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b. The approving officials in item 1.7 above for checks

Note: The olc shalr be the one to @untersign the LDDA?-ADA prepared fot payment.
1.9. PAYROLLS-BOXA

a All Salariey Wages/ Honoraria/ Benefits/ Bonuses CAO 2 - Chief AO HRMO
b. All Scholarshipsi/ Due to students Scholarship Coordinator Oirector, OSSD

1.10. PAYROLLS - BOX B (fund avaitabitiry)

1.11. PAYROLLS - BOX C (approving payment)

1,12, OFFICIAL LETTERS AND REPORTS

Accountant lll

President

President

Accounlant ll

OIC President

OIC President
2- The ALTERNATIVE SIGNATORY enjoys full authority and responsibility and can always

exercise said authority when called for such as when the signing officer ls not available at
the time of need or when the signing ofiicer waives his right t6 sig-n or is bound by conflict of
interest to do so.

3. The delegated authority comes with responsibility. The signing official is hereby reminded
that they take full responsibility for their actions/ decision! oistamping their signature of
conformity/ approval. To emphasize this point, signing/approving officia-is must flace their
respective FULL NAMES in the pR/ po/oRs/ DV/ cHEcKS either by typing, handwriting of
using a ready-made stamp, before affixing their signatures

4. The University President reserves the right to velo/ revoke approval already given by the
authorized officials when circumstances so dictate such as when the interest of the
university is at stake or it is necessary to avoid potential pitfalls arising from the action.
Thus, the designated/ authorized officials are instructed to ensurJ proper and full
compliance with procedures, university rules and regulations and government accounting
and auditing rules before attaching their signature.

5. The DEPOSITORY BANKS of the university are hereby requested to honor the signatures
of the designated officials hereof. The designated/ authorized officials to approve vouchers
and countersign checks are also instructed to undergo requisite processes with the
depository banks and prepare/ secure the paraphernalia they need in the performance of
said function.

6 As a ready guide, the flow-chart below is provided to serve as guide in the processing of
financial transactions with the end in view of complying with the frovisions of COA Circutar
2006-003 dated January 31 , 2006 (see Fig. 1 below).

7. ln all procurements and procurement related transactions, The IFSU procurement
Guidelines, office order No. 2, s. 2015 and coA circular No. 2006-003, dated January 31,
2006 must always be followed at all times.

8. The responsibilities of the heads of offices are reiterated as follows:
8.1. The Head of the Requesting Unit (Approving official for pR) shall certify on the

necessity and legality of charges to appropriations/ allotment under his/her direct
supervision and the validity, propriety and legality of supporting documents.
Specifically, they are to ensure that said request is in the App;

8.2. The Head of the Budget Unit must certify the availability of allotment and obligations
incurred in the Obligation Stip before singing the Box B of the OS;

8.3. The Head of the Budget Unit must maintain Registries of Allotments and Obligations
(RAO) under the Manual on the New Government Accounting System and/or Rigistry
of Budget and Utilization. She is to regularly update the record and inform the ,aiioui
units of the balances of their appropriations.

8.4. The Head of the Accounting Unit must certify the availability of cash and completeness
of the supporting documents in the DV;

8.5. The Head of the Accounting Unit must also prepare the Daily Cash Position Report to
be submitted to the University President.

9. For purposes of checking accountability, the Budget and the accounting Units shall stamp
the date of receipt on the face of the OS and DV forms.

10.This Office Order supersedes and revokes previous
effec{ immediately and shall remain in effect unless
authority.

issuances related thereto. lt takes
terminated /revoked by competent

YON, Ph.D.
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