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DUTIES AND FUNCTIONS OF CASH SECTION PERSONNEL

Process Name FunctionITask Personnel Time]ine Mean of
In-charge Verific tion

Purchase of Prepare of PR and other • Josephine Tajarros•RusselResco •As    need RAAF

Accountable Procurement documents Arise
Forms Process Prepare RAAF

Payment ofInternaland

Prepare Check •   Elezabeth Cornito • Daily • Warrant

ntice
Record to Warrant Register Book

'per account in-charge)
Register

OMDS o   Russe[ Resco per Acco•BankAd
o     PSU Remittance, SeminarFundoProvident,PSF o  Lucia Aguila

ExternalclaimsProcess forCheck
o  Millea Joy Urbano

o      RELC,Yolanda  Fund o  Josephine Tajarros
o      Epip o  Elezabeth Cornito
Prepare Bank Advice • Millea Joy Urbano

Review and sign Check • Russel Resco

Release of Check • All Cash Personnel

Payment OfInternaland Prepare Findes, SLAIIAE, ADA JosephineTajarros Daily Signed FSignedS ndesIIAE

Record to Warrant Register Book Russel RescoExternalClaims
Prepare Advice Millea Joy Urbano SignedWarrantRegistryAdvice A

Process for Review and sign Findes, SLAIIAE, Russel Resco

LDDAP-ADAthrul=INDES ADA and Bank Advice

Payment of
Assign LDDAP-ADA No., prepare Millea Joy Urbano'peraccountin-charge) Daily Signed  L DAP-llAE

SLAllAE and Advice ADA

External Record to Warrant Register Book Signed S

claims OMDS o   Russet Resco Warrant
Process for o      PAGCOR o  Millea Joy Urbano Registry
LDDAP-ADA Review and sign LDDAP-ADA,SLAIIAEandBankAdvise Russel Resco Advice

Preparation

Prepare RCI (per account in-charge) •     Daily•Monthly •    Signed CI

OMDS o   Russel Resco •    Signed•Signed DAlD

o     PSU Remittance, SeminarFundoProvident,PSF o  Lucia AguilaoMilleaJoyUrbano

o      RELC,Yolanda  Fund o Josephine Tajarros
0      Epip o  Elezabeth Cornito
Prepare RADAl

'per account in-charge)

of Payment OMDS o   Russel Resco
Reports o      PAGCOR o  Millea Joy Urbano
Process Prepare ChkADAD Record

'per account in-charge)

OMDS o   Russel Resco ChkAD

o     PSU Remittance, SeminarFundoProvident,PSF,PAGCORs 6  Lucia AguilaoMilleaJoyUrbano

o      RELC,Yolanda Fund o  Josephine Tajarros
0      Epip o  Elezabeth Cornito
Review and certify reports • Russel Resco
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PreparationofReportof

Prepare Report on Cancelled and (per account in-charge)oLuciaAguila • Monthly Signed Report
Staled Checks onCa Gelled

o     PSU Remittance,Seminar and Staled
FundoProvident, PSF Checks

Staled/CancelledChecksProcess
o  Millea Joy Urbano

o      RELC,Yolanda Fund, MDS o  Josephine Tajarros
0      Epip o  Elezabeth Cornito
Review and Sign the report Russe] Resco

CollectionandDepositProcess

lssuance of OR All Cash personnel •       Daily •      Si8ne RCD

Record to Cash Book, prepare RCD
'per account in-charge)oLuciaAguila •     Mont andC R

& CRR and prepare summary ofcollectionfordepositoSeminarFund hly

o     Provident, RAw/ DST o  Millea Joy Urbano
0      RELC' o Josephine Taj.arros
o     PSU,RAw/ODST o  Elezabeth Cornito
Prepare deposit slip Lucia Aguila

Review and Certify reports Russel Resco

Cash Advance
Prepare PR and other JosephineTajarrosRusse]Resco As need Liquidat On

Procurement documents Arise Report
Process Liquidate Cash Advance

Payment and
Process PCF and record to PettyCashBook

o  Lucia Aguila

PCF Boo

Replenishmen o     ivliscellanebus Expense
t Of Petty o     FuelExpenseReviewandrelease cash o  Millea Joy Urbano
Cash Fund &Josephine
Process TajarrosRusselResco

BIR Alpha ListProcess

Prepare Summary List of

o  Millea Joy Urbano

o  Montl oSum anyOrm
WithholdingTax y List

o      MDS,PAGCOR OMAP
o     SeminarFund o  Lucia Aguila
o      RELC,Yolanda o Josephine Tajarros
Prepare BIR Alpha List, BIR Form2306&2307ReviewandsignBIRform2306&2307 Elezabeth CornitoRusselResco

Certification

Prepare and record certification JosephineTajarross

As need Signed
ionofRemittances Arise Certifica

Process Review and sign certification Russel Resco
Release of Validate Deposit Slip & ADA and

Lucia Aguila
Monthly L08boo

MonthlyPayfile,Payroll update Mo. Salary MonitoringtoolReleaseofPayroll,paysliptoSDO

& Payslips OfSDOEmployeesProcess
All cash personnel

Release ofPayfileOf DepEdEmployeesSalary/BenefitsProcess

Release of Payfile to ServicingBank All cash personnel
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