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PURPOSES/THE AUTONOMOUS GOVERNMENT HOSPITAL CORPORATION 2

1.0

2.0

PURPOSES

This Financial Accounting Manual presents and illustrates the developed
systerns, policies and procedures for the Autonomous Govermment Hospital
Corporation with the following objectives:

1.1 To institute uniform procedures in the management and
control of funds made available to the Autonomous
Government Hospital Corporation, by providing specific
guidelines and procedures for the proper handling, recording,
accounting and monitoring of the funds; and

1.2 To define responsibilitics in the accounting and reporting of
financial transactions and to guide the concerned oflicers and
staff in the performance of their duties.

This Manual covers the hospital’s financial information system from
-documentation of the financial transactions to the preparation of financial reports
for use by hospital’s management and govermument regulatory agencies such as
the COA, BIR, SEC, etc. The forms to be used, policies and general
rules/guidelines and specific pracedures are likewise provided in detail.

THE AUTONOMOUS GOVERNMENT HOSPITAL CORPORATION

2.1 Creation and Legal Basis
2.2  Powers and Functions of the Hospital Corporation
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ORGANIZATIONAL STRUCTURE AND FINANCIAL
SERVICES DEPARTMENT FUNCTIONS




ORGANIZATIONAL CHART

AUTONOMOUS GOVERNMENT FOSPITAL CORPORATION

ORGANIZATIONAL CHART
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AUTONOMOUS GOVERNMENT FIOSPITAL CORPORATION
FUNCTIONAL CHART
-l Financial Services Department
- Financial Services
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* provides the necessary & proper technical
- advice in all financial matiers; and
i * oversees the proper, efficient and effeclive
implementation of financial policies.
l
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POLICIES AND GENERAL GUIDELINES
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1.0 FUNDAMENTAL PRINCIPLES

1.1 The transactions and operations of the Autonomous Government Hospital
Corporation shall be governed by the policics, rules and regulations set forth
in the Government Auditing Code of the Philippines (PD 1445), to wit:

a.

¢

1.2

No moncy shall be paid out of any public treasury or depository excepl
in pursuance of an appropriation law or other specific statutory
authority.

Government funds or property shall be spent or used solely for public
purposcs.

Trust funds shall be available and may be spent only for the specific
purpose for which the trust was created or the funds received.

Fiscal responsibility shall, to the greatest extent, be shared by all those
exercising authority over the financial affairs, transactions and
operations of the hospital corporation.

Disbursements or disposition of government funds or property shall
invariably bear the approval of the proper officials.

Claims against government funds shall be supported with complete
documentation.

All laws and regulations applicable to financial transactions shall be
faithfully adhered to.

Generally accepted accounting principles and practices, as well as
sound management and fiscal administration shall be observed,

provided that they do not contravene existing laws and regulations.

2 The highest standard of honesty, objectivity and consistency shall be

observed in the keeping of accounts to safeguard against inaccurate and
misleading information [Section 111(2) PD 1445].

2.0 FISCAL PERIOD

2.1 For accounting and reporting purposes, the Autonomous Government
Hospital Corporation shall observe for their fiscal year the period beginning
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with the first day of January and ending with the thirty first (31%) day of
December of each calendar year.

3.0 ACCOUNTING SYSTEM

3.1

Lo
2

3.5

3.6

3.7

The accounting system shall provide financial information that is useful in:

assessing the stewardship and other aspects of the performance of
public ofTicials for which they are accountable;

planning, program sclection and budgeting, and;

- making decisions involving the effective and efficient altocation and
control of government resources.

The accounting system shall ensure 10 satisfy the accountability
requirements of those responsible for the conduct of government activities
and operations and that controls for government resources are in place.

All financial transactions should be supported by sufficient, formal and
written documents containing a complete and accurate description of the
transactions, its peso amounts, its authorization and other substantiating
authorization.

The accounts shail be kept in such detail as is necessary to mect the needs of
the corporation and at the same time be adequate to furnish the information
needed by fiscal entities of the government.

Financial transactions and operations shall be recorded in conformity with
generally accepted accounting principles and in accordance with pertwent
laws and regulations.

Financial transactions shall be recorded in appropriatc journals and in a
gencral ledger. Subsidiary records should be kept when necessary.

Accounting personnel must be properly trained, experienced and capable of
communicating to the users of financial data.
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4.0 RECEIPTS AND COLLECTIONS

5.0

6.0

4.1

4.3

Except as otherwise provided by law or competent authority all moneys
officially received by the Hospital Corporation in any capacity or upon any
occasion must be accounted for as co rporate/government funds.

Collection of revenues and other receipts may be done by the cashier, or
regularly appointed or duly designated collecting oflicers who shall be
bonded in accordance with the rates prescribed in Treasury Order No. 01-95
dated December 5, 1995.

The cashier/collecting officer shall issue an official receipt for all collections
received from whatever source.

EXPENDITURES

5.1

5.3

5.4

Adherence to government laws and regulations on expenditures of
government funds shall be strictly observed. Section 103 of PD 1445
provides that expenditure of government funds or uses of government
property in violation of law and regulations shall be a personal liability of
the official or employee found to be directly responsible therefor.

All expenditures of the Hospital Corporation shall be supported by complete
documentation and properly approved by authorized officials.

All expenditures shall comply with accounting and auditing rules and
regulations.

All expenditures during the year shall be taken up in the accounts of that
fiscal year.

Subsidiary ledgers shall be maintained for payables and other expenditures
which the Hospital Corporation deem necessary.

INVESTMENTS

6.1

Funds of the Hospital Corporation may be deposited only in demand,
savings or time deposit accounts with governnent financial institutions 1n
pursuance to Letter of Instructions No. 1115 issued on March 18, 1981.

[ i
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7.0 FINANCIAL REPORTING

7.1

7.3

Financial statements/reports are the means by which the information
accumulated in  the financial accounting process is periodically
communicated to management and other users of the report.

Section 121 of PD 1445 provides:

7.2.1 The financial reports prepared by the agencies shall comply with the
specific requirements of applicable laws and regulations as to nature,
accounting basis, content, frequency and distribution as well as with
all applicable restrictions pertaining to information that is classitied
for national security.

722 The financial statements shall be based on official accounting
records kept in accordance with law and the generally accepted
accounting principles and standards. '

The financial statements shall be prepared from a trial balance and from the
Hospital Corporation’s accounting records.  Generally, the financial
statements consist of the Balance Sheet, Income Staterment, Statement of
Cash Flows and the notes/disclosures to the financial statements. Other
statements/reports may be required by management and by government
fiscal agencies.

73.1 Balance Sheet - shows the assets, liabilities and equity or networih
of the hospital corporation. It gives information on the financial
position of the corporation as of a given date.

7.3.2 Income Statement - shows a summary of revenues and expenses
including gains and losses from extraordinary items and other
receipts of the hospital corporation. The purpose of this statemeat is
to communicate the results of operations of the corporation for a
given period.

73.3  Statement of Cash Flows - shows the cash received from collections
of payments of patients’ bills, hospital procedures, etc. and other
receipts minus the cash outflows or payments/disbursements made
by the hospital corporation. It thus provides the net cash generated
from the corporation’s operations for a given period and is a useful
basis in determining the hospital’s profitability and financial
condition.
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73.4 Notes to Financial Statements - contains the explanation attached or

made part of the financial statements containing the facts and other
details or additional information necessary 10 better understand the

financial statements.
The notes to financial statements should include the following:

a)  significant accounting policies such as policies on depreciation
of assets, valuation of inventorics, amortization, nvestment.

fund revenues;

b) breakdown and description of major accounts with significamt
balances;

¢) explanations on unusual items, extraordinary gains and losses
and adjustments of prior year’s accounts:

d) resirictions and liens;

e)  subsequent evenis or events which happened or become known
after the statement date which significantly aftects the financial

statements.

7.4 Tair presentation and reliability of financial statements is a responsibility of

management.  This responsibility 1s discharged by applying generally
accepted state accounting principles and pertinent laws appropriate to the
hospital corporation’s operations; maintaining effective system of internat
control; adhering to the prescribed chart of accounts; and preparing adequate
financial statements.

Financial statements shall be prepared in accordance with the following
standards of financial reporting:

7.4.1 Fairness of presentation - refers to overall propricty in disclosing
financial information. Full disciosure in financial aspects requires
observance of the following standards of reporting:

a)  All essential facts relating to the scope and purpose of each
report and the period of time involved shall be included and

clearly displayed.
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7.4.2

b)

d)

g)

h)

All financial data presented shall be accurate. reliable, and
truthful. The requirement for accuracy does not rule out the
inclusion of reasonable estimates when the making of precise
measureiments is impracticable, uneconoimical, unnecessary, Ot
conducive to delay. All appropriate steps should be taken to
avoid bias and presentation of misleading information.

Financial reports shall be based on official records maintained
under an adequale accounting  system that produces
information objectively disclosing the financial aspects of all
events or transactions taking place. Where financial data or
reports based on sources other than the accounting systems are
presented, their basis should be clearly explained.

The forin, content, and arrangement of each report shall be as
simple as possible and designed to clearly communicate
significant financial information 1o the users of the report.

The amount of detailed information shown including
cxplanatory notes as 10 unusual items, graphic presentations
where appropriate and accompanying interpretative cominent,
shall be sufficient 1o provide a clear and competent reporl.

However, unnecessary detail shall be avoided, particularly .

where the effect of this inclusion would be 10 obscure
significant financial data.

Financial performance in relation to stattory or other

limitations prescribed by higher authority shall be specifically
reported.

The financial data reported shall be derived from accounts that
are maintained in all material respects on a consisient basis
from period to period; material changes in accounting policies
or methods and their effect shall be clearly explained.

Consistent and non-technical terminology shall be used in
financial reports to promote clarity and usefulness.

Compliance with prescribed  requirements. Financial reports
prepared by government entities must comply with:

a)

The specific requirements of applicable laws and regulations
as to nature, accounting basis, content, frequency and
distribution.

aram——
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b} Al applicable restriction  pertaining 10 information that is
classified for national security purposes.

743 Timeliness. All needed reports must be produced promptly to be of
maximum usefulness. Reports should not be delayed and cost and
efforts should not be incurred to produce relatively minor data.

7.44 Usefulness. Financial reports should be carefully designed to present
information that is needed by and useful o the persons to whom the
rcporls are sent.

8.0 ACCOUNTING RECORDS DISPOSAL

3.1 All accounting records shall be disposed in accordance with the guidclines
prescribed under DECS Department Order No. 13-A dated February 3.
1988. o

82 The holding period of accounting records as provided in the General Record
Disposition Schedule of the DECS Order are as follows:

822.1 Vouchers and reports - tcn (10) years provided they arc post-
audited, finally settled and not involved in any case.

$.2.2 Books of Accounts (Journals and Ledgers) and Financial Statemenis
- disposal is not authorized.
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The General Accounting Plan (GAP) shows the overview of the overall accounting
system of the Autonomous Government Hospital Corporation which includes the
flow and accumulation of financial data, the conversion of the data into financial
information, the source documents as well as its sunmarizing reports and the books
of original and final entrics including the subsidiary ledgers. The GAP also shows
the financial reports that the system is capable to gencrate.

1.0 BASIC FEATURES

2.0

3.0

1.1

1.3

1.4

The Autonomous Government Hospital Corporation shall maintain Fund
501 or Corporate Fund.

The Hospital Corporation shall employ the comimercial accounting systei
using the prescribed accounts in the Standard Government Chart of
Accounts.

Subsidy contributions from the National Government shall be treated as
non-operating income of the Hospital Corporation.

Equity investiments made by the National Government shall be recorded as
capital contribution in the books pursuant to existing rules and regulations
of the Commission on Audit.

Government property shall be taken up in the books of the Hospital
Corporation at acquisition cost or an appraised value.

SOURCE DOCUMENTS

A summary list of source documents, forms and reports used in the various

systems and sub-systems including information on the purpose, frequency of
preparation and the distribution of copies of documents and reports are shown
at the end of this chapter while the different sample forms and instructions on
the use of the forms/reports are attached as Annexes A t0 T.

THE BOOKS OF ACCOUNTS

The books of accounts to be used by the Autonomous Government Hospital

Corporation shall consist of :
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3.1

Books of Original Entry - for recording transactions in chronological
order and shall consist of the following

a)

b)

d)

Voucher Register (VR) -  special journal used to record all
disbursements through approved Vouchers Payable.

Journal of Checks Issued (JCI) - special journal used to record all
checks issued by the Hospital Corporation

Journal of Collections and Deposits (JCD) - special journal used to
record all cash collcctions and deposits of the Hospital Corporation
based on the Report of Collections and Deposits supported by
duplicate copy of Official Receipts and validated deposit ships.

Journal of Bills Rendered (JBR) - special journal used to rccord
patients’ Statcments of Account issued by the Billing Section of the

Hospital Corporation.

General Journal (GJ) - journal used to establish and keep a
permanent record of journal vouchers issued for transactions which
cannot be recorded in any of the special journals.

Books of Final Entry - for classifying and suminarizing the cffects of the
transactions on individual accounts.

a)

b)

General Ledger (GL) - a book of final entry containing groups of
accounts arranged in the same sequence as the Chart of Accounts and
to which totals of amount columns of special journals and individual
entries of the General Journal are directly posted.

Subsidiary Ledger (SL) - book of final entry which contains the
detail or breakdown of the balances of controlling accounts appearing
in the Gencral Ledger. Totals of subsidiary ledger balances are

reconciled with their respective control account at the end of each
month.

4.0 FINANCIAL REPORTS

Financial statements and trial balance of accounts appearing in the GL
including supporting schedules shall be prepared monthly, quarterly and
annually. The financial statements and supporting schedules are as follows:
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5.0

4.1 Statements

4.1.1 DBalance Sheet
4.1.2 Income Statement
4.1.3 Statement of Cash Flow

4.2  Schedules
4.2.1 Schedule of Cash
4.2.2 Schedule of Receivables
42.3 Schedule of Cash Advances
4.2.4 Schedule of short-Term Investinents
4.2.5 Schedule of Accounts Payable
4.2.6 Schedule of Patient’s Deposits
4.2.7 Schedule of Trust Fund

The format of the financial statements are shown as Annexes U to W.

GENERAL ACCOUNTING PLAN FLOWCHART
The General Accounting System consists of three sub-systems, namely

5.1 Receipts and Collections

This sub-system covers all processes from receipl/collection, deposit
and accounting of payments by patients for hospital accoums and
procedures, subsidies, donations, grants and all other receipt of the

. Hospital Corporation.
5.2 Expenditures
This sub-system is divided into two, namely:

5.2.1 Operational Expenses - covers the expenditures

disbursements made by the Hospital Corporation out of the
Corporate Fund for operating expenses. It includes the three (3)
broad categories of expenditures namely: Personal Services (PS),
Maintenance and Other Operating Expenses (MOOE) and Capital

Outlay (CO).
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5.2.2 Payroll System - clagsifies payroll into regular and other payrolls.
Regular payrolls refer to the payroll for regular salaries received by
regular and casual employees. Other payrolis include all other
claims of regular, casual or part time employees such as overtime,
honoraria, representation and traveling allowances, differentials,
bonus and cash gifts and others.

5.3 Investinent System

This sub-system covers the placements of invesiment, recording of the
investments and income earned in the books of accounts and the
disposition of the investiments.

The General Accounting System Plan shows the source documents used
under each sub-system, the reports prepared which are the basis of recording in
the books of accounts, the different books of accounts prescribed and the
financial reports to be generated and submitted to management and other
users/government entities.

The flowchart of the General Accounting System is shown on the next page.
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SOURCE DOGUMENTS (BILLING OF IN-PATIENT CHARGES/RECEIPTS/COLLECTIONSIDEPOSITS) 20
SUMMARY LIST OF SOURCE DOCUMENTS
Billing of In-Patient Charges
Roport/Form/Racord Purpose Froguency of No. of Distribution
Titlo Preparation Copias
Patient  Statement of | Conlains information on the deposils For cvery 4 i Paliont
Account (FSA) made by in-patients and charges made in-pabent 2 COA
by the hospial for medicines  and 3 Accounlig
supphes  issued  and laboratory ;4 Cash
procedures performed. The prefiinary
patient stalement of account shall be
usexd lo summarize and updale Jaly :
charges and deposits. it shall faciftale !
preparalion of the final  patent i
staterment of account. ;
Report of Biils A summary of all patient stalements of ! i1 COR - 1
Rendered (RBR) accoun! prepared and issted. voekly ! 2 L2 Acoouning
a
Charge Siips (CS) A form used lo record charges macke by As the nood 4 b1 Paenl
the dfferoni revenue centers  for anses 2 COA

meclicines  and  supples  issved  and
olher hospital procediures perfonned.

3 Accouniing
4 Revenue

i Cenler ‘
Receipts/Collections/Deposits
ReportiForm/Record Purpose Erequency of No. ofj% Distribution
Titlo Preparation Copies %
!
';
Official Receipt (OR) Alform used lo acknowledge collections For every 4 i 2 Payeo
in cashorcheck. colection i 5 COA
; ; 6 Acocuniing !
£ i 7 Cash
Report of Coflections A summary of afl coliections and 3 COA
arkd Deposits (RCO) depasits mixle lo  he  Aceredid veckly 3 1 2 Accouniing
Depasitory Bank (ADB). | ;5 Cash
‘ }
Surnmary of A senmary of Donations, Grants and ; 7 COA
Donaltions, Alds received from vanous gonors. Monthly 1 3 i 2 Aocowsiing
Granis Received i 3 Cash
(SD/GR) !
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Expenditures

Operational Expenditures

Ropor/FormiRecord Purposo Frequoncy of No. of Distribution
Titlo Proparation Copies
Disbursement Voucher | This form shall be preparcd 1o evxderce As necd i COA
(OV) the incurrence of obhgation and to support anses 3 2 Accouniing
all monoy chims. it shall be used as basis 3 Skt
in recording the oblgations incurred in ihe
Voaucher Register (VR).
DV Conirol Book This is used to rocord all DVs processodd As noed o
(OVCB) by the Accountting Division. anses 1 FoCouYy
i Logbook (LB} ! Used lo record and monitor ail incoming |
: D amd oulgoing documents in a pattcular
Department/Division, This record also As noed
. shows whether the necessary achcn has arises 7 CrasoaiSenice
been taken.
index of Paymenrid (o " Used to record payments made (o credilors |
Creditors (1PC) including the deductions mete for As neod
withiokling taxes.  This is updaled fo arses i ATCCUN
facilitate fulure check reconcifiation.
Checkbook (CB) Used to record in numerical order the
' details of all checks prepared by the Cash
Division  including  cancelled  checks.
Payees shall sign in the *Received By As need
portion of the CB lo indicale thal checks anses 7 Cash
are already issued.
Cash Advance - Used to record cash advances gronted lo
Subsidiary Ledger Special  Disbursing  Officei/Pelly  Cash As necd
{CASL) Fund Custodian and their succeeding arises Acoounting
" replenishmentiiquidations.,
Report of © Shall bo prepared by’
. Dishursements (RD) accauntable/disbursing officers in 1-2 aftochment (o
) quidating/replenishment of cash advance Weekly 3 DV for repensh-
for cperational expenses : L menyxpsIain of
- cash advances for
i oporatonal
expenses.
Pelty Cash Conirol Used {0 record aff cash advances received As need
| Bock (FCB) and paymenls made out of the cash aises i Accounln
' advance. ;
i Pelty Cash Voucher © Used in requesling for pelly cash atvance. As need 1~ Designaled
L PCV) © The amount grented and subsequent . anses 2 Feliy Cash
Iquidation made is reflected in this form. : Cuslodan
i 2 - Requestod/
DAvision Chief
Surnmary of Pelty This summarzes disbursements made oul 1 - Desgnaied
Cash Advance of pelly cash advonce. Used as source As necd Pelty Cash
Expenses (SPCAE) document in the fquidation of pelly cash anses 2 Custodan
advance. 2 - Requestor/
Division Chief
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RoportiForm/Record Purposo Fraquoney of No. of Distribution
Titlo Proporation Copies
Summary of Liquidated | Shows  the summary of all PCVvs As need i-Tobe
Petty Cash Kukdaled and their account disfrbution. anses aftached (o the
Voucher (SLPCV) Used as source document in preparing : DV for ACF
DV for replenishment of petty cash fund. ' Repienshment
i 2-Cash
Expenditures
Payrol
r—
Rogom‘Form!Rocord_ Purpose Fraquoney of No. of Distribution
Titio Proparation Copies
Report of Attendance, Shows  (he sumnary  of  aitendance, :
Absences and absences and undettime of aff employees i 1 - Perspane!
Undertirne (RAAL) assigned in e particular service for the Monthly i 2 - Concermned
month.  Used as basis in posting the i Cfice
empbyees’  allendance, absences  and H :
undertine in the Employee’s Leave Cand ;
(ELC). 1
]
Daily Time: Record Used for punching the ftime in and ot of '
(OTR) emplyees for one month. Duly verined Personns!
and signed DTRs shall be used as basis in Morithly Section
the preparation of RAAU and in compuiing
all other payrofs.
Employee’s Leave Informalion in the RAAU such as absences I _{
Card (ELC} and undertimes shall be pasted in the ELC.
Used  in delermining  the  cumulative !
vacalion leave (VI arx sick leave {SL) i FPersonno!
balances and ahsences/undedime vathout Monthly : | Secton
bay of enpbyees ant serves as SQUrce !
docurnen! in the preparation of Notice of ;
FPaymoll Adjustment (NPA)
Payroll Informalion on Accomplished by now emplyee  upon
New Employee (PINE) assumphion lo Cfice.  Conlaing informabion Once, upon
that are needed in the crealion  of | assumplion of |
employees fie in the Payrofl System such | new employee Payred Secton |
as eniployee name, postion, eflectivily of i
agpointment, date of assumption, elc. i i
Nolice of Payroll Used lo inform lhe Accounling  Division
Adjustmen! {NFPA} regarding e stalus  of emphyee
concermned such as Res»gm?'mnsfem
Retirca/Died, AWODL, On Leave Wihout As necd 1 — Accountng
Pay, Delele, Hokr Sakwy, elc. The number anises 2- Fersonnof
of hotirs eamed without pay are akso
indicated in the NPA.  Such information
shall be used in computing the amount of ;
lave without pay of ihe ermployes. !
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supported by an approved Wk Program.

Report/Formi/Record Purposo Frequency of No. of Distribution
Title Proparation Copios
8in (8) Used o inform the concermed emiployce o As need 1— Employce
refund overpayment of satary duse to keave anses 3 corenmed
vihoul pay per NFA fiom the FPersonnel 2 Payo3
Orasion.  Usexdd by [he Payrolf Clerk as Soclon
basis in deducting loave without pay from 3 - Accounling
criplyee’s saky.
Request for Changes. Shall be preparex] by irciividudl empioyee -
in Payroll (RCP) lo roquest the Payroft Section 1o effect 1 - Payro?
inclusion/deletion/change  of coertain dems As need Secion
in the payrod, arnses 2 2 - Enyplioyee
ceHcemod
Proof fist (FL) Conlains payroll information of employees
i with changes/adjustments in eaming o
U deductions. It shall faciltate the review of Monlhly 1 Payrod Secticn
Cthe loflowing month  payroll  before
performing the final printing of the report
- Payroll (P} Contains  informalion  of  cmplkyces o
: ecamirxgs arkt deductions for the month ard
used as basis in the processing of the OV 1—lo be alloclad
on the first week of the monlh for the first o DV
- half payroll and on the third week of the Manthiy 3 2- Accountng
month for the second half payroll  The 3 Payrci
previous month payrolf shak be used as Secion
basis in the preparation of the folloving
morith payroll
i Summary of Net Confains the amounts of net pays of
| Eamings of employees for the fisl and second half of - 1 - 2 Senvicing
. Employees (SNEE)} the month.  This repoit shall be used for Movthly 4 Banx
depositing the employees” nel pay in their J- Payroi
respective accounts in the bank
o Summary of Payroliby  Shows the gross eamnings and delails of
. Office (SPO) deductions of all employees assigned in 1 - Cice
i the particular office.  Used by management Monthly 2 Concemed
. in deteimining  actual cost of personal 3 — Budge!
! oservices by office. Drrsicen
! Pay slip (P) © Shows the gross eamings and delails of .
! dedictions of each employce. Monthly 1 Empicyce
i Corceercd
| :
I Scheduke of Deduclion  Shows by office, the nature of deduciton
| Remittance (SDR) and in alphabelical order the names of |
! empbyees and amounl of deduction.
Used as a suppording document in the 1 - o be alfac
processing of paymoent for the remittance | Morihly 2 cthe DV
of such deduction lo other govermment 2 - Accouning
! agencies/offices : Division
Athority (A) Used as one of the supporting documenis
in the processing of overtime pay. It shows - 1- Approving
the number of overtime hours aliowed for As need Ofice
each emplbyece and the comesponding - arises 2 2 - Division
- amount  of  overlime. i should be concemed
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Report/Form/Record Purpose Frequency of No. of Distribution
Title Preparation Coplos
| Certiicale of Shows that the concerned emphyee &5 free T — Ferscanef
f Ciearance (CC) from any Rabifties and shouk! be filed by Crvision
: omplyee who will go on axlemity keave or As necd 2 - Accounting
i Wil leave from office for more than %0 arises 3 Payrod Sec.
i cakendlar days. 3- Erpicyee :
i Corntermned ¢
|
Certificale of Tax This is the Bureau of Internal Revenue
Withheks on (BIR}  form  which shows the teial
Compensation (W2) compensation  eamed and_ corresporxding 1.2 Empoyee
lax due and amount withhoki by the Annualy 3
] Hospital  Used as supporting paper in s o
; fiing income tax of each employee af the 3 ':3 mﬂf,m :
i end of the year. i :
Alphabelical Ust of Shows in alphabelical order the names of ; : ;
Limployees from whom employees and amoutt of tax withhek! on | © 12 BRR
Tax are Withhekd compensaton for the year. Monthpy 3 - 3 - Acceunting
(ALETW) 5 Division
Disbursemenl Voucher | This form shaff be preparet o evidence ' :
[(237] the incurence of cbfigation and lo support 1-COA
for all money claims.  Used as basis in As necd 3 2— Accounting !
recording the oblgations incurred in the anses 3 - Budget
Voucher Register (VR)
iﬁ
i Index of Payment to Used to record alf paymen!is of salardes . i
! Employees (IPE) and other kinds of remunerations io :  Accouning !
empbyees, including  [he delals  of Monihly 1 . Didson ;
deductions from such salaies and other i !
remunerations.  jl shall serve as controd '
device o avoid double paymment of different ]
chims by employees. i
Investment System
—_—
Report/Form/Record Purpose Froguency of No. of Distribution E
Titlo Proparation Copies I
1~ Imestmen? |
Daily Cash Position Shows the cash balance as of specic Oaity 3 Devision i
Report (DCPR) date. 2~ Accounting i
3- Cash
fnvestment index Card | Serves a3 subskiary  kedger of
(o] investments.  Used as reference in the As need 1 — Accouniing
preparalion of Scheduke of Short-Term arises 2 2 Invesiment
Investiments (SSTI) : Diision
; j
Monthly Report of Shows in delails the investments made by | ;
Investments the Hospital It shall be used by the i - Accouning
Accounting  Didision  in verifying  the Monthiy ! 2 ' 2- Investment !
correciness of the balance of investments : Cission i
accounts in the books of accounts.

—————
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The Chart of Accounts is a list of ledger accounts 10 be used by the
Autonomous Government Hospital Corporation. It consists of the balance sheet or
real accounts to record assets, liabilities and net worth of the Corporation and the
nominal accounts to record income and expenditures.

The use of the Standard Chart of Accounts of the Government is being
prescribed to achieve uniformity in accounting and reporting. facility in conselidating
the reports and adaptability to computerization

1.0 BASIC FEATURES

L.l Accounts are provided to record all possible types of transactions
affecting the financial operations of the Hospital Corporation.

1.2 The accounts are arranged/classified in the order they appear in the
financial statements to facilitate their preparation.

1.3 The accounts conform to generally accepted accounting principles and
the specific requirements of applicable laws and regulations.

1.4 The accounts are coded 1o facilitate location and/or access to accounts in
the General Ledger and Subsidiary Ledgers.

1.5 The coding system follows the Standard Government Chart of Accounts.

2.0 CODING SYSTEM

The prescribed coding system in the Government Accounting and Auditing
Manual (GAAM) shall be adopted. Its purpose is to save time in recording the
long description of accounts, to facilitate systematic arrangement  and
classification of accounts and to comply with the requirements of mechanized
accounting.

The accounts coding svstem shall be as follows:

Statement Sequence Code
0~ 7 nominal accounts
8 balance sheet accounts
Major Account Classification
Specific Account Classification
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2.1 Statement Sequence Code - refers to the classification of accounts into
nominal and real accounts. The code further classifies the nominal
accounts into income and expenses. ‘The codes shall consist of the

following:
I - forincome from operation and from invesiments
2 - forrevenues from grants-in-aids and subsidies
3 - forexpenditures for personal services (PS) and
maintenance and other operating expenses (MOOE)
4 - for capital expenditure
5 - for balance sheet accounts
22 Major Code - consists of 1wo digits and represents the main account

classification. The assigned codes under this group are:

01 -- 50 - Expense Accounts
51 -- 69 - Income Accounts
70 -- 80 - Asset Accounts
81 -- 69 - Liabilities Accounts
91 -- 99 - Net worth/Reserves Accounts
2.3 Minor Code - consists of three digits and represents a more detailed

classification of the major accounts as well as the subsidiary ledger
classification: Examples are:

a)  Balance Sheet Account

f

Balance Sheet # !

Cash Account j
Cash in Bank

b)  [xpense Account

Nominal Account - expense
Lxpense Acconnt
Expenditure detail
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c) {ncome Account

Nominal Account - income
Income Account
Income details

3.0 LISTOF ACCOUNTS

(U5

BRalance Sheet Accounts

The balance sheet accounts are classified into the following principal
items:

ASSETS

Current Assets
Cash on Hand and In Banks
Cash Advances
Accounts and Notes Receivable
Other Reccivables
Inventories
Deposits on Letters of Credit
Prepaid Expenses

Property and Equipment

Other Assets

LIABILITIES AND NETWORTH

Current Liabilities
Accounts Payable
Trust Liablities
Depository Liabilities

Other Liabilitics
Deferred Credits
Output Tax
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|98}

[}

Networth

Donated Capital
Invested Capntal
Retained Larnings
Surplus Reserve

The Operation Accounts

The aperation accounts/income Statement aCCOUNES CONSISt of the details

of income and expenditures:
Income
Hospital Charges
f.ess: Quantified Free Service
Discounts
Net Hospital Charges
Other Income
Operating Expenses
Personal Scrvices

Travelling Expenses
Communication Services

Repairs and Maintenance of Government Facilities

Other Services

Supplies and Materials
Interest and Bank Charges
Water, Light and Power
Auditing Services
Maintenance of Motor Vehicles
Discretionary Expense
Representation Expense
Taxes and Licenses
Depreciation Lxpense
Doubtful Accounts Expense
Other Expenses

Contributions Trom National Government
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TTIHE: AUTONOMOUS COVERNMENT HOSPTTAL CORPORATION

THE CTIART AND CODE OF ACCOUNTS

Account Name Account Code

ASSETS

Current Assets

Cash 8-70-000
BANK Savings Account 8-70-200
BANK Dollar Account 8-70-300
BANK Current (Regular) 8-70-380
BANK Time Deposit 8-70-390
Collecling Officers 8-70-400
Disbursing Officers 8-70-500

Receivables 8-71-000
Patients’” Receivable 8-71-600

- Discharged In-Patient 8-71-610
- Out-Patient 8-71-620
- Company Sponsored Palients 8-71-630
Notes Receivables 8-71-700
Miscellaneous Receivables 8-71-900
- Receivables - Officers/ Employees §-71-910
- Rental 8-71-920
- Medicare 8-71-930
- Others 8-71-940
- COA Disallowances 8-71-950
- Input Tax 8-71-960
Inventories §-72-000
Supplies and Materials 8-72-100
- Engineering Supplies 8-72-110
- Medical Supplies 8-72-120
- Drugs and Pharmaceuticals 8-72-130

- Dietary Supplies 8-72-140
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- Linen and Beddings

- Office Supplies
Inventories In-Transit
Free Goods

Other Assels

Miscellancous Assets & Deferred Charges
Prepaid Expenses

Guaranty Deposit

Marginal Deposit - 1./C

Deposit on Containers

Stocks & Securities of Service Enterprises
Miscellaneous

Contingent Assels
Claims on Unrelieved Losses on
Current Assets

Fixed Assets

Fixed Assets - Land & Land Improvements
Land
Land Improvements
Fixed Assets - Buildings & Structures
Fixed Assets - Furniture & Fixtures and
Equipment
PPatient’s Furniture & Fixtures
Office Furniture & Fixtures
Medical Equipment
Dietary Equipment
Enginecering Equipment
Office Equipment
Transportation Equipment ~ Vehicles
In Process/Transit

Deductions from Assels

Allowance for Doubtful Accounts

8-72-150
8-72-160
8-72-400
8-72-800

8-73-000
8-73-100
8-73-200
8-73-100
8-73-500
8-73-700
8-73-900

8-7.4-000

8-74-100

§-77-400
8-77-410
8-77-420
8-78-400

8-79-400
8-79-410
8-79-420
8-79-430
8-79-440
8-79-450
8-79-160
8-79-470
8-79-900

8-80-710
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Accumulated Deprecialion
Land & Land Improvements
Buildings & Structures
Furniture, Fixtures & Equipment

LIABILITIES

Current iabilities

Payables
Government Owned & Conlrolled
Corporation
VAT Pavable
Supplies & Materials Requisitioned
For Stock
Others

~ Trust Liabilities - National Government
Trust Liabilities -~ Government Owned and
Controlled Corporations
Trust Liabilities - Miscellaneous
Depository Liabilities
Patient’s Deposit
Guaranty Deposit

Other Liabilities

Deferred Credits
Supplies and Materials acquired free
of Charge
Output Tax

Surplus and Capital

Retained Larnings
Contingent Surplus
Surplus Adjustment
Surplus Reserves

8-8()-770
8-80-780
8-80-791

3-81-000

8-80-300
8-80-400

8-80-800
8-80-900

8-84-100

8-81-300
8-84-900
8-85-000
8-85-100
8-85-200

8-86-800
8-86-900

§-92-100
8-96-000
7-92-419
8-92-700
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Capital

Capital

INCOMI/ESTIMATED REVENUE
(Summary Account)

Operating and Service Income

Business Operations-Hospital Income
Income from In-Patient
Income from Qut-Patient

Rental Thcome
Commercial Offices
Dormitory

Miscellaneous Income

Income from Public Ent/Investment
Interest on Promissory Notes
Income - CTDs

Miscellancous Income
Sale of Waste Materials
Fines & Penalties
Miscellaneous
PLOT Fee
Post Graduate
Sale of Assets
Fixed Assels
Gain on Foreign Exchange

EXPENDITURL OBJECTS

Personal Services
Salaries and Wages
Gratuity Pay
Terminal Pay
Social Security Insurance Premium
- Life & Retirement Ins. Premium
- Medicare Premiums

8-97-700

0-91-000

1-36-000
1-56-200
1-26-210
1-56-220
1-56-600
1-56-610
1-56-620
1-56-900

1-57-000
1-57-500
1-57-900

1-58-000
1-58-700
1-58-800
1-58-900
1-58-920
1-38-940
1-59-000
1-59-200
1-59-300

3-01-000
3-01-100
3-01-120
3-01-130
3-01-300
3-01-310
3-01-330
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- State Insurance Premiums 3-01-340
- Pag-ibig 3-01-350
Overtime Pay 3-01-400
Commuiable Allowance/Fringe
Benefits 3-01-500
- Commutable Allowance -
- Officers - RATA 3-01-510
- Living Allowance 3-01-520
- Clothing Atiowance 3-01-530
- Rice & Meal Subsidy 3-01-510
- Others- IMazard Pay/Night
Differential 3-01-330
-PERA 3-01-550-2
‘Training & Personnel Improvements 3-01-600
Staff Meeting, 3-01-610
Consultants” & Specialisls’ I'ees and
Flonorarium 3-01-700
Bonus and Incentives 3-01-800
Subsistence Allowance 3-01-900
Laundry Allowance 3-01-900-1
Amelioration Allowance 3-01-900-2

Maintenance and Other Operating,

Lxpenses
Travelling Expenses 3-02-000
- Local 3-02-100
- Toreign 3-02-110
Communication Services 3-03-000
Other Services 3-06-000
Repairs & Maintenance 3-06-100
- Building 3-06-110
- Patients’” Furniture & Fixtures 3-06-120
- Office Furniture & Fixtures 3-06-130
- Medical & Surgical Equipment 3-06-140

- Dietary Equipment 3-06-150
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- Engincering Equipment
- Office Equipment
- Janitorial Services

Property Insurance
Advertisement & Publications
Subscriptions
Laundry Services
Collection Charges
Security Services
Legal Services
Others
Supplies and Materials
- Engineering Supplies
- Medical & Surgical Supplies
- Drugs & Pharmaceuticals
- Dietary Suppties
- Linen & Beddings
- Office Supplies
Importation Charges
- Engineering Supplies
- Medical & Surgical Supplies
- Drugs & Pharmaceuticals
- Dictary Supplies

Semi-Expendable Supplies
- Engineering Supplies
- Medical & Surgical Supplies
- Dietary Supplies
- Linen & Beddings
- Stationery & Office Supplies

Interest & Bank Charges
Grants, Subsidies and Contributions

Losses/Depreciation/Depletion
l.osses of Current Assets
Depreciation of Fixed Assets -

Building

3-06-160
3-06-170
3-06-180

3-06-200
3-06-300
3-06-400
3-06-500
3-06-600
3-06-700
3-06-800
3-06-900
3-07-000
3-07-110
3-07-120
3-07-130
3-07-140
3-07-150
3-07-160
3-07-200
3-07-210
3-07-220
3-07-230
3-07-240

3-07-110-1
3-07-120-2
3-07-140-4
3-07-150-5
3-07-160-6

3-09-000
3-10-000

3-13-000
3-13-100

3-13-200
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Depreciation of Fixed Assels -
Equipment
Doubtful Accounts Expense

Water, Illumination and Power Service
Water
Muminalion
Power Service

Auditing Services

Maintenance of Motor Vehicles used
for official travels of officers
and employees

Repairs and Servicing,
Spare Parts
Gasoline & Qil

Discretionary Lxpense

Representation Expense
Foreign Guest
Local Guest

Taxes and Licenses

Quantificd Free Service
Qut-Patient
In-Patient
Employees

Discounts & Allowances
Hospita! Corporation &

Government Employees

Discretionary
Sentor Cilizen

3-13-300
3-13-500

3-14-000
3-14-100
3-14-200
3-14-300

3-16-000

3-17-000
3-17-100
3-17-200
3-17-300

3-18-000

3-19-000
3-19-100
3-19-200

3-21-000

2-56-200
2-56-210
2-56-20

2-56-230
2-56-300

2-36-310
2-56-330
2-56-340
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4.0

DESCRIPTION OF MAJOR ACCOUNTS

The major accounts consist of the broad classification of assets.

liabilities and equity/net worth accounts and the control accounts for income
and expenses. The details of these major accounts are shown in Item 3.0 of this
Manual, Part T (List of Accounts)

ASSET ACCOUNTS

4.1

4.2

4.3

Cash

This account is used to record cash kept n the hospitai treasury vault.
deposits in authorized government depository banks (ADB) wheiher
current/checking. savings accounts and time deposits, or any amount
received by Coliecting/Disbursing  Officer in behalf of the Hospital
Corporation. It also includes other cash items such as short-term securities
with the intention of converting themn to cash within a year.

Credit to this account represents withdrawal of cash from the vauk and

banks, deposit/remittance of collections by collecting ofticers and
disbursements/liquidations of advances granted to disbursing officers.

Reeeivable

This account is used to record the amount due from patients.
government agencies and other private entitics.

Credit to this account represenis collections or adjustients made.

Inventories

This account is used to record all supplies and maierials and semi-
expendable property purchased by the Hospital Corporation for use in s
operations.

Credit 1o this account represents usc/consumption‘disposition of the
inventory items.
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4.4

b
h

4.6

4,7

Miscellancous Assets and Deferred Charges

This account is used to record in the book of the Hospital Corporaiion
prepaid expenses, guaranty deposits and other charges.

Credit to this account represcnts expired portion of prepaid expenses,
other charges and refund of guaraniy deposits.

Contingent Assets

This account is used to record claims for unrelieved losses of current
or fixed assets. value of property in custody of judicial andlor
administrative agencies in connection with outcome of pending hugation
or cases [iled in court; amount of cash shortages in the accountability of
Collecting Ofticer, Disbursing Ofticer and other oflicers of the Hospital
Corporation pending final settlement or disposition: disallowances in post-
audit as indicated in the Certificate of Scttlement and Balances: and
amount due from third parties whose checks. priunarily issued to pay thew
account were dishonored by the banks.

Credit to this account represents relief granted/payment or settlement
of losses, settlement of or disposition of shortages, cash settlement or
compliance with requirements for disallowances, collections made on
dishonored checks and final disposition of fixed assets.

Investments

This account is used to record long-tenm interest bearing loans
granted to other sectors of the govermment, long-term investments os
stocks, bonds and other securities as authorized by the Board of Directors
of the Hospital Corporation.

Credit to this account represents pavment received or seitlement
made of the loans, sale of stocks, redemption’resale of bonds and other
securities.

Acquired Asscts

This accoutt is used to record the cost of fixed assets as a result of
foreclosure of mortgage for non-payment of labilities.
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4.8

4.9

Credit to this account represents re-sale or disposition of the acquired
assets.

FFixed Assets

This account is used to record the cost or other appropriate value of
land and its improvements, building and structure, furniture and fixtures.
cquipment and books, fixed assets held in trust which are more or less
capital in nature, and those fixed assets acquired through purchase.
transfer from other government agencies from acquisition/donations

received.

Credit 1o this account represents disposition or reduction through sale,
ransfer to other government agencies, losses, donations including
disposition and‘or transfer to trustor in the case of fixed asseis held in

trust.

Allowance for Valuation and Accumulated Depreciation

This account is used to record reduction in the value of receivable
accounts which is estimated as uncollectible and the estimate of the
cumulative amount of capital (originally invested fand and land
improvements, building and structures and Turniture, fixtures, equipment
and books) used up because of fixed assel services consumed in operation.
A separate allowance for depreciation account should be maintained for
cach group of depreciable fixed assets.

LIABILITY ACCOUNT

4.10

Payables

This account is used to record the amount of labilities which arises
from the following:

4.10.1 Purchases of goods and services on account;

4.10.2  Collections received or amount withheld in trust for the account
of nalional government agencies (NGAs  like BIR, ectc.),
government-owned or controlled corporations {GOCCs like
GSIS, Pag-ibig, etc.) and other individuals/entities;
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4.11

4.13

4.10.3 Claims and benefits  payable to health  insurance
beneticiaries/members;

4.10.4  Other liabilitics not falling under the labilities enumerated
above.

Debit to this account represents payment or scttlement or liquidaiion of
liabilities/indebtedness or remittance of collections of amounts held in
trust.

Deferred Credits
This account is used to record the following:

4.11.1  Unearned income or revenues received.

4.11.2  Undistributed Collections — mwoney received but not yet credited
to proper accounts; and

4,11.3  Miscellaneous — Qther deferred credits which cannot be
classitied under any of the above.

Debit to this account represents adjustments of uncarned income
realized during the accounting period, distribution of collections
previously received to its proper accounts and adjustments/classification
of other deferred credit accounts.

Contingent Liability

This account is used to record all claims pending litigation or decision
of courts or authorities concerned against the Hospital Corporation.

Debit to this account represents settlement of claims in accordance with
the decision of court or authority concerned.
Long-term Liability

This account is used to record the amount of long-1erm indebtedness to
domestic and foreign creditors.

Debit to this account represents settlement or liquidation of the loan.
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EQUITY/NETWORTH ACCOUNTS

.14

4.15

4,16

4.17

Retained Eamings

This account represents the portion of net profit lefi after providing for
increases in reserves. Its balance shows the cumulative amount ecarned
over the lite of the Hospital Corporation,

Debit to this account represents a) carmarking of the poriien of
Retained Earnings for investment reserves and b) prior period adjustments
which has eftect on the income of the Corporation.

Appraisal Capital

This account is used to record by category the increase in the value of
recorded fixed asscts of the Corporation due to appraisal conducted by an
independent appraiser.

Debit to this account represents adjustments or write-off of the asset
accounts upon reorganization, liquidation, or dissolution of the
Corporation.

Donated Capital

This account is used to record the assets received by the Corporation
through contribution or donations made by entities other than the
stockholders or creditor.

Debit 1o this account represents adjustinents or write-off of the asset
accounis upon reorganization. liquidation or dissolution of the
Corporation.

Contingent Capital

This account is used as contra account of all contingent assets recorded
in the books of accounts of the Corporation.

Debit to this account represents payments received for lost/damaged
current/fixed assets, relief granted for lost/damaged current/fixed assets,

s ——y
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settlement of disallowances, settlement of dishonored checks and other
adjustments to the accounts.

NOMINAL ACCOUNTS

4.18

Inconie Suntmary Account

This account shall be used to record the money or money

quivaicnt

C
accrued by the Corporation during an accounting period. It shail also be
used to record receipts of the Corporation from other sources such as
grants, donations and subsidy.

This income account is categorized mito: operating and service incomc.
miscellaneous income and other receipts.  Under each category are the
following types of income/receipts: ’

4.18.1 Operating and Service Income - refers to all revenues
generated by the Corporation in the exercise of its administrative
and program implementation functions.

4.18.2  Miscellancous Income - shall include all non-tax revenue not
classified as operating income. It included:

a)

b)

c)

d)

Gain on Foreign - includes gains in converting foreign
currencics 1o Philippine pesos.

Sale of Waste Materials - includes proceeds from sake of
waste materials, such as old newspaper and other wasie
materials, except scrap of fixed assets.

Miscellaneous - included all other income not included in
the income accounts previously enumerated.

Gain on Sale of Fixed Assets - pertains to profit realized
from the sale of fixed asseis like land, building and
equipment, and

Gain on Sale of Investments - pertains to the profits
realized from the sale of stocks, bonds and other forms of
mnvestments.



DESCRIPTION OF MAJOR ACCOUNTS (NOMINAL ACCOUNTS) 43

4,19

4.18.3  Other Receipts - shall include all amounts received by the
Corporation as follows:

a) Grants and Aids - pertains to non-repavable transfers
received from other levels of the government, private sector
and international institutions.

b) Subsidies - pertains to amounts received from the National
Government 10 cover opcerational expenses.

Expense Summary Account

This account shall be used 10 record the amount of expenditures
incurred by the Corporation during an accounting period such as
operational expenses which includes personal services, mamtenance and
other operating expenses and capital outlays. '

[N

ok



V1.

ILLUSTRATIVE ACCOUNTING ENTRIES

Y-



ILLUSTRATIVE ACCOUNTING ENTRIES - BILLING 46
TLLUSTRATIVE ACCOUNTING ENTRIES
GL SL SL GiL.
Transaction Acct. Code  Acct. Code  Dr. Cr. Debit  Credit
A. Billing
1. To takc-up patient dcpoﬁit 8-70-400 XXX
3-70-407 XX
3-85-100 NN
2. To take-up in patient charges
2.1, Scrvice Patient with Medicare 8-71-600 xxx
§-71-677 XX
8-71-930 XXX
2-56-610 XXX
0-91-000 XXX
1-56-210 xX
2.2. Pay patient without diseount 8-71-600 XXX
and Mcdicare 8-71-677 XX
2-71-930
0-91-000 XXX
1-56-210 XX
2.3. Pay paticnt with discount and 8-71-600 XXX
Medicare 8-71-677 XX
2-71-930 XXX
2-56-710 XXX
0-91-000 XXX
1-56-210 XX
3. Collection of in-paticnt charges 8-70-400 XXX
3-70-407 XX
8-71-600 XXX
8-71-677 P
4. Collection of Medicare payments 8-70-400 XXX
8-70-407 XX
L 8-71-930 XXX

!,_x_ . E



ILLUSTRATIVE ACCOUNTING ENTRIES — COLLECTION AND DEPOSIT/REMITTANCE 46
ILLUSTRATIVE ACCOUNTING ENTRIES
GL SL GL
Transaction Acct. Code  Acct. Code  Dr. Cr. Debit Credit
B. Collection and Deposit/Remittance
1. Coflection of out-paticnt charges for
medicines, supplics and laboratory
procedurcs.
1.1. Service patient 8-70-400 XXX
8-70-407 XX
2-56-620 XXX
0-91-000 NXX
1-56-220 XX
1.2. Pay patient with discount 8-70-400 XXX
8-70-407 XX
2-56-720 XxX
0-91-000 XXX
1-56-220 XX
1.3. Pay paticnt without discount 8-70-400 XXX
8-70-40? XX
0-91-000 XXX
1-56-220 XX
2. Reecipt of grants/aids 8-70-400 XXX
§-70-407 XX
0-91-000 XX
1-57-100 XX
3. Reecipt of government subsidy 8-70-400 XXX
3-70-407 XX
0-91-000 NXX
1-57-200 XX
4, Dcposit of collection to authorized 8-70-200 NKX
depository bank 8-70-400 XXX




ILLUSTRATIVE ACCOUNTING ENTRIES - OPERATIONAL EXPENSES a7
ILLUSTRATIVE ACCOUNTING ENTRIES
GL SL GL
Transaction Acct. Code  Acct. Cade Cr.  Debit  Credit
C. Operational Expenses
1. Take-up salarics and wages of officers 3-01-100 XXX
and cmployeces 3-01-520 XXX
3-01-550 XXX
3-01-553 XXX
3-01-900 NXX
3-01-901 XXX
3-81-400 NXX
8-84-100 XXX
3-84-300 XXX
2. Takc-up share on secial securities and 3-01-310 XXX
insurancc of its officers & cmployces 3-01-330 XXX
. 3-01-340 XXX
3-01-350 XXX
8-81-400 XXX
3. Payment of salarics and wages 8-81-400 XXX
8-70-380 XXX
4. Remittance of employcr's sharc and
amoun{ withhcld from salaries and
wages
4.1. Burcau of Internal Revenue 8-84-100 XXX
8-70-380 XXX
4.2. GSI1S & Pag-ibig cmployer's 8-84-300 XXX
share and employees' deduction 3-70-380 XXX




ILLUSTRATIVE ACCOUNTING ENTRIES - PROCUREMENT OF SUPPLIES AND MATERIALSIEQUIPMENT 48
ILLUSTRATIVE ACCOUNTING ENTRIES
GL SL SL GL
Transaction Acct. Code Acct. Code Dr. Cr.  Debit Credit
D. Procurement of supplies and
materials
1. Upon delivery 8-72-000 XXX
8-72-17 NX
8-81-400 XXX
2. Upon payment 8-81-400 XXX
8-70-380 NXX
3. Upon issuance 3-07-000 XXX
3-07-17? XX
8-72-000 XXX
8-72-17 xx
E. Procurement of Equipment
1. Upon dclivery 8-79-400 XXX
| 8-79-477 XX
8-81-400 XXX
2. Upon payment 8-81-400 XXX
8-70-380 XXX




ILLUSTRATIVE ACCOUNTING ENTRIES - INVESTMENT

49

ILLUSTRATIVE ACCOUNTING ENTRIES

GL SL SL GL
Transaction Acct. Code  Acct. Code  Dr. Cr. Decbit Credit
F. Investment
1. Placement in time deposit 8-70-390 XXX
8-70-380 XXX
7. Investment in marrketable sceuritics 8-70-850 XXX
8-70-380 XXX
3. Income from investment
3.1. Imvestment roll-over time deposit 8-70-390 XXX
0-91-000 XXX
1-57-900 XX
3.2. Accrual of interest 8-71-900 XXX
0-91-000 NNX
1-57-900 XX
3.3. Receipt of interest 8-70-300 XXX
8-71-900 XXX
4. Retirement of lovestment §-70-200 XXX
8-70-850/ XX
8-70-390 XXX
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SAMPLE FORMS (STATEMENT OF ACCOUNT — ANNEX A)

Bill No.

AUTONOMOUS GOVERNMENT FHOSPITAL CORPORATION

Philippines

STATEMENT OF ACCOUNT

Pate:

Name of Patient: Hospital No.:

Address: Tel. No.:

Nearest Kin: Relationship:

Address of Kin: Tel. No.:

Admission Date: Tiime:

Attending Physician: ____No. of Iays Confined:

Uni/Room No.: Room Rate: P . Classification
CHARGES:

Roam and Board 2

Pharmacy

. Central Supplics

O.R

Hemodialysis

Radiclogy

Nuclear Medicine

Laboratory Services

Physical Medicine and Rehabilitation

Neurology Scrvices

Cardio-Vascular Services

Pulmonary Services

Peritoneal Dialysis

Miscellaneous Fee

TOTAL HOSPITAL CHARGES B

LESS: Medicare
Room Payment B
Medicines Medicare
Laboratory Discount
O Q.F. 5.
Deposit

PLEASE PAY THIS AMOUNT P

Prepared by: Certilicd by:

Billing Clerk Supv'g. Billing Clerk

(NOTE: Professional Fees Not Included)



SAMPLE FORMS (REPORT OF BILLS RENDERED - ANNEX B) 52

AUTONOMOUS GOVERNMENT HHOSPITAL CORPORATION

REPORT OF BILLS RENDERED

Pericd Covered

BILL

TOTAL NET
NAME OF HOSPITAL HOSPITAL
PATIENT/IREMARKS CHARGES | PHIC | DISCOUNT | QFS | DEPOSIT | PAYMENT | CHARGES




SAMPLE FORMS {CHARGE SLIP - ANNEX C}

53

AUTONOMOUS GOVERNMENT HOSPITAL CORPORATION

PHILIPPINES
Xo.
CHARGE SLIP
DATE
PATIENT CLASSIFICATION
UNIT/ROOM NO. ATTENDING PHYSICIAN __ HOSP. NO. o
ITEM CODE PARTICULARS QUANTITY | UNIT PRICE AMOUNT
1
PREPARED BY TOTAL AMOUNT
RECEIVED BY
CHARGED BY
POSTED BY

IMPORTANT: THIS IS NOT A RECEIPT. PLEASE PAY TO THE CASHIER



SAMPLE FORMS (OFFICIAL RECEIPT — ANNEX D)

OFFICIAL RECEIPT

Republic of the Philippines

AUTONOMOUS GOVERNMENT HOSPITAL CORPORATION

Accauntable Form No. §1
Revised Janovary, 1992

ORIGINAL

Dat 3

ate ~o. A 002430
AGENCY FUND
- PAYOR
. ACCQUNT
: NATURE OF COLLECTIONS CODE AMOUNT
' P

TOTAL B

AMOUNT IN WORDS

O CcAsH DRAWEE

BANK NUMBER DATE

i O (HECK

' MONEY ORDER

RECEIVED THE AMOUNT STATED ABOVE

COLLECTING OFFICER

NOTE: Wnitc the munbar 2oxd date of this reonpt ad the back of dhevk o mooey ordr reodvad



SAMPLE FORMS (REPORT OF COLLECTIONS AND DEPOSITS — ANNEX E)

Repubiic of the Philippines

AUTONOMOUS GOVERNMENT HOSPITAL CORPORATION

REPORT OF COLLECTIONS AND DEPOSITS

DATE
Report No.
Sheet No.
Official Receipt/
Ticket Serial
No. Payor Pariculars Amocunt
(From _to )
i
i
) |
i !
Prepared by: Certified by: Received by:

Slgnature over Printed Name

L

Signature over Printed Name

Signature over Printed Name

Date:

|




SAMPLE FORMS (REPORT OF DONATIONS, GRANTS AND AIDS RECEIVED — ANNEX F) 5%
AUTONOMOUS GOVERNMENT FIOSPITAL CORPORATION
Philippines

For the Month of
REPORT OF DONATIONS, GRANTS AND AIDS RECEIVED
DATE DONOR/IGRANTOR'’S DONORI/GRANTOR'S
RECEIVED NAME ADDRESS AMOUNT
TOTAL
PREPARED BY: NOTED BY:
Date Date




(R A

yrasese

INSTRUCTIONS ON THE USE OF FORM (REPORT OF DONATIONS, GRANTS AND AIDS RECEIVED) &7

1

REPORT OF DONATIONS, GRANTS AND AIDS RECEIVED

FOR THE MONTH OF - refers to the month covered by the report

DATE RECEIVED - refers to the actual date of receipt of the grants, donations
and aids.

DONOR/GRANTOR NAME - refers to the name of the donor/grantor.
DONOR/GRANTOR ADDRESS - refers to the address of the donor/grantor.

AMOUNT - refers to the amount of donation/grants and aids received per
individual donor/grantor.

TOTAL - refers to the total grants/donations received for the month covering the
report.



SAMPLE FORMS (DISBURSEMENT VOUCHER — ANNEX G}

DISBURSEMENT VOUCHER
THE AUTONOMOUS GOVERNMENT HOSPITAIL CORY. Cate:

No.

CLASSIFICATION OF DISBURSEMENT

U Cash Advance U Reimbursement U Other Payments
Name of Claimant: 1D No.fTIN
Address: Responsibility

Center:

Particulars

Armount

A Certtified:Expenses/Cash
Advances necessary, lawiful
and incurred under my direct

© SUpervision,

B Completeness and propriety
of supporting documents:

C Cash avallable:

Signature Over Printed Name'

Signature Over Printed Name

Signature Over Printed Name

Date Date Daie
D Approved for payment: P E Payment: F Received Payment:
Check No.
Bank Name

Signature Over Printed Name

Date

Signature Over Printed Name

Date




SAMPLE FORM (DISBURSEMENT VOUCHER CONTROL BOOK —~ ANNEX H) %)

AGHC Form No.

AUTONOMOUS GOVERNMENT HOSPITAL CORPORATION

DV CONTROL BOOK

PAGE NO.
DV DV REC’D. BY/
DATE NO. NAME OF PARTICULARS AMOUNT DATE

CREDITOR




INSTRUCTIONS ON USE OF FORM {DISBURSEMENT VOUCKER CONTROL BOOK) 60

INSTRUCTIONS ON HOW TO ACCOMPLISH THE
DISBURSEMENT VOUCHER CONTROL BOOK (DVCB)

PAGENO. - enter the page number
DV DATE - enter the date indicated in the Disbursement Voucher
DV NUMBER - enter the DV control number

NAME OF CREDITOR - enter the name of the creditor

PARTICULAR -  enter the details such as description/specifications, covering
Purchase Order (PO) number, statement of account number, etc.

AMOUNT - enter the amount payable
RECEIVED BY/DATE - enter the signature of the employee of another

division/office who shall receive the documents. Enter also date of receipt of
documents.



SAMPLE FORM (LOGBOQOK — ANNEX I) 81

AGHC Form No.

AUTONOMOUS GOVERNMENT HOSPITAL CORPORATION

LOG BOOK

PAGE NO.
DATE DATE
REC'D NAME OF CLAIMANT PARTICULARS AMOUNT RELEASEDS
REC'D. BY




IINSTRUCTIONS ON USE OF FORM (LOGBOOK]) 82

INSTRUCTIONS ON HOW TO ACCOMPLISH THE
LOGBOOK (1.B)

DATE RECEIVED - enter the date when the documents were received

NAME OF CLAIMANT - enter the name of payee in case of Disbursement
Voucher (DV), Purchase Order, check, etc.

PARTICULARS - enter the details regarding the documents.
AMOUNT - enter the amount

DATE RELEASED/RECEIVED BY - enter the date of release of documents and
the signature of the person who received same.



SAMPLE FORM (iNDEX OF PAYMENT TQ CREDITORS — ANNEX J}

63

AGHC Formn No.

THE AUTONOMOUS GOVERNMENT HOSPITAL CORPORATION

INDEX OF PAYMENT TO CREDITORS

CREDITOR ADDRESS TIN

AMOUNT
REF.J CHEC

DATE DV. NO PARTICULARS K
NO. | GROSS | WITAX | NET




SAMPLE FORM {CHECKBOOK ~ ANNEX K) B4

e Rty

AGHC Form No.

AUTONOMOUS GOVERNMENT HOSPITAL CORPORATION

CHECK BOOK
PAGE NO.
PAYEE
SIGNATURE
OVER
CHECK CHECK PAYEE PRINTED

NO. DATE PAYEE AMOUNT | ADDRESS NAME




INSTRUGTION ON USE OF FORM {CHECKBOQOK) 66

INSTRUCTIONS ON HOW TO ACCOMPLISII THE
CHECK BOOK (CB)

CHECK NO. - enter under this column in numerical order the check number

DATE - enter the date of the check,

PAYEE - enter the name of the claimant. There shall be no check pavable to
“cash”.

CHECK AMOUNT - enter the amount of the check.

PAYEE ADDRESS - enter the permanent address of the payce. The Cashier shall
require the payee to present company identification card as basis in accomplishing

this portion.
PAYEE SIGNATURE OVER PRINTED NAME - to be accomplished by the
payee.



SAMPLE FORM (CASH ADVANCE SUBSIDIARY LEDGER —~ ANNEX L) 13

AGHC Form No.

AUTONOMOUS GOVERNMENT HOSPITAL CORPORATION

CASH ADVANCE SUBSIDIARY LEDGER

PAGENO. __
PAYEE ADDRESS
CHECK AMOUNT
DV
NO. PARTICULARS
DATE NO. DEBIT | CREDIT | BALANCE




b

INSTRUCTION ON USE OF FORM { CASH ADVANCE SUBSIDIARY LEDGER) &7

INSTRUCTIONS ON HOW TO ACCOMPLISH THE
CASH ADVANCE SUBSIDIARY LEDGER (CASL)

PAYEE - enter the name to whom the cash advance is granted. It can be the
Petty Cash Custodian or a designated Disbursing OfTicer.

ADDRESS - enter the complete address of the employee/office 1o whom the cash
advance shall be granted.

CHECK NO. AND DATE - enter the check number and date covering the cash
advance.

DV NO. - enter the corresponding DV No.

PARTICULAR - enter the details about the cash advance.

AMOUNT - enter under the debit column the amount of cash advance granted to
particular  employee/office, under the credit column the amount of

replenishment/liquidation ~ made and under the balance column the
unliquidated/unreplenished amount (DEBIT — CREDIT).



SAMPLE FORM (REPORT OF DISBURSEMENTS — ANNEX M)

&8

AUTONOMOUS GOVERNMENT HOSPITAL CORPORATION

REPORT O DISBURSEMENTS

REPORT NO.
SHEET NO.
DV ACCOUNT | RESPONSIBILITY
DATE No. PAYEE CODE CENTER AMOUNT
Prepared by: " Received by:
Disbursing Officer Date Accounting Clerk Date




SAMPLE FORM (PETTY CASH CONTROL BOOK - ANNEX N) £9

AGHC Form No.

AUTONOMOUS GOVERNMENT HOSPITAL CORPORATION

PETTY CASH CONTROL BOOK
PAGE NO.

DATE PARTICULARS REF. RECEIVED PAID BALANCE




SAMPLE FORM (PETTY CASH VOUGCHER - ANNEX Q)

P ]

70

NO.
THE AUTONOMOUS GOVERNMENT HOSPITAL
CORPORATION
PETTY CASH VOUCHER DATE:
PAYEE/OFFICE RESPONSIBILITY
CENTER
ADDRESS
PARTICULARS AMOUNT
iPAW)BY: PAYMENT RECEIVED BY:
DISBURSING OFFICER SIGNATURE OVER PRINTED NANME

DATE




SAMPLE FORM (SUMMARY OF PETTY CASH ADVANCE EXPENSES — ANNEX P) T

AGHC FORM NO.

AUTONOMOUS GOVERNMENT TTOSPITAL CORPORATION

SUMMARY OF PETTY CASH ADVANCE EXPENSES :
PCV NO. |

PARTICULARS AMOUNT

TOTAL P

PREPARED BY: APPROVED BY:

- —————— AT



SAMPLE FCRM (SUMMARY OF LIQUIDATED PETTY CASH VOUCHERS ~ ANNEX Q) 72

AGHC FORM NO,

AUTONOMOQUS GOVERNMENT HOSPITAL CORPORATION

SUMMARY OF LIQUIDATED PETTY CASH VOUCHERS

PCV ACCOUNT DISTRIBUTIGN
DATE | NO. PAYEE AMOUNT

! HEREBY CERTIFY THAT THE ABOVE SUMMARY IS COMPLETE AND CORRECT
REPRESENTING DISBURSEMENTS MADE FOR THE PERIOD
,200_ TO . 200

PETTY CASH CUSTODIAN




SAMPLE FORM (DAILY CASH POSITION REPORT -~ ANNEX R} 73

AUTONOMOUS GOVERNMENT HOSPITAL CORPORATION

DAILY CASH POSITION REPORT
(Date)

Beginning Daily Balance R
Cash Receipts

Source Amount

PHIC 7
HMO
Subsidy
Self-Pay
Others
Total Receipts S

Total Cash Available I

Cash Disbursements

ltem Amount

Payroll R
Accounts Payable
Equipment
Others
Total Disbursements B

Cash Balance R
Projected Cash Flows®

Projected Receipts B
Projected Disbursements B

Projected Cash Balance B

*Cash flows can be projected for whatever future period management feels appropnate.
Generally, the forecast period should not be less than seven days or more than a month.



SAMPLE FORM {INVESTMENT INDEX CARD - ANNEX S}

74

AUTONOMOUS GOVERNMENT [1OSPITAL CORPORATION

INVESTMENT INDEX CARD

TYPE/NAME OF INVESTMENT:
INVESTMENT CERTIFICATE NO..
INTEREST RATE/ACQUISITION COST:

DATE ACQUIRED:
MATURITY DATE:

DATE

REMARKS

|
|
:
|

H

%
t
i

P ]



[

‘}i SAMPLE FORM (MONTHLY REPORT OF INVESTMENTS — ANNEX T) 76

AUTONOMOUS GOVERNMENT HOSPITAL CORPORATION

MONTHLY REPORT OF INVESTMENTS
As of

Par Value/ No. of Stock Total Date Acquisition Market Unrealized
Acquisition Shares Dhv. No. of Acquired Cost Value Gainlless
Cost Shares on 43S

Markelable Securities

COMMON STOCK

-

» PREFERRED
] STOCK

ail

TOTAL

CERTIFIED CORRECT:

Chief Accountant




INSTRUCTIONS ON THE USE OF FORM (MONTHLY REPORT OF INVESTMENTS) 76

INSTRUCTIONS ON HOW TO PREPARE THE
MONTHLY REPORT OF INVESTMENTS

MARKETABLE SECURITIES - enter the following information based on the
Investment Index Card

1.  PAR VALUE/ACQUISITION COST - enter the par value/acquisition cost
of marketable securities.

S8

NO. OF SHARES - enter the number of shares purchased.

STOCK DIVIDEND - enter the number of shares of stock dividend.

(]

4,  TOTAL NO. OF SHARES - enter the total number of shares purchased and
stock dividend. N

5.  ACQUISITION COST - enter the acquisition cost by multiplying the number of
shares purchased by par valuefacquisition cost/share.

6. MARKET VALUE - enter the prevailing market value of investment.

7.  UNREALIZED GAIN/LOSS ON MARKETABLE SECURITIES - enter the
' difference between the acquisition cost and market value of the marketable
securities. In case of unrealized gain on marketable securities, the unrealized loss
shall be reversed only to the extent not exceeding the original cost of marketable

securities.

Pr— P——



SAMPLE FORM (BALANCE SHEET ~ ANNEX U)

AUTONOMOUS GOVERNMENT HOSPITAL CORPORATION

BALANCE SHEET
As of

ASSETS

CURRENT ASSETS

Cash
BANK Savings Account
BANK Current Account
BANK Time Cepaosit
Collecting Officers
Disbursing Officers

Receivables
Patients' Receivable
Notes Receivable
Miscellaneous Receivables

Inventories
Supplies and Materials

TOTAL CURRENT ASSETS

- OTHER ASSETS
FIXED ASSETS
Land & Land improvements
Buildings & Structures
Furniture & Fixtures & Equipment

TOTAL FIXED ASSETS

TOTAL ASSETS

LIABILITIES & SURPLUS

CURRENT LIABILITIES
Accounts Payable

Trust/Depaosits

Trust Liabilities
TOTAL CURRENT LIABILITES
TOTAL LIABILITES
SURPLUS

TOTAL LIABILITIES & SURPLUS

Cerlified Correct:

Chief Acoountant



SAMPLE FORM (INCOME STATEMENT - ANNEX V)

78

AUTONOMOUS GOVERNMENT HOSPITAL CORPORATION

INCOME STATEMENT
For the Year ended

GROSS INCOME

Quantified Free Service (QFS)
Discounts
Total QFS and Discounts

NET INCOME

EXPENSES

Personal Services
Maintenance & Other Operaling Expenses

TOTAL EXPENSES

NET INCOME/{(LOSS)

ADD: OTHER INCOME

NET INCOME/(LOSS) BEFORE
GOVERNMENT SUBSIDY

ADD: SUBSIDY

NET INCOMEALOSS) AFTER

GOVERNMENT SUBSIDY

Certified Correct:

Chief Accountant

[E——

Fr— oo

———
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SAMPLE FORM {STATEMENT OF CASH FLOW — ANNEX W)

79

AUTONOMOUS GOVERNMENT 110SPITAL CORPORATION

STATEMENT OF CASH FLOW

For the period ended

Cash flows from operating activities:

Net Revenue

Adjustments to reconcile net revenue to net
cash provided by operating activities:
Changes in assets & liabilities

Cash Advances
Receivables

Supplies & materials inventory,
prepaid expenses, other assets

Liabilities
Total Adjustments

Net cash provided by operating activities

Cash Flows from investing activities:
imvestments in
Government Securities
Private Securities
Other Investments
Capital Expenditures
Net cash used in investing activities
Net increase in cash

Cash at the beginning of the year

Cash, .

Composition of Cash

Cash on Hand and In Bank
Treasury Bills

Time and savings deposits
Outstanding checks

Total

Cenlified Correcl:

Chief Accountant



VIII. BUDGET GUIDE

.30 -



BUDGET GUIDE (OPTION 1) 81

Budget Guide (Option 1)

AUTONOMOUS GOVERNMENT FIOSPITAL CORPORATION

DATE

HOSPITAL MEMORANDUM

TO : DEPARTMENT HEADS
FROM : HOSPITAL DIRECTOR
SUBJECT : CORPORATE PLAN

Attached for your review are the Corporate Plan and Budget Guidelines which
will be used for the development of your department plans and budget for the calendar
year. The forms and nstructions contained in this package have been reviewed and
approved by the Financial Planning and Monitoring Committee.

Since this Corporate Plan contains both the information and the procedures to be
used in preparing the hospital’s operating plan and budget, you are requested to carefully
review it and be prepared to raise any questions you might have at either the general or
technical budget meetings.

You are advised to discuss your departinent’s present operations and future plans
with the persons who are directly responsible to you. Your staff should be briefed of the
hospital’s financial situation and plans for the year, and their assistance should be
solicited. You are urged to consuit with othet department heads whose responsibility

centers affect your operations.

in developing your operating plans and budget, you should also carefully review
the assumptions and listing of operational priorities. These factors should weigh heavily
both in the analysis of your own functions and activities and in the design of your

departmental operating plan.

To permit time both for consolidation of all budgets and for review of the total
budget prior to the presentation to the Governing Board, you are hereby requested to
begin preparation as soon as possible and to comply with the due dates as set out in the
budget calendar.

‘The Budget Officer and the Department of Finance are available to provide you
with any needed technical support or data. Call upon them whenever they can be of
assistance.
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BUDGET GUIDE (OPTION 1)

82

AUTONOMOUS GOVERNMENT HOSPITAL CORPORATION

DATE

March 20
March 22-29
March 30-April 25

Apfil 27
May 4
May 8- 15

May 20

June
July to September

October

BUDGET CALENDAR

ACTIVITIES

General budget meeting with department heads and
workshop on preparation of the budget

Presentation of preliminary budget drafis of the different
departments for review by the technical budget team

Budget hearings per department to be conducted by the
budget committee

Submission of final budget drafts by departments
Initial integrated budget due from Finance Department
Administrative Meeting ~ Budget Review and Adjustment

Budget completed and distributed to the members of the
Governing Board

Budget approval by the Governing Board
Budget presentation to Congress and Senate

Dissemination of final budget details to the respective
departments



BUDGET GUIDE (OPTION %) 83

TECHNICAL BUDGET SUPPORT TEAM

N AME DEPARTMENT ASSIGNMENT

(Names of employees from the finance
department assigned {0 assist the different
departments in the preparation of budget

estimares)

Budget Officer Department of Medicine & Surgery
(tel. #)

Chief Accountant Department of Laboratory Medicine
(tel. %)

Chief, Operations Accounting Section Department of Nursing Services

(tel. %)

Chief, General Accounting Section Department of Radiological Services
(tel. £)

Chief, Budgel Division Department of Ancillary Services
(tel. #) Department of Administrative Services

Executive Offices
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AUTONOMOUS GOVERNMENT HOSPITAL CORPORATION

STATEMENT OF GENERAL OBJECTIVES AND POLICIES

In recognition of both its role as a community resource and its obligation to the
community, the Governing Board of the Autonomous Government Hospital Corporation
commits itself in using the resource entrusted to it in providing the community with
needed health care services, at an acceptable level of quality, and at the least possible

Cost.

In order to achieve this purpose, the Governing Boards establish the following
general polities as parameters for purpose of guiding the operation of the corporation:

G5

To generate adequate return for the Hospital to be able to improve its cash
generation and therefore reduce government’s assistance to this Institution.

To preferentially direct capital expenditures to those projects that are
economically viable so that a high rate of return on investmenis can be

realized under a short period of time.

To effectively market the services of the hospital to private patients which

should maximize utilization of our present resource facilities and manpower
complement.

To be able to provide timely, accurate and adequate medical business
information to the various government regulatory agencies and private

companies.

To extent of this financial ability, provide quality service to those who are not
able to pay.

Through the application of sound and creative management technique and
leadership, the hospital assures that assets are utilized in a manner which
produce the greatest benefit to its service arca.

ENVIRONMENTAL STATEMENT

The following is an analysis of the Hospital present operating environment. This
analysis describes the environment in terms of the strengths and weakness of the hospital,
the nature of its role within the community and the general condition of its operating

B
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environment. These major factors which are likely to influence its operations over the
next 3 10 5 years.

Internal Environment

Physical Plant & Equipment. (Provide information on the condition of fixed
assets, depreciation policy and other related information)

Average age of building is 10 years, is fully air conditioned and mcets the
requirements for hecalth and fire safety codes. Maintenance costs are stabilized
but can be expected to increase over the next 2 to 5 years. The building is
presently utilized to capacity although its grounds will accommodate additional
facilities. Additional services will require new structures.

Major medical equipment and instruments were purchased more than 10
years ago. Most of them are fully depreciated and have passed their 10 vears’
estimated life span. No government subsidy were given for capital outlay, thus
replacement of equipment has to be programimed

Financials (Give brief summary of past 2-3 years growth in terms of net margins,
capital expenditure increases, subsidy increases, elc.,)

Net margin has increased for the past two years. As a result modest
revenue has been generated for purposes of new programs. Internal resources are
not yet sufficient to support any large scale capital expenditure program of the
hospital. Government subsidy is at least 16% of the total budget.

Organization (Periains to the staffing of the hospital)

Staff levels at 78% of the Institute approved complement. Medical staft
are well trained and organized. There is a fast turnover of nurses which afiect
delivery of service.

External Environment

Political and Peace and Order Situation

The Mindanao crisis has greatly affected all sectors of socicty. It has
slowed down economic growth particularly in the big cities in the south,
compromised delivery of health services, and has dented the image of the country
in the international community. This situation has also drained the government to
the point that budgets of the other Departments were tapped 1o sustain the
operations of the Mindanao Crisis Management Group.
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With 2001 as election year, tension and some forms of instability
particularly during campaign period and a few months afier clection. During the
campaign period, money is free flowing (printing business is up, public relation
campaigns are in full swing to include medical mission or similar outreach
projects, interest rates are low because money is in circulation, etc.).

Economic Condition

The economic condition of the country has been seriously hit both internal
and external factors. The recent exposes and counter cxposes and the ongoing
senate hearings involving highly-placed officials, the Mindanao crisis and the
erratic financial crisis in the Asia Pacific region are about Just some of these. The
US Dollar rate have reveled off at P51.36 but is expected 1o go higher should the
above-mentioned concerns escalate to higher levels. The inflation rate is still ar
single digit figure of 4% (average), but may end the year with double digit
inflation rate. However in 2002 however, the inflation rate may “improve™ with
government’s intervention. h

Health Care Industry

The Department of Health through its secretary has expressed continued
Support to corporate hospitals but has also emphasized the need for these hospitals

o be seif-sustaining while continuing to support the various programs and

projects of the DOH.

The private medical centers are aggressively upgrading its facilities 10 be
able to provide high quality hospital services using state of the art and highly
technical equipment and facilities.

Technical upgrades of equipment and facilities wili continue 10 occur at a
faster phase of every 3 years. However, these upgrades are very expensive and
has therefore restricted its availability to only the big major hospitals. In the
government sector, the specialty medical Centers are trying 10 keep up with the
trend but is constrained by funds availability from the national government.

Philhealth has increased healthcare benefits and has definite future plans
to widen coverage to include all sectors of the society. They have also piloted an
area in Laguna where they are testing the extended Medicare benefiis to cover
outpatient services. If this pilot projects turns out to be feasible, then PHIC can
80 nationwide on its implementation.

—y
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Legisiation

The local government code is again being reviewed to gauge the success
of the devolution particularly of the hospitals. The review may eventually end up
with reverting back management and controi of these hospitals to the DOH or it
may strengthen the devolution further by creating a stronger linkage with DOH.

ASSUMPTIONS

The following assumptions represent management’s “best judgement™ as to the

events that will affect hospital operation. These “macro level” assumptions should be
carefully enhanced through the projection of more detailed operational assumption at the
responsibility center level.

A,

Demand for inpatient services in the coming fiscal year is expected to remain at
about the same level as currently being experienced. However, medical technology
upgrades will require purchases of more sophisticated medical equipment and

_facilities. Because of tight financial economic conditions medical services is seeing

an increasing trend towards out patient surgeries. [t is therefore imperative the out
patient facilities and capabilities be strengthened to meet this demand.

Operational Implication

No new implication. Increased attention, however, must be focused on increasing
the productivity of the inpatient production function.

Technological advances and/or the increased demand for primary care, routine
laboratory and radiology workload can be expected to increase. If properly
channeled, the increase in primary care will result in a moderate decrease in
emergency reom visit.

Operational Implication

Plant and equipment capacity in both laboratory and radiology is sufficient to
accommodate a moderate to medium increase in workload. In view of the
complimentary need to increase efliciency a moderate increase in workload in these
areas should be accommodate through increase staff productivity. A
medium increase in workload will require an increase in stall.

The decrease in emergency room workload, while significant will not be
sufficient to result in any major staffing patterns changes.
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C. Medical inflation rate is usually 2 to 3 times the general inflation rate. As such, cost
of medical supplies and materials are expected to increase at the rate of 12% per
year.

Operational Implication

A fifteen percent increase in cost will result in both increase consumer and
governmental pressure on the health delivery systemn and an increase willingness to
impose stringent regulatory measure. To avoid arbitrary decision, cost must be
controlled. This can be achieved through increased productivity. Operationally, this
means that work procedures, processes, and staffing patterns must be reviewed at
every level with result oriented modification made to increase efficiency.

OPERATING POLICY DECISIONS

Program Priorities

Given the general objective of the hospital and exccutive management evaluation
of both the environmental statement and the statement of assumptions, program area
priorities have been established as follows:

Primary Care & Wellness Program
Outpatient Patient Services Program
Radiology

Inpatient Patient Services Program
Ancillary Patient Services Program
Laboratory Program

Surgical Program

Environmental Services Program
Personnel and Education Program
10. Fiscal Services Program

i 1. Administrative Services Program

0 W N oA

Funding Guideline
Revenue Sources:

- 15% ofrevenue obtained through patient having private health insurance.

- 30% of revenue obtained through Medicare Program payments.

- 20% ofrevenue obtained through subsidy from the National Government.

- 15% of revenue obtained through patient being sponsored by
congressman, senators and others,

- 20% revenue obtained through self responsible patients,

4

T
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Programs/Project Funding

]. Existing patient care and environmental services programs to be funded at their
present scope without improvenents/expansion being obtained through
productivity increase. Primary care projects to be given, with the approval of the
governing Board, priority access to unrestricted philanthropic contribution.

2. Personnel and education, fiscal services, and administrative services prograins to
be reviewed with scope, to the extent possible, reduced. Funds made available
through this effort, shall be used to support primary care initiative

OPERATING OBJECTIVES
Financial

Continue to aintain a financially seif-sufficient position through the
Generation of positive net operating margin of at least 2.5%

Quality of Services

Provide necessary and appropriate service at an acceptable level of technical
quality.

Primarv Care

Provide the basis for increasing the community’s access to primary care by
developing a plan of action and implementing said plan.

Operating

Provide for improvement/expansion in services through increase in productivity.
MAJOR PLANS/PROJECTS
(Indicate major plans and projects for the next three years)
2002
2003

2004
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PROJECTION PACKAGE

B gy

PrEP s

PERFORMANCE INDICATORS 2002 2003 2004 2005

Occupancy Rate

Average length of stay

Medical

Surgical

Actual Number of Beds

No. of In-patient

Private

Service

i Out-patient Visits

; Private

: Service

| Operations

Major

Minor

Radiological Services

Clinical Laboratories

LAnciilary laboratories

Note : The Projection package should be customized for each of the volume
dependent responsibility centers by providing both total patient days and unique
workload estimates for the particular responsibility center; e.g. , for the patient
care unit: patient days of that unit ; for dietary: projected meals by type of diet.
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SPECIFIC GUIDELINES

A. Sales/Revenue Statement (Schedule 1)

i.

3]

Operating and service :ncome shall include all types of revenues generated by
the department in the usual course of operations.

Miscellaneous income shall include all other revenues which do not occur in the
ordinary course of operations. Example will be sales of waste materials. fines

and penaltics, earnings from seminar fees, etc.

Projected Workload and Measurable Performance Indicator (Schedulc 1a).
Provide information on projected operational statistics using OPD rates.

B.  Personal Services (Schedule 2)

S

Basic Salaries

Salaries shall be equal to the annua! salaries of actual positions {(warm bodies) in
each department. All requests for additional staff should be supported with
justifications.  No salary increase proposal shall be included in the PS

computation.
Representation and Transportation Allowance (RATA)

A monthly RATA shall be provided to the following officials, and those with
equivalent ranks pursuant to Gen. Provisions, RA No. 8760 as shown below.

Executive Director - P 8,300.00
Deputy Directors - 7,150.00
Department Managers - 5,900.00
Chief of Division - 5,350.00

Personnel Economic Relief Allowance (PERA)

PERA shall be provided for all appointed employees pursuant to Sec. 48. Gen.
Provisions, RA No. 8522

Terminal Leave Benefits

Terminal leave benefits shall be granted to officials and employees who are
retiring in FY 2002 using the following formula:
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TLB = D_ x S
22
where

TLB = Terminal Leave Benefits

D = No. of Days of Leave Credits

S = Highest Basic Monthly Salary currently
received by the employee

22 =

10

Ave. No. of working days in the month
pursuant to RA 6758

Merit/Longevity Pay

Step increments for merit and length of service equivalent to 1% of the total
salaries shall be provided pursuant to RA 7305.

Additional Compensation

Additional compensation of P500.00 per month shall be granted to each
employee whose salary grade is 25 and below pursuant to Administrative Order
no. 53.

Magna Carta Benefits new IRR of (RA 7305)

Provide the foilowing to each employee (per month):

Hazard Pay - *
Subsistence - R 900.00
Laundry - P 12500

Uniform/Clothing Allowance

Uniform/clothing allowance of £4,000.00 per annum shali be provided 10 each
employee pursuant to Scc. 45, Gen. Provisions of RA 8760.

Bonus and Cash Gifts
One month basic salary plus R5,000 cash gifts for each employee.
Productivity Incentive Benefit (NCC 73 - December 27, 1994)

P2,000 per annum for each employee.

£
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1t Statutory Contributions

The hospital shall provide a counterpart for each employee’s contributions to
the following government agencies:

GSIS = 12% of salaries

HIC/Medicare = B 750.00/annum
Pag-ibig = P1,200.00/annum
ECIP = P 360.00/annum

12 Overtime Pay
Should not exceed 2% of annual total salaries of employees.
13 Plantilla (Schedule 2a and Schedule 2b)
C. Maintenance and Other Operating Expenses (Schedule 3)

-1 MOOE shall be computed based on the actual needs and shall be broken down
by object classification, properly supported with schedules and breakdowns:

02 - Traveling Expenses (Schedule 3a.1 and 3a.2)

03 - Communication Services (Schedule 3b)

04 - Repair and Maintenance of Government Facilities
(Schedule 3¢)

06 - Transportation Services

07 - Supplies and Materials (Schedule 3d)

08 - Rents

14 - Water, [llumination and Power Services (Schedule 3e
and Schedule 3f)

15 - Retirement Gratuities (Schedule 3g)

17 - Training and Seminar Expenses (Schedule 3h)

18 - Extraordinary and Miscellaneous Expenses

19 - Confidential and Inteltigence Expenses

23 - Gasoline, Oil and Lubricants

24 - Fidelity Bond and Insurance Premiums

27 - Library Books and Materials (Schedule 3T)

29 - Other Services (Schedule 3j)

2 Travelling expenses (02) shall be computed pursuant to E.O. No. 248 supported
by data in Schedule 3a.
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3 Rents (08) shall specify the tota! floor area and total cost. A copy of contract of
lease shall be attached to the proposal.

4  Water, Illumination and Power Services (14) shall be computed based on:

4.1

Water = estimated water consumption in cubic meters and the estimated
amount {Schedule 3e).

Ilumination and Power Services = estimated no. of kilowatt hours and the
estimated amount {Schedule 3f).

This expense will be initially computed by GSD which in turn will present
the allocation per departinent. The allocation will be dissemunated to the
respective departinent by GSD.

5 Retirement Gratuity (15) shall reflect only those schedules for compulsory
retirement in Y 2001-2003. o

5.1

52

Gratuity for optional retirement shall be separately presented.

Retirement Gratuity of employees who are retiring in 2002 shall be
determined by converting the total number of creditable services into
gratuity months as follows:

1 month each year for first 20 years of services

1.5 months each year for over 20 to 30 years of services

~ 2 months each year over 30 years of service

Then compute the amount of Retirement Gratuity

RG = GM xS

where

GM = Gratuity Months

RG = Retirement Gratuity

S = Highest Basic Monthly Salary

6 Training and Seminar Expenses (17} shall cover atiendance of official and
employees on in-house and other non-government private organizations
trainings. Seminar fee conducted by non-government organizations on private
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institu

tions in the country shall not exceed R900 per day per participant pursuant

to NBC 442 dated March 29, 1995. (Schedule 3h).

D. Capital Outlays

1 The following shall be submitted, for the proposed building or structure and/or
permanemnt iimprovements:

I.1

3]

also

For a New Unit:

- Design and cost estimates
- Description of the proposed unit

* total size/floor area measured in square meters
* tvpe of construction such as, reinforced concrete,
semi-concrete or wood frame structure, etc.

- Usage - purpose for which the unit is constructed, such as office,
laboratory, training unit, recreation hall, etc.

For an on-going construction, percentage of completion and target date of
completion.

Proposals for purchase of equipment shall be presented in Schedule 4. It shall

include proposals for purchase of library books and materials costing

PR10,000.00 and above per copy/unit.

For purposes of uniformity, budget estimates shall be presented in accordance

with

the attached format (Schedule 5).

PRESCRIBED FORM AND CONTENT

The department shall submit their respective corporate development plan using the

sample forms

SCHEDULE

herein attached, as follows:
PARTICULARS
Revenue Statement
A. Operating and Services Income

This account includes all types of revenues generated by the
department in the usual course of operations.



i

i

b

BUDGET GUIDE {OPTION 1)

96

SCHEDULE

LA

o

B. Grants and Donations

This account includes all non-repayable incomef/revenue received
from other government agencies, private sector or international
institutions and organizations. Please specify amount and purpose
for each grant and donation.

C. Miscellaneous Income

This account shall include all other revenues which do not
accrue to the ordinary course of operations. Examples will be sales
of waste materials, fines and penalties, earning from seminar fees,
etc.

PARTICULARS
Projected Workload and Measurable Performance Indicators

Projected workload in terms of hospital statistics and such other
measurable indicators shall be presented in the form to support
Schedule 4.A

Summary of Budget Proposat for Personal Services
Staffing Pattern

Provide a detail listing of all itemized positions with the name of
incumbent for each positions. Any additional positions should be
supported with a justification presented in the prescribed form.
New positions shall be indicated in capitat letters.

Plantilla for other Positions

Consultants - These are personnel on honorarium basis. Specify
position title and number of personnel. Briefly explain the need
for the consultant’s expertise explaining why this cannot be
provided by the existing workforce.

Casual or Emergency - Specify position title and number of
personnel.  Briefly explain the need for hiring casual employees
and indicate the desired timetable for hiring.
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J.A

3.A

3.B

3.C

3.D

3E

Summary of Budget Proposals of Maintenance & Other Operating
Expenses

Materials and Supplies - to be supported by a Procurement
Program for the year 2002 only. Projected quantities of materials
and supplies shall be covered by statistical utilization or
consumption.

Schedule of Traveling Expenses (Local) - Provide information on
trip itineraries, inclusive dates of travel, amount per diem and

purpose of travel.
Schedule of Traveling Expenses (Foreign)

Communications Services - Each local telephone shall carry a
cost of P175.00 per month while cach direct line telephone shall
cost P750.00 per month. Additional direct and/or local lines to be
requested shall be justified.

Repairs and Maintenance

A. Medical and Surgical Equipment Service Maintenance -
Spegtify the number of equipment, nature of services required
and annual maintenance service fee.

B. Hospital Furnitures and Fixtures Service Maintenance -
Specify the number of furnitures, nature of services required
and annual maintenance service fee.

C. Motor Vehicle and Transportation Equipment Maintenance -
Specify type of vehicle, nature of maintenance services
required, frequency of services to be rendered and estimates of
maintenance cost for the service 1o cover the year 2002 only.

D. Office Equipment Maintenance -  Specify the general
category, quantity and annual maintenance service fee for 2002
only.

Provide information on the type of services which will be required
for specified equipment/vehicle for the years 2002-2005.

Annual Procurement Program

Water Consumption
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3.F Electric Consumption

3.G List of Expected Retirees

3.H Proposed Training/Seminar Expenses
In line with the continuing education program of your department
to provide detailed information on seminars, etc. to be attended by
your staff for the year 2002 only.

3.1 Proposed Library Books and Materials - To be supported by a
Procurement Program for 2002 only.

3.] Breakdown of Other Services

4 Proposed Equipment Outlays

5 Comparative Profit and Loss Statement
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AUTONOMOUS GOVERNMENT HOSPITAL CORPORATION Schedule 1
DEPARTMENT
SECTION
REVENUE STATEMENT
2002 2003 2004 2005

SOURCE OF INCOME
A. OPERATING AND SERVICE
INCOME

B. GRANTS AND DONATION

C. MISCELLANEOUS INCOME

TOTAL GROSS HOSPITAL
INCOME

SUBMITTED BY:

xIs:revenye

1
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AUTONOMOUS GOVERNMENT HOSPITAL CORPORATION Schedule 1a
DEPARTMENT
SECTION

PROJECTED WORKLOAD AND MEASURABLE PERFORMANCE INDICATORS

2002 (Estimate) 2003 (Proposal) 2004 (Proposal) 2005 (Proposal)

SOURCES VOLUME | RATE | TOTAL | VOLUME RATE | TOTAL | VOLUME | RATE TOTAL |[VOLUME |RATE [TOTAL

A. OPERATIONS
1. Urinalysis
2. Fecalysis
3. CBC

Sub-Total

B. MISCELLANEOUS
1. Sale of Waste Materials
2. Training Fees

Sub-Total

GRAND TOTAL

SUBMITTED BY:

sle:projwork

S
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DEPARTMENT -8 "% & - ® " B K " F £
SUMMARY OF BUDGET PROPOSALS (PS)
FY 2002
DIVISIONS B
l TOTAL
PARTICULARS

A. PERSONAL SERVICES
No. of Positions
Salaries
Other Compensation
Honoraria
Representation and Transp. Allow,
PERA
Additional Compensation
Magna Carta Benefits
Terminal Leave Benefits
ECIP (360!headlannum)
Pag-ibig (P1,200/annumy}
Medicare (P450/annumy}
"Bonuses and Cash Gifts
Pensions
Step Increments for Merit and
Length of Service
Qvertime Pay
Clothing/Uniform Allowance
Productivity incentive Benefit
Others (Specify)

Total Other Compensation

Gross Compensation

Contribution for GSIS Employees' Life
and Ret. Ins, Prem. (9.0% of total salaries)

TOTAL PERSONAL SERVICES

xls: pssched?

V14



AUTONOMOUS GOVERNMENT HOSPITAL CORPORATION

DEPARTMENT

SECTION

STAFFING PATTERN

Schedule 2a

POSITION TITLE

2002

NO. OF POSITIONS

BASIC SALARY

NAME OF INCUMBENT

L

SUBMITTED BY:

xls: staff2a

Jod-
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AUTONOMOUS GOVERNMENT HOSPITAL CORPORATION

DEPARTMENT
SECTION

PLANTILLA FOR OTHER POSITIONS

Schedule 2b

POSITION TITLE

2002

NO. OF POSITIONS

HON/ANNUM

NAME OF iNCUMBENT

SUBMITTED BY-

xls: plan2b

jo3
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DEPARTMENT/OFFICE
SUMMARY OF BUDGET PROPOSALS (MOOE)

FY 2002

PARTICULARS

02
03
04
08
07
08
14
15
17
18
23
24
27
29

B. MAINTENANCE & OTHER OPERATING EXPENSES

Travelling Expenses (Schedules 3a.1 & 3a.2)
Communication Services {Schedule 3b)

Repair & Maint. Of Government Facilities (Schedule 3¢)
Transportation Services

Supplies and Materials (Schedule 3d)

Rents

Water, lilumination, Power (Schedules 3e and 3f)
Retirement Gratuities (Schedule 3g)

Training and Seminar Expenses (Schedule 3h)
Extraordinary and Misc. Expenses

Gasoline, Qil and Lubricants

Fidelity Bond and Insurance Premium

Library Books and Materials (Schedule 3i)

Other Services (Schedule 3j)

TOTAL MAINTENANCE AND OTHER
QOPERATING EXPENSES

xis: mooel

Aol

. " L £ E £
Schedule 3
DIVISIONS
TOTAL

1]
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SCHEDULE OF TRAVELLING EXPENSES (LOCAL)

Schedule 3a.1

No. of No. of Transpo- Total Total Dailty | Total Traveliing
Nature of Travel Personnel Days Expenses Fare Allowance Expenses
Prepared by Reviewed by:

xis: trenvel3a

15
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AUTONOMOUS GOVERNMENT HOSPITAL CORPORATION Schedule 3a.2
SCHEDULE OF TRAVELLING EXPENSES (FOREIGN)

Nature of No.of | No.of Transp. Total Pre-Departure | Clothing Travel Daily Total
Foreign Travel Personnel Days | Expenses Fare Allowance Allowance Allowance Allowance Travelling
(Col. 4 x {Col. 4 x (Col. 4 (Col.4x5x | {(Col.4x5x Expenses
Transp. Exp. P 1500) $400 x 40) $100 x P40) | $200 x P40) (Col.6+ 7+
8+9+10)
m | e | e | e lel e | 0 ®), © o 1 a9

Prepared by:

xly: travial
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SCHEDULE OF TRAVELLING EXPENSES Schedule 3a.2
QFFICE
Nature of No. of No.of | Transp. Total Pre-Departure | Clothing Travel Daily Total
Foreign Travel Personnel Days |Expenses Fare Allowance Allowance Allowance Allowance Travelling
(Col. 4 x (Col. 4% {Col. 4 x (Col. 4x5x | (Col. 4x35X Expenses
Transp. Exp. P 1500) $400 x 40) | $100x P40) | $200x P40) (Col. 6+ 7+
8+ 9+10)
) (2} (3) (4) ) (6 7 (8 (9) (10) (11

Prepared by:

xis: travial
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Schedule 3d

AUTONOMOUS GOVERNMENT HOSPITAL CORPORATION

FY 2002 ANNUAL PROCUREMENT PROGRAM
OFFICE:

ltem in Budget Page 1
Programmed Amount: Date Submitted:

|TEM COMMODITY UNIT
CODE (Nomenclature&Description) PRICE

DISTRIBUTION BY QUARTERS

TOTAL | TOTAL FIRST QTR. SECOND QTR. THIRD QTR. FOURTH QTR.

atv. | amT. | QTY. | AMT. | QTY. [ AmT. | Qry. | AMT. | OTY. | AMT. |

|

Note: 1. The above procurement program
is in accordance with the objective
of the office.

2. Funds have been garmarked for
this purpose.

xis: appld

PREPARED BY: RECOM. APPROVAL: APPROVED BY:
[ ——
Department Head Chief, Prop. Div, Dep. Exec. Dir. Exec. Director
Adm, Svcs.
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AUTONOMOUS GOVERNMENT HOSPITAL CORPORATION Schedule 3¢
DEPARTMENT
SECTION
REPAIRS AND MAINTENANCE
NATURE OF FREQUENCY OF AMOUNT PER TOTAL COST OF
TYPE OF EQUIPMENT REPAIRMAINT. REPAIR/MAINT. REPAIR REPAIR/MAILINT.

TOTAL SERVICE MAINTENANCE

SUBMITTED BY:

xis: repair3c

ol
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ELECTRIC CONSUMPTION

Schedule 3f

A R bl

[ MONTH

2002 (ESTIMATE) 2003 (PROPOSAL) 2004 (PROPOSAL)

2004(PROPOSAL)

[T AMOUNT [ AMOUNT

KWH | AMOUNT

TJanuary
February
March
il
May
June
gJuly
August
~ September
., October
HTNovember
December

-TTOTAL

"l

s elec3f



AUTONOMOUS GOVERNMENT HOSPITAL CORPORATION

FY 2002

WATER CONSUMPTION

Schedule 3e

2002 (ESTIMATE) 2003 (PROPOSAL) | 2004 (PROPOSAL)

2005 (PROPOSAL)

MONTH CUM | AMOUNT | CUM [ AMOUNT AMOUNT | CUM | AMOUNT

January
February
March
April

May

June

July
August
September
Qctober
November
December

TOTAL

Prepared by:

xls: water3e
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F£Y 2002 PROPOSED TRAINING/SEMINAR EXPENSES

i OFFICE

Schedule 3h

NAME/DESCRIPTION OF
TRAINING AND SEMINAR

(1)

ESTIMATED
NO. OF
PARTICIPANTS
@

TRAINING/SEMINAR
FEE PER PARTICIPANT

3)

TOTAL
(Col. 2 x Cal. 3)

(4)

Prepared by:

xJs: train3h

1
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& A UTONOMOUS GOVERNMENT HOSPITAL CORPORATION Schedule 3j
y BREAKDOWN OF OTHER SERVICES

:  DEPARTMENT

L]

’ , 2001 2002 2003 2004
™~ DESCRIPTION Appropriation Proposal Proposal Proposal

1 |Publication/Advertising
Printing and Building

Subscriptions

Money Order Fees

- |Meal abs Transportation or Motor Vehicle
Allowance for Overtime Work

Janitorial Services
Professiconal Services
w | professional Consultancy Services

Others (Specify)

TOTAL

-

a Prepared by:

G s otherdf
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AUTONOMOUS GOVERNMENT HOSPITAL CORPORATION
LIST OF EXPECTED RETIREES
FY 2002
-~ |DATE OF FIRST NO. OF
POSITION| HIGHEST | DATE | ASSUMPTION EXPECTED | YEARS | AMOUNT TYPE OF
NAME TITLE | MONTHLY| OF | OF OFFICEIN DATE OF INTHE | TERMINAL |RETIREMENT| PLACE OF | RETIRE-

SALARY | BiRTH | THE GOV'T. RETIREMENT| GOV'T. LEAVE GRATUITY ASSIGNMENT MENT

Prepared by: ' Approved by:

zis: retirelg




AUTONOMOUS GOVERNMENT HOSPITAL CORPORATION Schedule 3i
PROPOSED LIBRARY BOOKS AND MATERIALS

FY 2002
OFFICE
UNIT TOTAL
DESCRIPTION QUANTITY COST AMOUNT
TOTAL

NOTE: Books costing below P10, 000 per copyfunit

Prepared by:

xls: libra3i

“ nd
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AUTONOMOUS GOVERNMENT HOSPITAL CORPORATION Schedule 4
*FY 2002 PROPOSED EQUIPMENT QUTLAYS
QFFICE
PROPQOSAL Inventory of Existing
Equipment Item : Month Similar Equipment
(By type and with description) Qty. Unit Cost | Total Amt. Needed AR Serviceable | Unserviceable Justification
(1 (2 (3) 4 (5) (6) (7} @)

*Pls. see attached instructions in filling up the forms

Prepared by:

xls! eqtontd

- M

Concurred by:

Cirector
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AUTONOMOUS GOVERNMENT HOSPITAL CORPORATION Schedule 5
DEPARTMENT
SECTION
COMPARATIVE PROFIT AND LOSS STATEMENT
2001 2002 2003 2004 2005

GROSS HOSPITAL REVENUE
(Schedule 1)

OPERATING EXPENSES
PERSONAL SERVICES
(Schedule 2)

MAINTENANCE AND OTHER
OPERATING EXPENSES
(Schedule 3)

NET HOSPITAL INCOME
ADD: FINANCIAL INCOME

NET INCOME

SUBMITTED BY:

AMs: comprofs

”},
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asd Budget Guide (Option2)
AUTONOMOUS GOVERNMENT FHOSPITAL CORPORATION
ek
o
DATE
o
HOSPITAL MEMORANDUM
- TO : DEPARTMENT HEADS
FROM : HOSPITAL DIRECTOR
-
SUBJECT CORPORATE PLAN
- Attached for your review are the Corporate Plan and Budget Guidelines which
will be used for the development of your department plans and budget for the calendar
year 200X. The forms and instructions contained in this package have been reviewed
- and approved by the Financia! Planning and Monitoring Committee.
Since this Corporate Plan contains both the information and the procedures 10
- be used in preparing the hospital’s operating plan and budget, you arc requested to
carefully review it and be prepared 10 raise any queslions you might have at either the
general or technical budget meetings.
- :
You are advised to discuss your department’s present operations and fuiure
plans with the persons who are directly responsible to you. Your staff should be briefed
i of the hospital’s financial situation and plans for the year, and their assistance should
be solicited. You are urged to consult with other department heads whose responsibility
centers affect your operations.
i
In developing your operating plans and budget, you should also carefully
y review the assumptions and listings of operational priorities.  These factors should
e weigh heavily both in the analysis of your own functions and activities and in the
design of your departmental operating plan.
i To give you time both for consolidation of all budgets and review of the total
budget prior to the presentation t0 the Governing Board, you are hereby requested t0
begin preparations as soon as possible and 10 comply with the due dates as S<t out in
o the budget calendar.
; The Budget Office and the Department of Finance are available 10 provide you
- with any needed technical support or data. Call upon them whenever they can be of
assistance.
-
=

T34
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AUTONOMOUS GOVERNMENT HOSPITAL CORPORATION

March 20
March 22-29
March 30-April 25

April 27
May 4

May 8- 15
May 20

June
July to September

QOctober

BUDGET CALENDAR

ACTIVITIES

General budget meeting with department heads and
workshop on preparation of the budget.

Presentation of preliminary budget drafts of the different
departments  for review by the technical budget team

Budget hearings per department to be conducted by the
budget committee

Submission of final budget drafts by departments
Initial integrated budget due from Finance Department

Administrative  Meeting Budget Review and
Adjustment

Budget completed and distributed to the Governing
Board

Budget approval by the Governing Board
Budget presentation to Congress and Senale

Dissemination of final budget details to the respective
departments

g
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AUTONOMOUS GOVERNMENT FHOSPITAL CORPORATION

STATEMENT OF GENERAL OBJECTIVES AND POLICIES

In recognition of its role as a community resource and its obligation to the
community, the Governing Board of the Autonomous Government Hospitat
Corporation commits itself in using the resources entrusted 1o it in providing the
community with needed health care services, at an acceptable level of quality. with the
least possible cost.

In order to achieve this purposc, the Governing Boards establish the following
general polities as parameters for purpose of guiding the operation of the corporation:

1. To generate adequate return for the Hospital to be able to improve its
cash generation and therefore reduce government’s assistance 10 this
Hospital.

2.

To preferentially direct capital expenditures to those projects that are
economically viable so that a high rate of return on investments can be
realized under a short period of time.

3. To effectively market the services of the Hospital to private patients
which should maximize utilization of present resource facilities and
manpower complement.

4, . To provide timely, accuraie and adequate medical business information
1o the various governmnent regulatory agencies and private comparnes.

5. To the extent of its financial capability, provide quality service to those
who are not able to pay.

0. Through the application of sound and creative management technique

and leadership, the hospital assures that assets are utilized n a manner
which produces the greatest benefit to its service area.

ENVIRONMENTAL STATEMENT

The following is an analysis of the Hospital’s present operating environment,
“ describing in terms of the strengths and weaknesses of the hospital, the nature of its

[Ab
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role within the community and its general condition. These major factors are likely to
influence its operations over the next 3 to 5 years.

Internal Environment

Physical Structure & Equipment. (Provide information on conditions of
physical assets, depreciation policy, elc.)

The average age of the hospital building is 10 years, is fuily air-
conditioned and meets the requirements for health and fire safety codes.
Maintenance costs are stabilized but can be expected to increase over the next 2
to 5 years. The building is presently utilized 10 capacity although its grounds
will accommodate additional facilities. Additional services  wiill however
require new structures.

Major medical equipment and instruments were purchased more than 10
years ago. Most of them are fully depreciated and have passed the 10 year
estimated life span. No government subsidies were given for capital outlay,
thus expenses for replacement of equipment has to be programmed.

Financials (Give a brief summary of past 2-3 years growth in terms of net
margins, capital expenditure increases, subsidy increases, etc.)

Net margin has increased for the past two years. As a result, modest
revenue has been generated for purposes of new programs. Internal resources
are not yet sufficient to support any large scale capital expenditure program of
the hospital. Government subsidy is at least 16% of the total budget.

Organizatiou (Pertains to staffing of the Hospital}
Staff level is at 78% of the Institute’s approved complement. Medical

staff are well trained and organized. However, for the past months there has
been a continuous turnover of nurses which affects delivery of service.

External Environment
Political and Peace and Order Situation

The Mindanao crisis has greatly affected all sectors of society. It has
slowed down economic growth particularly in the big cities in the south,
compromised delivery of health services and has dented the image of the
country in the international community. The situation has also drained the

Ja
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government to the point that budgets of other departments were tapped to
sustain the operations of the Mindanao Crisis Management Group.

With 2001 as election year, tension and some forms of instability set in
particularly during the campaign period lasting a few months after election.
During the campaign period, money was free flowing (printing business is up,
public relation campaigns are in full swing to include medical missions or
similar outreach projects, interest rates are low because money is in circulation,
etc.).

Economic Condition

The economic condition of the country has been seriously hit both by
internal and external factors. The recent exposes and counter exposes and the
on-going senate hearings involving highly-placed officials, the Mindanao crisis
and the erratic financial crisis in the Asia Pacific region are just about some of
these. The US dollar rate has leveled off at P51.36 but is expected 10 go higher
should the above-mentioned concerns escalate to higher levels. The inflation
rate is still at a single digit figure of 4% (average), but maybe in double
figures by the end the year. In the year 2002 however, the inflation rate is
expected to improve with government’s intervention.

Health Care Industry

The Department of Health through its secretary has expressed

continued support to corporate hospitals but has also emphasized the need for
these hospitals to be self-sustaining while continuing to support the various
programs and projects of the DOH.

~ Most of the private medical centers are aggressively upgrading their
facilities in order to provide quality hospital services using state of the art
equipment.

Technical upgrades of equipment and facilities will continue to occur at
a faster phase of every 3 years. However, these upgrades are very expensive
and has therefore restricted its availability to only the big-name hospitals. In
the government sector, the specialty medical centers are trying to keep up with
the trend but is constrained by funds availability from the national government.

Philhealth has increased healthcare benefits and has definite future plans
to widen coverage to include all sectors of society. They have also piloted an
area in Laguna where they are testing the extended Medicare benefits to cover
out-patient services. 1f this pilot project turns out to be feasible, then PHIC can
go nationwide on its implementation.

123
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Legislation

The local government code is again being reviewed to gauge the success
of the devolution scheme particularly of hospitals. The review may eventualiy
end up with reverting back management and control of these hospitals to the
DOH or it may strengthen the devolution further by creating a stronger linkage
with DOH."

ASSUMPTIONS

The following assumptions represent management’s “best judgment™ as to the

events that will affect hospital operations. These “macro level” assumptions should be
carefully enhanced through projections of more detailed operational assumptions at the

responsibility center level.

A,

Demand for in-patient services in the coming fiscal year is expected to remain at
about the same level as currently being experienced. But because of tight
financial economic conditions, medical services is seeing an increasing trend
towards out-patient surgeries. It is therefore imperative that out-patient facilities
and capabilities be strengthened to meet this demand. However, medical
technology upgrades will require purchase of more sophisticated medical
equipment and facilities.

Operational Implication

No new implication. Increased attention, however, must be focused on increasing
the productivity of the in-patient production function.

Technological advances and/or the increased demand for primary care, routine
laboratory and radiology workload are expected to increase. If properly
channeled, the increase in primary care will result in a moderate decrease in
emergency room visit.

Operational Implication

Physical structure and equipment capacity in both laboratory and radiology is
sufficient to accommodate a moderate to medium increase in workload. 1In view
of the complimentary need to increase efficiency, a moderate increase in
workload in these areas should be accommodated through increased staff
productivity. A medium increase in workload will require an increase in staff.
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The decrease in emergency room workload, while significant will not be
sufficient to result in any major staffing pattern changes.

Medical inflation rate is usually 2 to 3 times the general inflation rate. As such

cost of medical supplies and materials are expected to increase at the rate of
12% per year.

Operational Implication

A 15% increase in cost will result in both increased consumer and governmental
pressure on the health delivery system and an increased willingness to impose
stringent regulatory measures. To avoid arbitrary decisions, costs must be
controlled. This can be achieved through increased productivity. Operationaily,
this means that work procedures, processes, and staffing patterns must be
reviewed at every level with result-oriented modifications made to increase
efficiency.

OPERATING POLICY DECISIONS

Program Priorities

Given the general objectives of the hospital and executive management

evaluation of both the environmental statement and the statement of assumptions,
program area priorities have been established as follows:

Primary Care and Wellness Program
Outpatient Patient Services Program
Radiology

Inpatient Patient Services Program
Ancillary Patient Services Program
Laboratory Program

Surgical Program

Environmental Services Program

9. Personnel and Education Program
10. Fiscal Services Program

1. Administrative Services Program

B -
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Funding Guideline

Revenue Sources:

I5% of revenue obtained through patients having private health

insurance,

- 30% ofrevenue obtained through Medicare Program payments.

- 20% of revenue obtained through subsidy from the National
Government.

- 15% of revenue obtained through patients being sponsored by
congressmen, senators, etc,

- 20% revenue obtained through self responsible patients.

Programs/Project Funding

I.

i~

Existing patient care and environmental service programs 10 be funded at their
present scope without improvements/expansion being obtained through
productivity increase. Primary care projects to be given, with the approval of
the governing Board, priority access to unrestricted philanthropic contribution.

Personnel and education, fiscal services, and administrative services programs
to be reviewed with scope, to the extent possible, reduced. Funds made
available through this effort, shall be used to support primary care initiative

1



i

il

il

i

BUDGET GUIDE {OPTION 2} 128

OPERATING OBJECTIVES
Financial

Continue to maintain a financially self-sufficient position through the
generation of a positive net operating margin of at least 2.5%.

Quality of Service

Provide necessary and appropriate service at an acceptable level of technical
quality.

Primary Care

Provide the basis for increasing the community’s access to primary care by
developing a plan of action and implementing said plan. )

Operating

Provide for improvement/expansion in services through increase in
productivity.

A7
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PROJECTION PACKAGE

Note : The projection package should be customized for each of the volume
dependent responsibility centers by providing both total patient days and unique
workload estimates for the particular responsibility center; e.g., for the patient
care unit: patient days of that unit ; for dietary: projected meals by type of diet.

12¢
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TOTAL PATIENT DAY FORECAST *

Year

N TR N ey

h

Projected Year

* Excludes Nursery Days

Patient Davs

123,951
138,375
135,221
138,011
138,656
138,300

Approximate

75%
30%
32%
84%
85%
85%

ja1
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PROJECT DECISION PACKAGE

i. Program Area: 2. Activity:

3. Objectives:

4, Activity Description:

Starting Date Completion Date
5. Activity Benefit: 6. Resource Estimates

Man Years Expense
Mgmt. Salaries
Super. Travel
Tech. Others
Cler. Cap.Costs
Total Total

7. Alternatives: Alternative Way of Accomplishing the Same Result
No. Alternatives Benefit Resource requirement
Manyears P

8. Alternatives: Alternative Levels of Effort
No. Alternatives Benefit Resource Requirement

Manyears P

9. Ranking

No. Alternative Number Resource Requirement  10. Identification of
1. Package Developer
2,
3.
4,
5. Date:
6.

1%
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PROJECT DECISION PACKAGE INSTRUCTIONS

Program Department Area

Identification by name of the Program/Department Area being addressed; e.g.
Environmental Services, Administration, Out-Patient Services, etc.

Activity

Identification of the activity being addressed; e.g., in Environmental Services it
might be, Heating and Cooling Plant; in QOut-Patient Services it might be
Community Mental Health, etc.

Objective

Restatement of the Program Area’s objective or that portion of the objective to
which the activity applies; e.g., in Qut-Patient Services for the Community
Mental Health activity the objective might be: to provide the total service area
with convenient access to mental health service.

Activity Description

Generic statement of the activity, including starting and completion dates from a
process perspective; e.g., for Environmental Services, Heating and Cooling Plant
Professional, licensed supervision, operation and minor maintenance or an around
the clock bases of the central heating and cooling system. Ongoing activity.

Activity Benefit/Result

Statement in quantified terms of the benefit/result or output of the activity.
Result must relate to the Program Area objective and be quantified; e.g. Out-
Patient Services, Community Mental Health through the use of outreach efforts,
provide convenient access 10 mental health services for the total service area as
measured by an increase in patient visits by existing patients of 3,000 and the
provision of services to, at least, 1,000 new patients.

Resources
Statement of estimated resource requirements. Expense information should just

be direct costs. (Note: Detailed resource estimates should be provided only after
specific project funding decisions. Detailed estimates should be provided on the

13t
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appropriate personnel, supplies and other expenses and capital budget forms.
These forms should be completed per the appropriate instructions).

Alternatives: Alternative Way of Accomplishing the Same Result

The purpose of this section is to force consideration of alternatives. In this
instance, it is altermative ways of accomplishing the same result.  The first
alternative in this section should be numbered two (2) since the alternative
indicated in item 4 is aumber one {1). Other alternatives should be ranked
sequentially. In the alternative section, a different approach to achieving the
same end should be identified; e.g., hiring a consultant as opposed to doing the
job yourself, or purchasing laundry services on a contraet basis as opposed 10
operating the hospital’'s own laundry, centralizing OB on a community wide
basis, etc.: 1fno viable aliernative exists, then this section should be left blank.

Alternatives: Alternative Levels of Effort

The purpose of this section is to focus attention on aliernative levels of
iqvestment and their resulting benefits; e.g.. for P200,000 increase patient visits
by 3,000 and new patients by 1,000, do 8 reviews with a savings of P500,000, for
increased patient visits by 3,000 and new patients P150,000 by 500. This section
should just address allernatives to the level of activity of choice.

In the “number” colunn, the sequential listing of alternatives should be continued
from the above section. Under alternative, the nature of the alternative should be
briefly stated; e.8., 3,000 visits increase, 1,000 new patients, €tc.

Under the “penefit” column the benefit obtained from the allernative level of
effort should be defined; e.g. convenient access to only 90% of the total service
area.

The “resource” column should be completed the same way as the case above.

If the alternative is to forego the activity then the nature of the lost benefit should
be set out.

Ranking

Identification of the ranking of each of the alternatives should be identified by
their sequential number.

Resource Requirements are just a restatement of the above columns.

13
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10.

Identification and Date

Signature of the manager responsible on a day to day basis for the operation of
the activity and the date on which the Decision Package is to be submitied for
review.,
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SYSTEM NAME: BUDGET SYSTEM

FUNCTION NAME: PREPARATION OF BUDGET

Responsibility Seq.
Area No.

Finance Department/
Budget Division
Division Chief 1

Activity

Receives copy of the Budget Call issued by
the Departiment of Budget and Management.
Meets with the members of the Financial
Planning and Monitoring Cominittee
(FPMC) to formulate the following in line
with the budget preparation guidelines:

Hospital Environmental Statement
General Objectives and Policies
Budget Assumptions

Program Priorities

Operating objectives

© 0000

Notes:

The Financial Planning & Monitoring
Committee shall be coinposed of:

o

Hospital Director

Assistant Directors- Medical and
Administrative

Finance Department Manager
Budget Officer

Supply Officer

Chief Accountant

o

O 0 0 0

The environmental statement shall set out:

o Strengths and weakness of the
hospital;

o Nature of the hospital’s role within
the community;

o Characteristic of, and any changes in
the population being served; and

o Other data that can be used to
provide an objective picture of the
hospital’s current situation.

28
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Responsibility
Area

Activity

Division Chief

Office of the
Manager
Secretary

Department

Department Manager

Assistant Director for
Administrative Services

Based on the result of the meeting of the
FPMC, prepares memorandum for the
Department Head regarding the budget
preparation. Forwards the memorandum and
budget preparation guidelines to the
Department Manager for review.

Note:

The budget preparation guidelines shall
include the following information and
attachments:

o Budget Calendar

Statement of General Objective and
Policies '

Environmental Statement
Assumptions

Operating Policy Decisions

Projection Package

Forims and Instructions

o

O 0 0 00

Receives copies of the memorandum and
budget preparation guidelines. Records same
in the logbook and forwards them to the
Department Manager

Reviews the documents, initials in the
memorandum if in order. If not, makes
corrections. Forwards the documents to the
Assistant  Director for  Administrative
Services.

Receives copies of the memorandum and
budget preparation guidelines. Reviews and
initials in the memorandum. Forwards the
documents to the Director.

137
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Responsibility
Area

Activity

Office of the Director
Private Secretary

Director

Private Secretary

Finance Department/
Budget Division/
Budget Clerk

Division Chief

10

Receives copies of the documents and
records same in the logbook. Forwards
them to the Director.

Reviews and signs the memorandum.
Forwards the documents to Private
Secretary for recording in the logbook.

Records release of documents in the
logbook and forwards the documents to
Budget Division.

Receives copies of the memorandum and
budget preparation guidelines. Records the
documents in the logbook. Photocopy the
documents and forwards to the different
departments.

Note:

After the distribution of the budget
preparation guidelines, in accordance with
the budget calendar, budget meetings shall
be conducted to:

o Translate the hospital’s
environmental statement,
assumptions and operating policies
and objectives decisions into
projects and activities at the
department level.

o Determine  priority prograins,
projects and activities.

Based on the results of budget meetings,
prepares consolidated budget of the
hospital. Prepares transmittal letter. Initials
in the “Submitted by” portion of the budget
forms and initials in the transmittal letter.
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Responsibility
Area

Activity

Division Chief

Department Manager

Office of the Assistant Director
for Administrative Services/
Assistant Director

Office of the Director
Private Secretary

Director

Private Secretary

11

13

14

15

16

The consolidated budget shall be prepared in
five (5) copies.

Forwards the documents to the Department
Manager for review.”

Receives and reviews the documents. Signs
in the Submitted by portion of the budget
forms and initials in the transmittal letter.
Forwards the documents to the Assistant
Director for Administrative Service for
review.,

Reviews the documents and initials in the
“Approved by” portion of the budget forms.
Forward the documents to the Director.

Receives copies of the documents and
records them in the logbook. Forwards the
documents to the Director.

Reviews and signs the transmittal letter and
the “Approve by” portion of the budget
forms.  Forwards the documents 10 Private
Secretary for recording in the logbook.

Records release of documents in the logbook
Distributes the documents as follows:

Copy 1 — Board of Directors

Copy 2 — File €opy

Copy 3 — Assistant Director for
Administrative Services

Copy 4 - Manager Finance Department

Copy 5 — Budgel Officer

;M
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Responsibili eq.
esponsibility Seq Flowchart
Area No.
START
Finance Department/ ;
. e s ] ‘ !Budgelcall
Budget Division Receive ‘ } ;
Division Chief g x/_\.
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Division Chief < FMPC l
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Responsibility Seq. Flowchart
Area No.
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Responsibility Seq. Flowchart
Area No.
Division Chief 10 ( Budget
l Meeting
brepare and CConsolidated Budget {5copies)
Ip't' | ! i Teansmittal Letter
nitia b
Division Chief il Forwgrd to i Consolidated Budgst (5copies)
Ly the Dept. l T itat 1
I ransmittaf Letter
Manager | :
~|
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Department Manager 12 [ Re‘;;':: vf"d | \ Transmittal Lotter

Office of the Assistant Director
for Administrative Services

Assistant Director 13

Sign in the
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F Y
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| :
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L Reviews and
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Forward to the
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Area

Responsibility

Office of the Director

Private Secretary

Director

Private Secretary

Seq. Flowchart
No.
Receive and lConsolidate& Budget (Scopies)
i4 (;g::‘;rda I ; Transmittal Letter
~
Forward to ansol:datt.edr_gudget (5copies)
the Director % Transmittal Il.eﬂer
~ :
Review and Sign Consolidated Budget {5copies)
15 » in the "Approved | Transmitta! Letter
by" (CB)
Forward to Consolidated Budget {Scopies)
Private i Transmittal !}aﬂer
Secretary \_J |
L
16 Record date of

release

Distribution as Follows :

Copy 1 - Board of Directors

Copy 2 - File Copy

Copy 3 - Assistant Director for
Adminlstrative
Services

Copy 4 - Manager Finance
Department

Copy 5 - Budget Officer

{Consolidateq Budget (5copies)

=

» Distributes

Transmittat ll.ettaf
i
1

END
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SYSTEM NAME: BILLING SYSTEM
FUNCTION NAME: PREPARATION & UPDATING OF PRELIMINARY PATIENT

STATEMENT OF ACCOUNT.
Responsibility Seq.
Area No. Activity
Patient Business Service

Division/ Admitting &

Discharge Section

Admitting Clerk . 1 Prepares Report of Daily Admission.
Forwards the report 10 Billing Section.

Note:

For company sponsored patients and
patients of Health Maintenance
Organization (HMOs) a guaranty letter or
letter of authorization shall be required.

For indigent patient, the Medical Social
Service Division shall provide Billing
Section Referral Slip for each patient. The
Referral Slip shall contain the following
information.

Date

Patient Name
Attending Physician
Patient’s Category
Classification

Wi

The referral slip shall be approved by the

Chief, MSSD and signed by the patient

signifying conformity with the classification

set by the Medical Social Worker.
Accounting Division/
Billing Section
Billing Clerk

L)

Based on the notification received from the
Admitting & Discharge Section, prepares
preliminary Patient Statement of Account
(PPSA).

147
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Responsibility Seq.
Area No. Activity
Note:
The following information shall be
indicated in the PPSA:
1. Name of Patient
2. Hospital/Control Nusnber
3. Address of the Patient
4. Name & Address of Nearest Kin
5. Date & Time of Admission
6. Attending Physician
7. Room Number
8. Room Rate
9. Deposit made by the patient, if any.
Billing Clerk 3 Prepares patient’s jac'ket indicating name of
patient and room/bed number. Files PPSA
in the patient’s jackel. Files patient’s jacket
temporarily.
Concerned Department/
Concerned Revenue Center
Clerk 4 Prepares Charge Slips (CS) in four CY)
copies for services performed, supplies and
medicines issued.
5 Submits copies 1-3 of CS to Billing
Section. Files copy 4 of CS.
Accounting Division/
Billing Section 6 Receives copies 1-3 of CS. Updates PPSA.
Billing Clerk Forwards a copy of PPSA to Credit and

Collection Section (CCS).
Note:

If patient’s accumulated bill is beyond the
credit limit set by the hospital additional
deposit shall be required/collected by the
CCS

147



Responsibility Seq.
Area No. Activity
Billing Clerk 7 Retrieves patient jacket, files PPSA and CS

in the patient jacket. File patient’s jacket
temporarily.

P R



k

| 1

)

i

™

13

Responsibility Seq.
Area No.

Flowchart

START
Patient Business Service Division /

Admitting and Discharge Section
Admitting Clerk 1

i
i [Prepares then | ROA
l : |
- submits to

Billing Section | \/\

Accounting Division /

Billing Section

For company sponsored patients and patients of
Health Maintenance Organization (HMOs) a guaranty
letter or lelter of authorization shal be required.

For indigent patient, the Medical Social Service
Division shall provide Billing Section Refexral Slip for
each palient. The Referral Slip shall contain the
following information.

Date

Patient Name
Attending Physician
Patient’'s Category
Classification

R wh

The referral siip shali be approved by the Chief,
MSSD and signed by the patient signifying conformnity
with the classification set by the Medical Social
Worker.

: Prepares (based | | PPSA !
Billing Clerk 2 ! on the i
notification) ! \_/\
Note: T
The following information shall be indicated in 5
the PPSA: i
1. Name of Patienl !
2. HospitalConlrol Number
3. Address of the Pabenl [
4. Narne & Address of Nearest Kin
5. Date & Time of Admission
6. Attending Physician
7. Rcom Number
& Room Rate ! \
. 9. Deposil made by the patienl, i any. i Prepares ;
Billing Clerk 3 * patients jacket !
I . .
i Files in the

" patient's jacket

Files

}

=)

/67
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Responsibility Seq.
Area No.

Flowchart

Concerned Department /
Concerned Revenue Center

Clerk 4

Accounting Division /
Billing Section
Billing Clerk

Billing Clerk

i | Prepare (for ' CS (4 copies).
Ly services, medicine, | f

] supplies) i

]
I

b . " "CS (copies 1-
{ Submitto : o8t 13)

! Billing Section i |
i ! : \/_\
B CS (copy4) |
> File
| N
i
: ; . {Cs (copies 13)
L»i Receive ||
; : '
LE | PPSA '
. Update s E
LT
r,._.h_l
oy

i | Forwardto ! iPPsA
Ly Creditand !

i Collection !
Note: |

i If patient’s accumuiated bill is beyond
the credit limit set by the hospital
additional deposit shall be required/
collected by the CCS

‘ Py :

{ Retneve !

|| Fileinthe s ]
| patient jacket ; ;
H ; E

| L

; ] iPJ
Ly File i

157



SYSTEM NAME: BILLING SYSTEM

15

FUNCTION NAME: PREPARATION OF FINAL PATIENT STATEMENT OF

ACCOUNT
Responsibility Seq.
Area No. Activity

Nursing Department/

Clinical Care Division

Nurse 1 Prepares Notice of Discharge and forwards
the same to the Billing Section.
Notes:
The WNurse shall notify the attending
physician of the discharge.
For pay patients, the attending physician
shall submit Statement of Professional Fee.
If no professional fees shall be charged, he
shall submit the Sworn Declaration form to
the Billing Section.

Accounting Division/

Billing Section

2 Receives copy of Notice of Discharge and

Billing Clerk

Billing Aide

(V8]

Statement of Professional Fee or Sworn
Declaration. Forwards the WNotice of
Discharge 1o the Billing Aide for
preparation of clearance. Updates PPSA.

Prepares Billing Clearance Slip. Indicates
date of discharge, name and room number

of patient. Forwards the Clearance Slip to
the different revenue centers. Collects
additional Charge Slips (CS).

Note:

The Concerned Employee of the Revenue
Center shall sign the Clearance Slip if all
charges have been submitted to the Billing
Section.

152
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Responsibility
Area

Activity

Billing Aide

Billing Clerk

Billing Supervisor

Forwards the Billing Clearance Slip and
additional CS to the Billing Clerk.

Receives copy of Billing Clearance Slip
and CS. Updates the patient bill and
prepares in four (4) copies Final Patient
Statement of Account (FPSA).  Signs
“Prepared by” portion of the FPSA.

Notes:

PhilHealth  benefits and  applicable
discounts shall be deducted from the
patient bill.

For Medicare deduction, the FPSA shall be
supported by duly filled-up PhilHealth
Forms 1& 2. Patient or patient relative
shall also be asked to sign a form of
undertaking for any claim disallowed or
disapproved by PhilHealth.

For indigent patient who were admitted
without the Referral Slip issued by MSSD,
copy of the PPSA shall be forwarded to the
MSSD for assessment. Afier the
evaluation, the Social Worker shall issue
Notice of Counterpart which shall serve as
the basis of the Quantified Free Service
(QFS) deduction in the FPSA,

Forwards the FPSA, CS and other
documents to the Billing Supervisor for
review.

Receives copies 1-4 of FPSA, CS and other
documents from Billing Clerk. Reviews
the FPSA and signs “Cenified Correct™
portion of the FPSA. Forwards FPSA, CS
and other documents to Cash Section.

T



Responsibility
Area

17

Activity

Note:

For patients’ account chargeable against
sponsoring companies, HMOs,
congressional initiative and other trust
funds, the FPSA shall be forwarded to the
Credit and Collection Section for
verification and action.

15
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Responsibility
Area

Seq.
No.

Flowchart

Nursing Department /
Clinical Care Division
Nurse '

Accounting Division /
Billing Section
Billing Clerk

Biiling Aide

Billing Aide

3]

I

NoD

H
i
L
H
i

“» forwards to

| Billing Section | | _—

| Prepares then i i
i

Notes:

The Nurse shall notify the attending physician of
the discharge.

For pay patients, tha attonding physician shali
submit Statement of Professional Fee. if no

the Swormn Doclaration form to the Billing Section.
i NoD

| iSPF

i

; ;
-—b—: Receives

H
i 1

.%

Forwardsto | |
the Bifling | | :
Aide | | 7
i \._/—\

e

—

Updates
i N

iBCS
Prepares 1

1 Forwards to ; BCS
different i 3 E

revenue centers| L~

I ?
Note: i Y

The Concorned Employee of the
Revenue Center shall sign the
Clearance Slip if all charges have
been submittad to the Billilng Section.

!
|
i
!
4 1BCS !
Forwards to cS
Billing Clerk
|

i
{

S/

professional fees shall be charged, he shall submit

! st
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Responsibility
Area

Seq.
No. Flowchart

Billing Clerk

Billing Supervisor

|

o <{

.l
=
1

Updates ¢
patient bill |

]

; .Preparesthen | FPSA
> signs in "Prepared . . i

by" portion

Notos: . i

PhilHealth benefits and applicable discounts shall
be deducted from the patient bilk.

| For Medicare deduction, the FPSA shallbe

| supported by duly filled-up PhilHealth Forms 1& 2.
pPatient or patient refative shall also be asked to
sign a form of undertaking for any claim
disallowed or disapproved by PhilHealth.

For indigent patient who were admitted without the
Reforral Slip issued by MSSD, copy of the PPSA
shall be forwarded to the MSSD for assessment.
After the evaluation, the Social Worker shall issue
Notice of Counterpart which shall serve as the
basis of the Quantified Free Service (QFS)
daduction in the FPSA.

| Forwardsto | |

o —»  Biling | | [cs
Supervisor |

| T

L Reviews then | irpsa t
signs "Cerlified

correct” portion
Note: ]

For patients’ account chargeable against 1 Forwards to IF |
sponsoring companies, HMOs, iCash Section[ cs
congressional initlative and other trust : !

funds, the FPSA shall be forwarded to the L/\

Credit and Collection Sectlon for verification '
and action.

END

1%
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SYSTEM NAME: BILLING SYSTEM
FUNCTION NAME: RECORDING OF ACCOUNTS RECEIVABLES IN THE BOOX

OF ACCOUNTS.
Responsibility Seq.
Area No. Activity
Accounting Division/
Billing Section Weekly
[Data Machine Operator 111 | Retrieves copy of Final Patient Statement of

Account (FPSA). Access the Billing
Information System and prepares the Report
of Bills Rendered (RBR) in three copies.
Signs in the “Prepared by” portion of the
RBR. Forwards copies of RBR, Fnal
Patient  Statement  of  Aceount  and
supporting documents to the Section Chief
for review. Files copy 3 of the RBR.

Notes:

The following information shall be
contained in the RBR:

Name of Patient

BRill Number and Date

Income Credited

Diseount Debited

Quantified Free Service Debited
Medicare Debited

Deposit Debited

Accounts Receivable Debited

o 00000 0

The system shall also gencrate the
following summary reports:

o List of Philhealth Claim
o Various List of Patient Bills charged

against:
= Health Maintenance
Organization (HMO)
* Trust funds
*  Companies with

Memorandum of Agrecment
with the Hospital.

{57
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Responsibility
Area

Section Chief

General Accounting Section
Bookkeeper

21

Reviews the RBR and signs the “Certified
Correct” portion of the RBR. Forwards
copies 1-2 of RBR, FPSA and supporting
documents to General Accounting Section
for recording.

Receives copies 1-2 of the RBR, copy of
the FPSA and supporting documents from
the Billing Section. Retrieves Journal of
Bills Rendered (JBR) and based on the
RBR records the charges made in the JBR.
Files JBR temporarily.

Retrieves Accounts Receivable ledger and
records charges made in the proper
columns of the ledger. Files subsidiary
ledger temporarily.

Note:

The Accounts Reccivable ledger shall
contain the following information:

o Name and Address of Patient
o Date, Number and Amount of Bill
o Date, Number and Amount of

Payment
o DBalance due

Retrieves Patients’ Deposit ledger and
records charges made in the proper
columns of the ledger. Files subsidiary
ledger temporarily

At the end of the month.

Totals and rules the JBR.  Prepares
recapitulation entry and forwards the same
to the Chief Accountant for certification.
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Responsibility
Area

22

Chicef Accountant

Accountant 111

Reviews the JBR and ccrtifies. Forwards
the JBR to Accountant 111 for posting to the
General Ledger (GL).

Post the column totals of the JBR to the
GL. Files the GL for reference. Forwards
the JBR to DBookkceper for temporary
filing.

5
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¥
Responsibility Seq. Flowchart
Area No.
START Weekly
Accounting Division/ | e
Billing Section L i (FPSA :
Data Machine Operator 111 I » Retieves
: i TS
, ‘ Access the
i-—b-l Billing Info
| System
ATfote: . o 1 T IRBR(3copies)
he following information shall be | | i :
contained in the RBR: > Prepares
Name of Patient i -
Bill Number and Dale '
Incorme Crediled " = T o g
Discount Debited P Signs in thej? “RBR [
Quantified Free Service Debited — "Prepared by": .i
Medicare Debited i fion | i
Deposit Debited _po_y 7
Accounts Receivable Debited i r
i .. éRQE.R___T
|} Forwardsto | : ‘[Ff———~—ss:
| Section Chief ; (|
— o~
i { {RBR }
‘. Files ! |
SRS S
The system shall also generate the
following summary reporls:
{ List of Philhealth Claim
‘\il Various List of Patient Bills
Reviews then signs
Section Chief 2 —» in the "Certified by"
portion
!
i 1 Forwards to
Ly General Accounting
| Section
I

5

}e®
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Responsibility Seq. Flowchart
Area No.
General Accounting Section | RBR (coples 1-2)
Bookkeeper 3 i :

Note:

The Accounts Receivable fedger
shall contain the following
information:

Name and Address of Patient
Date, Number and Amount of Bill
Date, Number and Amount of Payment

Balance due

I | |ARledger |
—» Retrieves | |
! ‘AR ledger |
Records : s
changes | ! !
]
| : |ARIedger i
Ly Files !
i
. :
z . .
| l i :PDledger I
—» Retrieves ! 5 :
i
| ;
| !PDledger
i Records Ei 8 £
i changes !i E
| L/\
i | PD lodger
. Files P
i1

)l
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Responsibility Seq. Flowchart
Area No.
(B At the End of the Month
;
P 0
6 | | Totaland | :*PR :
— .
rules .
i P
% | Prepares |
-» recapitulation
| entry |
1
| | Forwardsto = ;JBR
' theChief : .
Acco?ntanl : \_/—-\
]
! JBR :
. ; Rt&»\.rnw.rstht—:-n!l
Chief Accountant 7 T certifies | | :
— — \_—/\
‘,__J
i f ?
;*! Forwards to EJBR :
! Accountant Il |
g \_—/H\
| : i
Accountant I11 8 ! | Posts to the ] | /BR '
™ oe |l
%}i Y
5 ‘6L :
L Files i E
! i
r—! u\
% { Forwards to %JBR j
> Bookkeeper | : E
! for filing '\_/"\E




]

l

]

il

o

tl

]

L

26

SYSTEM NAME: BILLING SYSTEM
FUNCTION NAME: GENERATION OF ACCOUNTS RECEIVABLE
SUMMARY LIST

Responsibility
Area

No. Activity

Accounting Division/
Billing Section

Financial Analyst 11

Section Chief

Weekly.

1 Generates in three (3) copies the following:

a. List of Philhealth Claimns;
b. Various List of Patient Bills
charged against:

o Health Maintenance
Organization (HMO)

o TrustFund

o Company sponsorcd

Note :

The Summary List shall contain the
following information:

o Member Number — for PHIC and
HMO

Name of Member and Patient
Confinement Period

Diagnosis

Amount

¢ 0 0 ©

2 Verifies the summary list against the
Report of Bills Rendered. If in order, signs
in the “Prepared by” portion of the
summary list. Prepares and initials in the
transmittal letter. Forwards the documents
to the Section Chiefl for review.

3 Reviews and signs in the “Certified
Correct” portion of the summary list.
Initials in the transmittal letter. Forwards
the documents to the Chief Accountant.
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Responsibility
Area

Chief Accountant

Clerk

Reviews and signs in the transmittal letter.
Forwards the documents to the clerk for
proper disposition.

Receives copies of the summary list and
transmittal letter. Records in the logbook
and forwards the ~documents to the
respectivc offlice/company.

16¢
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Responsibility
Area

Seq. ,
No. Flowchart

Accounting Division/
Billing Section
Financial Anatyst I1

Section Chief

Chief Accountant

%)

s

. * ' Philhealth claim {3 copies)
1 list of Patients Bills (3 copies)
| ¢

-

: ol

|

Generates 3

Ncte :

The Surmmary List (SL) shall contzn the
following information:

1. Member Number - for PHIC and HMO
2. Name of Member and Patient

3. Confinement Pericd

4. Diagnosis

5. Ameount

| Verifies against | | summary List

| the RBR : ‘\_/\I

Signsinthe ! i

“Prepared by" \_/_\*

i

.

i
—_—

[ [ Transmittal Letter
| 1 Prepares then| !

intials | | |

N

¥,

; i i | summary List
j_*i Forwardsto | (o i
| Section Chief ;|

i
E
H
7\'/_\

L Reviews then signs! | Summary List
in the "Certified | | E
Comect’ | E

i | Signsinthe !
> "Certified |
i Cormect”
1
i Initials then | | Transmittal
l>fona'.rards to Chief| | Lotter

Accountant i =

L i 1Transmm.al
4 Reviews and signs | | Latier

e

I
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Responsibility Seq.
Flowchart
Area No.
 —
)
N
L*I Forwards to ;mumnts
| Clerk |
: \_/_\
E i i ’ Transmittal Letter
L, Receives | i Summary List
Clerk 5 L’i copies | ||

|
i’ Records then |
> forwards !
! documenis |
i
I

16#
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SYSTEM NAME: RECEIPT AND COLLECTION SYSTEM — IN-PATIENT
FUNCTION NAME: PROCESSING AND RECORDING OF COLLECTION OF
IN-PATIENT CHARGES
Responsibility Seq.
Areca No. Activity

Treasury Division/

Cash Scction
Cash Clerk 1 Retrieves copies of Final Patient Statement

of Account (FPSA) and supporting
documents. Recceives payment from patient
and/or patient relative.

2 Based on the FPSA and the amount
received, prepares Official Reccipt (OR) in
four copies.

3 Prepares Clearance Slip in four (4) copies.

4 Issues original copy of OR and FPSA
together with copies 1-3 of clearance ship to
patient or patient relative. Files copy 4 of
clearance slip.

Note:

Distribution of Clearance Slip shall be as
follows:

1. Nurse Station
2. Housekeeping
3. Patient

(For recording remittance of collections and
succeeding  activities, the  narrative
procedures on recording OPD charges shall
be followed.)

5 Indicates in the FPSA the OR number, date
and amount paid by patient. Forwards
copies of FPSA to Billing Section.



32

o

Responsibility Seq. FI
Area No. owchart

Treasury Division/ i
Cash Section N _
Cash Clerk i > Reirieve

i FPSA
i lsd

' | Receive |
payment

. ioR

P

o
SO S

Prepare
Pl |
H . J\
I P Clearance Slip {4 coples)
3 »  Prepare i: !

SN
i : ‘OR (origindd copy)
4 ‘» Issue to patient.:: FPSA (ciging cogy)
i Clearance Slip
% [N} (copies 13y |
| ~ i
N
! i . Clearance Slip
[ File i lcemyd |
Note :
Distribution of Clearance Slip shall be as
follows:
1. Nurse Station
2. Housekeeping
3. Patient
(For recording remittance of collections
and succeeding activities, the narrative
procedures on recording OPD charges
shali be followed.)
! [ indicates the | | FPSA

5 _ —» OR#, date and |

! ;

amc:unt 1 \_,/_\l
_’j Forwards to i | {
| Biling || |
|




SYSTEM NAME: RECEIPT AND COLLECTION SYSTEM — OUT-PATIENT
FUNCTION NAME: PROCESSING AND RECORDING OF COLLECTION OF
OUT-PATIENT CHARGES

Responsibility
Area

Concerned Department/
Concerned Revenue Center
Clerk

Treasury Division/
Cash Seetion
Cash Clerk

Prepares Charge Slip (CS) in four (4) copies
for services to be performed and supphies
and medicincs to be issucd. Issues copies |-
3 to patient and files copy <.

Note:

For indigent patients, thc¢ CS shall be
forwarded by the patient to the Medical
Social Service Division for assessment. The
Social Worker shall compute patient
counterparl which shall be the basis of
payment that will be made by the patient.

Receives three copies of Charge Slips and
cash payment from patient representing
payment for out-patient charges.

Based on the charge slip and thc amount
received, prepares Official Reccipt (OR) n
four copies.

Issues ariginal copy of OR together with the
original copy of charge slip to patient or
patient relative to acknowledge receipt of
payment.

At the end of the day.

Summarizes ORs and prepares summary of
collection and forwards cash coliections
with copics of ORs and charge shps to Chief
Cashier.

17°



Responsibitity Seq.
Area No.
Chicf Cashier 6
7

34

Activity

Acknowledges receipt of cash collections
and issues OR to acknowledge remittance of
collections from collecting officers.

Prepares Deposit Slips (DS) and deposits the
collection to Accredited Depository Bank
(ADB) on the first working hour of the
following day.

7/
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Responsibility Seq. Flowchart
Area No.
5
| . [oR

Chief Cashier L |ssue P :

| i E '\__/\
i | Prepare then ! ‘os ‘
> deposit .
i collection ! ¥/—\'

117
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SYSTEM NAME: RECEIPT AND COLLECTION SYSTEM -
DING OF COLLECTIONS IN THE BOOKS

FUNCTION NAME: RECOR

Treasury Division
Cash Section
Cash Clerk

Chief Cashier

Accounting Division/
General Accounting
Section

Accounting Clerk

Bookkeeper

37

Prepares Report of Collection and
Deposit in three copics based on the Ors
issued and bank validated DS

Initials the RCD and forwards the same
to Chief Cashier for review and
siphature.

Reviews and signs RCD. Files one copy
of RCD and supporting documents.

Forwards a copy of RCD, validated DS
and Ors to Accounting Division for
processing and recording.

Records in the logbook the receipt of
RCD and the supporting docuients.
Forwards these to Bookkeeper.

Verifics individually the Ors against
charge slips. If there arc missing
documents, informs the Cash Section for
verification of documents.

Adds individually the Ors and comparcs
resull with the total per RCD. Records
RCD in the Journal of Collection and
Deposits (JCD). Files temporarily the
ICD.

Retrieves Accounts Receivable ledger
and records charges made in the proper
columns of the lcdger. Files subsidiary
ledger temporarily.

112



Responsibility Seq.
Area No.
Bookkeeper 9
10
Chief Accountant 11
Accountant IIT 12

38

Retrieves Patients’ Deposit ledger and
records charges made in the proper
columns of the ledger. Files subsidiary

ledger temporarily.

At the end of the month

Totals and rules the JCD. Prepares
recapitulation entry and forwards the
same to the Chief Accountant for

certification.

Reviews the JCD and certifies.
Forwards the JBR to Accountant 11 for
posting to the General Ledger (GL).

Post the column totals of the JCD to the
GL. Files the GL for reference.
Forwards the JCD to Bookkeeper for

temporary filing..

)¢
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Responsibility Seq. Flowchart
Area No.
START Weskly
Treasury !)1ws:0n/ ; " Prepare based | T
Cash Section 1 L»- on the ORs and? | (3copies) |
Cash Clerk DS b~
2 | Initial then | {RCD

’1 forward to ! 5
Chlef Cashier d\

]
- : RCD
3 i | Reviewand |,

sign

Chief Cashier '
: \—/—\

: , RCD (1 copy}
b  File | sd :

| [ Forwa S

| | Forwardto ! "acp i copy)

- Accounting ! e 1
! D|V|§|0n L ToRe

Accounting Division/
General.Accountmg Section Record receipl TR
Accounting Clerk 5 L—»! then forwards to & | 'sd ;
Bookkzeeper : \ ;
. . ' :ORs
Verify against ; :
6 :
Bookkeeper > charge slips |

|

i -
P e —
1 compare result -
i
I

Y

| withthat of the | |
__ _RCD |
p— »
|| Recordinthe i |
t  JcD
H
i
—X
Al

115
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Responsibility
Area

Seq.
No.

Flowchart

Bookkeeper

Chief Accountant

Accountant IT1

10

11

i

b
> records

payment ! \ﬁ

i :SL
)
File i

| TRetrieve then ; AR Ledger |

i

i | Retrieveand ||
> o
i record charges |

L )
' File ||
H

i
N

At the end of the Month

i
i
L> ihen forwards to

Chief Accountant | | |
| T

‘__._..-..—:

Total and rule 1 fJcD
|

i . i 1Jeb
_'__i Review and ln _
| certify |
USRS
P
e
I

1
| Forward to 'l :

> | Accountant m

|| Posttotalto uee
the JCD | |

l i Forward io i
!

{ Jco
‘ Bookkeeper l

P

END

yé
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SYSTEMNAME: RECEIPT AND COLLECTION SYSTEM - OTHER RECEIPTS
FUNCTION NAME: PROCESSING AND RECORDING OF SUBSIDIES

Area No. Activity

Budget Division
Budget Officer I 1 Receives copy of Notice of Cash Allocation

(NCA) from the Department of Budget and
Management (DBM).

2 Records receipt in the Logbook.

3 Reproduces and forwards the original copy
of NCA to the Cahier for claiming of check
from the Bureau of the Treasury (BTr).

Treasury Division/

Cash Section
Chief Cashier 4 Upon receipt of the check from the BTr,

issues official receipt (OR) to the BTr to
acknowledge the receipt of the check.

S Prepares deposit slip (DS) and deposits the
check to Accredited Depository Bank.

(For recording of subsidies from the
National Government, the  narrative
procedures on recording OPD charges shall
be followed.)

177



42

Responsibility Seq. Flowchart
Area No.

Budget Division { START }
1 ~—

Budget Officer | i
N T
| i Receive from | @ NecA i
™ DBM :
2 JE
i ; 1
st Record receipt |
' :
3 |
LT -
{1 Reproduce and: | NcA
" forward to BTr i | g
¢ I
Treasury i
Division/
Cash Section
Chief Cashier 4 | |
: : Official !
issueto BTr | | Receipt |
5 I o
7 i
| TR
L»  Prepare l ]iDep"srts"Pg
! m
|
1 Deposit to ! :
’—*! depository i i Chack %
i bank | L

i

{ END )

___/
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SYSTEM NAME: RECEIPT AND COLLECTION SYSTEM - OTHER RECEIPTS
FUNCTION NAME: PROCESSING AND RECORDING OF RECEIPT OF
DONATIONS, GRANTS, AIDS, ETC.

Responsibility Seq.
Area No. Activity

Treasury Division/
Cash Section
Chief Cashier i Receives from Donor/Grantor the

following:

a. Check/Cash representing donation.
b. Donation/grant documents

2 Issues official receipt (OR) to acknowledge
receipt of donations/graits and aids.

Note:

All collections received during the day
including those of donations and grants
shall be deposited on the first working hour
of the following day.

(For recording donations, grants and aids,
the narrative procedures on recording OPD
charges shall be followed.)

179
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Responsibility Seq. Flowchart
Area No.
START -
i Grant x
ivisi ! e d ts
Treasury I.)IVIS_IOHJ' | "Recewe from | | ocumen E
Cash Section ) _,j cash Donor / | | Check\___~" ™
Chief Cashier ' Grantor | ;
‘ Issueto Official
2 + acknowiedge i | Receipt

receipt | i\_/\

1
¥
For succeeding activities, follow
steps on "Recording OPD
Charges” C

_133
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SYSTEM NAME: RECEIPT AND COLLECTION SYSTEM — OTHER RECEIPTS
FUNCTION NAME: PROCESSING AND RECORDING OF REFUND OF CASH
ADVANCES, EXPENSES AND OTHER RECEIPTS.

Responsibility Seq.
Area No. Activity

Treasury Division/
Cash Section

Cash Clerk 1 Receives from  various sources cash
representing refund of cash advances arising
from:

a. Travelling expenses
b. Petty cash
¢. Others

2 Issues official receipt (OR) to acknowledge
receipt of refund.

(For succeeding activities, the narrative
procedures on recording OPD charges shall
be followed.)

13/
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Responsibility Seq.
Area No.

Flowchart

Treasury Division/
Cash Section 1
Chief Cashier

o

START

!
rR
[

Ly

eceive refund:

|
1

from cash

!  advances |

i |
1

H

Issue to * Official t
acknowiedge ! | Receipt E

feceipt { J\

v

For succeeding activities, follow
steps on "Recording OPD

Charges”™

/52
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SYSTEM NAME: EXPENDITURE SYSTEM - OPERATIONAL
FUNCTION NAME: PROCESSING AND APPROVAL OF ACCOUNTS PAYABLE
VOUCHER FOR PURCHASE AND JOB ORDERS

Responsibility Seq.

Area No.

Budget Division
Budget Officer [ i

3

Reccives copies of Purchase Order,
Certificate  of Acceptance and  other
supporting documents from Property
Division. Records receipt in the Logbook.

Revicws the amount to be obligated as well
as the supporting documents. If found in
order, preparcs Accounts Payable Voucher
in thrce copies. Assigns APV Number
based on the last number appearing in the
Accounts Payable Voucher Control Book.

Note:

The number structure for Accounts Payable
Voucher shall be as follows:

00-000-00-00-00

Year
Chronological No.
Month
Fund
Expense Class

il

Fill-up Section A of the APV form.

Payee

Date

Brief description of the obligation
Expense Code '
Amount

Attaches the Accounts Payable Voucher to
the Purchase/Job Order and forwards
documents to the Budget Officer 11 for

processing.

/3
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Responsibility
Area

Budget Officer II

Operation Accounting Section
Accounting Clerk

Accountant III

Chief Accountant

10

Receives copies of the APV and supporting
documcnts from Budget Officer 1
Reviews APV and supporting documents
and approves thcm.

Retrieves APV control book, records APY
date and number, classification and code
and amount. Retains copy 3 of APV for
file. TForwards the documents to the
Accounting Division for funds availability
approval.

Reccives copies of APV and supporting
documents from Budget Division. Checks
if supporting documents are complete.
Records receipt in the logbook. Forwards
the documents to Accountant III for
processing.

Receives copies of APV and supporting
documents. Reviews the request for
funding. If found in order, fills up Section
B of the APV Torm.

Amount Approved
Date Approved

Affixes initials in the APV and
Purchase/Job  Order. Forwards  the
documents to the Chief Accountant for

approval.

Receives copies of the documents.
Reviews the request and if found in order,
signs the APV and Purchase/Job Order.
Forwards the document to the Accounting
Clerk for proper disposition.

s

o —————
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Responsibility
Arca

Accounting Clerk

50

Records in the logbook the date when the
APV, Purchase/Job Order shail be released,
retains copy 2 of the APV for submission
to the Bookkeeper for recording of
payables in the books of accounts. (Refer
to the Narrative Procedures on Recording
of Payables in the Books of Accounts)
Forwards copies of APV and supporting
documents to Property Division.

/84
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Responsibility
Area

Flowchart

Budget Division
Budget Officer i

Budget Division
Budget Officer Il

t

PO

Receives from % CA
i

Property, L Sd

records receipt | ~

S~

{
i Reviews = sd
“» amount to be ; . ]

—_—

H
+i Prepares

- APV (3 copies)

,; Assigns APV
l no. '

i | Fills-up
| Section A

i
H

. i Forwardsto| .p01JO i
“—»  Budget [l

i Officerli | :
L OfficerB

| lReceivesfrom; APV
i_bi Budget , | isd
1 r l
1

,..
=
@
|
Y

ko)

°
3
§

i
i
3 el ;
i ;
Wi

> Records APV ;
! H

i § - i E Esd
> Accounting ; o
i Division ! t_
vy
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Responsibility Seq. Flowchart
Area No.
Opemti?n Accounting Section i | Receive from
Accounting Clerk 7 + Budget
oy
i .
~» Record receipt
%_ ‘
i
*_l Forwardto
tAccountant lii: -
Accountant ITI 8 > Receive {1 osd
i | APV :
9 > Affixeinitial | : POsJO |
| 7 N i
— ~ ™
i Forwardsto : APV
L Chief P sd i
Accountant a\_
ﬁ_ f i ;APV i
Chief Accountant 10 §+i Receives | i-Sd E
: P
i . :
{ , Reviews j

l' request

—

H Signs then

» forwards to

| Accounting Clerk
}

(&)
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Responsibility Seq.
Area No. Flowchart
&)
| I Recordsdate ! : ‘POIJO !
Accountant Clerk 11 ***, of release | | |
H PO '
| Retains for | APV (ceoy 2

| Book}!seeper | \/—\

. . Forwardsto | APV

“»  Propeny
! Division

/51
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SYSTEM NAME:

54

EXPENDITURE SYSTEM - OPERATIONAL
FUNCTION NAME: PROCESSING AND APPROVAL OF DISBURSEMENT

VOUCHER FOR PURCHASE AND JOB ORDERS.

Responsibility Seq.
Area No.
Budget Division 1

Budget Officer I

Budget Officer 11 2

Budget Officer 1 3

Operations Accounting Section
Accounting Clerk 4

Voucher (DV) and supporting documents
from Purchasing Division. Records receipt
in the logbook. Forwards the documents to
the Budget Ofticer 11.

Receives copies of DV and supporting
documents. Retricves APV Control Book,
cheeks if there are changes in the amount
obligated. If there are changes, record
adjustment in the control book. Forwards
the document to Budget Officer 1 for proper
disposition. '

Records in the logbook the date when the
DV and supporting documents shall be
released. Forwards the documents to the
General Accounting Section.

Receives copy [-3 of Disbursement
Voucher (DV) and supporting documents
from Budget Division. Retrieves DV
Control Book (DVCB) assigns DV number
based on the last number appearing in the
DVCB.

Notes:

1. The supporling documents for each
type of disbursement as indicated at
the back of the DV shall be

followed/complied with.

/92



Accounting Clerk

Financial Analyst 11

Area

35

2. The numbering structure for DV
shall be as follows:

000-00-00-00

l Ly Scrial No. of DV
: Month
Year

¥ Fund

Records the following in the DVCB: DV
date and number, name of creditor,
particulars and amount. Files DVCB and
forwards documents tfo the [inancial
Analyst 11 for DV processing.

Receives copies 1-3 of DV and supporting
documents. Reviews DV and supporting
documents. Relrieves Index of Payment to
Creditors (IPC) or Cash Advance
Subsidiary Ledger (CASL), in case of cash
advance, from file.

Detcrmines  whether  there are  prior
payment of the same claim. If yes, returns
the DV and supporting documents to
Accounting Clerk for proper disposition. 1f
none, rccords the following in the IPC:
name and address of creditor, DV number,
particular and amount. Files IPC.

Indicates the accounting entries and signs
on the “Journalized by” and “Examincd
by” portions of the DV. Forwards the
documents to the Chief Accountant.

Note:
For accounting entrics, refer to the

Illustrative Accounting Entries of the
manual.

£97
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Responsibility
Area

Activity

Chief Accountant

Accounting Clerk

Approving Authority

10

11

12

Reviews DV and supporting documents
and certifies as to:

Avatlability of funds;

Expenditures are properly certified;
Proper account codes used:
Completeness of  supporting
documents; and

5. Previous cash advance liquidated
and/or accounted for (for cash
advance vouchers).

Rt B

Signs Box B of the DV. Forwards copies
1-3 of the DV and supporting documents to
the Accounting Clerk for recording in the
logbook and submission of the documents
to next approving authority.

Records in the DVCB the date when the
DV and supporting documents shall be
released, retains copy 3 of the DV for
submission to the Bookkeeper for file.
Forwards copies 1-2 of DV and supporting
documents to the next approving authority.

Reviews and signs/approves the DV,
Forwards the DV and supporting
documents to the Cash Section. (Please
refer to the Narrative Procedures
Preparation, Approval and Release of
Check)

92



Responsibility Seq.
Area No.
Budget Division
Budget Officer 1 1
Budget Officer 11 2
Budget Officer I 3
Operations Accounting Section
Accounting Clerk 4

57

Receive and

record
— 1
! Forward to ED! i
] Budget i sd
Officer il g
oV ey /’*\’
1
fed
Receive || | :
™~
] o
Retrieve to |ch3 ]
check if there i :
are changes ! |
¥ g m
jov
Forwardto || £
I-a- Budget ! %5" ]
Ofﬁ:;erl U E

Record date

of release

file

l Forward to the
Financial

Analyst ||

&

j DV
Forward to General | | 7sq
Accounting Section! ! : §
P ?
! e
L DV (copies 1-3)
Receive sd ;
. L/\E
Retrieve then ] DVCB :
assign DV E
number L/\
f
Record then iDVCB I

9%
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Responsibility
Area

Financial Analyst I1

DV {copies 1-3)
. Receive ang lsd i
review i |

i

i

§
I

PC
Macer 2
{CASL ;

Retrieves

—

L

Determine |

prior '
payments |

YES NO
v T

Return to
T A 4 H l
Record gnd | | i
file ;
~

Accounting Clerk
i

S—

L2

» accounting

Indicate '
entries

)

Sign on the
"Journalized by"

and "Examiried by" L/-\l

h 4

| [ Forwardsto | |0Y i
> Chief sd
Accountant

Note:

B For accounting entries, refer to
the Mustrative Accounting

Entries of the manual,

R
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Responsibility Seq.
Area No.

Flowchart

Chief Accountant 9

10

Accounting Clerk 11

Approving Authority 12

Ly Review

[

%—'

Signin Box B

’ Forward to the | f"_f“‘“"”&“a’
» Accounting | j

Clerk ]
; ‘\,/_\'

DVCB g

L Record dates :
of release ‘g

L
I | OV {ecpy ) |
Retain for file | | E

L

Forward to | |DV (cepies 1-2)

the next | isd |
authority LL/\E

. [ ]
Review and ad i

sign / approve L/\i
PR

ipy E
sd

i
| Forward to
Cash Section

Note :
Please refer to the Narrative
Procedures Preparation,

Approval and Release of

&<
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SYSTEM NAME: EXPENDITURE SYSTEM - OPERATIONAL
FUNCTION NAME: PROCESSING AND APPROVAL OF DISBURSEMENT
VOUCHER FOR OTHER EXPENSES.

Responsibility Seq.
Area No. Activity
Budget Division
Budget Officer I 1 Receives copy 1-3  of Disbursement
Voucher (DV) and supporting documents
from requesting officér/employce. Records
receipt in the logbook.

2 Reviews the amount to be obligated as well
as the supporting documents. If found in
order, prepares Accounts Payable Voucher
in three copies. Assigns APV Number based
on the last number appearing in the
Accounts Payable Voucher Control Book.

Notes:
l. The supporting documents for each type
of disbursement as indicated at the back

of the DV shall be complied with.

2. The number structure for Accounts
Payable Voucher shall be as follows:

00-000-00-00-00

l——p Year
Chronological

Number.
Month
- Fund
Expense Class
3 Fill-up Scetion A of the APV form.

Payee
Date
Brief description of the obligation
Expense Code
Amount

194



Responsibility
Area

Budget Officer I

Budget Officer I1

Operations Accounting Section
Accounting Clerk

Financial Analyst I1

10

61

Attaches the Accounts Pavable Voucher io
the DV and forwards them to the Budget
Officer 11 for processing.

Receives copies of the APV, DV and
supporting documents from Budget Officer
I. Reviews APV and supporting
documents and signs/approves the APV,

Retricves APV Contro} Book records APV
date and number, classification and code,
and amount. Retains copy 3 of APV for
file. Forwards the documents to the
Operations Accounting Scction for funds
availability approval.

Receives copies of APV, DV and
supporting documents  from  Budget
Section. Checks if supporting documents
are complete. Records receipt in the
logbook.

Retrieves DV Control Book (DVCB)
assigns DV number based on the last
number appearing in the DVCB.

Records the following in the DVCB: DV
date and number, name of creditor,
particulars and amount. Files DVCB and
forwards documents to the Financial
Analyst II for DV proeessing.

Receives copies 1-3 of DV, APV and
supporting documents. Reviews DV and
supporting documents. Retrieves Index of
Payment to Creditors (IPC) or Cash
Advance Subsidiary Ledger (CASL), in
case of cash advance, from file.

fa7
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Area
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Financial Analyst

Aecountant II1

12

13

14

Determines  whether  there  are  prior
payments of the same claim. If yes, returns
the DV, APV and supporting documents to
Accounting Clerk for proper disposition. If
none, records the following in the IPC:
name and address of ereditor, DV number.
particulars and amount. Files 1PC.

Indicates the accounting entries and signs
on the “Journalized by” and “LExamined
by” portions of the DV. Forwards the
docunients to the Accountant I1.

Note:

For accounting entries, refer to the
Iliustrative  Accounting Entries of the
manual.

Receives copies of DV, APV and
supporting documents. Reviews the
request for funding and payment. If found
in order, fillup Section B of the APV
Form.

Amount Approved
Date Approved

Affixes his initials in the APV and
forwards the documents to the Chief
Accountant for approval.

198
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Seq.

Area No.

Chief Accountant 15
16

Accounting Clerk 17
Approving Authority 18

Activity

Receives copics of DV, APV and
supporting documents. Reviews DV and
supporting documents and ccrlifies as to:

Availability of funds;

Expenditurcs arc properly ccriified;
Proper account codes used;
Completcness of  supporting
documents; and

5. Previous cash advance liquidated
and/or accountcd for (for cash
advance vouchers).

B

Signs Box B of the DV and Section B of
the APV. Forwards copies of DV, APV
and supporting documents to the
Accounting Clerk for recording in the
logbook and submission of the documents
to next approving authority.

Records in the DVCB the date when the
DV and supporting documents shall be
released, retains a copy of the DV and APV
for submission to the Bookkeeper for file
and recording of payables in the books of
accounts. (Refer to the WNarrative
Procedures on Recording of Payables in the
Books of Accounts) Forwards copies 1-2
of DV and supporting documents to the
next approving authority.

Reviews and signs/approves the DV.
Forwards the DV and supporting
documents to the Cash Section. (Please
refer to the Narrative Procedures
Preparation, Approval and Release of
Check)
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- sxn S .
R%Iﬁ:;;bﬂlty Nf)q Flowchart
START
i :
Budget Division || Recelvesfrom % ‘pvicpy i3
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i

—
Ll[ Forward to

—_Y.
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5

Responsibili Seq.
P bility q Flowchart
Area No.

) ) ) % Receives from | {APY i
Operations Accounting Section L, | Budget Section! i el .
Accounting Clerk 7 then records | 1 = '

receipts |
i \_./N
| | Relrievesthen | DvcB
8 Lyl assigns OV 5 - ;
i nurri]ber "
9 !_* Records then : 0" C°
, files
P ‘
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Analyst
| e
. . N R S T :
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i ~ | ;
i . \-—-/-_\
I T
RS e —
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| e
S
| ~— "
) ] L Determines
Financial Analyst 11 prior
payments
YES | NO
¥ e
| APV ]
Returnto iV |
Accounting Clerk | P isd |
~
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then files !
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Responsibility
Area

Seq.
No.

Flowchart

Accountant III

Financial Analyst

Chief Accountant

13

14

15

“»  accounting |
]

Indicatles

entries !

' : Signsonthe DV
—» "Journalized by" | !

b

tand "Examined by"; \_‘/_\

i
Y]
!_ Forwards to .

I A
Accountant B . ~.
N

1
! 1
H |
H \_/H\
i

L iapv
Affixes initials | |
|

Note:

For accounting entries, refar to the
lilustrative Accounting Entries of
the manual.

. APV
Receives then; | |DY
reviews ; U
| N 5

Fills-up
Section 1 i

[PU——

Y

i

i [ Forwardsto | | py—""1
i, ; | o A S
> theChief : : 754
t Accountant | 5 ;
i ~

! : _/H\

?

' APV :
Receives then| | :
reviews H

sd
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Responsibili eq.
P Hity Seq Flowchart
Area No.
X
i
l i Sign in Box B igﬁpgv
16 Le  (OV)andin ||
| section B (APV) | N
_ S~
L Forwards to :{AE!—
the Accounting; : i'?"'d
R :
Clerk S ;
i L :
f ; : ‘
| i DVCH :
Accounting Clerk 17 Records dates | |
of release | | 3
PR
L [APV
Retains for file U ov ;
!
.! L
Forwards to ] oV :
—»; the next isd i
authority | | | [
i H
_ . [ Reviews and
Approving Authority 18 signs /
| approves
i
Forwards to
Cash Section
Note :
Please rofer to the Narrative
END Procedures Preparation,

Approval and Release of
Check

.3&7,3
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SYSTEM NAME: EXPENDITURE SYSTEM - OPERATIONAL
PREPARATION, APPROVAL AND RELEASE OF CHECKS.

FUNCTION NAME:

Responsibility
Area

Treasury Division/
Cash Section
Clerk IIT

Cash Clerk

Chief Cashier

Authorized Signatory

Authorized Counter -
signatory

Activity

Reccives copics 1-2 of DV and supporting
documents from approving  authority.
Initials and indicates date of receipt on the
document and records the same in the
logbook (LB). Forwards the documents to
Cash Clerk IiI.

Prepares check in two (2) coples. Indicates
check number, date amount and payee in
the DV.

Records in  the Checkbook (CB)
information  such " as  date, check
number, payce and amount. Forward
copies 1-2 of check, DV and supporting
documents to Chief Cashier for review:.

Verifics the  check against the DV
and initial copy 2 of the check. Forwards
copics 1-2 of check, DV and supporting
documents to the authorized signatories.

Signs the check and forwards it together
DV and supporting documents to
authorized counter-signatory.

Countersigns the check and
forwards copies of check, DV and
supporting documents back to the Cash
Section.



Responsibility Seq.

Area No.

Treasury Division/
Cash Section
Cashier 111 7

69

Receives  check, DV and supporting
documents fromy authorized signatories.
Retrieves CB and indicates the date of
reccipt of the check from approving
authority. Files the CB. Issues the check
to the payee upon demand.

Note:

The payee shall acknowledge receipt of the
check by signing on the “Received by
portion of the DV and CB andfor by
issuing Official Receipt (OR).

Attaches the OR on the DV. Files copies
of check, DV and supporting documents
for submission of the same to the
Accounting  Division. (Refer to the
Narrative Procedure on Recording of
Payments in the Books of Accounts.
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Respoasibility Seq.
Area No.

Flowchart

Treasury Division/ i e
Cash Section _ poTTT e DV (copies 1-2)_
Clerk 111 I >  Receive @

initial then
record

. Forwardto s
- Cash Clerk H

LT . Chock (2 copies}
Cash Clerk 2 “» Prepares . |

U N

N Lov
“»  Indicates

————— e )
i

3 "_: Record in the
‘ cB

———d
i

3

- Check {1-2 cogies)

.’ | Forward to i Tea T
| Chief Cashierg il

—
‘\‘_-
1 1 e
H S

T U Tcheeck
i Verify against;
v 1

|
b P -7

3
—

1
Chief Cashier 4 B

T ; Check (copy 2)

[ .
iy Initial

i

i

{
RN

— . .
51 Forwardto | ;Check {copies 1-2)
»the authorizedi ! ov__ i

f signatories | ;sd

U

&) =
N



Responsibility
Area

Authorized Signatory

Authorized Counter - Signatories

Treasury Division/
Cash Seection
Cashier [1I

71
*
Seq.
a Flowchart
No.
A
T Chock
5 . Sign
s Sy
. Forward to e
DV
> counter- T
 signatory _ .
Check
6 -~ » Countersign
—iee—eeee. Check
© Forwardsto | "5
- »  Cashier Y
.. Section -~
h ——— = /,/-__‘\
e - .Chock  °7
i . L S
~» Receive : “sd
7 Lo
,_‘*4¥77—ﬁ7...-_«!
: *ﬁ cB
- » Retrieve
SR
Note: > File
i : .
The payeo shall acknowledge =~~~ "~ w7 -
receipt of the check by signing —_—
on the “"Received by" portion of - Chack
the DV and CB and/or by issuing » Issue
Official Receipt (OR). R

(Refar to the Narrative
Procedure on Recording of
Payments in the Books of
Accounts.
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SYSTEMNAME: EXPENDITURE SYSTEM - OPERATIONAL
FUNCTION NAME: RECORDING OF PAYABLES IN THE BOOKS OF

ACCOUNTS.

Responsibility Seq.
Area No. Activity

General Aceounting Section Daily

Bookkeeper 1 Receives copy 3 of APV from the

Accounting Clerk.  Retrieves Voucher
Register (VR) from file.

2 Records the APV date and number, payee,
account classification and code, and
amount.  Files copy of APV and VR
temporarily.

Al the End of the Month.

3 Totals and rules the VR. Prepares
recapituiation entry and forwards the same
to the Chief Aceountant for Certification.

Chief Accountant 4 Reviews the VR and certifies. Forwards the

VR to Accountant III for posting to the
General Ledger (GL).

Accountant III 5 Post the column totals and the recapitulation

of the Sundry column of the VR to the GL.
Files GL for reference. Forwards the VR to
the Bookkeeper for temporary filing.

72

A%

8 ey



73

Responsibility Seq.

Area No. Flowchart

START Daily

General Accounting Section ..

Bookkeeper i w Accounting ¢ | (triplicate) :
Clerk I
i | Retrieve from | Voucher
p H . Register
»> Record data
[ APY__ |
| Y L
At the End of the Month N File P |
: P
START —_—
3000 -
L+i Total and rule L_;\‘
’ Prepare recapitulation
entry and forward to |
Accounting |
. i I
i . ! :
Chief Accountant 4 L Review and vrR
certify i
t
Accountant I1f 5 Pyl POS*Z‘LN“E; | VR
v
s ™
i File for E VR i
Ly i
reference :
\__/_\

20§
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SYSTEM NAME: EXPENDITURE SYSTEM - OPERATIONAL
FUNCTION NAME: RECORDING OF PAYMENTS IN THE BOOKS OF

ACCOUNTS.
Responsibility Seq.
Area No. Activity

Treasury Division/

Cash Section '

Cashier I11 i Prepares the Report of Checks Issued
(RCI) in three (3) copies. Signs in the
“Certification” portion of thec RCL
FForwards copies 1-2 of the RCI, DVs and
supporting documents to the Accountant 111
for review. Files copy 3 of the RCI and
DV for future refercnce.

Note:

The following information shall be
contained in the RCI:

Date

Check Number

Payee

Particulars

Cash in Bank Credited

Account Distribution

Sundry Account Code, Dcbit/Credit
Amount

NowvR W

Accounting Division/
General Accounting Section

Accountant I 2 Reviews the RCI and signs the “Certified
Correct” portion. Forwards copies -2 of
RCI, DVs and supporting document to
Bookkeeper for recording.

Bookkeeper 3 Receives copies 1-2 of RCI, copy of DV

and supporting document from the Cash
Section. Retrieves Journal of Check Issued
(JCI) from file and based on the RCI,
records the payments made in the JCI.
Files JCI temporarily.

240
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Responsibility
Area

Bookkeeper

Chief Accountant

Accountant I1I

75

Aectivity

Retrieves Voucher Register and records
the  check payment in the proper
columns of the VR. Files VR temporarily.

At the end of the month.

Totals and rules the JCI. Prepares
recapitulation entry and forwards the same
to the Chief Accountant for Certification.

Reviews the JCI and certifies. Forwards
the JCI to Accountant Il for posting to the
General Ledger (GL).

Posts the column totals of the JCI to the
GL. Files GL for reference. Forwards the
JCT to the Bookkeeper for temporary filing.

24!
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Responsibility
Area

Seq. Flowchart

No.

Treasury Division/
Cash Section
Cagshier 111

Accounting Division/
General Accounting Section
Accountant 11

Bookkeeper

START Weekly

i Preparein ;i "CI
i

1 i o
triplicate 1!

—

¥

7 Signin
> “Certification"
| portion

1
—_—

RCI

rosams

i
i
ri 1and 2 to

Accounting

i

Forward copies: : -DV

-

| File copy 3 for
reference § | DV |

s

Review and signs ; i

—

—

l
L 20
Bookkeeper

i
!

3 [ i Receives 1-2 | l H
> ;4
[ copies § u

Retrieves from 5
file I

]

-

*

Forward copies! jRel |
!
t

\._jg

|
the "Certified l r ROl

oy

Sd

: 1 RCI

[pv

sd i

SRR « |

)

JCi

L Record
payments

made

I___l

made

’ Record
+| payments
|

JCI i

¥y

21z
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Responsibility Seq. Flowchart
Area No.
o I
N
l | Retrieve and | !
Boeokkeeper 4 L» record check : VR
payment \_/—\
= i
b Fle YR
At the End of the Month
START
g g
Lo Total and e | N
’ Prepare recapitulation ;
* entry and forward to
Accounting 1
BE
Chief Accountant 6 Reviewand | | o f?
certify | i :
RN
Accountant IIX 7 [_. Poststothe | | o i
oL |
L File for GL
reference | | ;
SN

243



SYSTEM NAME:

78

EXPENDITURE SYSTEM - OPERATIONAL

FUNCTION NAME: DISBURSEMENT OF PETTY CASH FUND.

Responsibility
Area

Receipt of Petty Cash Fund

Treasury Division
Cash Section
Cashier 111

Petty Cash Fund Disbursements.

Division Concerned/Requestor
Division Chief

Authorized Signatory

Requestor/Division Chief

Treasury Division/
Cash Section
Cashier 111

Reccives Petty Cash FFund and supporting
documents from authorized signatories and
reccords the receipt of PCF in the Petty
Cash Contro! Book (PCB). Files PCB and
supporting documents for future reference.

Safe keeps the PCF in the vault

Whenever necessary, prepares two  (2)
copies of Petty Cash Voucher (PCV).
Signs on the “Requested by™ portion of the
PCV and forwards the PCV to the
authorized Signatory for approval.

Reeeives copies 1-2 of PCV and signs on
the “Approved by” portion of the PCV.
Returns the PCV to the Requesting Party.

Receives the PCV from the Authorized
Signatory and forwards the same to Lhe
Petty Cash Custodian.

Reeeives copics 1-2 of PCV and assigns
PCV number.

ytf”?
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Responsibility Seq.
Area No.

10

Numbering of the PCV shall be in the
following manner:

0-00-00-000
Series No.

Year
Maonth
Date

vy

Retrieves cash from safe and gives cash 10
Requestor who acknowledges receipt of
cash by signing on the “Reccived by~
portion of the PCV.

Stamps “Paid” on the PCV. Gives copy 2
of PCV to Requestor and files copy I

temporarily.

Retrieves PCB from file and records the

following;
1. Date
2. Payee
3. Nature of  Petty Cash
advance/expense
4. Amounl

Files PCV and PCB temporality.

25
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Responsibility
Area

Seq. Flowchart

Receipt of Petty Cash Fund

Treasury Division
Cash Section
Cashier 111

Petty Cash Fund Reimbursement

Division Chief / Requestor
Division Chief

Authorized Signatory

Division Chief / Requestor

\PCF
‘ supporling
i " documonts !

+ Record receip!:f
] of PCF

H . i
! Receive from
i signatories i

L pcam

i i .

[ i Fitefor 1} -
Ly ¢ !t 1 Supporting |
i reference i documents {f

Safekeepin : :PCF
the vaull

e

i PCV (2 copies)
3 Prepare i !

! M/_\’
| Sign in the "Requested by | | Pcv
> portion and forward to :

g. P~

PCV (copies 1-2)
4 | Receive and i s
{ Summary T od (receipis. t

approve i {oopies 1-2), i ices and |

I Returnto | ipcv j
» Requesting j! i

Party i :
— L

.| Receive from

signatory L/\

I i Forward to i ii PCV I
4! Petty Cash I { E
i Custodian | I\_—/—\l

l

Ml

authorized signatory \_/\

20
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Responsibility
Area

Seq.

No.

Flowehart

Treasury Division
Cash Section
Cashier Jil

|

EA

N

:
?
|
|

i Receives then | ;PCF {copics 1-2)
~+§ assign PCV '

number \_/-\

]

Nete : Receipt of cash shall be
acknowiedged by signing on the
"Recetved by portion of the PCV

I
|
+

Retrieve cash 1
from safe |

. pPCV

L Stamp "Paid" | |

P
P

—

l Give copy 2t0; Pcv
-» Requestor then! : !
file copy 1 1\_/—\
i
' Retrieve from : :
Ly fi
fite t

Ai?
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SYSTEM NAME:

32

EXPENDITURE SYSTEM - OPERATIONAL

FUNCTION NAME: REPLENISHMENT OF PETTY CASH FUND.

Responsibility
Area

Treasury Division/
Cash Seetion
Cashier 111

Chief Cashier

Finance Services Department
Department Manager

Secretary

Seq.
No.

Activity

Retrieves liquidated Petty Cash Vouchers
(PCV) and supporting document from file.
Prepares Summary of Liquidated Petty
Cash Vouchers in two (2) copies based on
the liquidated PCVs and supporting
documents.  Signs on the certification
portion of the summary.

Prepares Disbursement Voucher in three
(3) copies based on the sunwnary and
forwards copics 1-3 of DV, Summary of
Liquidated PCVs and  supporting
documents to the Cashier for review.

Reviews DV and supporting documents
and initials Box A of DV. Forwards
copies 1-3 of DV, copy 1 of Summary of
Liquidated PCVs and  supporting
documents to Department Manager for
signature. Forwards copy 2 of summary to
Cashier 111 for filing.

Signs on Box A of DV and forwards copy
1-3 of DV and supporting documents to
Secretary I for recording in the Logbook.

Records the following information in the
logbook:

1. Date of released of the
documents

2. Particular

3. Amount to be replenished

4. Destination of the document.

RUZ



Secretary |

Area

33

Forwards copics 1-3 of DV, copy | of
Summary of Liquidated PCVs and
supporting documents to the accounting
Division.

(For succceding activities, refer to the
Narrative Procedures on Processing and
Approval of Disbursement Vouchers-
Other Expenses and Narrative Procedures
on the Preparation, Approval and Reclcase
of Checks.)

L1
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Responsibility Seq.

Area No. Flowchart
START
{
Treasury Division i 5 Retrieve from | FSY liquidated)
Cash Section e file P 2:“""‘"‘“‘; ‘
Cashier III — T Do fosumens |

i quuldated
(based from  povi2

PCV and sd's) ; \f%*\

,—._,-___a

U Prepare = “Summaryof
!
i

} | Sign on the
Y certification

i portion

Liquidated !
PCV (2

2 L Prepare based | { DV (3 copies)
onthe i | ;

i :
summary |1 U
— 1

H

i
.

i
l Forward to the ;

Cashier for } i | ——————
7 i i iSummary of*
4

| review | E Liquidated ;
~  pov |
X
Chief Cashier 3 Reviewthen | 1DV j
» iniialonthe | i ;sd
BoxA(DV) | {}
Forward to | | DV (3 copies)

»{ Dept. Man. 15d
for signature 1 {_ i Liquidated | r
f Li PCV i

i i  lov |
Finance Services Department 4 ) i |
Department Manager > M i ;

L
Forward to { DV (3 copies}
Secretary for | Isd |

proper recording L\!J\l
T i
t
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Responsibility Seq. -
Area No. Flowchart

L | DV {3 copies)

Secretary 5 »  Record ; | Td
X
6 Lj Forward to | 5;0?"5—4——-—;% 16{
| Accounting !1 1 liquidated |
' — ~ i pov !

e

!

i

|

i 4
For succeedirig activities, referto | :
the Narrative Procedures on |
Processing and Approval of E ‘
Disbursemenf Vouchers- Other | |

Expenses and Narrative

Procedures on the Preparation, |
Approval and Release of Checks.) '

|
a
!!
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SYSTEM NAME: EXPENDITURE SYSTEM - OPERATIONAL

FUNCTION NAME: LIQUIDATI

ON OF PETTY CASH FUND.

Division Concerned.
Requesting Party/Division Chief

Authorized Signatory

Requesting Party/Division Chief

Activity

Cash advance from petty cash fund
must be liquidated within a rcasonable time
once the purpose for which it was
established has been fuifilled.

Retrieves supporting documents and cOpY
2 of PCV. Prepares Summary of Pelly
Cash Expenses in two (2) copics. Signs the
“Prepared by” portion of the report and
forwards the same to the Authorized
Signatory for approval.

Note:

The supporting documents shall
consist of receipts, invoices and other
papers evidencing payment made to
supplier and/or creditor.

Receives copies 1-2 of the summary, copy
2 of the PCV and supporling documents
from requesting  party. Reviews
correctness and validity and signs on the
“Approved by” portion of the summary.
Forwards documents to the Requesting
Party for submission to the Petty Cash
Custodian.

Receives copies 1-2 of the summary, COPY
2 of the PCV and supporting documents
from the Authorized Signatory. Forwards
1 copy of the summary, copy 2 of the PCV
and supporting documents to the Petty
Cash Custodian for liquidation of the Petty
Cash Advance. Retains copy 2 of the

summary for file.

1A%
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Responsibility
Area

Treasury Division/
Cash Section
Cashier II{

37

Reccives copy 1 of the summary, copy 2 of
PCV and supporting documents from the
Requesting Party.  Retrieves copy | of
PCV  from fle and  comparcs  the
documents received. Indicates amounts to
be liquidated and/or refunded/reimbursed
oncopy 1 ofthe PCV.

Retrieves PCB from file and enters the
amount  actually liquidated and make
adjustments, if any. Files PCB and copy |
of PCv, summary  and supporting
documents temporarily. Forwards copy 2
to the requesting party.
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Responsibility
Area

Seq.
No.

TFlowchart

e i e et

Division Concerned.
Requesting Party / Division Chief

Authorized Signatory

Requesting Party / Division Chief

2

3

o | | PCV (duplicsie)
_»  Retrieve . i sd (receips,
: | | invoices and |
— ctner papers) |
Py H
,% Prepare in two !

; copies

i e e e
I : Sign the report
~»-and forward for:

. approval

- -
:Summary of f
; Petty Cash :
" Expenses |

» Receive and | Ii PCV_(dupiicate)
review | |1 summary r—recea
: i - | sd (recespts,
; docur;nents i (copies 1'2)2 ICES @df
T o jother papers)!
Approve and ~

i
%

!
Lpl forward documents |

| to Requesting Party :
§
|

S

| R
| Summary “og (receipis, |

i PCV_{duplicale)
Receive i E

documents | L (0095651'2)2 invoices and {
‘ Forward b ; -
to PCC e BT
“ Y ; invoices and
5 \_/—jdhefpapet‘sn
L E
i ] ! i Summary |
> File % | {copy 2) ‘
i N
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Responsibili Seq.
P ty 9 Flowchart
Area No.
i .
NP
i f . | PCV (dupicate)
el i i Receive | i R
Treasury Division / 4 e docum!ents P g(smur?magf sd {receipls. |
Cash Section : _ AN : ncices ard)
Cashier 111 Fo— ~— 7 Pl
| | Refieve . poy
> andthen :: {copy )
! comipare N
’ ] . T
N Indicate : - PCV
| amount P ooyl
i SR
|
N i :
5 '-—+, Retrieve i PCB i
i i :
: : ‘\‘_/‘_\
H
Enter amount and |
L, ;

make adjusiments |
(if any) i

!

14 ‘poV 13

;I Summary ¢

! : ciipcB i
Ly File ¢ 0 Tsd{receipls, |
i~ | imcicesand |

; s rerpeees)
~

Forwardto : ——

[ Requesti by Pov
equesting Lt ooy |

Party 'y i

1
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SYSTEM NAME: PAYROLL SYSTEM
FUNCTION NAME: CREATION/MAINTENANCE OF EMPLOYEE RECORDS.

Concerned Department/
Concerned Division

Every first working day of the month.

Concerned Officer 1 Receives from the employees duly punched
Daily Time Records (DTRs) of the
previous month. Check ecntries in the
DTRs with the entrics in the Attcndance
Log Sheet (ALS).

Note:

The DTRs shall be punched daily. signed
by the employee, and verified and certified
by his immediate supervisor at the end of
the month. Employces shall accomplish
separate DTRs o support remuneration for
overtime and honoraria claims. These shall
also be verificd and signed by the
Supervisor.

2 Prepares Report of Attendance, Absences
and Undertimes (RAAU) in 2 copies based
on the information contained in the DTRs.

3 Signs “Prepared by” portion of the RAAU
and forwards copies 1-2 of the same
together with DTRs to Head of Division.

Department Manager 4 Signs “Approved by” portion of the
RAAU.
Concerned Personnel 5 Files Copy 2 of the RAAU and forwards

copy 1 of the RAAU together with the
DTRs to Human Resource Management
Division.

A6
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Responsibility Seq.

Area No.

Activity

Human Resource Management
Division

Human Resource Management
Officer 11 ‘ 6

Receives DTRs and copy 1 of the RAAU
from the different Services. Determines if
absences reflected in the DTRs and RAAU
are authorized and supported by leave
credits by verifying the Employces Ledger
Card (ELC). Also determines if extra
services are authorized as evidence by an
authority.

Note:

Applications for leave shall be duly
approved before posting to ELC.

Post the RAAU in the ELC. Updates leave
credit balances and determines leave
without pay.

Note:

An ELC shall be created once an employee
collects his first salary and shall be filed
alphabetically.

If the employees involved are part-time
personnel, checks RAAU and DTR against
their Appointment taken from file to
ascertain veracity of the claum/status.
Returns the Appointment on file.

Note:
Part-time personnel do not earn leave

credits thus there is no need to maintain
ELC.
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Responsibility Seq.
Area No.

Human Resource Management

Officer [ 9
Division Chief, HRMD 10
11

Accounting Division/
Operations Accounting Section
Accounting Clerk IH 12

Activity

Based on the updated ELC and RAAU,
preparcs 2 copics of Notice of Payroll
Adjustment (NPA), il necessary.

Notes:

1. NPA shall be prepared monthly
whenever applicable.

2. The Payroll Information on New
Employee (PINE) and Certificate
of Clearance from THuman
Resource Management Division
shall also be used as basis for
NPA preparation.

3. PINE shall be accomplished by
the new employee in 2 copies
upon assumption to office.

4. Certificate of Clearance is used
in the preparation of the NPA in
cases where employees resign,
transfer or retire.

Signs “Prepared by” portion of the NPA.

Signs “Certified Correct” portion of the
NPA. The DTRs and copy 2 of the NPA
are returned to Personnel Clerk for file
while copy 1 of NPA and RAAU are
forwarded to the Accounting Division.

Receives NPA from HRMD and records
the same in the logbook.

12.¥
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Responsibility Seq.

Area No.
Accounting Clerk 13
Accountant II1 14
Accounting Clerk 11} 15
Financial Analyst I 16

Activity

Prepares Bill in three (3) copies and initials
in the “Certified Correct” portion of the
bill. Forwards the bill to Accountant 11 for
TEVICW.

Reviews and signs in the “Certified
Correct” portion of the bill.

Distributes the bill as follows:

Original - Employees concerned
Copy 2 - Accounting Clerk 111
Copy 3 — File

Receives the following Payroll Source
Documents (PSD) from various sources.

Note:
PSD includes the following:

a. Special Order/Appointment  or
designation ~ papers signcd by
Approving Official.

b. Notice of salary deductions
received from HRMD and other
government agencics like GSIS,
Pag-ibig, etc.

c. Notice of Salary Adjustments —
used for computation of differential
and for adjusting new salary rate of
employee.

d. Request for changcs in the payroll
(add/deduct) filed by the employee.

e. Bills to employees for leave without
pay, overpayment of salaries/RATA
and hospital charges.

229



Area No.

Financial Analyst I 17
18

19

20

94

Activity

Retrieves previous month payroll (PMP)
and effects changes/corrections based on
PSD received.

If there is a new employee, verifies if sad
employec has been paid his first salary
through Disbursement Voucher, if yes,
includes his name in the PMP. If not, defer
the inclusion of the ncw employcee in the
payroll until he received his first salary.

Initials and indicates the date in the PSD

when corrections/changes  have  been
effected in the PMP.

Accesses the Payroll Information System
(P1S) and performs the File Maintenance
Mater File Menu. Retrieves from the file
PINE and other PSD which was submitied
by new employee immediatcly  after
assumption of office and inputs data from
these documents.

Notes:

Upon receipt of the PINE, payroll clerk
assigns employee number 1o the new
employce based on last number assigned
existing in computer file. This aiso
constitutes creation of employee record
file. He then indicates the employee
umber on the 2 copies of PINE, retains the
original copy and returns the duplicate
copy to the HRMD.

230
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Responsibility
Area

Financial Analyst II

Chief Accountant

21

22

If the employee assumes office and submuts
PINE before the cut-off date, he shall be
immediately included in the payroll for the
following month so that only his first salary
shall be paid by DV. Otherwise, only after
his second salary which shall also be paid
by DV shall he be included in the
computcrized payroll.

Effects the other changes in the File
Maintenance-Monthly Menu and generates
Proof List (PL).

Note:

The following PL. shall be generated:

a. PL of Employees Net Earnings

b. PL of Employees with RATA

c. PL of Employees with Honorarium
d. PL of Employee with Overtime

¢. PL of Salary Deductions

f PL of Salary Adjustments

g. PL of Payroll Adjustments

h. PL of New Employees

Normally, a PL reflects all valid
information whether inputted in the
previous month(s) or the current month.
To check accuracy of inputting, the PL
generated shall only cover data inputted
during the current month.

Ascertains correctness of the PL  and
initials the same. Indicates instructions for
the generation of the payroll registers.
Summary of Employees Net Earmnings, List
of Remittances, Payroll Summary by
Office, Pay slip. (Please refer to payroll
preparation.)
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Responsibility Seq. Flowchart
Area No.

Every 1st Working Day of
Concerned Department/ START the Month

Concerned Division

:
[ ) IDTR I
L Receive from

Concemed Officer 1 I employee
]

L

e

L Check entries
against ALS

Note:

The DTRs shall be punched daily, signed by the
employee, and verified and certified by his
immediate supervisor at the end of the month.

[ Employees shall accomplish separate DTRs to

t  support remuneration for overtime and honorarla
ciaims. These shall also be verified and signed by

3 the supervisor.

' {RAAU (2 copies
) M’J Prepare based f )
| from DTRs
Sign RAAU {2 copiés)
3 L» "Prepared by" ;
1

L Forward to | IRAAU {copies 1-2)

Head of i IDTR
Division LLp
Department Manager 4 Sign

"Approved E
by" portion

—

&)




Responsibility
Area

Concerned Personnel

Human Resource Management
Officer 11

Flowchart

|1
J4 ]

6 Receive from

 (RAAU
different | l EDTR f
Services | L i

s

Note:

T
ERAAU i
Ei

‘DIR i
A e
lELC

Determine if |

absences are ;

supported by 5

leave credits !
1

Applications for leave shall ba
duly approved before posting
to ELC.

;1
7 i §
—plPost in the ELC

Update leave credit !
balances and determine
leave without pay

R ——

Note:

Part-time personnel do
@am leave credlts thus
there ks no need to mai
ELC.

L.» time-employees' l ‘

Note:

An ELC shall be created once an
employee collects his first salary
and shail be filed alphabetically.

Check against part- 1 RAAU
DTR

appo:ntment :

Retum
Ap intment on

not ‘ file :

ntaln A
(&)
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Responsibility Seq.
Area No.

Flowchart

Division Chief, Human Resource
: Y 10
Management Division

11
Accounting Division/
Opecrations Accounting Section
Accounting Clerk 1T 12
13

Accounting Clerk

1

2.

[
Signinthe | |
— |

1 .

1 l Prepare based | ; NPA (2 copiés)

—»on the ELC and '
|  RAAU

Notes:

. NPA shall be prepared monthly whenever applicable.

The Payroll Information on New Employee {PINE) and
Certificate of Clearance from Human Resource Management
Division shall also ba used as basis for NPA preparation.

:3. PINE shali be accomplished by the new employee in 2 copies

upon assumption to office.

‘4, Certificate of Clearance is used in the preparation of the NPA

in cases where employees resign, transfer or retire.

=
o
>

"Prepared by" | !\/\I
: I

L Signinthe | InPA E

"Cenrtified i
Correct” \_/—\E
‘ Return to ka2
| IDTRs
Personnel i
Clerk (for file) L
| ~—
| i Forward to | NPA (copy V)
! Accounting ERMU
Division ‘\:
Receive and {NPA

record receipt

|
—

Prepare and initial in } Bill
the "Certified
Correct”

9

h 4

AU

23
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Responsibility Seq. Flowchart
Area No.

ill
Forward to B

Accountant Hi

)

I T
| | Reviewand signinthe ; |Bil
L .

Accountant III 14 »  “Certified Correct"
i portion i 5\_/—\
i
[ i | Bifl {Original)}- Employes concemed
Accounting Clerk III 15 > Distribute (Copy 2);- Accounting Clerk I
g - ys 3+ File
B h
. _ Receive from | | PSD i
Financial Analyst II 16 L various |
sources w

Note:

PSD includes the following:

a. Special OrderfAppointment or designation papers
signedby Approving Official.

b. Notice of salary deductions received from HRMD and
other government agencies like GSIS, Pag-ibig, etc.

c. Notice of Salary Adjustments - used for computation of
differential and for adjusting new salary rate of
employese.

d. Request for changes in the payroll {addfdeduct) filed
by the employee.

e. Bills to employees for leave without pay, ovarpayment
of salaries/RATA and hospital charges.

Retrieve and PME

effect changes

based <!)n PSD D

kN

17

D

R L
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Responsibility Seq.

Arca

18

19

20

Notes:

Upon receipt of the PINE, payroll clerk assigns

Flowchart

E_ Verify if a new :
» employee has been
paid through OV !

YES

NO

[
h 4

Include
employee

tnitial and
indicate date

]
T
i
i

Y'__%
Defer i

inclusion in
payroll

h 4

Access the PIS

]

file

Retrieve from !

employee numbser to the new employee based on

last number assigned existing in computer filte.
This also constitutes creation of employee record
file. He then indicates the empioyee number on
the 2 copies of PINE, retains the original copy and
returns the duplicate copy to the HRMD.

If the employee assumes office and submits PINE

before the cut-cff date, he shall be immediately
included in the payroll for the following month so
that only his first salary shall be paid by DV.
Otherwise, only after his second salary which shall

also be pald by DV shall he be included In the

computerized payroll.
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Responsibility
Area

101

Financial Analyst II

21

Flowchart

changes

Effect

‘ LPL
Generate

S

Note:

The following PL shail be generated:

a.
b.
c.

d.
e.
f.
g.
h.

PL of Employees Net Eamings
PL of Employees with RATA
PL of Employees with
Honorarium

PL of Employee with Overtime
PL of Salary Deductions

PL of Salary Adjustments

PL of Payroll Adjustments

PL of New Employees

Normally, a PL reflects all valid information
whether inputted in the previous month{s) or the
current month. To check accuracy of inputting,
the PL generated shall only cover data Inputted
during the current month.

= Vi 3
Ascertain ¢ i PL |

— ! correctness and | :

initial P

Chief Accountant 22

Indicate
instruction

Refer to payroll
preparation

%
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SYSTEM NAME: PAYROLL SYSTEM

102

FUNCTION NAME: PAYROLL PREPARATION AND PROCESS - GENERATION
OF PAYROLL AND OTHER RELATED REPORTS.

Responsibility Seq.

Area No.

Accounting Division/
Operations Accounting Section

Financial Analyst 11 I

At the third week of the month.

Based on the verified PL, prints/generates
in three (3) copies the following:

a. Following month payroll. (FMP)

b. Other Payroll Related Reports

(OPRR).

1. Summary of Payroll by
Office (SPO)

2. Various List of Remittances
(VLR)

3. Summary of Net Earnings
(SNE) for bank deposit
purposes

4. Payslip

Note.

The following reports shall also be
generated by the system:

Monthly.

a. List of Employees who rendered
overtime.
b. Index of payment to Employees

Annually.

a. Certificate if Income  Tax
withheld

b.  Alphabetical List of employees
from whom tax are withheld

(ALETW).

228
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Activity

Responsibility Seq.
Area No.
2

Chijef Accountant 3

Note:

At the end of the year, the ALETW shall be
generated ahead of the other reports. This
shall reflect the year-end withholding tax
adjustments. The Accounting Clerk I
shall effect the tax adjustments first before
the December payrolls are prepared so that
the ALETW that shall be generated by the
systern reflects zero balance.

Verifies the FMP against the
corrected/adjusted PMP and initials in the
Certified portion of the FMP and forward
the FMP and OPRR to the Accountant.

Verifies OPRR against the FMP. Files
temporarily the OPRR and initiates the
processing of the FMP.

_~
\'u

N
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Responsibility Seq.

Area No. Flowchart

At the Third Week of the Month

Accounting Division/
. ' . START
Operations Accounting

Section

{FMP ;

| g

i ! .Based on tr_ae | ‘! Tspo
; ] i | verified PL, prints f 1§ - i VLR
Financial Analyst 11 1 . generatesin three | |

! (3) copies |

{

“SNE :
: Payslip

¢

Note : The folfovang reporis shall also be
generaled by the sysiemn

j List of Employees (with OT)

MONTHLY ' . Index of payl%nent to Employees
"\h-; H

-
i Certificate of Income Tax Withheld

1 i N
{ | Alphabetical List of employees
ANNUALLY i from whom t'ax are withheld

Verifies against | |
the corrected / | !
adjusted PMP | |

r

1~

! Initials in the i
"Certified"” portion

H - .
i
Forwards to the {

Accountant

. A

i
Chief Accountant 3 L Verifies against i
FMP ||

L_—::i!es ! l
e —

i
i

L' Initiates i
i processing !

END
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SYSTEM NAME: PAYROLL SYSTEM
FUNCTION NAME: PAYROLL PREPARATION AND PROCESS —~- PREPARATION
AND APPROVAL OF DISBURSEMENT VOUCHER.

Responsibility Seq.

Area No.

Activity

Accounting Division/
Operations Accounting Section

Accounting Clerk I
2
3
Financial Analyst I 4

Based on thc Following Month Payroll,
prepares Disbursement Voucher (DV) in
three (3) copies. Indicates in thc DV the
particulars and amount of the FMP.

Note:

Payee of the DV shall be the name of the
scrvicing bank.

Retrieves DV Control Book (DVCB) and
assigns DV number based on the last
number appearing in the DVCB.

Records the following in the DYCB: DV
date and number, name of payee,
particulars and amount. Forwards
documents to the Financial Analyst 1I for
DV processing.

Receives copies 1-3 of DV and FMMP.
Reviews DV and FMP, indicates
accounting entries and signs on the
“Journalized by” and “Examined by”
portions of the DV. Forwards the DV and
FMP to the Chief Accountant.

Note:
The numbering structure for DV shall
follow that in the Narrative Procedure for

Proeessing and Approval of DV,

For accounting entries, refer to Part I of the
manual, Illustrative Accounting Entries.



Responsibility Seq.

Area No.
Chicf Accountant 5
Accounting Clerk )
Administrative Services

Department/Human Resource
Mapagement Division

Personnel Clerk 7
Division Chief 8
Personnel Clerk 9
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Activity

Verifies the DV and FMP and sigus in the
“Certified Funds Availablc™ portion of the
DV (Box B). Forwards the DV and FMP
to the Accounting Clerk for submission of
the documents to next signatory

Records in the DVCB the date when the
DV and FMP shall be released, retains
copy 3 of thc DV for submission the
Gencral Accounting Section for recording
of obligation in the books of accounts.
Forwards the DV and FMP to thc Human
Resource Management Division.

Note:

Refer to the Narrative Procedures on
Recording of Payables in the Books of
Accounls.

Receives copies of the DV and FMP from
Accounting  Division. Records the

documents in the logbook and forwards the
same to the Division Chief, HRMD.

Reviews the DV and FMP and initials in
Box A the DV. Forwards thc documents to
the Personnel Clerk for submission to the
Office of the Department MNanager,
Administrative Services.

Records in the logbook the date when the
DV and FMP shall be released and
forwards the documents to  the
Administrative Services Department.



e

Responsibility
Area

Administrative
Department/  Office
Manager

Secretary |

Department Manager

Office of the Director
Private Secretary

Services

of

the

10

11

12

13

107

Activity

Receives the DV and FMP by signing in
the logbook of the Personnel Division.
Records the documents in the logbook and
forwards thc same to the Department
Manager.

Reviews DV and FMP and signs Box A of
the DV. Forwards the documents to the
Secrelary for submission to the Office of
the Director.

Receives the DV and FMP and records the
documents in the logbook and forwards the
same to the Director.

Signs in Box C of the DV and forwards the
documents to the Cash Section for check
preparation.



]
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--------------------------------------------

Accounting Division/
QOperations Accounting Section

Accounting Clerk

Financial Analyst 11
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_-___‘_-__-__--__-—-__-_-_-_-_-___----_--_-_”_--___-_-_-_,___._-_-_-

| Al

i Prepare based {DV (3 copies)]

L-y; on the Followingl |
L

! | Month Payroll i
— 1
‘ {‘_"""%; ‘DvCB :
2 | Retrieve ! !"1 |
‘ E i\__,//f—‘i
L‘; Assign DV

number

{ DVCB
,lg Records | t\—/\i
H

I Forwards to
LJ‘ Financial i

% Analysti! |
i

L

i

. DV (copies 1-3)
Receive and feps
Review

Signs on the P
“Journalized by" and } i

DV
!| "Examined by” ’L/—\

‘ \ Forwards to i i g

H
Lyl Chief |
Note: | Accountant !
'! 3
The numbering structure for {
DV shaii follow that in the i
Narrative Procedure for
Processing and Approval of A

Dv.

For accounting entries, rofer
to Part | of the manual,
Nllustrative Accounting
Entries.



Respous;blhty Seq.

Arca No.

Chief Accountant 5
Accountant Clerk 6

Administrative Services Department /
Human Resource Management Division

Personnel Clerk 7

Division Chief 8

Flowchart
- < N DV t
[ Verify and signin | ; j

I

»! the "Cerlified Funds | | :F¥P

{__Available” (DV) O

1 -

Forwards to

i
i

Ly the Accounting! i
I

Clerk

___JQ

!
\ Record date off | “F
release t '[
T

r,,___l

-

| :

‘-—» Record receipt then

l 1 :DV {copy 3} g

Retain i :
g

HRMD

(1__'Forward to
-»l

"T%

Note:

Refer to the Narrative
Procedures on Recording of

Payables in the Books of

i Accounts.
l

ov_
Receive ! FMP ;
SR
\_/—\E

forward to HRMD
Divisions Chief
l

l«» initial in Box A |

Review and“g '
™

(DV}) ~

)

LDV

FMP

4 f-«s/
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Responsibility
Area
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Personnel Clerk

Administrative Services Department /

Office of the Manager

Secretary |

Department Manager

10

11

» - H
l Personne! Clerk i

| Fowardto i fme
i; i
E

———‘3 oV !
Record date ofi ; e 3

1

release | |

—_ >
[Forward to the} fpy

Administrative
Service Dept..

fov |
Receiveand | | FmP E
" record g

I Forward to the

> Dept.. Manager | |

Review and
» sign in Box A i il

(DV) é
: ] N e
I {Forward to Secretary| ¢
L,_! {for submissionto 1 | f
‘ the Office of the |
L Director) l

>

2
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Responsibility Seq. Flowchart
Area No.
L C
Office of the Director / oV {

Private Secretary 12 LJ Receive 1 im‘ P ‘E

L U |

- [ L
1 Record receipt] (¥ .
fhen forward fo; i , FMP :
the Director L k

e

!
i
Director 13 W COV) iy ]
» and forwardstothe | Teap

. (| 1 FMP
Cash Section !

Y
END

A
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FUNCTION NAME: PREPARATION AND APPROVAL OF PAYROLL CHECK.

SYSTEM NAME: PAYROLL SYSTEM
Responsibility Seq.
Area No.
Treasury Division/
Cash Section
Clerk HI |
Cash Clerk HI 2
3
Chief Cashier 4
Authorized Signatory 5
Authorized Counter- Signatories 6

Activity

Reccives copies 1-2 of DV and FMP from
the Office of the Director. Initials and
indicates date of receipt on the document
and records the same in the logbook (LB).
Forwards the documents to Cash Clerk 1.

Prepares check in two (2} copics. Indicates
check number, date, amount and payee in
the DV.

Note:

Check shall be prepared one week before
the payroll date.

Check shall be payable to the name of the
servicing bank.

Records in  the Checkbook (CB)
information such as date, check
number, payee and amount. Forward
copies 1-2 of check, DV and supporting
documents to Chief Cashier for review,

Verifies the check against the DV
and initial copy 2 of the check. Forwards
copies 1-2 of check, DV and  supporting
documents to the authorized signatories.

Signs the check and forwards copies of
checks, DV and supporting documents to
authorized counter-signatory.

Countersigns the check and
forwards copies of check, DV and
supporting documents back to the Cash
Section.

218



Respounsibifity Seq.
Area No.

Treasury Division/
Cash Section

Cash Clerk 7

Cashicr 111 : g
9
10

Receives copics of check, DV and FMP
from authorized signatories and forwards
the documents to Cashier 111.

Retrieves CB and ' records the check
relcased in the CB.

Delivers the check for deposit to
employee’s  individual bank  account
number together with the duplicate copies
of the DV and Summary of Net Earmings
(SNE) 1o the servieing bank.

Note:

Accounting Section shall provide the
Cashier a copy of SNE.

The authorized representative of the
servicing bank shall acknowledge receipl if
the check by signing the original copy of
the DV.

File temporarily copies 1-2 of FMP,
duplicated copy of the check. copies 1-2 of
DV and these shall be submitted
Accounting Division for recording. (Refer
lo the Narrative Procedure on Recording of
Payments in the Books of Accounts)

211
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Responsibility
Area

Flowchart

Treasury Division/
Cash Section

Clerk 111

Cash Clerk I1I

Chief Cashier

8]

START

Receives from ; [PV (e 12

| .
Lyl {FMP

- Office of the

Director

T
| i Initials then

) 1 records

-2)

~—

!

Note:

Check shall be prepared one weak
before the payroll date.

Check shall be payable to the name of

i the servicing bank.

Records in %
theCB |

: j Chack (1-2 copies)

W;nw.'ards to | '

I Chief Cashier N

]
3

i isd
i
i

|

g initials

]

—_—

L

{Check (copy 2)
E

5

(+)

L Forwards 10 | [Check (copies 1-2)
the authorized ‘5 DV !

signatories Q %sd ;

SN

"

i | . DV (copies 1-2)
{,] Forwardsto i FMP :
; Cash Clerk
] f
! ‘
; i ; ;cmck(Zcqﬁies)
|—>‘ Prepares | |

)

[ I S A
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Responsibili Seq.
P tity q Flowchart
Areca No.
. : * Check
Authorized Signatory 5 > Signs | E
: \-/—\
Fowardsto | ook L
» counter- oY
 signatory | S~ sd
? ~
|
Authorized Counter - Signatories 6 ’_,‘ Countersigns | |

Treasury Division/
Cash Section

Cash Clerk 7
Cashier 111 8
4]
Note:

Accounting Section shall provide the

Cashier a copy of SNE.

The authorized representative of the

servicing bank shall acknowledge receipt it
the check by signing the original copy of
the DV,

)
'

{ Forwards to
—»  Cashier

| Section
! Check
i L
L—! Receives || i
! N
|
: {Check
! i Forwardsto ! Tpy |
Cashier Il /¢ ! Temp _
~
! N ?
: : —
| =
— Retrieves !
L’ Records in 1 ?Ch"ck
. theCB | ! ’;
i | m
E { Check |
] iDe!iVEFS (fori %DV (duphcate’oqx&s)
| deposiy PLiTene |
SN
1
T — w_ =
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Responsibility
Area

No.

Flowchart

10

&)

F eI

i 1 FMP {copies 1-2)

| Files | ! |Check (dupicated copies)
;L DV (copies 1-2)

~

|
|

b

1 \_/—\
i' —_————
| [ Swmisto A lere e
.y : PRSI I upl
s Accounting Division | | | oneck (Pt

E f i {1 fcopies) !
. or recording L™~ DV (copies 1-2)
5 ™ |
| ‘ 1
Refer to the
Narrative Procedure .

on Recording of Paymentsin! |
the Books of Accounts




SYSTEM NAME: PAYROLL SYSTEM
FUNCTION NAME: REMITTANCE OF PA

Accounting Division/
Operations Accounting Section

Accountant Il 1
Chief Accountant 2
Accounting Clerk 3

Department of Finance/

Secretary 4

Department Manager

Authorized Signatory

117

YROLL DEDUCTIONS.

Activity

Retrieves from files List of Remittance
{LR). Based on the LR preparcs
Disbursement Voucher (DV) in three (3)
copies. Indicates in DV the name and
address of claimant, particular, amount of
the LR and accounting entrics. Initials in
Box A, and “Journalized” portion of the
DV. Assigns DV number and forwards
the DV and LR to the Chief Accountant.

Verifies DV and LR and signs in Box B of
the DV. Forwards the DV and LR to the
Accounting Clerk for submission of the
documents 1o the next signatory.

Records the DV in the jogbook and
forwards the DV to the Department
Manager for approval.

Receives copies 1-2 of DV and LR and
records the same in the logbook. Forwards
the documents to the Department Manager.

Reviews the DV and signs Box A of the
DV. Forwards the DV to the Approving

Official.

Approves DV for payment by signing Box
C of the DV.

{Please refer to the Narrative Procedures on
Preparation, Approval and Release of
Checks.)
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Responsibility Seq.
Area No.

Flowchart

Accounting Division/
Operations Accounting Section
Accountant 11 1

£

Chief Accountant

Accounting Clerk

Department of Finance
Secretary

[}

* ;IR
i Retneve from | 1 ,
Pl Prepare ; :DV {3 copies)
» (basedfrom | ' ;
LR} \/\

i | indicate

information

[
T

-]
<

;i ; Imitialin Box A} DV
+ and “Journahzed“l
' portion

g i Assign DV : EDV |

: number then || |

forward to Chief! |_|
Accountant | !

|Verify and theni oy -
! signinBoxB | | | :
(DV) b

~

’I Forwardto | ipy ;

iy Accounting ! 1 sLR '

il

‘ Clerk ; q r
_—
1
l [ Record and forwardto ;¢
-—v-'lDepartment of Finance for ; |
1 approval

1

——r— e ——T

Receive, record and | E DV (1-2 copk

b
» forward to Department ‘l ELR
Manager ] E

&

At
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Responsibility Seq.
Flowch
Area No. owehart
Yy
i [ Review and sign in Box : ;BV
Department Manager 5 1_’; Athen forwardsto ¢ |
| Approving Official _: |~
i i
Lo . :
. _ L,' Approves for . DV
Authorized Signatory 6 paymentby ¢ ‘

! signing in Box C ! ¥/—\F

+

Note : Refer to the Narrative Procedures on
Preparation, Approval and Release of Checks.
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V.

INVESTMENT MANAGEMENT SYSTEM




121

SYSTEM NAME: INVESTMENT SYSTEM
FUNCTION NAME: INVESTMENT IN TIME DEPOSIT

Responsibility Seq.
Arca No. Activity

At the end of the day.

Treasury Division/

Investment Section
Chief Cashier 1 Based on the daily total collection and

disbursement, prepares Daily Cash Position
Report in four copies. Signs “Prepared by”
portion of the DCPR. Forwards the same to
the Division Chief for review and approval.

Division Chief 2 Receives copies 1-4 of the DCPR. Reviews
and signs “Certified Correct” portion of the
DCPR. Forwards copics 1-3 10 Cash Clerk
for proper disposition. Files copy 4 of the
DCPR. -

Note:

Distribution of the DCPR shall be as
follows:

e Director

e Manager, Finance Department

e Chief Investment Specialist

Investment Section
Investment Specialist 3 Receives copy of the DCPR. Reviews the
. DCPR and dctermines how much fund is
available for investment in Time Dcposit

(TD).

4 Canvasses  from  different authorized
depository banks the rate of time deposit.
Determines the highest ralc.

5 Based on the result of the canvass, prepares
disbursement voucher (DV) in three (3)
copies and Abstract of Canvass. Forwards
the same to the Chief, Treasury Division.
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Responsibility
Area

Treasury Division/
Division Chief

Accounting Division/
Operations Accounting Section
Accounting Clerk

Financial Analyst

Activity

Reviews the documents, and initials in
Box A of the DV and forwards copies -3
of DV and supporting documents to
Accounting Division for processing.

Receives copies 1-3 of DV  and
supporting documents. Retrieves DV
Control Book (DVCB) and assigns DV
number based on the last number
appearing in the DVCB.

Records the foilowing in the DVCB: DV
date and number, name of payee,
particulars and amount. Forwards
documents to the Financial Analyst IT for
DV processing.

Receives copies 1-3 of DV and
supporting documents. Reviews DV and
supporting documents, indicate
accounting entries and signs on the
“Journalized by” and “Examined by~
portions of the DV. Forwards the DV to
the Chief Accountant.

Note:

The numbering structure for DV shall
follow that in the Narrative Procedure for
Processing and Approval of DV.

For accounting entries, refer to Part 1 of
the manual, Illustrative Accounting
Entries.
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Responsibility Seq.

Area No.

Chief Aecountant 10

Accounting Clerk 11
Finance Department/

Secretary 12

Department Manager 13
Office of the Director/

Secretary 14

Director 15

Activity

Verifies the DV and signs in Box B of the
DV. TForwards the DV and supporting
documents to the Accounting Clerk for
submission of the documents 1o next
sighatory

Records in the DVCB the date when the
DV shall be released, retains copy 3 of the
DV for submission to the General
Accounting Section for file and future
reference. Forwards the documents lo the
Office of the Manager, Finance
Department.

Receives the DV and  supporting
documents. Records the documents in the
logbook and forwards the same 10 the
Department Manager.

Reviews DV and supporting documents
and signs Box A of the DV. Forwards the
documents to the Secretary for submission
to the Office of the Director.

Receives the DV and  supporting
documents and records the documents n
the logbook and forwards the same (o the
Director.

Signs in Box C of the DV and forwards the
documents to the Cash Section for check
preparation.

For check preparation and investment in
the books, refer to the Narrative Procedures
on Preparation, Approval and Releasc of
cheek and Recording of Payments in the
Books of Accounts

259
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Responsibility
Area

Activity

Upon approval of the check, the Chief
Cashier shall forward the check to the
authorized bank.

The authorized bank shali issue a
Certificate of Time Deposit which shall
be kept by the Treasury Section and
periodically inventoried by the
Accounting  Division  for control
purposes.

A copy of the Certificate of Time Deposit
shall be attached to the Disbursement
Voucher. T



Responsibili Seq.
ponsibility €q Flowchart
Area No.
START
Treasury Division At the End of the Day
Investment Section ; i
' Prepare based on | [DCPR (4 cop#s)
] L the totals cotlection | |
Chief Cashier 1 and disbursement L/\I
‘ Sign in the "Prepared ; L DCPR (4 ccoais)
Y by" then forward to }
Division Chief i \_/—\i
l
o . | [ DCPR (copies 14
Division Chief 2 Lyl Receive ! e

Investment Section
Investment Specialist

L

‘ Review and signin
»  the "Certified

?MPR §
Correct” \_/J
DCPR (copies 1-3)
Forwardsto i P
Cash Clerk
— 1

| DCPR (copy )

E
g

Distribution of the DCPR
shall be as follows:

- Director

- Manager, Finance

available fund

&

Depariment
i DCPR « Chief Investment
» Receive | Specialist
E
Review and fBCPR
determine E |

ki



Responsibility Seq. Flowchart
Area No.

i‘@nvass from banks
»1 and determine
highest rate
]

I i
L# Prepare as a {DV (3 copies);

[N

result of the A0G :

canvass
|

i !
\_—/—w\_;
Forward to the | DV (3 copiesy
Chief of Treasury} | iAoC
Division [

Review and initial

Treasury Division/ L
in the Box A (DV)

Division Chief 6

Forward o
Accounting

Accounting Division/ Division
Operations Accounting Section

DV {copies 1-3)
sd i

Accounting Clerk 7 Receive

\ Retrieve and
assign DV

number

]
H
H
i
[

— DV (copies 1-5)
{ Forward to
» Financial sd
Analyst Il
L/"\'
) ) DV (copies 1-B)
Financial Analyst : 9 Receive sd

ek
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Responsibility Seq. Flowchart
Area No.
L B
[ OV (copies 1-3)

iy "Journalized by" and 1\%5':'

I“Examinéd by" portions (DV) \/\J

‘ Review and sign in the i '———‘—l

| | Forwardsto : jDV !
Chief || !
| Accountant | L

Note: {

‘The numbering structure for DV shall follow
that in the Narrative Procedure for
Processing and Approval of DV.

For accounting entries, refer to Part | of the
manual, lilustrative Accounting Entries.

l . Lo DV -
10 . Verify and sign in E

. Chief Accountant Box B %
fov ]
L Forward to E ;
R sd
Accounting !
Clerk 3 E
Accounting Clerk 11 l Record date
» of re[ease of
e
i I Retain for j OV (copy 3) E
File | E
,._1 ~
Forward to % ‘
b- Finance Dept. |
Manager :
|
. oV
Finance Department / B L Receive and F—

Secretary record

N

wy A v e
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Responsibility
Area

Department Manager

Office of the Director /
Secretary

Director

128
Seq. Flowchart
No.
)
| ! fov i
| Forward to Dept. l I Isd ‘
Manager | |H! ;
; e
L Review and
13 sign in Box A
(QW

% Forward to the D:‘; p
. Office of the | | | i
Director _L E
‘/_"\.

[ov |
14 Receive and !
record
L Forward to the ov :
Director sd
st
. oV 5
15 Signin Box C o
(DV)
i .
For check preparation and recording of \/,—_\—m——-
investmentin the books, refer to the Forward to Cash ’ﬁ%j__J_E

Narrative Procedures on Preparation,
Approval and Release of check and
Recording of Payments in the Books of

Accounts

Notes:

Upon approvat of the check, the Chief Cashier

I Section

shall forward the check to the authorized bank.

The authorized bank shall issue a Certificate of
Time Deposit which shali be kept by the
Treasury Section and periodically inventoried by
the Accounting Division for control purposes.

A copy of the Certificate of Time Deposit shall
be attached to the Disbursement Voucher.

24

ey
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SYSTEM NAME: INVESTMENT SYSTEM
FUNCTION NAME: PREPARATION OF SCHEDULE OF TIME DEPOSIT.

Responsibility
Area

Accounting Division/
General Accounting
Section/

Accountant 11

Chiefl Accountant

Activity

Retrieves  Disbursement  Voucher and
supporting documents regarding investment
in time deposit and posts the same in their
individual Investment Index Card (11C).
Signs in the “Indexed by” portion of the DV.
Files the DV and supporting documents for
future reference.

Monthlyv

Retrieves 1IC and General Ledger from file
and totals 1IC. Compares total with GL

balance. If not in order, determines
discrepancies and prepares the necessary
adjustments/corrections. If m order,

prepares schedule of Investment in Time
Deposit (SITD) in three (3) copies and
initials. Forwards copies 1-3 of SITD to the
Chief Accountant for signature.

Signs the “Certified Correct” portion of the
SITD and forwards copies [-3 to Clerk III
for distribution.

Notes:

e The SITD shall be distributed as
follows:
Original — COA Auditor
2™ Copy — Director
3" Copy - file

e Monthly, the Accounting and
Investinent Section shall reconcile
investment accounls to  ensure
accuracy of the presentation of the
account in the financial statement.
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Responsibility

Seq.
Flowchart
Area No.
START
Accounting Division/ l
General Accounting Section i Retrieve and post in ;
Accountant 111 1 - the lIC '
E i l
£ - = d H
i Signin the iC i
> "Indexed by" (DV) : | isd |
then file LJ\[
Monthly
l . = i
. Retfieveand { | ————
2 - :
M tominc it E
U |
i \/\i
.»! Compare total
not in order in order
i
h 4
Determine
discrepancies
and make Y 3 )
5 -
adjustments Prepare and SITD (3 copics)
initial
1

Chief Accountant

L Forward to
Chief

Accountant

B

w
—
Y

Sign the "Certified
Correct’ and forward
to Clerk 1H

Notes:

The SITD shall ba distributed as follows:

Original - COA Auditor
2nd Copy - Director
3rd Copy - file

END

Monthly, the Accounting and Investment

Section shall reconclle investment
accounts to ensure accuracy of the

presentation of the account in the financial

statement.

E SITD (copies [1-3)
3
b

[ SITD (copies 1-3)

A

2bb
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SYSTEM NAME: INVESTMENT SYSTEM

FUNCTION NAME: RECORDING O

DEPOSIT.
Responsibility Seq
Area No

Finance Depariment/
Accounting Division/
General  Accounting

Section/

Accountant IIl 1
2

Chigf Accountant 3

Bookkeeper 4

-..---..--..--....-_--.._--_-----_—-_..-_-_-a--..--..--_-_.._.._..-.-

F INTEREST INCOME FROM TIME

Retrieves from file copy 3 of Schedule of
Investment in Time Deposit (SITD) and
determines interest income earned for the

month.,

Prepares JV in three (3) copies to record the
intcrest income earned. Forwards copies 1-2
of JV and SITD to the Chief Accountant for

review.

Reviews JV and signs in the “Certified
Correct” portion of the TV and forwards the
same together with the SITD to the
Bookkeeper for recording in the books.

Records the JV in the General Journal (GJ)
and signs in the JV to signify recording n
the GJ. Files GJ and JV temporarily-

7}/‘



Department of Finance /
Accounting Division /
General Accounting Section
Accountant I1I

Chief Accountant

Bookkeeper
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3]

! Retrieve and
Ly! determine interest

“ %sno (copy 3}
! L
income ! i\_/\

uJV(3cop:es)%

l—v\ Prepare 1! E

I I f

I Forward to the . ¥V (copies 1-3)
, Chief i | SITD
& i

| Accountant !}
— " i

the "Certified
| Correct” and forward |

i

Review and sign in i
i
F

| E—

i
Record in GL ‘ 1‘” i
andsign i | *
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SYSTEM NAME: INVESTMENT SYSTEM
FUNCTION NAME: INVESTMENT IN MARKETABLE SECURITIES

Responsibility Seg.
Area No. Activity

Treasury Division/

Investment Section

Investment Specialist 1 Based on the Daily Cash Position Report
(DCPR), obtains supporting documents
for the purchasc of marketable sccurities
and prepares disbursement voucher (DV)
in three (3) copies. Forwards the DV,
DCPR and supporting documents to the
Division Chief for review.

Note:

DCPR shall be prepared by the Chief
Cashier in three copies to be used as the
basis of the Investment Specialist n
determining how much fund is available
for investment and type of investment to
be used.

Supporting documents shall include:

o Application to subscribe to
Preemptive Rights and/or

o Application to Purchase
Marketable Securities, ctc.

(Forms shall be supplied by
Investment Dealers)

Division Chief 2 Reviews the documents and initials in
Box A of the DV and forwards the same
to the Accounting Division for
processing.

Accounting Division/

Operations Accounting Section

Accounting Clerk 3 Receives copies 1-3 of DV and
supporting documents. Retrieves DV
Control Book (DVCB) and assigns DV
number based on the last number

appearing in the DVCB.
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Responsibility Seq.
Area No.
Accounting Clerk 4
Finaneial Analyst I1 5
Chief Accountant 6
Accounting Clerk 1

Activity
Records the following in the DVCB: DV
date and number, name of payee,
particulars and amount. Forwards
documents to the Financial Analyst 1I for
DV processing.

Receives copies 1-3 of DV and
supporting documents. Reviews DV and
supporting documents, indicates

accounting entries and signs on the
“Journalized by” and “Examined by”
portions of the DV. Forwards the DV to
the Chief Accountant.

Note:

The numbering structure for DV shall
follow that in the Narrative Procedure for
Processing and Approval of DV.

For accounting entries, refer to Part 1 of
the manual, Illustrative Accounting
Entries.

Verifies the DV and signs in Box B of
the DV. Forwards the DV and
supporting documents to the Accounting
Clerk for submission of the documents to
next signatory.

Records in the DVCB the date when the
DV shall be released, retains copy 3 of
the DV for submission to the General
Accounting Section for file and future
reference. Forwards the documents to the
Office of the Manager, Finance
Department.

21°
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Responsibility Seq.
Area No.

Activity

Finance Department/

Secretary 8

Department Manager 9

Office of the Director/

Secretary 10

Director 11

Treasury Division/
Cash Section
Clerk 12

Receives the DV and  supporting
documents. Records the documents in the
logbook and forwards the samc 1o the
Departiment Manager.

Reviews DV and supporting documents
and signs Box A of the DV. Forwards the
documents to the Secrctary for submission
to the Office of the Director.

Receives the DV and  supporting
documents and records the documents in
the logbook and forwards the same to the
Director. o

Signs in Box C of the DV and forwards the
documents to Cash Section for check
preparation.

Records the following information in the
logbook: DV date, payee, amount,
particular. Forwards copy 3 of the DV 1o
the Investment Specialist for recording of
investment in the Investment Index Card
(IC).

Note:

For check preparation and recording
investment in the books, refer to the
Narrative  Procedures  on Preparation,
Approval and Release of check and
Recording of Payments in the Books of
Accounts.

21!
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Responsibility Seq.

Area No.

Investment Specialist | 13
14

Section Chief 15
Division Chief 16
Clerk 17

136

Activity

Upon approval of the check, Chief,
[nvestment Scction shall purchase the MS.
Forwards the MS to the Chief, Treasury
Division for safekeeping.

Records copy 3 of DV, in the 11C.

At the end of the Month.

Preparcs Monthly Report of Investments
(MRI) in two copies, signs in the “Prepared
by” portion of the report. Forwards MRI to
the Section Chicf for review.

Reviews the MRI and signs in the
«Reviewed by’ portion of the report.
Forwards the same to the Division Chief
for signature of the “Certified Correct”
portion of the report.

Signs in the “Certified Correct” portion of
the report and forwards the same to the
clerk for distribution.

Records the MRI in the logbook and
distributes as follows:

Copy 1 - Accounting Division
Copy 2 - File
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Responsibility Seq. Flowchart
Area No.

Treasury Division/
Investment Section
Investment Specialist 1

Division Chief 2

Accounting Division
Operations Accounting Section
Accounting Clerk 3

T DY (copies 1-3)
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! DCPR shall be prapared by the Chisf Cashier in three copios to
be used as the basis of the Investment Specialist in
determining how much fund is available for investment and
type of investment to be used.

Supporting documents shall include:

- Application to subscribe to Preomptive Rights and/or
- Application to Purchase Markeidble Securities, etc.

(Forms shall be supplied by Investment Dealers)
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Area

Accounting Clerk

Financial Analyst 11

Chief Accountant

Accounting Clerk

Flowchart

———
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I The numbering structure for DV shall follow
that in the Narrative Procedure for Processing

! and Approval of DV.
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Responsibility
Area

Seq.

No. Flowchart

Finance Department
Secretary

Department Manager

Office of the Director
Secretary

Director

Treasury Division /
Cash Section
Clerk

Note:

For check preparation and recording
investment in the books, refer to the
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Responsibility Seq. Flowchart
Area No.

Investment Specialist

Section Chief

Division Chief

Clerk

13

14

15

" Upon approval of the check, Chief,

MS. Forwards the MS to the Ghief,
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SYSTEM NAME:  FINANCIAL REPORTING SYSTEM
FUNCTION NAME: PREPARATION OF FINANCIAL STATEMENTS AND
SUPPORTING SCHEDULES.

Responsibility Seq.

Area No.

Activity

Finance Department/
Accounting Division/
General Accounting Section

Accountant III 1

Mo nthlleuarterlleﬁnuaily

Retrieves from file Books of Original
Entries (BOE) and posts the recapitulation
entries in the General Ledger (GL). Files
the BOE temporarily.

Note:
The BOE consist of the following:

Journal of Checks Issued (JCI)
Voucher Register (VR)

General Journal {GJ)

Journal of Collection and Deposit
(JCD)

o Journal of Bills Rendered (JBR)

© 00 C

Retrieves subsidiary ledgers (SL) from file.
Reconciles individual account balances
with the GL.

If not reconciled, determines discrepancies
and makes the corrections/adjustments.

If reconciled, prepares  supporting
schedules.

Note:

Supporting Schedules shall consist of the
following:

o Schedule of Cash
o Schedule of Receivables

218
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Responsibility Seq

Area No.
Accountant 111 5
6

7

8

Activity

Cont. Supporting Schedules

Schedule of Cash Advances
Schedute of Short-term Investments
Prepaid Expenses

Fixed Assefs

Schedule of Accounts Payable
Schedule of Patients’ Deposit
Schedule of Trust Funds

o 000000

Checks correctness of totals of the
supporting schedules.

Prepares Trial Balance (TB) in two (2)
copies.

Note:

At year-end, there shall be two (2) TB
prepared:  the Preliminary TB and final
TB.

Based on the TB, prepares financial
statements (FS) in five (5) copies and
initials Certified Correct portion of the TB
and FS.

Note:
FS shall consist of the following:

o Balance Sheet
o Income Statement
o Statement of Cash Flows

Prepares memorandum for the Director
regarding the submission of the FS and
related schedules and transmittal letter.
Initials on the memorandum.
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Responsibility
Area

Accountant 151

Chief Accountant

Department Manager

Office of the Director/
Private Secretary

Director

Private Secretary

Seq.
No.

144

Activity

10

11

12

13

14

Forwards the memorandum, transmittal
letter, TB, IS and related schedules to the
Chief Accountant for review and signature

Reviews the memorandum, transmittal
letter, TB, FS and schedules and signs on
the “Certified Correct” portion of the 1B
and FS. Initials in the memorandum and
transmittal letter and forwards them to the
Manager, Finance  Department for
signature.

Signs the memorandum and initials the
transmittal letter and forwards the
documents to Secretary for recording in the
logbook and Submission to the Office of
the Director.

Receives  copies  of memorandum,
transmittal letter, TB, FS and supporting
schedules from Finance Department.
Records the documents in the logbook.
Submits the documents to the Director for
signature.

Signs the transmittal letter and returns
copies  together  with copies  of
memorandum, FS, TB and supporting
schedules to the Private Secretary for
recording in the logbook.

Records release of the documents in the
jogbook and forwards the doeuments to the
Finance Department.

2380
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Responsibility Seq.

Area No.

Finance Department/
Accounting Division
Clerk I5

Activity

Receives copies of the transmittal letter,
memorandum, TB, FS and supporting
schedules from the Office of the Director
and records details of the documents.
Distribute copies of the documents as
follows:

Copy 1 — COA Resident Auditor with
copy I of the TB.

Copy 2 — Department of Budget and
Management

Copy 3 — Director

Copy 4 — Finance Department

Copy 5 — Accounting Division file

Notes:

The Chief Accountant shall prepare
comparative Income Statement, Balance
Sheet and Statement of Cash Flows to be
reported in  Management Committee
meetings every month by the Finance
Manager.

The report shall also includes:

o Report of Aging of Receivables
o Accounts Receivable Summary
Report

o Days of Service Uncollected Report
Monthly Inventory Turnover Report
o Ratio Analysis

»  Current Ratio

= Debt Ratio

» Retumn on investment

&)

The report shall also include explanatory
comments designed to direet attention to
important items and to interpret  the
significance and meaning of these ftems.

281

J R L



1456

Responsibility
Area

Department of Finance /
Accounting Division /
General Accounting Section
Accountant II1

Seq. Flowchart

No.

START Monthly / Quarterly / Annually

o Retrieve from file
1 and postin GL

BOE

File

]

Note:

Voucher Register (VR)
General Joumal (GJ}

BOE

The BOE consist of the following:

Journal of Checks Issued (JCI)

Journal of Collection and Deposit (JCD)
Journal of Bills Rendered (JBR)

sL i
2 L»{ Retrieve
Reconcile
if not | if reconcited
reconcited
L
3 Determine
discrepancies !
Schedules

4 Prepare

Supporting Schedules shall consist of the following:

Schedule of Cash

Schedule of Recalvables

Schedule of Cash Advances
Schedule of Short-term Investments
Propald Expenses

Fixed Assets

Schedule of Accounts Payable
Schedule of Patients’ Deposit
Schedule of Trust Funds
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Responsibility
Area

Seq.

No. Flowchart

Accountant III '

Chief Accountant

Check correctness
5 of totals

‘Schedules ‘
Pl Y

TB (2 copies)i

1

Prepare

Note:

At year-end, there shall be two (7B
prepared: the Preliminary TB and final TB.

Prepare’ -
based on TB

Note:
FS shall consist of the following:
Balance Sheet

Income Statement
Statemant of Cash Flows

.| Prepare and Memorandui
initial g

Memorandum
Forwarc_i to the Fransmittal Letter
Chief T8 ‘

Accountant

Review and sign
in the "Certified
Correct* (T8 and
FS) i

10

forward to the
Finance Dept.
Manager

=)
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Responsibility Seq.

Flowch
Area No. chart
B
Sign (Memo} and
initial (TL) and
Department Manager 1 forward to Secretary
Office of the Director ; |Mem°m“qurh ;
Private Secretary 12 Receiveand | ¢ ‘Tr?——“_—‘:.s:mal Leﬁ?
recordthen | “d e ——
" forwardtothe | i |TE
Director | || |Schedules
| N
Memorandum
_ Sign (TL) and ]T?EE—“:'%'_
Director 13 retumn to . !IT‘BFS !
Secretary | \}H Schedules
L
H
Private Secretary 14 Record release of documents|

and forward to the Finance |
Dept. |

]

Department of Finance /
Accounting Division /
Clerk 15

Notes:

The Chisf Accountant shall prepare comparative Incoms Statement,
Balance Shest and Statement of Cash Flows to be reported in
Management Committee meetings every month by the Finance
Managet.

The report shall also includes - Report of Aging of Recelvables,
Accounts Recelvable Summary Report, Days of Service
Uncollected Report, Monthly Inventory Tumover Report, Ratlo
Analysis, Current Ratio

Debt Ratio, Return on investment

The report shall also include explanatory comments designed to
direct attention to important Itams and to Interpret the significance
and meaning of these items

—1

Memorandum
Transmittal Letter

Receive and
record

Distribute

Distribute coples of the documents as follows:

|' ! Schedules

Copy 1- COA Resident Auditor with copy |
of the TB.
Copy 2- Department of Budget and Management
Copy 3 - Direclor
Copy 4 - Finance Department
Copy 5 - Accounting Divislen file
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