HOUSING AND URBAN | Section No.: ' Annex A |
DEVELOPMENT COORDINATING | Page No.: | Page 16 of 23 i
COUNCIL | Revision No.:

0
Quality Manual Effectivity: MAR 1.6 2815
ADMINISTRATIVE PROCESS FOR TRAVEL ORDER

i

Put the name of the driver in the VRS and furnish the

Submit Vehicle Reservation Slip (VRS) to the GSD for scheduling/ secretary of the concerned group a copy of same;
reservation of the driver and motor vehicle
Start ) » Log in the Driver's Locator the place and time of travel
Secretary of the Concerned Group Matar Pool Dispatcher

i

Prepare the Travel Order {TO) and Itinerary of Travel
Initial the TO and L.T. Signthe LT {IT) of personnel, including the driver

Concerned Group Head Concerned Individuals
Secretary of the Concerned Group

Forward the T.0. and I.T. to the Secretary of the

e T, § h M d
Head of AFKMG at least 18 working days before Affix initial in the T.0. Transmit the T.0. and LT. to the cancesne,

0DsG
LsP — —_—
Secretary of the Concerned Group Head of the AFKMG Secretary of the AFKMG
Avpiovrs ampipisthe i Stasr L oap Transmit the T.0. and LT. to the 05G Affix inftial In the T.0
before LSP
pi——i r——t
Secretary General Concerned ODSG Concerned DSG
Forward the approved T.0. with the LT. to the Secure a copy of the T.0., furnish the Personnel
Secretary of the AFKMG for numbering of T.0. and G50, and forward the criginal copy of the
Approved? S | ST and L.T. at least 3 minutes —» T.0. and L.T. to the concerned group
Dffice of the Secretary General Secretary of the AFKMG
NO L
Return T.0. with the L.T. to the Secretary of the instruct the assigned driver to prepare the
concerned group at least 3 minutes ApEriae s GED Gasoline Purchase Order (GPO)
-
Office of the Secretary General G50 Head or Assigned Representative General Services Division Staff
END
Abbreviations:
AFKMG - Administrative, Finance and Knowledge Management Group
DSG - Deputy Secretary General
GSD - General Services Division
ODSG - Office of the Deputy Secretary General
0SsG - Office of the Secretary General
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Forward the original copy of the approved T.0. and L.T. to )
the Receiving Unit of Finance (RUF) before the actual Forward tf:: dﬂq:u{r.nem: to t:e:aff::charge of
conduct of activity onitoring of cash advan

Start — ——t

Secretary of the Concerned Group Receiving Unit of Finance

Verify if concerned personnel has an outstanding cash advance;
Has outstanding

)
[ Cash Advance?

NO Staff In-charge of Monitoring of Cash Advance

YES
Liguidate previous cash advance and
Forward the document to the HOF ‘-—y immediately return the documents to the

Receiving Unit of Finance

In-charge of monitoring Concerned Personnel
Follow Follow
Disbursement Liguidation
Voucher process process
Abbreviations:
HOF - Head of Finance
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i

Administrative Process for Liquidation of Cash Advance (CA)

Liqu.ida-te CAwithin 30 days upon return to the official station 'E
|

Submit a duly accomplished Uguidation Report with a copy of the Travel Order
| (1.0.), itinerary of Travel {1.T.}, Certificate of Appearance, Approved Certificate of
Travel Completed (CTC), External Contact Report Trip Ticket and Toll Fees ;

|

|

|

| |

Start > Should there be a deviation in the approved 7.0, the justification shallbe E

il | indicated in the approved CTC and re-submit an actual (T.: i
[ I
| Forward documen:statheRecefving_Url'rt_chi_n_ance__ !I
| |
Concerned Employee |
— A el
Check and valida_te ifthe dm?umenls' immediately check the completeness |
and computation of per diem are of documents l
proper and correct | i
} e e i ! = e "
Staff In-charge of Monitoring Cash | Receiving Unit of Finance
Advance | I 3 =
| Forward thesaid documents
l to thestaff in charge of Cash
YES——————— HasexcessCA? —— } __Advancemonltaring  je-VES— . Complete?
; Receiving Unit of Finance :
¥ |
P NO
| , i
| Im mediately refund c.ash advance | Immediately return to the Con cernedj|
to the cashier \ Employee
1 |
flle Bwiiy Lt o G i
| i i | v ‘ Receiving Unit of Finance b‘
i Foliow f i
P e | Reimbursement |
Instruct the staff incharge of | Insufficient CA? ——YES—3! process
| monitoring cash advance and staff : g
in-charge of preparing subsidiary |
ledger (5L) to update the index card
ofthe Accountable Officer and |
Subsidiary Ledger (SL), respectively | : —
; ND | Forward the documents to the Accountant
Accountant | o s S e T S D e J
I Head of Finance
- - = - - —
| Update the Index Card anr_'{_'prepare-murnal
| Entry Voucher and forward the same to staffin Review the documents and sign the Journal
| f charge Cf_‘_he subsidiary |Ed§_e_r_islf! S Entry Voucher (JEV) and forward the sameto

the staff in-charge of cash advance monitorin
Staff In-charge of Cash Advance Monitoring — E L

2 l— = - | Accountant

| Forward the documents with the updated SLta
the Head of Finance

e e e T o = = | r——— . —

graflinechauroliteaub iing, g | Staffin-charge of Cash Advance Monitoring

e

> END

| submit the liguidation documents to the Office|
— ' of the HUDCC Resident COA Auditor |
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Administrative Process for Reimbursement of
Plane Ticket, Per Diem, Toll Fees and others

Submit to the Receiving Unit of Finance (RUF) the |
following documents Approved Travel Order (T.0. )
Itinerary of travel (LT.), certificate of Travel Completed |
| (CTC), Certificate of Appearance, External Contact Report |
L% TripTicket, Toll Fees (Official Receipts if applicable ) and
actual L.T. if there is a deviation |

Reimbursement

Concerned Individual |

i Submit documents to the Finance thred 3)
Activities i . :
months upon return to official station

conducted from 3
N January to ¥Es | I

September?

Concerned Individual |

‘L Review documents
Incomplete documents shall not be

To ensure funding documents for activities
accepted

conducted from October to DecembeB should |
be submitted to the Finance not later than
December 15

P |
Forward the documents to the staff
in-charge —

Recefving Unit of Finance

[ Review, check the documentsand prepare a Report of

Reimbursement and Disbursement Voucher and forward the|
sameto the Head of Finance (HOF);

Concerned Individual

Prepare amemo and endorse the same to the
authorized signatories

(9
)

Prepare a Salary Credit and endorse the same to the |
- aﬂhprized signatories.
Cashier | Staff-in-charge |
END
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ADMINISTRATIVE PROCESS FOR
ON-LINE BOOKING AND LIQUIDATION OF PLANE TICKET

Follow
Reimbursement
provess

I

—E—

STCONTROLLLD |
COPY /J\

At least 8 days before LSP

Start

'

Furnish the cashier a copy of
the approved Travel Order
(T.0.)and Itinerary of travel
(1.7.) of the concerned
personnel

Secretary of the Concerned
Group

i EOLES

Check ifthe concerned
personnel has no outstanding
transaction

Cashier

v

Check the avaitabifty of funds

inthe HUDCC Land Bank of
Hasoulslalndlng No—) the Philippines Debit Card
transaction? = == =
Cashier
Book planetickets of the Follow Cash
concerned personnel sufficient Advance
=l funds? - process

Concerned Secretary

l

Approve theonline booking
of the plane ticket

Cashier
Furnish the cashier acopy of
thee-ticket

Secretary of the Concerned
Group

l

Liguidate and submit to the cashier the following
documents photocopy of boarding pass and

certificate of appearance not later than three (3] |

working days upon return to official station

Accountable Officer

=3 DCUMENTWHER PRINTED |
CURRENT VERSION BY CHECKIN

AN UNCONTROLLED COPY. ENSURE THAT THE PRINTED COPY BEING USED IS THE
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Administrative Process for Borrower’s Slip
for Office Equipment

Inform the general Services Division
(GSD) on the required equipment for ‘
Local Shelter Plan (LSP) workshog' |
writeshop such as laptop multimedia |

projector and document camera

e

Requisitioning Personnel

Equipment

o]
o

| Look for other means for acquiring
needed equipment

.

)

available ?

|

YES

'

Prepare Borrower's slip and Gate Pass to besignedby |
| the requisitioning person and Head of GSD or authorized i

representative gate pass must be approved by the

Requisitioning Personnel

1

Building Administrator.

GSD Personnel

UN-CONTROLLEDL ]
COPRY
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Process for LSP Contracts

Start

b

Submit the following documents to Legal

| -Approved Proposal
- Approved PR and Prior Authority to Entertain
-Abstract of Canvass
-Three (3) Quotations

| - Contract with Director of AFKMG's initial I
-Approved Travel Order (T.0.), if necessary

Concerned Group for LSP

e

Y e e Complete?

NO—)-i Return to requesting'concerned group
Legal Staff |

| Review contract and prepare legal
| certification not later than 10 days prior ———p-  With findings?
| to the date of activity |

YES

Legal Staff
Approve the legal certification 2 days o

from receipt |

Director, Legal

0

Sign contract

Secretary General

. | Transmit all documents to AFKMG for !
Return to requesting/concerned group ——— processing

Office of the Secretary General Concerned Group |

Abbreviations:

AFKMG - Administrative, Finance and Knowledge Management Group
LSP - Local Shelter Plan
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i

Executive Office Process for LSP

Start

| Transmit LSP related documents for
1 approval

|
Concerned Group |

v

Review completeness and
appropriateness of the documents

0SG Staff I

l NO— Complete? YES l

L= Return to concerned group | Forward to SG

oy - L ! e
0SG Staff | 0SG Staff
Review /Approve |
|— Secretary General
Abbreviations:
LSP - Local Shelter Plan
0SG - Office of the Secretary General
SG - Secretary General
—1 .-.:-‘-i'.-' .' '-_l-. .':.-.
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