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Administrative | Signed check | 2 Releases issued check to | Ackriowledged
Ass:stant VI and bV payee. DV
DV and SDs  Stamps DV and &l DV and SDs
‘PAID" with corresponding | stamp & other
OR number and date info
Adminisirative | Repont of |4 Preparas Advice of Checks | Updated Report
Assistant VI Checks Issued Issuad and Cancellad. [
MASTER COPY |
The use. dinclonurs, repvoduction. modificatan. transfer of the document for any purpose ln any famm

or by any imeans without dpprovil from MTRCS is strictly prohitited, antd maybe subject to disciplinary

ancior fegal sanchons



| VERSION NO - MANUAL TITLE DOCUMENT WO,
opswmous MANUAL | oPmi11.02 \
mmmov
‘ DISBURSEMENTS EFFECTWITY DATE |
DECEMBER 1, 2016
PAGE NO.
11011 |

50 LIST OF FORMS

51 Disbursement Voucher

52  Autharity to Debit Account

53 Obligation Request and Status

54  Report of Accountability for Accountable Forms

55 List of Dua and Demandable Accounts Payable — Advice to Debit
Account

56 Summary of LDDAP-ADAs Issued and Invalidated ADA Entries

57 Advice of Checks Issued and Cancelleg

IPREPARED BY

| sl
LY,

The use. disclosure, repoducton, modmcanon, tranafer of the docurment for any purpose in any form
or by any means without approvs! from MTRCE is strictly prohibifed. and imaybe sutyect ta disciplhinary
andior legal sanctions




MANUAL TITLE DOGUMENT NO.
~ OPERATIONS MANUAL OPM 12.01

['vém" RBION WO,
| 1

CB P ot

DOCUMENT NAME mm"ﬁgt

DISBURSEMENT VOUCHER PROCESSING CEFFECTIVITY DATE |
DECEMBER 1, 2016

1.0

2.0

3.0

OBJECTIVES

11

To define the policies and procedures on processing of all
disbursement vouchers as specified In the referances listed hereunder

1.2 To deschibe in detal and n proper seguence the activities and
procedures as well as the responsible persons involved n
disbursement voucher processing in accordance with the establishad
govemment policies, regulations, and guidelines pertaining to such.

SCOPE

This apples to all disbursement vouchers.

POLICIES

3.1

32

33

Disbursemen! vouchers should be processed in accordance 1o
Government Accounting Manual (GAM) and Commission on Audit
(COA) circutar

Tax should be withheld in accordance to Bureau of Internal Revanue
(BIR) revenue regulations.

All incoming and outgoing documents should be recorded on the
logbook in accordance with the principle of completed staff work.
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Disbursement Voucher Processing

2013

Responsible

Person

Input

Activity

| Administrative
Assistant IIl

B

1. Receives Disbursament Vouchers (DV) from
Cash and Disbursement Unit (CDU),

Output

Fllled-out
ov

1

2 Encodes the DV in the Registry of Allatments
and Natice of Cash Allocation (RANCA)

|

Encoded
DV, updated
RANCA

Accountant 1l

DV

1

=]

1

Verifie

3. VenfiesiChecks the completeness of
signature. of the approving authenty,
correctness of amounts and computation and
supporting documents and signs the OV

endorses the documents to Administrative
Assistant |l for recording in the DV Logbook
prior retuming the documsnts to Disbursing
Gificer |l

Verified DV

|

4 If everything 15 complete and comect, Verfied DV |

Verified DV

Administrative
Assistant Il

S IF an eror is found or If supporting
gocumenis and signature are incompleta,
endorses the documants to Administrative
Assistant Itl for recording in the DV Logbook
prior returning the decuments to Disbursing

Officer Il

T8 Requires the Disbursing Officer Il to sign In

the logbook 1o acknowledge receipl of DV
and supporting documents

Verified DV

‘Updated
Logbook

=
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5.0 LIST OF FORMS

51 Disbursemeant Voucher

52 Registry of Aloiments and Notlica of Cash Allocation

MASTER COFY

mmproduction, modiicaon, franster of the documert for any purpose i.any frm

nrbywmuwxmw Jmmcnummma and trayte subiect 1o disclolnay




. VERZION NO,

T MANUAL TITLE " DOCUMENT NO.
OPERATIOM MANUAL OPM 12.02

’ 0
FILING OF TAX REMITTANCES EFFECTIVITY DATE
DECEMBER 1, 2016

CB FAGEND,

1of4d

1.0 OBJECTIVES

11

To gefine the policies and procadures on filing of tax remittances as
specified in the referances listed hareunder

12 To deswibe in detal and in proper sequence the activiies and
procadures as well as the responsible persons involved in filing of 1ax
remittances in accordance with Bureau of Intemal Revenue (BIR)
reguiations and guidelines peartaining to such.

20 SCOPE

This applies to the filing of tax remittances

3.0 POLICIES

3.1

Tax remittance should be filed on ar before the due date and should
uphold the latest BIR reguiation.

311 Filing on or before 10" day of the following month.

3111 BIR Form 1600 — Monthly Remittance Retumn of
Value-Added Tax and Other Parcentage Taxes
Withheld

3112 BIR Form 1801-E - Monthly Remittance Returm of
Creditabla Income Taxes Withheld (Expanded)

3113 BIR 1601-C - Monthly Remittance Retum of
Income Taxes Withheld an Compensation

312 Filing on or before January 31* of the following year

3121 BIR Form 1604CF - Annual Alphaiist of
Employess shall be submitied

. [wasTen cory
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40 PROCEDURES

41  Filing of Tax Remiftances
Responsible Input Activity Output |
Admimstrative | Report of | 1. Prepares summary of taxes withheid for the | Electronic |
Assistant Il | Check Issued | month and schedule for BIR Form 1601-C. ' copy of
(RCI), Repont ' Summary  of
of Advics 1o | Taxes
Debit Account - Withheld
Issued {suppliers/ |
[(RADAI) employees
| campensation)
and BIR Form
1801-C
schedule |
Accountan! IIl | Electronic 2 Checks the emailed copies of Summary of  Venfisd '
copias Taxes Withheld (suppliers/employaes | efectronic
compensation) and schedule for BIR Form | documents
1601-C
’ Verified 3 Prepares schedule for BIR Forms 1800 and **Genumd and |
electronic 1801-E and remits online. filed BIR Forms
documents 11800, 1801-C,
1801-E,
Payment Form, |
- Tax Remittance
S | Advice
Schedule of BIR |4, Encodes the schedules in Altachments Data | Generated DAT |
Forms 1600 & Entry System - Monthly Alphalist of Payees | file BIR Forms
1601-E Menu. 1800 and 1601- |
E
Generated DAT |5 Emails the generated DAT fila BIR Forms | eSubmission
file BIR Forms 1600 and 1801-E to BIR E-Submission for | Vahdation
1800 and 1601- vatidation |Rapon ’
E
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42 Praparation of Alphalist

Responsible Input Activity Output
Person
Accourtant Il | Eleclronic | 1. Prapares GIR Form 2316 — Cenificate of | Generated
copy of tax Compensation Payment/Tax Withheid of each | BIR  Form
computation employes in BIR Attachments Data Entry | 2316 par
per System. employes.
employee BIR Form
1604CF
Annual
Alphalist  of
Employees
Generated |2 Submits BIR Form 1604CF - Annual | eSubmission
BIR Form Alphalist through online filing Validation
2316 per Report
employee,
BIR Form
1604CF
Annual
Alphalist
Genarated | 3. Submits copies 1o all concamed. | Endorsed
BIR 2316 a BIR Form 2316 - amployes, BIR, file | coples
per copy A . '
empioyes: b BIR Form 1604CF — BIR and file capy.
BIR  Form
1604CF
Annual
Alphatist
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50 LIST OF FORMS
51 BIR Form 1600 — Monthly Remittance Return of Valus-Added Tax and

Other Percentage Taxss Withheld

52 BIR Form 16801.C - Monthly Remittance Return of Creditable Income
Taxas Withheld (Expanded)

53 BIR Form 1601-E - Monthly Remittance Return of Income Taxes Withheld
on Compensation

54 BIR Form 1604CF - Annual Alphalist of Employess
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1.0 OBJECTIVES

i

To define the policies and procedwres on financial stastement
preparation as specified in the referances listed hareunder

12 To descnbe n datal and in proper sequence the actvies and
procedures as well as the responsible persons involved In financial
statemant preparation In accordance with the established government
policies. regulations. and guidstines pertaining to such.

20 SCOPE

This applies to the praparaton of financial statement

3.0 POLICIES

31 Financial Statement shall be prepared In accordance with the
Government Accounting Manual (GAM).

32 Preparation and submission of Monthly Financial Repont should be on
or before the 15™ day of the following month

33 Preparation and submission of Annual Financial Report should be on
ar before February 14" of the following year

34 Al incoming and outgoing documents should be recorded on the

logboolk in accardance with the pnnciple of complated staff work
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40 PROCEDURES

41  Financial Statement Preparation

Responsible

Administrative ]RCI. bv

Assistan Il

Input

Activity

OPERATIONS MANUAL ~ aPM12.03
DOCUMENT NAME i mhmug
sSTA NT PREPARATION .
FIEANCIAL BTATEME 'DECEMBER 1, 20186
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20l 4

|

Accountant Il | RGI DV

1

Retieves the file of Raport of Check |ssued
(RC|) and the lile of Disbursemant Voucher (DV)

2 Prepares pumal enines for the followng in a

monthly Gasis (see eNGAS manuat as guide in
preparation of JEV)

Disbursement Vouchers

Recept of NCA

Tax ramiances

Amontization of Prepaid expenses
Depraciation and Amortization of assats
Consumptions of Office suppiies.
Printing supplies

Payroil for tha month

Fostal Expenses

Liguidation (if any)

Colisction and Depasit for the month

FTTomepanow

oV,

l

Agmirusirative
Assistant Il

RCI,
JEV

RCln
JEV

Dv.

bV,

3

|4

“Checks the correciness of the entmes

RCI,
JEV

DV. |

Informs the Accountant Ill that JEV's are for
approval.

Ranid

Accountant I

JEV

Doubie checks the Joumal entry made.

|..lE\/

Administrative
Assistant |

JEV

JEV

If not cormect, retums o step 3 If cormect
proceads (o stop 7.

JEV

Approves and posts correct Joumal Entries.

JEV

=Y

Ganeratas and pnnis the following reports

a Statemant of Financial Parformance.
b Statement of Financial Positon

. N .
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~ Responsible Input Activity Output
Person R o
¢ Statement of Net AssetEquity,
d Statement of Cash Flow
o Al Joumal Entry Voucher for the month
Trial Balance
JEV 9 Prepares necassary supporting documents for | JEV
the Joumal entnes
Administratve | JEV 10. Affixes signature on the prapansd by portion JEV
Assistant |1 -
JEV 11 Forwands to the Accountant for approval JEV
Accountant Il JEV 12 Double checks the supporling documents JEV
attached
JEV 113 If not compieta retums ta step 9. i compieta. | JEV
proceeds 1o the naxt step
JEV 14 Signs the approved portion and retums to the | Signed JEV
Administrative Assistant (11
Administrative | Sigried | 15. Logs all reports for submission. Signed JEV
Assistant Il (JEV ]
Signed 16. Submits the report to COA and requires the  Signed JEV
JEV parson recaiving it to sign on the recaivad portion
1o acknowledge recaipt
Signad 17 Filas the Accounting Unit's copy Signed JEV
JEV
|Signed |18 If thare (5 an emor on the submitted report | Signed JEV
JEV cotrects the report and ratums to Stap 14,
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1.0 OBJECTIVES

2.0

3.0

11

To define the palimes and procedures on updating of Supplies lLedgar
Card as spacified in the referencas listed hersunder

12 To describe n detal and o proper saquence the actwvities and
procedures as well as the responsible persons Ihvolved in updating of
Supplies Ledger Card in accordance with the established government
policies, re_gulaﬂons arid guidelines pertaining to such

SCOPE

This applies 1o the updating of Supplies Ledger Card in Elactronic New
Governmant Accounting Systam (e-NGAS)

POLICIES

31

32

33

Suppliss: Ledger Card should be updated monthly based on the Delivery
Recaipt from Department of Budge! and Management (DBM)
Procuremant Service and Repont of Supplies and Materials Issued
(RSM) from the Property and Supply Unit.

Supplies Ledger Card should be reconciled annually with the Property
and Supply Unit's record

Generated Journal Entry Vouchers (JEVs) shall be submitied monthly to
Commission on Audit [COA),
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40 PROCEDURE
Responsible input Activity Output
Adminisirative | Delivery Receives the DR and RSMI from Property | Endorsed DR
Assistant IVl | Recaipt and Supply Unit and forwards to land RSMI
(DR}, Accourtant )l for Joumal Entry Voucher
Report of (JEV| preparation
Supplies
and
Materals
Issued
(RSMI)
Accountant lll | Endorsed Receives the endorsed documents and | Generated
DR and prapares and approves JEV in the e-NGAS | JEV
L. g || ——— E—
Generated |3. Altaches the generated JEV in DR and | Acknowledged
JEV RSMI and submits to COA, receipt in
| Jogboak
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50 LIST OF FORMS

51 Reporn of Supplles and Materials Issued
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1.0 OBJECTIVES

11

To provide guidslines and procsdures In recruitment, selection and
placemsnt.

12 To ensure qualified employees are assigned to the different pasitions.

13 Toensure (hat the recruitment and selaction of stafi 18 conductad in a
mannar that is systematic, sffient and effective, whilst promoting good
practice, adopting an approach 1o manpower acquisition and supporting
fully the Board's mandate

20 SCOPE
This procedure applies ta the recruitment salection and placement of qualified
employae

3.0 POLICIES

31 Chapter 3, Titla 1-A Book V of the Administrative Code of 1887 provides
that @ qualification standard expresses the minimum requiremanis of
class positions in terms of education, traning and experience. civil
sarvics aiigiblity. physical fitness and other qualities requirdd for
succassful performance.  The degrea of qualifications of an officer or an
employee shall be determined by the appointing authority on the bas:s of
the qualification standard for the particular position

32 Recruiimenm and Selecton This camponent of the plan ensures that

appointment o any career position in the agency shall be made on the
basis of merit and fitness. Opportunity for loyment is opan to af
empioyeas who possesses the appropriats quallfications for the vacan!
position  In order to atiract the bes! qualfied, however, final selaction
shall be made on the basis of a comparative assessment of all qualified
candwialas who have passed the organizational requiraments and
screaning procedures herein enumerated’

321 Selection of employses for appointment shall be open fo all
qualified men and women accarding to the principle of mernit and

e }
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322

323

324

325

3286

There shall be equal employment opportunity for men and women
at all levels of position in the agency, provided they meet the
minimum reguirements of the pesition to be fillsd

Thera shall be no discnmination In the selection of employees on
account of gender civil status disability, religion ethnicity, or
political affiliation

When a position in the first. second or third level becomes vacant.
applicants for employment who are competent qualified and
possass appropriate civil service eligibility shall be considared for
permaneant gppointmeant.

In addition to the required qualifications, applicants for third level
positions must possess axecutive and managerial competence

Equal Opportunity for Employmant

3261 No disabled persons shall be denied access to
oppartunities for suitable environment

3262 The agency shall prowde qualified disabled employes
o the same terms and conditions of employment and
the same compensation. privieges, bensfits, fringes
benefits, incentives or allowances as a qualified able-
bodied person

33 Qualification Standards  The agency qualification standards identify the
minimum requirements for 2 position in terms of education, traning
expenenca and civil service ehigbility. Only those who possess such
minimum requirements can be considered for appointmant.

34 Selechon Polcies/Procedures Al candidates who possess (ha
necassary qualifications shall undergo a psychological examination and
parsonal interview to be administered by the Personnel Section, in
coardination with the Personnet Seiection. On the basis of the resulls of
screening. the candidate mos! qualfied for the position shall ba
appainted.
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Psychological axam shall refer to the written examination which
measures the psychological disposition and intelligence guatient
of the candidata.

Personal Interview shall refer to the aral intarview of an indivicual
candidate or candidatas for the purpase of measuring thair oral
communication skills and presentation of ideas

QQualified candidates shall be subject to background nvastgation
to validate the Information provided by the candigates. This shall
be documentad in the Background investigation/Verification Form

Publicahon of Vacant Positions

351

352

3.53

Vacamt positions In tha career service shall ba published in
accordance with the provisions of RA 7041 and its implemanting
guidslines.

The published vacant pesitions shall aiso be posied in at least
threa (3) conspicuous places in tha agency for at least ten (10)
calendar days. Other appropriate modes of publication may be
adopted.

The following positions are exempt from the publication
requirement:

3631 Primarlly confidential positions

3.532 Posilions which are policy determining

3533 Hignly technical positions

3534 Other non-caresr positions

3535 Third level positions (Caresr Exacutive Service)

35638 Positions 0 be filled by exsting régutar employees in
the agency in case of reorganzation

Published vecant positions shall not be filled uniess and until
fifteen (15) workings days had eiapsed from the date of
publication. Howavar, this policy shall be dispensed with in cases
of renewal (temporary) appointments (0 further obviate gap In the
sarvices of said appointses
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355 The publication of a8 partcular vacant position shall be vaid until
filled up but not to extend beyond six (6) months reckoned from
the date the vacant position was published.

3586 Appointments lo positions not exemptad from RA 7041 shall
require  prior  publication  Including  renewal (temporary)
appointments  In order to comply with requirements of RA 7041
and to avold gap in the services of the holder (incumbents) of
lemporary appointments, where sppointments ame subject 19
renewal. publication should be done at about two (2) months prior
to sxpiration thareof. '

357 In case of chain promotion anticipated vacancies may be
published simultansously with the existing vacant position/s

36 A Personnel Selection Boars (PSB) for ihe first and second level
positions shall be estabhished with the fallowing campaosition

361 Executive Director ||

362 Chief Adminisirative Officer

3863 Semor Adminstrative Assistant Il (HRU)

364 MTRCB-Employees Association First Level Represantative

365 MTRCB-Employees Association Second Lavel Representative

386 Oncal Dwsion Head of the organizational unit where the
VECANCY 18

37 The PSB members Including aiternate representatives for first and
second leviel positions shall underge orientation and workshop on the
selection/ pramotion process and CSC policies on appointmants

38 Furictions of Personnel Selection

381 Disseminate copies aof the agency Mart Selection Plan (MSP) and
its annexes o all agency personnel after approval thereof by the
Civil Service Commission. An origntation shail aiso be conducted
by the Chiefl Admin Officer and Human Resource parsonnel
within six (6) months upon approval of the MSP.  This onentation
s maant to ensure awarengss and understanding of the Plan A
report on the same shail be submitted o the Civil Service Fisld
Qffice concemed for record purposes

| 5
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