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1. [image: ]RECEIVING AND RECORDING OF BARANGAY FINANCIAL TRANSACTION DOCUMENTS
Barangay Financial Transaction Documents (BFTDs) are submitted to the Accounting Office monthly for the preparation of barangay financial reports.


	Office or Division:
	Office of the Municipal Accountant

	Classification:
	Complex

	Type of Transaction:
	G2G – Government to Government

	Who may avail:
	24 Barangays of LGU Quezon, Quezon

	CHECKLIST OF REQUIREMENTS
	WHERE TO SECURE

	1. Cash on Hand and In Bank Register
	






Barangay of LGU Quezon, Quezon

	2. Cash Receipts and Deposits Register
	

	3. Check Disbursement Register
	

	4. Cash Disbursement Register
	

	5. Report of Collections and Deposits
	

	6. Reports of Collections and Remittances
	

	7. Summary of Checks Issued (including disbursement vouchers, duplicate checks, and complete supporting documents)
	

	8. Summary of Cash Payments (including liquidation reports and complete supporting documents)
	

	9. Copy of Punong Barangay Certification (PBC)
	

	10. Snapshot of Bank Statement
	

	11. Report of Accountability for Accountable Forms
	

	CLIENT STEPS
	AGENCY ACTIONS
	FEES TO BE PAID
	PROCESSING TIME
	PERSON RESPONSIBLE

	1. Transmit the reports.
	1.1.	Receive the
reports and documents.
	None
	10 minutes per transmittal
	Administrative Aide IV (Accounting Clerk I)

	
	1.2. Review the
submitted reports and documents.
1.3. Prepare and
encode the Journal Entry Voucher (JEV).
	None
	4 hours per transmittal
	

	
	1.4.	Review of JEV.
	None
	30 minutes per transmittal
	Administrative Aide VI (Accounting Clerk II)

	
	TOTAL
	None
	4 hours, 40 minutes
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2. [image: ]PROCESSING OF DISBURSEMENT VOUCHER
Supporting documents are reviewed and allotment of obligation is certified.
	Office or Division:
	Office of the Municipal Accountant

	Classification:
	Simple/Complex

	Type of Transaction:
	G2G – Government to Government; G2B – Government to Business; G2C – Government to Citizen

	Who may avail:
	LGU Employees, Suppliers/Creditors, Other Claimants

	CHECKLIST OF REQUIREMENTS
	WHERE TO SECURE

	1. Documentary checklist and routing slip
	Office/Department

	2. Duly approved Obligation Request (for transactions under GF and SEF)
	Municipal Budget Office

	3. Complete documentary requirements (as per COA Circular 2012-001)
	Where applicable

	CLIENT STEPS
	AGENCY ACTIONS
	FEES TO
BE PAID
	PROCESSING
TIME
	PERSON
RESPONSIBLE

	1. Transmit the checklist and router together with complete supporting documents
	1.1.	Receive the
documents
	None
	2 minutes
	Administrative Aide I

	
	1.2.	Review and pre- audit the supporting documents. Forward the documents to the Municipal Accountant for final review and approval
	
	30 minutes – simple transaction (procurement thru alternative modes) (reimbursement, cash advances, and others)
	


Administrative Aide IV (Acctg Clerk I)
Administrative Aide VI (Acctg Clerk II)

	
	
	
	2 hours – complex transaction (procurement thru bidding)
	Administrative Aide IV (Acctg Clerk I)

	
	
	
	1 day – drugs and medicines
	Administrative Aide VI (Acctg Clerk II)

	
	1.3.	Review the
documents and prepare the Disbursement Voucher (DV) and Journal
Entry Voucher (JEV)
	
	30 minutes – simple transaction
	Municipal Accountant

	
	
	
	2 hours – complex transaction
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	1.4.	Record in the
logbook and forward the DV to MTO for
preparation of check
	
	3 minutes
	Administrative Aide I

	
	TOTAL
	
	
	

	
	(Simple Transaction)
	None
	1 hr & 5 mins
	

	
	(Complex Transaction)
	None
	4 hrs & 5 mins
	

	
	(Complex-
	None
	1 day, 2hrs & 5
	

	
	Drugs&Meds)
	
	mins
	



image1.png




image2.jpeg




