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1.0 Objectives

To provide a comprehensive guide in processing of check payments and through List of Due and
Demandable Accounts Payable — Automatic Debit Arrangement (LDDAP-ADA) to various
creditors/payees

2.0 Scope

This procedure covers payments for Personnel Services (PS), Maintenance and Other Operating
Expenses (MOOE) and Capital Outlay (CO) starting from the receipt of Request for Obligation
Request and Status (ORS), Budget Utilization and Request Status (BURS) and Disbursement
Voucher (DV) slip (action slip) to the issuance of check or LDDAP-ADA

3.0 Definition of Terms

Payee - includes STIl personnel, suppliers, service providers and other parties who claim
payments for official travel, delivery of goods and services related to STII's operations

Line-ltem Budget (LIB) — refers to the detailed breakdown of financial subsidy to support the
implementation of a program, project or operation of the office

Obligation of Fund — allocating funds equivalent to the amount of expenses presented for
payment

4.0 Records

Request for ORS, BURS and DV slip (action slip)

Obligation Request and Status (ORS)

Budget Utilization Request and Status(BURS)

Registry of Allotment and Obligations (RAO)

Disbursement Voucher (DV)

List of Due and Demandable Accounts Payable- Auto Debit Advice (LDDAP-ADA)
Advice of Checks Issued and Cancelled (ACIC)

Summary of LDDAP-ADA Issued and Invalidated ADA Entries (SLIIE)

Notice of Cash Allocation (NCA)

5.0 References:

e New Government Accounting System (NGAS) Manual
e Philippine Public Sector Accounting Standards (PPSAS)
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6.0 Procedure

FLOW PERSON RESPONSIBLE

Is claim valid
and supporting
documents
complete?

No
Return to
concerned
personnel Yes
\ 4 \4
End Obligate Admin. Assistant V

DETAILS

Assign control number to Request for
ORS, BURS and DV slip (action slip)
Check attached supporting documents
against the Request for ORS, BURS and
DV slip.

Prepare and assign control number to

expense Obligation Request and Status (ORS)
For GIA projects, prepare and assign
control number to BURS
Obligate the fund
Fill-up action slip
v
Certify _ .
Allotment Admin. Officer V/
ilabili Budget Officer
Availability Sign ORS
Update Registry of Allotment and
Obligations (RAO)
Fill-up action slip
Forward document to Accounting Section
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FLOW PERSON RESPONSIBLE DETAILS
e Check validity of claim and completeness of
Administrative documents
P DV Officer IV/ e Check computations and particulars for DV
rocess Clerk 1l preparation
e Assign DV number and update cash flow ledger
l e  Fill-up action slip
Is claim included
in the list of
transactions for
check payment?
Prepare LDDAP- Administrative e Prepare and assign control number to
ADA Officer IV/ LDDAP-ADA
Yes Clerk 1l
l e Check cash flow ledger if updated
- Certify Cash e Certify availability of fund
i Availability Accountant Il o Clertlfy as lto thg correctness of LDDAP-ADA
e Fill-up action slip
y e For claims more than P20,000.00, Director signs
Apbrove DV Division the DV and technical related claims, for claims
P Chiefs/ P20,000 or less, concerned division chiefs sign the
Director DV
e Approve LDDAP-ADA
e Verify completeness of signatories on the DV and
A Cashier/ LDDAP-ADA
Prepare payment Admin. e Prepare check and Summary of LDDAP-ADA
Assistant | Issued and Invalidated ADA Entries (SLIIE)
e Prepare ACIC through Landbank of the
Philippines-Electronic Modified Disbursement
System (LBP-EMDS) or WINACICDES
e Update Check Disbursement Record (CkDR)
¢ Sign check, ACIC,LDDAP-ADA and SLIIE
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FLOW PERSON RESPONSIBLE

Chief, FAD/ Director
Approve payment Director
Cashier/
Release payment to Admin
creditors/payees Assistént |

End

DETAILS

e Countersign check or LDDAP-ADA and

SLIIE
e Sign ACIC

e Submit ACIC, LDDAP-ADA and SLIIE to

the bank

e Release checks

e  Furnish creditors/payees validated
LDDAP-ADA for status of their claims

e Attach OR/Collection Receipt
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