OFFICE OF THE VICE PRESIDENT

FOR ADMINISTRATION & FINANCE
Visca, Baybay City, Leyte 6521-A Philippines

Phone/Fax: +63 53 563 7108 Local: 1002

Email: ovpaf/@vsu.edu.ph

Website: www. vsu.edu ph.ph

16 September 2022

MEMORANDUM CIRCULAR NO. 6

Series of 2022
T 0] 3 ALL Concerned
R E : Signatories of Financial Transactions

This is to reiterate the proper signatories of financial transactions and its threshold based on
OP Memorandum Circular No. 46 dated June 26, 2002.

Purchase Order, Payrolls, Vouchers:

50,000 and below - Director of Finance

50,001 to 150,000 - Director for Administration

150,001 to 250,000 - Vice President for Administration and Finance
250,001 and over - President

Purchase Request, RIS, Itinerary of Travel including Liguidation:

5,000 and below - Unit Head

5,001 to 50,000 - Deans or Directors of the requesting office
50,001 to 250,000 - Vice President of the requesting office
250,001 and over - President

Please be guided accordingly.

DANIEL LESLIE S. TAN
President for Administration & Finance
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