplicate Copy) 

By Office/Department 

Medical Certificate of Attending Physician 
(Original & Duplicate Copy) 

By Office/Department 

Payment of Terminal Leave  

Approved Terminal Leave (Original & 
Duplicate Copy) 

By Office/Department 

Complete Services Record (Original & 
Duplicate Copy) 

By Office/Department 

Clearance From Money & Property 
Accountability (Original & Duplicate Copy) 

By Office/Department 

Statement of Asset & Liabilities(Original & 
Duplicate Copy) 

By Office/Department 

Copy of Last Appointment (Original & 

Duplicate Copy) 

By Office/Department 
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1.Forward 

Disbursement 
Voucher, Payroll 
& Other 
Government 
Money Payment 

1.Receive and record 

accomplished 
disbursement 
vouchers/payrolls with 
supporting documents for 
transaction numbers 

None 5 Minutes Staff In Charge 
Office of the 

Municipal 

Accountant 

1.1.Verify as to the  

existence of appropriation 
and update allotment in 
the 
registries 

None 5 Minutes Staff In Charge 
Office of the 

Municipal 
Accountant 

1.2.Check 

completeness/validity & 
Legality of Documents 
attached 

None 5 Minutes  
 

Municipal 
Accountant 

 

1.3.Sign voucher as to 
completeness of 
supporting documents 

None 5 Minutes  

Municipal 

Accountant 

1.4. Segregation of 
Original Documents 
from duplicate 

None 5 Minutes Staff In Charge 

Office of the 

Municipal 

Accountant 

1.5.Submit original 
vouchers and duplicate 

supporting documents to 
the Office of the Municipal 
Treasurer for availability 
of funds 

None 3 Minutes Staff In 
Charge 
Office 
of the 

Municipal 

Accountant 

TOTAL 28 Minutes  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Client Steps 
 

Agency Action 
Fees to 

be 
Paid 

Processing 
Time 

Person 
Responsibl
e 
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7. Processing of Liquidation Reports of Cash Advances 

 

The liquidation report is the final document to close any cash advance previously 
released to a certain employee for purposes of travel and other special events that 
need cash advances. This requires the signature of the end user, the Accountant 
and the Mayor. 

 

Office or Division Office of the Municipal Accountant 

Classification Simple 

Type of 
Transaction 

G2G-Government to Government 

Who May Avail Employee's 

CHECKLISTOFREQUIREMENTS WHERETOSECURE 

Liquidation of Cash Advances  

Liquidation Report(Original & 
Duplicate Copy) 

By Office/Department/Employee's 

Official Receipt (Original & Duplicate 
Copy) 

Employee's 

Reimbursement Expenses 
Receipt Original & Duplicate Copy) 

Employee's 

Certificate of Appearance 
(Original & Duplicate Copy) 

Employee's 

Certificate of Travel Appendix B 
(Original & Duplicate Copy) 

By Office/Department/Employee's 

Attendance Sheet (Original & 
Duplicate Copy) 

By Office/ Department 

Summary of Expenses(Original & 
Duplicate Copy) 

Employee's 

Inventory of Supplies  

Summary of Supplies & Material 
Issued (Original & Duplicate Copy) 

By Office/ Department 

Requisition Issuance Receipt 
(Original & Duplicate Copy) 

By Office/ Department 

Client Steps Agency Action Fees to be 
Paid 

Processing 
Time 

Person 
Responsible 

1.Forward 
Liquidation 
Report 

1.Receive & 
record 
accomplished 
liquidation reports  

None 5Minutes Staff In Charge 
Office of the 

Municipal 
Accountant 

 1.2.Prepare 
Journal Entry 
vouchers-post in 
the subsidiary 
ledgers 

 
 

None 

 
 

10Minutes 

 
Staff In Charge of  

the 
Municipal 

Accountant 

 1.3. Approval of 
Journal Entries 

None 1Minute  
Municipal 

Accountant 

 1.4. 
Segregation 
of documents 
for 
submission 
to COA 

None 4Minutes Staff In Charge 
Office 
of the 

Municipal 

Accountant 

TOTAL: 20 

Minutes 

 


