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ﬁ ADMINISTRATIVE
= INDIVIDUAL PERFORMANCE COMMITMENT & REVIEW FORM (IPCR) AFFAIRS

PALOMPON INSTITUTE . CHANDIE R. ANOJAN commits to deliver and agree to be rated on the attainment of the DIVISION
OF TECHNOLOGY following targets in accordance with the indicated measures for the period January 2023 - June 2023. OFFICE/SECTION/UNIT:
TABANGO ACCOUNTING
Approved by Rating Prepared by:
Signgture 5 - Oustanding Signature
Name MARIA END 4 - Very Safisfactory Name CH R. JAN ,
Position Head. Administrative Services 3 - Satisfactory Date £
Date 2 - Unsatisfactory v
1 - Poor
ACCOMPLISHMENTS Railng S isce-2 50
> - 2l e -‘;
. 2 > 1) - o b 5T =
= SUCCESS/PERFORMANCE INDICATOR (Pl : 2 = £ — = . Remecrics
S P35 .2 s (P  TARGET ACTUAL ACCOMPLISHMENT | 3 s £ e o A i
; 57 <) PEC g oo 2 g, 0 '-'
CORE FUNCTIONS - 70% Sell|Sup.| Self|Sup.| Selt|Sup.| Self |Sup.

Prepore disbursement voucher on a timely basis - 1 to 3

To prepare the disbursement
vouchers with complete
documentary requirements on

1.1: Disbursement g .
days from the receipt of the complete documentary time Prepared disbursement
:= ucher Preparation and regurements and review disbursement vouchers To review the disbursement vouchers as soon as received L{ ‘ Ll ’7;
prepared by the requisitioning unit vouchers prepared by the
requisitioning unit as soon as
receive

1.Z Payrcll Preparation

Process the payroll on time

For timized Employees - 7th day of the month

For COS/JO - 1 day from the receipt of complete payroll
requirements

For TES/TDP - 1 day from the receipt of complete
supporting documents

To process payroll on time

Processed the payrcll on or
before the cut-off

1.3: Tax Preparation

Compute taxes accurctely ond file tax returns on time
1401C - on or before 10th day of the following month
1600 - on or before 10th day of the following month
0419E - on or before 10th day of the following month
1601EQ - on or before 30 days after the taxable quarter
1404C - on or before January 31 of the following year
1404E - on or before March | of the following yeor

2000 - on or before 5th day of the following month

2316 - on or before February 28 of the following year
2207 - upon payment fo suppliers

To compute taxes accurately
and file iax returns on time

Filed the tax retumns on or
before the deadlines

IPCR Januar: - Jane 2023
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IPCR January - jJune 2023

ﬁ ADMINISTRATIVE
S=re INDIVIDUAL PERFORMANCE COMMITMENT & REVIEW FORM (IPCR) AFFAIRS
PALOMPON INSTITUTE 1. CHANDIE R, ANOJAN commits to deliver and agre2 to be rated on the attainment of the DIVISION
OF TECHNOLOGY following targets In occordance with the indicated measures for the period January 2023 - June 2023. OFFICE/SECTION/UNIT.
TABANGO ACCOUNTING
ACCOMPLISHMENTS Rafing
- e > 2 b - ': :
MEOs SUCCESS/PERFORMANCE INDICATOR (P1) : z 4 P e 0l Remarics”
_ TARGET ACTUAL ACCOMPLISHMENT o e 2 3
‘ , | & = £ z
- =
ICORE FUNCTIONS - 70% Selt|Sup.| Seit [Sup.| Self|Sup.| Seif |Sup.
. Prepare the mandatory govemment contributions on time . . .
1.4 Remiltonce List For Philhealth - 5th day of the month To prepare the;-‘remmonce list Prepotl;e? the retmlft:cnce L., L{ 4 L{ 8 7
p—— For Pag-ibig COS - 5th day of the following month onlime elore cuk-o
Prepare journal entry in the eNGAS ; . jwiirlasid
1.5: Journai Eniry Voucher |For the period 1-15 [on or before 25th day of the month) fh" p’e"t‘;'s ‘;’::s‘;c:;‘n""‘.; ::e Prepared the joumnal entry in lf " 3
Preparction For the period 14-3C (on or before 10th day of the € mon - = eNGAS on or before cut-off L{ L! 7
- eNGAS on time
foliowing month)
Prepare financial reports on time
Bank Reconciliation - on or before 15th day of the
1.4: FAinancicl Reports foliowing month To prepare the financial reports| Prepared the financial reports 4 4
Preparction Liquidation Report - within 30 days from the activity on time on or before deadline c{ Lr 7 Lf
AR Aging Report - to be updated monthly
Poge 20of S
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i ADMIMISTRATIVE
INDIVIDUAL PERFOEMANCE COMMITMENT & REVIEW FORM (IPCR) AFFAIRS
PALCMAON INTTTUTT CHANDIE R ANQJAN commity to deliver and agree 'o be rated on the attainment of the DIVISION
OF IECHNOLOGCY folowing target In accordance with the indicoted measures for the perod January 2023 - June 2023 OFFICE/SECTIGN/UNIT
TARANGD ACCOIUNTING
ACCOMPLISHMENTS
L iel) SUCCTIESS/PERFORMANCE INDICATOR
) ; . ™ TARGET ACTUAL ACCOMPHSHMMI
v Fna : ek - A
'r’*‘ : - Ty . e o4 iiad
ORE FUNCTIONS - TR
o Costwer (1 10 2 days from receip! of complete
Socuments
fapor o' Check Issued
Repor of Agvice 1o Debit Account Issued
Kepor of Collection
-Repor of Cash Disbursement
-Accountagbility Report
-Lertv Zaosh Fung
+ung Utizotion Report tor TES/TDP
Fom Buaget 1102 ipt |
- RS S anetun i — Toreview the reports and Reviewed the reports and

1.7 Review Fincncicl

gocuments)

-Otligation Request Status (ORS)

-Budge’ Utization Regquest Siatus (BURS)

-Budge’ Proposal

A

-Fund Balance, Aliotments, Aliocations, Obligaticns, etc

From BAC and Suppiy Officer (1 1o 2 days from receipt of
-Docuomeniary Requrements to process the payments

finvoces, AOGs, PRs, RFCs, permits, ARS)
-#eport of Supplies and Materials Issued

documents on a timely basis

documents as soon as received

R Januar: - Tune 2023
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PALOMPON INSTITUTE
Of TECNNOLOGY
TARANGO

CHAND ER_ANQJAN

INDIVIDUAL PERFORMANCE COMMITMENT & REVIEW FORM (IPCR)

commils to deliver and agree to be rated on he atlainment of the

folowing tarpet In occordance with the indicated measures for the pedod January 2023 - June 2053

ADMIMISTRATIVE

QOFFICE SRCTIOM /)T

AFFAIRS
oPNsIoM

ACOUNTING

N

1.8 Other Administofive

VN 2 rOuinony Dosk
Review *he cutowh prepored by accounting stof
ran penonne on new undates ond processes

-Answer 10 Clents ‘'emplovees quenes

To petform administrative works [Performed tha tasks a, assigned

|

. 4 4 C 4

Eacitote processing of dacuments like Student s ona roulinury basis (’CCOfdinql‘f l{ 4 L{ 1 Lf
Uatement of Account Clearance Certificate of Net Take
“ome Pav and other certifications

PART 1 - TOTAL . ? /p

: SUPERVISORS 2 et
MFOs SUCCESS/PERFORMANCE INDICATOR (PI) % 2. :
b . RAING i Soxr

e e ——

SUPPORT FUNCTIONS - 30 %

¥ e i e i . - e el Bt i S e W s B B e S e

D I YOS, K S e S S e

e e T L e s it P s

1. EEMPLARY PERFORMAMNCE/BEST PRACTICES -10% -~ = = = = = =~ o R g s

1.1 adiectival Rating in compliance with the following: (with in 6 months)

1.1.1 Tardiness and Urder time

Compliance of CSC and
ins*tute policies and

1.1.2. Attendance

1.1.3. Use of passslips

reguictiocns and cther

.1.4. attendance to flag raising and flag lowering ceremonies

.1.5. nc swiping in before 12:30 pm

1
1.1.6. wearing of prescribed uniforms/ID
1

.1.7. Observance of dress code

Zero Complaint rom Client-10% — ~

AT

2.1. Quaglity of Service

2.2. Speed of Service

2.3. Smiie/Greetings/Fleasant Attitude

2.4. Grooming of Employee

2.5. Cleanliness of Work Area

3.New Initicfives -5% - 7 -

PRI LR ¥ g P .
§ o i 2y P < e < . SO

C-K

3.1. Average rated performance in

all assigned task and designations

3.2. Other Institutional Event/Activities

3.3. Other designations/committee

memberships .

3.A. Perform other relcted functions

r\h JdRAZIdS V\"Vb\c NS

IPCR Januavy - Jane 2023
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mmvnm AL PERFORMANCE CC MMITMENT R REVIEW TORM (IPCR)

CHANDIT R ANQIAN

PO IINCe with

aalasll

o deiiver and agree 1o be mited on he altainment

he Indicated meotu e for the pedod January 2023 - June 202)

il he

AT MISTRAT Y
NET AR
AWM

CFPICE RO IVGM /T

OF TECHNOLOGY folowing forpeh
TABANGCOT ACCONTING
4 Homon Relaliom - ﬂ W I F b X L—C 7/5'1_ -
L 4! Average roted n--"‘ MMAnCe In termis of working relationship with mpc-wm-u ;»m»u lml \uiu mlmqlm f e N W———
PART 2 - TOTAL [.9423
Summary
Part | L-Yo
Part Il . U
Average Rating

DO INTES VENTIONS (Plus Focto’) - Maximum of 2 points y 4 4 1o il . : vl ! § . ﬁaf

Final Average Rating
Adjectival Rating \ /S
ster's Comments onc Recommendations
e Shove ohing ha: beer discussed with ﬁxhee Rater Direct Supervisar Approved by: .
Sgncture I J(l‘lvl A/ Lignature: a Sgnature:
scme of Rotee CHANDIE I.INOJAN Rater/Supervisor:  MARIA G ENDAN Office Head: ?{ﬁum A fEIMS
Fosition Accountar 1l Position: Heod, Acminislralive Services Position: Campus D'«mck.'r
Oate ﬂ?ﬂl& Date: Date:
-0 L

*CR January - Jume 2028
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ADMINISTRATIVE

INDIVIDUAL PERFORMANCE COMMITMENT & REVIEW FORM (IPCR) HFFAIRS
FPALOMPON INSTITUTE I CHANDIE R, ANOJAN commits to deliver and agree to be rated on the attainment of the DIVISION
OF TECHNOLOGY following torgets In accordance with the indicated measures for the period July 2023 - December 2023 QOFFICE/SECTION /UNIT
TABANGD ACCOUNTING
Approved by Rating Prepared by:
Sgnature 5- Qustanding Signature
Na~e 4 - Very Salistactory Name Cc )?f RYANCJAN »,
Fosition Head. AdminkiraTive Services 3 - Satisfactory Date 122
octe 2 - Unsatisfactory ! '
1 - Poor
~ ACCOMPIISHMENTS Rating
s -4 2
S 2 ® >
MFOs SUCCESS/PERFORMANCE INDICATOR (P = c Remarks
3 r Ehs TARGET ACTUAL ACCOMPLISHMENT E 3 2 H
" N 1 e | = E 2
|CORE FUNCTIONS - 70% Selt|Sup.| Seif|Sup.| Seit|Sup.| Selt |Sup.

Prepare disbursement voucher on a timely basis- 1 to 3

To prepare the disbursement
vouchers with complete
documeniary requirements on

1.1: Disbursement days from the receipt of the complete documeritary time Prepared disbursement . 4 F
Voucher Preparction requrements and review clisbursement vouchers To review the disbursement | vouchers as soon as raceived S_ L{ Lf L/- ;7 7
prepared by the requisitioning unit vouchers prepared by the
requisitioning unit as soon as
receive

1.2 Payrol. Preparation

Procass the payroll on time

For Itmized Employees - 7th day of the month

For COS/JO - 1 day from the receipt of complete: payroll
requrements

For TES/TDP - 1 day from the receipt of complete
supporting documents

To proce:sss payroll on time

Processed the payrcll on or
before the cut-off

1.3: Tax Preparation

Compute taxes accurately and file tax returns on time
1401 Z - on or before 10th cay of the following month
1600 - on or before 10th dey of the following month
0619= - on or before 10th day of the following manth
1401 =Q - on or before 30 days after the taxable quarter
16047 - on or before January 31 of the following year
1604% - on or before Marcr 1 of the following year

2000 - on or before 5th day of the following month

2316 - on or before February 28 of the following year
2307 - upon payment to suppliers

To compute taxes accurately
and file fax returns on time

Filed the tax returns on or
before the deadlines

IPCR Taly - Qecember 2023
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TPVATH Ay BERRORRANT E CC MM HENT | $5VTE FORM (1PT R
CRANDLA ANGUAR oo i dalver and agree o be wed or Ba afalnment of he
Bl et B e e An e Wi e e et e e Y e et By 3033 - December X313

e manacton oo vermymen! Contibuhont on e

o hesaort mont™
keport - withun 30 days from the ocCtivity

Aging kepor - 10 De upaciec montily

on fime

on or before deacline

T
:4*- eI . S Sov of The To prepar the remittance list Mpandthocr::::onco . tﬂ
Sagd@ng SO aon of te Tohowing month e betore /|
|
L-PWMIN“-AS |
R R L e panod -1 5 jon o Delare 25 Aoy of the mont™) ”':‘ 'thl;l lonib;f'c:‘ Prepared the journal entry in ‘f 8
e panod 1630 jon or betore 10t day of the . - eNGAS on or before cut-off '7
eNGAS on time
month
WNaNCIal reporn: O iMme
keconciation - on or before ! 5th aoy of the
To prepare the financial reports| Prepared the financia reports 'T
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T T hevew SWCaTS

INOYVIDD AL FERROMMANCE C OMAMITMENT & $5VIEW FORM (1PC 1)
CMANDI & ANOUAN < cwmenis te dabvm and agrea o ba coted on e aftolrement of e

Bolsaing fowpeh s accoedance with tha inole teet ase s S e et uly 2023 - December J023

OPRC R/ NETIOMN /P
AL CONNTING,

Sup. | Seit Sup.

Ecwnkrmtmuw'dwu-b

| IO ety |

A W O TheCh Issoed

Hap o of AdvICe 10 Dabi' ACCoun! Inued
Sapor of Cokechon

sap o o Cash Daburseman!

“ACC Ut bty Report

Sear, Cash Funa

Sunc Utization Report tor ES/TDP

~Oukgaton Request S1atus (ORS)

Bua et Utizaton Reques' Siatus [BURS)
-Bud e’ Fropasa’

B i

Funa Baance Aliotments Aliocations. Obligations. efc

EAC ana Supply Officer (1 10 2 days from re ceipt of
LA aete QUCUMmients)

|+ nose Crder
Locumenary Requreimes s 1C process he payments
frwosces. ADGR. PRy RFQs permits, LARS)

wep of Luppies and Mclenais issved

cwo&-n 10 2 aays Porr receip! of complete

To review the reports and
documents on a timely basis

Reviewed the repor s and
clocuments as soon as received|

4
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Q ADMIMITTRATIV/E
= INDIVIDUAL PERFORMANCE COMMITMENT & REVIEW FORM (IPCR) AFFAIS
PALOMPON INSTITUTE | CHANDIE R. ANOJAN commits to deliver and agiee to be rated on the altainment of the OVISION
O TECHNOLOGY following targets in occordance with the indicated measres for the period July 2023 - December 2023 OFFICE, SECTIOM/UNTT
TARANGO ACZOUNTING
4 Human Relafions - 5% o5l
41 Avergpe roted performance in terms of working relationship with supervisors, peert and subordinates o~ |
PART 2 - TOTAL g . C{Z}
Summary:
Part| - ¥l
Part il | -472 %
Average Rating .L/ . ’z/g
ADD: INTIRVENTIONS (Plus Foctor) - Maximum of 2 poinfs - ' '
Final Avercige Rating &
Adjectival Rating v >
Raoters Comments and RecommendcﬁonM
The cbove rating has been discussed wqﬂ mgéﬂee ; Rater Direct Superyisor Approved bv:
Signature: Signature: - Signature: E ; § LFA\\
Nome of Rotee: CHANDIJ R. ANOJAN Rater/Supervisor:  MARIA ABENDAN Office Head: Ul fmts‘
Position: Acgpuntant | Position: Head, Administrative Services Position: Campus Director
Date: Date: Date:

§135123
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