VISAYAS STATE COLLEGE OF AGRICULTURE
Baybay, }eyte

OFFICE OF THE PRESIDENT

September 18, 1995

Memo No.111
Series of 1995

T 0: All offices, Centers and Departments

SUBJECT: Moaifigd Procedures in the Processing of Vouchers and
Other Financial Documents

Effective immediately, the modified procedures in the processing
and approval of financial and related documents indicated in Attach-
ment A and the general flow chart indicated in Attachment B shall be
adopted: :

1. Among the features in the modified procedures indicated in
Attachment A and Attachment B are the following:

a. Preparation/certification of financial documents -

a.1. Preparation and initial certification of payrolls and
other claims for regular staff are to be done by
HRMDO/Personnel Office (initially with the assistance
from the Accounting Division).

a.2. Preparation of payroll for student labor/stipend
shall be done by OSA/OGS/VLHS.

b. Approval ofvfinancial documents are delegated to the
following officials:

b.1. Payrolls, vouchers, POs and other claims ”
b.1.1 Fin. Mgt. Officer -"P 30,000 and below
b.1.2 Adm. Officer V - P 30,001 - P 60,000
b.1.3 VP for Academic Affairs- P 60,001 - P150,000
(academic, except a.l)
b.1.4 VP for Administration - P 60,001 - P150,000
(non-academic, including a.l)

b.2. TEVs (Appendix A) and RIVs
b.2.1 Head of office/unit - P 5,000 and below
b.2.2 Director/Division Head - P 5,001 and above

b.3. PJR and Cash Advances : - to be approved by
the President or his authorized representative

¢c. Approval of appointments for casual, contractual, and
emergency workers, including the application for materni-
ty leave is delegated to the Adm. Officer V.
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d. Approval of vacation leave, sick leave and travel (except

office heads) are delegated to the following:

d.1.1 Head of office/unit - 1 day

d.1.2 Program Director/Division Head - 2 - 5 days

d.1.3 Administrative Officer V - 6 - 10 days

d.1.4 VP for Acad. Affairs -11 - 20 days
: : (academic staff)

d.1.5 VP for Administration -11 - 20 days.

(non-academic staff)

e. Travels of program directors/division heads and Vice
Presidents shall be approved by the College President,
while travels of other office heads not exceeding 20 days
shall be approved by their réespective Vice Presidents.

f. Terminal leave and study leave shall be approved by the
College President.

The Chairman of the Committee on Bids and Awards/Chief SPMD
shall make the necessary recommendation before submitting the
Purchase/Job Orders to the approving official.

All provisions in Memo No. 201 dated September 28, 1993 which

are not modified in this Memo shall continue to be enforced
as follows:

a. The wuse of purchase/job request form shall be adopted
when making request for purchase and/or job.

b. With the exception of the Accounting Division which is
given a maximum of 3 working days, all other offices
shall act within 1 working day upon receipt of the
papers for processing. Office action shall either be in
a form of official’s signature or notation/listing of
deficiencies.

c. For non-favorable action due to missing requirements a
complete listing of deficiencies shall be done by the
office concerned before returning the papers to the
requesting party.

d. The Financial Management Officer and her staff are
encouraged to conduct a periodic seminar to all concerned
staff regarding the faithful 1mp1ementat10n of this
Memo. '

item or provision 1in the previous Memoranda that is incon-

sistent with this Memo is hereby repealed or modified accordingly.

cCC:

Please be guided accordingly.

ydeid
SAMUEL S. GO
Presiden;

All Dept./Office/Center Heads
Records

File




'SH'IA/SDO/VSO £q suop 3q [eys spudns jo
uoneredalg vsO e paredaid aq [eys sfoxked 1oqeyuspys [V

4 wapsg

oy Aq 10 ferogjo Sunoxdde 1aydmy pxau o Aq paaordde
9q Ued JUaUI0p A Guasqe St p21edafep [EIOGJO S USYAL

| ‘umepo 3o jumoure pue sjuswnoop Surioddns Jo ma1AR1 B SAPNIOU]

Jooyos YBrH Aiopeioqe] VOSIA
/I00YdS 21ENPRID JO 30TIO
/SRR JUSpTS JO 39950

(orursproe-uou)
000°0ST-d - 000°09d
- UonjenSUNUIpY 10§ JA
(onuspeoe)
000°0$1 d - 10009 d
- SIEV ONuspedsy 10j dA
00009 d - 100°0€ d
= A I0JO 2AQENSTUTWIPY
MO[Rq PuB T00°0€ d
- 120930 1B % [BOURUL]

uonemdald B¢

eaoxddy pg

. spuny Jo AMIqeIeAY 8y} 0} se A1 0, 97

pusadns/toqe] Juaprys 10J s[oIAed ‘€

JUBJUNOOIY JIT)
jun) Bugsenbay Jo pesH [elogyO Sugsenbay se udis oL 7
*J5pI0 U 2Ie Puuosiad : . saakordms AousBIauIs/[eryoenuod/[ensed
Jo surepo Jo/pue [orked 3 jeu AJuIso [reys OV/AHR[D 102 yun Sugsonbay uoneredald ®T JO SwITe[d 19O pue S[IKe] T
000051 d - 10009 d
- UORensunupy 10y dA
000°09 d - 100°0€ d
. = A 130JO SAQRRSTUIUIPY
X Juapisald
s ap £q 10 Teroggo Sunoidde 1ayBng jxeu oy Aq paaoxdde MO[eq PUe 000°0€ d )
. 2q UeD JUSWINOOP U} JUSSqE ST Pajeda[ap [EIIJO A UG, - 12090 18N % [EloUeUL] reaoiddy Pl
; ‘e _
JO Junoure pue sjusumoop Surioddns Jo MaLARI B SIPT{OU] JUBJUNOODY JOTYD) spun.j Jo ANIqe[leAY 9 0} e AJIa0 O, *0']
Y uoTenSIUIIPY 105 dA e Sunsenbey se udis o1, ‘q’1 | - s[eIoggo 2391100 Jo
“I9PIO UI ore [autosiad © puRIouoy % VLV Surpnjoun ‘ges emdal
Jo surrepo yo/pue fjoiked ayy yeu AnIao [leys 10391] OUWHH OUNIH/2HO [PUU0sIDg uoneredag ®[ JO SUIE[> JSYH0 PUB SISYONOA ‘S[0IAed |
SyIewYy DYO/EPIJO PIUIDUC)) suonay saenanIeg
SINTNWND0Ad A0 QZHmwﬁUONm

V Jumompeny

-




“351JO JXaU S} O} SJUWINIOP S} SUISEIAI 210529 uoniod feaoxdde ay udis [eys eggo suaoidde au “aures sy a1e seojo guiaoidde pue Bunsanbai s J1 1

S2JON

ueumrey) VIO 0d Jo [ea0addy Surpuowrmiody v'9
(uppiq
[enjor 210J0q SAEP G 15e9] ¢ PATOU 2q 07) aAREISAIdAl VOO ‘ )
pue s1oppiq Jo souasaid oy ut AqeIjald vdao spig pafees Jo uoneneag pue Sunado ‘€9
ueuureyd VeO ampayos SuIppIq JO JUSWIBdUNOULY "Z'9
"spury Jo Aiqerreae _
i 03 UOISIAL( BURUNOOOY 3IA JBUPIOOD TIEYS QAdS paseyomd 2q 0} S[ELJRW JO UOREPIOSUCD 19 uonenogeN/BuIppig onqnd ysnomy sseyamd 9
- peeH (INdS 0d 3o feaosddy Surpusunuoday y's
sanejuasaidar NDI
; : 30 aouasaxd oy ut peaH (TS spiq popess Jo Bunado "€'S
‘(IS WO} UONEZUOYINE YIM JO/PUE SISBI KouaBrours
AJoUIANX® IOPUN PAMO[TE 3G AvUI JEIS STY J0 JouonIsmbay puuosiad QWIS Buisseaue) 7'§
‘aAnRjuasaldal : .
pazZUONE STY 10 JUSPISaLd oY Aq poaoxdde aq o, seuogismbay (1sonbay qof/eseyomd) Urd 1° aseyomy Asusdrowy ¢
© 2p0qE puB [00°S d
. juapisaid o) Aq - peaH UOISTAI(H/I030I(]
10 [eroIgo 13y xau 3 Aq 10 DIO STY Aq pasoidde 2q MOfRq pue 000°S d
Ueo JUSWINOOP A1) JUasqe ST PajeSa[ap [PILJO ) USUM ~I0JUB)/20JO/JTUN JO PBIH paoiddy Py
“WTeo JO JUnowe
o pue sjueumoop Sunioddns jo matadl € SIPR{AU] JUBJUNODY JOTYD spury Jo AJTIqeieAR 0} se AJRI20 O, Y |
spuny pazieNuao o) paBreyo 31 - WI0) oURUL] ST JO URULIPYD) .
spumy payo][e 19y} 0} PBIeY J] joalo1d/123U20/203OATUN JO PESH feroggo Sunsanbal se udis o1 ‘qy
‘IopIO Ut 918 sysonbaysuirepo/foiked ; : “SJUSINOOP
alp yeu AJTeo [reys Jum o) Jo OV 10 I2]0 JOTUSS 1@juR0run/2orgo Sunssnbay uoneredaly ey gurroddns 0G0 pue SATY (v xipuaddy) SAAL ¥
syieway] DWO/EPYJO PIUINDUOT) . suony saenanied




(uuapooD yvds
i | romuspoov-uou yaa) |
‘| oooostd |

0009

i B fprreer B
-100°0¢d
/ Mo[aq ®
| 0000 | |
=

/\ e cssstsssrersestitcr et

—

| Odyands |
i PO/

SIOPIQ sseyomy  9'

RN RT et er st ads e e iRagl ot nel e duE Guv s e BiT airnh Ry n e olin s nnan b Ui o va e sk oo SOl s s sRns S e R B S S - S e - g S A0 A SR s S Sy S R B

rEnded ® JOOW Jo Jusuiked ¢'|

wpsery. VVAA | o
| 9Boj0D | ygA | SAmemsmmupy:

ON.I wvaom ‘A PeaH 1)

01190 DNIAONAY

(D1 woy |
i oouejsisse
i pm) 20O
i Sumunosoy |

Topea]
oreasay

i Jopmay

| uoneredarg |

m SAVINOLLIVA

€ Tuounpeny

LIVHD MOT4




soroxddy - @ SogWI) - SPUSWILIONS Y SUTig - soredaid - @

g (v xwpuaddy) sAHT, 22

.....................................................................................................
$ o PRt tal b S S LD A L TTE PR ER 3 (RS SR St FENRR SERea e g v (R L, IR 1 I

: m 2 iR - 000%d m
y " . Buppig .
: —lﬂ»oﬁl \ (NdS : Iosn-puy juswsmooxd ulog 10

N\l B ‘ R _ﬁ S < o 300} U pattres juswidmba

b pue speusjeut ‘saddns jo
MO[eq A m douensst 8y) 10J uomrsmbay |7
Yo

A

¥ 000°¢a

H . $ { $ H
H ’ H : i :
i H . . :

’ H H ¢ : $
. M H ' ]
: : 2 1 : '
: H : H : 3 ;
: H : { : : :
i : : H i ' H
i ¥ H H $ : :
: H ' H H H
. . . g 4 &
. H H H ' $ H
H : " $ { { :
H § 3 g H : :
: H H 3 : : :

(v xwpusddy) SATL® SAId T

i L meer
HSVD | JUSPISal ] | VVdA 12390 . ONd | H ZQ PESH U | (qprusoy | omossy | Uomerdarg |
P OBoMIOD | WA | PAReRsuIpY: | /03021 i ooupssse | NS o | w
" ) | memorg] WO | e | VSO R0 m SAVINDILAVd

ke i B L joavat [ ey O

il 401440 ONIAONAAY ey . o |
& woumeny | L | LAVHD MO'Td

]

. S I




sar0iddy - SagRIR0 - SPUSUNLIOSY /SUBIS - soredald - (§)

P < S 7 < : g | orvo] Apug/erse pumnaL, 77

.Nogvaom-:oé (oruspeoe) : i i
sUpOzoAOqe | SASPOZII i SAWPOZ-TI | sepor-9 | shepgeg Aep | ONNH | " | Aed ot 0 IS/ 17

mwAI|%A||?A P < mem P <= < & <— § ey

mw < : Sre ﬂm < < g uoneudoxdde afafjo) e
B frergoRsuO ense)) 'Y
- b et - A gy
" o i i i i | b SIOYEJA SANBNSTUNUPY ‘¢

—
juopIsald - | j . WOWO | - SPESH "AIT | peopy yup) | 3 i uonemdaly
OWO:OO VdA <<A~> u>unbm.§=8<m O i jIopon(y $ i vnmzw”wﬂmw i ands :\vouﬂum”u.m : :

$ 2 0 i m
. wesBory i - mm)sogo | VSO Sunsonboy m
| ‘Supumosoy | JOSWNMH &) Tl ]

SYVINDILAVd

HDLLI0_ONIAOHAAY | | |
€ JuowyoRnY . . LAVHD MOTd

-

-y

y




seaoxddy - QP mvﬁggm. S 8!-@
onﬁvuo?:o:v @Eu v.
s&ep 0 aaoqy WA sAep 0Z-11 ; asow«m i skepor-g | sepsz | Aepy
GTQAIIQTI.QF i I = TR & o<+— F Putosiod s ¢
;
?asésa (omuspeay) |
0Z 3a0qy | MO1%q ¥ 34 07 | mojeq G-h-vou.

T AJ., P2 € 5T <+ g SPest ) 7'¢
.........---.......--...M ...................................... .m"-.......-..---..-:.J..-...-..,.-«---... ..................... m...-,---..‘.-.......J.................-..”.....--...-.......... .................... "m ................... “ .....................................................
T < ' m SIU3PISII-0d1A 29 speayy

_ : ; i X | UomIIsIOpanG weiBosg [
a1l g
............................................ ..Mn... .....-...-.n.i“h"....‘...y............wr'.u....-.....-»........‘y..-.:-....'.-...m.-........5..--...‘..1.:....-........W......-..-..........W.....l..v..-.v-....mm.....:.-.........-..“m.....:.--.‘.........-..,.........«.....,........n..
3« e @ |

JuopISal] |

speopy miq
| wesdorgy

BIgGO

/VdA mamnpy

 VVdA O

983[100)

i PesH HED So_ woy
/O m. i

i) sogyo

mozmo OZ;OMEA?\

SAVINIILLIVI

i 8ugunoosoy

€ Juounyseny

N

.Q"

v L3

LIAVHD MOTd




