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LOCAL SHELTER PLAN WRITESHOP PROCESS FLOW

Post-Implementation

Prepare and transmit liquidation/reimbursement
and documentation requirements

Update the Directory of LSP Writeshop
Participants

Send letter on outputs & agreements to Local
Chief Executive and Provincial Governor

Follow up submission of revised LSP draft (2nd
draft)

l

Input LSP Data to LSP Database

Review 2nd Draft of the LSP

!

LSP Presentation to end, approval of LSP and
Implementation by LGU
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Administrative Process for Official Business Slip

. End
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Submit O8 Sfip | Encodeto biometrics |
|
| : ~ ; |
[ 1 ‘ConcemedGroup | 5 | PersonnelUnit [
| | |
FE— - T 4
YES
| I|
| —
Sign OB Slip |

‘ o Approved? —NH File disapproved OB Slip

| 2 |Authorized Signatory

| 6 !Concernedstaff |

Forward approveddisapproved ) ;
08 Slip !—F‘. Submit OB Slip ‘

L3 | SeCiEroithe | 4 |Concerned Group

Eﬂ\uthorized Signatory
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Administrative Process for Purchase Request
(PR) of Central Office Units

Prepare Purchase Request J

Start

Concerned Staff

A

:

Head

Sign Purchase Request é

Concerned Group Head or
Authorized Representative

Return PR at least |
10 minutes and

GSD

|

Transmit PR(at least 30
working days before
| | the LSP training)

Concerned Staff

Review PRon |
completenessand |
inclusion in the
| approved APP(at
| least 30 minutes)

He;d of General
Services Division
(GSD)

e

Re-submit PR with
an approved ! | = |ApprovfppMp: I:’EPBFT i | requirere- i
supplemental PPMP | Supplementa | |Supplemental PP submission with an l‘— .
S o 2 < {€—  approved  [€—NO—Includedin APP?
I T _cOMEmed Gmu' = —= supplemental PPMP g
Concerned 5taff I P ConcernedStaff | | -t

Sign the PR recommending |
approval and forward to |
0SG at least 10 minutes |

t

| Record and transmit|

otheconcerned |
0DSG at least 3

Affix signature/
initialin the PR form
| at least 10 minutes |

Review and allocate |
funds at least 10

v

Assign PR Number at
| least 10 minutes and
| endorsefor funding

| < minutes - ]‘_ minutes l_‘,__.‘ | (Y
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Approve/Disapprove PR | | di PP concerned group at least | FOLRec o i
| isapproved PR at 10 minut i) procurement process §
s J least 10 minutes 3w misitestpallrecehl ; Approved? —YES—p ]
! | Office of the | i Concerned Office of the | 1
Secretaxy General J . Secretary General | DeputySeuetaryGeneral, | Concerned Group E
s AR = = bk o 3 = |
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|
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; File
| Concerned Group |
Abbreviations:
AFKMG - Administrative, Finance and Knowledge Management Group
APP - Annual Procurement Plan
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Administrative Process for Purchases made from
Procurement Service-DBM (PS-DBM)

For the procurement of common-used supplies and materials, using the Agency Procurement Request (APR), the
HUDCC-GSD obtains from PS-DBM its latest Price List of Common-Used Supplies and Materials and Equipment.
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d P | A Reguest [AP
Forward approved Purchase . Recaive approveld Pirchase RasGast Prepare the Agency Procurement Request (APR) at
Request | | least 1 day
Start —» = I K o |

—— |
| 1 | Concerned Staff 2 i General Services Division | | | 3 Supply Officer |

]
p ’ g I Review, prepare the Obligation
Review, certify and sign the APR and endorse to the | Request Slip (ORS) and affx inttialin

Head of Finance at least 5 minutes

Review and sign the AFR;
Forward to Budget Officer at least 30

| Box B and transmit the same to the minutes
l— ——

Accountant at least 1 day = =

..... T = | 4 | Head of General |

A ntant 1 ¥ RIET
& ccounta | s | Budget Officer | | Services Division i
Review the APR, sign Box B of the ORS and Review and sign the APR and | Transmit the APR to the sutharized |
forward to the Secretary of Head of | | return to the S‘ecretar\r atleastS | signatory at least 2 minutes
AFKMG at least 5 minutes ) | minutes | |
| = | B Secret f the |
[ 7 Head of Finance 8 | Head of AFKMG [ o | e i
| |
Log and transmit the APR to Head of | Forward the APR to the Receiving Unit of | Review and approve the APR at
Finance at least 3 minutes | | Finance (RUF) at least 3 minutes | least 3 days upon receipt
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| I 5 of th !
1132 Receiving Unit of Finance | | 11 i . | 10 | Authorized Signatory

Autherized Signatory

Forward the approved APR to the Accounting |
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Administrative Process for Venue, Catering and
Accommodation

Start

| Securethreeprice quotationgproposals and Prepare
Abstract of Canvass at least 7 days; I

| Transmit the contracyproposalsfabstract of canvass to |
i Group Head of the AFKMG and Legal Services Unit of | |
LASEAG at least 17 days before the activity;

Concerned Group |

Review the contracy proposaf ! |

Forward contract |
quotation and affix signatureand |

proposallquotation to the

i Review and issue Certification and
I transmit the same to the Secretary
| ofthe 0SG at least 5 days upon

Legal Services Group

| I
Review and approve or disapprove,
the contracyproposal/quotation
at least 5days upon receipt

receipt e
| 1
| Dffice of the Secretary General

Forward the contracf |
proposalfquotation to the

return the same to the RUF at least | | Accountantatleast3 | | Receiving Unit of Finance
30 minutes - {  minites S ————) otkastaminutes eSS apitovedt =
! s it = e s =
—- — Receiving Unit of Finance | Ofﬁcwnhesmmawj i
| | General l
Accountant | L — — L — SR
End
Forward the Contract to i Provide copy of contract to the Office of the | | Review the documentsand forward the|
the Secretary of the | HUDCC Resident Auditor and original copiesto | same to the Accounting Unit (AU in
Concerned Group at least | the Head of Finance at least 5 minutes upon charge of Disbursement Voucher (DV) |
T o O L e SN = preparstion |
Receiving Unit of Finance Secretary of the Concerned Group : : Head of Finance
f . -~ (R l
' i
Follow |
| Disbursement
Voucher process
Abbreviations:
AFKMG ~ Administrative, Finance and Knowledge Management Group
LASEAG - Legal Services, Anti-squatting and External Affairs Group
0SG - Office of the Secretary General
RUF - Receiving Unit of Finance
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Administrative Process for Purchase Order

Purchase of Supplies Other Materials and Office Equipmenf{ABC not more than Ph$0,000) made

through Purchase Order(P.0.)

Secure three price guotationyproposals from ‘
reputable suppliers at least 14 working days upon

! Recelve approved |

Forward approved receipt of approved PR,
Purchase Request | PRwith complete
{PR) specifications | > Prepare Abstract of Canvass and F.0./Contract at |
Start — ! 1 least 1and a half hours from receipt of PR T

Concerned Staff

Log the P.O. and transmit the | !
| sameto the authorized
| signatory at least 3 minutes

1
Review and affix signature

i' totheP.O.atleast3 |
le— it D8 = S

General Services | |
Division (GSD) | =

Purchaser

| Transmit P.O. to Secretary of|

| | Group Head, AFKMG at least | | Review the P 0. and affix initial
I at least 10 minutes

1 minute
L le—|

Pf—

Secretary of the Group Head
AFKMG

!

Approve or disapprove

)

Group Head AFKMG

GSD Personnel

Head of GSD

Inform the Secretary of the |
requesting Group ofthe |
disapproved P.O. at least 1 |

Return the RO, to GSD at

theP.O. | least 3 minutes 7
Appraved? NG| BN S ‘J——b _ minute > Ed
e I e
Oﬁ‘ic Auth
Secretary General ‘ o Usf;:toury e ‘ GSD Personnel
YES

v

Forward the PO. to the I
Recelving Unit of Finance

at least 3

| Review, certify and sign the P.O. ‘ |
and forward the same to | |

Office of the Secretary J.
Genera!

Prepare the Obligation Request and Status ']

Log and forward all documentisto
{ORS), affix initial In Box B and endorse the “

the Budget Officerat least 3 |
minutes

same to the Head of Finance at least 1 haur

minutes

Recehving Unit of Finance Budget Officer

au

Srgn Box B of the ORS and |

Purchaser at least 30 minutes |

Accountant

Transmit the approved PO. to the
| supplier for acceptance and forward
the same to the Receiving Unit of |
Finance at least 30 minutes

Purchaser |
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AFKMG co pwqministrative, F

) : | sign Box Aofthe ORS and !
‘JransmAtt Shesamtothe transmit to the Secretary of the | forwardthesametothe |
ccountant Authorized Signatory | Autharized Signatory at least
- ! _4— :4— 3 mlnutes q
Secretary of the Authorized % " ] Head of Finance ]
Signatory Authorized Signatory l
= 1 e e = =
= = =
| Photocopy the documents and Follo
Forward the same to the Accounting Unit | transmit one set to the HUDCC . W
i Disbursement

Recident Auditor at least 10 minutes

Voucher process
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Disbursement Voucher (DV) Process

Prepare the Disbursement Youcher and fill :

Ind (4 Subsidk ) ) {

U8 B o ofy IpeG gy Certify expenses as necessary, lawfuland Transmit the signed DV to the |
LdeEI'a"dMUPnﬂiEﬂthuucher{JE\c’Jand incurred under hig'her di rvish Accountant at least 3minutes

transmit ta the Authorized Signatory of Box A DR, er direct supervision !

|

1

Start —
at least 20 minutes T Y -
- 2 ;Author'zad Signatory of Box A2 | 3 -:Sacret.ary ofthe Authorized
1 ! Signatory of Box A
1 Accounting Unit —d i S
et l
1 Review the DV, other document;s sign Box ©
Review the DV, other documents affix Rewview the DV, other documents affix initial in Box D and : Forward the same to the Head of Finance at least
initial in Box D and forward the same to forward to the Chief Admin Officer at least 3 minutes | 20 minutes
tlle Head of!iFKMG at Jeas_t _3 mlnute_tt s . j
I
6 |Chief Administrative Officer E 5 Head of Finance 1 4 ! AbesOntant
{ |
' |
7 |
Lt ApproveDVatleast3 | Forward the approved DV to the Cashier for Follow
p minutes | check preparation at least 2 minutes purchase check
DVisP ‘10,0'2:3 and YES 3 » > praparation
below? - 1 process
8 i Head of AFKMG i g Secretary of the Head of AFKMG
NO
Affi initial in Box D and ]
forward to the Authorized Approvethe DV Return the DV to the secretary of the head AFKMG at
Signatory least 3 minutes
- _— » - -
10 | Head of AFKMG 11 ! Authorized Signatory ‘ 12 Secretary of the Authorized Signatory
)
Abbreviations:
AFKMG - Administrative, Finance and Knowledge Management Group
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Purchase Check Preparation Process

Sign the check and LBP
| Advice and return the same
to the Cashier at Jeast 1

I | Submit the Adviceto the bank at least 40
| minutes

(]
|

Prepare the checks and LBP Advice and
| forward the same to the authorized |
Start | signatories at least 40 minutes

minuta Cashier to inform the concerned groug

o — e T | personnel of the availability of check

| Cashier | | Authorized Signatories |

Cashier/Messanger

Plck up the item/'s ‘ Transmit the APR with the check to |
ithi th F paym E st 1 das
e e i | ety e e e
1 f-YES—— the PS5 within the -
| 1 day? I -
immediately write tha PS if the Supply Officer ] General Services Division
delivery is incomplete for off- | h
set of itemsat least 1 hour | l
upon receipt of the DR | NO

v

| Schedulethe delivery !
|

! Recelve the delvery of
the itemy's from the PS

i
Property Officer {I
i
A

Supply Officer | Procurement Service

Prepare the Inspection and Acceptance Report{lAR] and ’
Inventory Custodian Slip (1C5) for semi-expendable
supplies and materials at least 15 minutes Transmit the ICS to the End Usar
— | for signature and personal file at
Transmit IAR to the authorized inspection officer and I least 1 minute
|

i submit the |1AR to Head of the GSD Head for acceptance at
1

least 10 minutes YES

Praperty Officer
Property Officer
| Review, check inspect the items I
purchased and sign IAR then return the 1AR| | Accept IAR; Eami.
to the Property Officer at least 10 minutes | |
| I dabh NO
’ I ) e item?
Inspaction Officer | Head oFGt_arfelral Services
| Division
| Jssuetheitem to the End User at least 1 minute;
After recording return all documents to G50 Head at
END < least 5 minutes
|
i Property Officer ;
| I
Abbreviations:
LBP - Land Bank of the Philippines
APR - Agency Procurement Request
PS-DBM - Procurement Service — Department of Budget and Management

DR - Delivery Receipt
ICS - Inventory Custodian Slip
GSD . General Services Division
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