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NAME OF SEVICE

EXTERNAL SERVICES

TOTAL FEESTOBE TOTAL PROCESSING

PAID TIME

PROCESSING OF CLAIMS-FINANCIAL
ASSISTANCE TO SENIOR CITIZENS,
PWD, SOLO PARENT AND AIFCS

None

15 minutes

PROCESSING OF CLAIMS-PAYMENT
FOR PROCUREMENT THRU PUBLIC
BIDDING(GOODS)

Nonn

1 hour, 15 minutes

3.

PAYMENT OF ADVANCES TO
CONTRACTORS OR PROGRESS
BILLING FOR THE PROCUREMENT
THRU PUBLIC BIDDING (FOR INFRA
AND CONSULTING SERVICES)

None

2 hours, 10 minutes

PREPARATION OF ACCOUNTANT’S
ADVICE FOR LOCAL CHECK
DISBURSEMENTS

None

5 hours, 10 minutes

ISSUANCE OF CERTIFICATION OF
COLLECTIBLE FINAL PAYMENT
(Annex C)

None

15 minutes




Republic of the Philippines
Province of Bohol

y MUNICIPALITY OF TRINIDAD

EXTERNA
GERVICES

i thehe

07 0d’ a7



Republic of the Philippines
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PROCESSING OF CLAIMS-FINANCIAL ASSISTANCE TO
SENIOR CITIZENS, PWD, SOLO PARENT AND AIFCS

The Local Government Unit of Trinidad, Bohol recognizes the vulnerable groups in our
community, including indigents, persons with disabilities (PWDs), senior citizens, and solo
parents. In support of these groups, the LGU provides annual financial assistance on their
birthdays and medical cash assistance to indigents during times of illness, ensuring their
well-being and inclusion in the community.

OFFICE/DIVISION OFFICE OF THE MUNICIPAL ACCOUNTANT

CLASSIFICATION Simple

TYPE OF TRANSACTION G2C - Government to Citizens

WHO MAY AVAIL LGU-Trinidad Residents who are Senior Citizens,
PWD, Solo Parent or indigents

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Case Summary, 1 original copy Office of the Municipal Social Welfare and
Development Officer
2. Certificate of Eligibility, 1 original | Office of the Municipal Social Welfare and
copy Development Officer
3. Valid ID, 1 photocopy
4, Certificate of Indigency, 1 original |Barangay where the claimant is a resident
copy
5. Obligation request slip, 1 original | Office of the Municipal Budget Officer
copy and 1 duplicate copy
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Visit the Office |1.1 Conduct interview 5 minutes

of the and prepare
Municipal DV/PCF for the
Social Welfare Financial
and assistance to
Development Senior Citizens,
Officer. PWD, Solo Parent N/
and AIFCS and i\
Forward the same VICKY E. CAJES
to the Budget Municipal Social
Office. Welfare and
Development
Officer
Office of the
Municipal Social
Welfare and
Development
Officer
1.2 Issue Obligation None 5 minutes

request slip and
forward the for the
Financial
assistance to
Senior Citizens,
PWD, Solo Parent
and AIFCS to the B i< \
accounting office. MEDINA B.

MACUA
Municipal Budget
Officer
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Office of the
Municipal Budget
Officer
1.3 Receive, review None 5 minutes
and forward the for
the Financial
assistance to
Senior Citizens,
PWD, Solo Parent
and AIFCS to the
Municipal hoiei | i
Treasurer’s Office. DANNILYN B.
- MILLANA
Administrative
Aide |
Office of the
Municipal
Accountant

< LS

L
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& < &

SHERYL D. CELO
Municipal
Accountant
Office of the
Municipal
Accountant
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MUNICIPALITY OF TRINIDAD

PROCESSING OF CLAIMS-PAYMENT FOR PROCUREMENT

THRU PUBLIC BIDDING(GOODS)

The Local Government Unit of Trinidad, Bohol strictly adheres to the provisions of the New
Government Procurement Act (Republic Act 12009) in conducting public bidding for
procurements above the prescribed threshold. For the procurement of goods, the LGU is
responsible for releasing payment to the winning bidder or contractor upon the satisfactory
delivery of the goods, ensuring compliance, transparency, and accountability in government
transactions.

OFFICE/DIVISION

CLASSIFICATION Simple

TYPE OF TRANSACTION G2C - Government to Business

WHO MAY AVAIL Suppliers/Contractors with awarded projects by
LGU-Trinidad, Bohol

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Approved Annual Procurement BAC/BAC Secretariat
Plan, 1 photocopy
2. Approved Contract supported by |BAC/BAC Secretariat/submitted documents by
the following documents, 1 bidders during public bidding
original copy:
e |nvitation to Apply for Eligibility
to Bid
e Results of Eligibility
Check/Screening
e Bidding Documents
enumerated under RA 12009
e Minutes of Pre-Bid Conference
(for ABC 1m and above)
e Bidders Technical and Financial
Proposal

er3s
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e Minutes of Bid Opening

e Abstract of Bids(As Read and
As Calculated)

e Post Qualification Report

e BAC Resolution Declaring the
winning bidder

e Notice of Post Qualification

e BAC Resolution recommending
approval and approval of the
HOPE of the Resolution of the
BAC recommending award of
contract

e Approved Purchase Order

e Performance Security

e Detailed Breakdown of ABC

e Detailed breakdown of
contract cost

3. Advertisement of invitation to BAC/BAC Secretariat
bid/request, 1 original copy:

e Newspapers clippings of
advertisement (ABC 10m and
above for goods

e Printout copy of
advertisement posted in
PHILGEPS

e Certification from Head of BAC
Secretariat on the posting of
advertisementin 3
conspicuous places

e Printout copy of
advertisement posted in
agency website, if any

MPA ¥
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Documentary requirements under
New Government Procurement Act
Or RA12009, 1 original copy

BAC/BAC Secretariat/submitted documents by
bidders during public bidding

Minutes of Pre-procurement
conference for projects costing 2m
and above for goods, 1 original

copy

BAC/BAC Secretariat

Bid Form

BAC/BAC Secretariat

Checklist of eligibility
requirements with corresponding
supporting documents as
enumerated in the checklist, 1
original copy

BAC/BAC Secretariat/submitted documents by
bidders during public bidding

Checklist of Technical and
Financial Requirements with
corresponding supporting
documents as enumerated in the
checklist, 1 original copy

BAC/BAC Secretariat/submitted documents by
bidders during public bidding

Bid Evaluation Report, 1 original
copy

BAC/BAC Secretariat

10.

Post Qualification Evaluation
report, 1 original copy

BAC/BAC Secretariat

11.

Printout copy of posting of
Approved Purchase Order/
Contract of award in the
PHILGEPS, 1 original copy

BAC/BAC Secretariat

12.

For LGUs, as per COA
Memorandum No0.2014-014 dtd 4-
22-2010, authorization by the local
sanggunian for LCE to enter into
contract in case of, 1 original copy:

Office of the Sangguniang Bayan

i thihe
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e Reenacted budget: for new
contracts entered into by LCE

e Regular enacted budget: for
projects in generic terms and
for purchase of goods and
services which are neither
specified nor encompassed
within the regular personal
services and MOOE

13. Evidence of invitation of three BAC/BAC Secretariat
observers in all the stages of the
procurement pursuant to Sec
13.1 of Revised IRR of RA9184, 1
original copy

14. Request for purchase of Requesting Office
requisition of supplies, materials
and equipment duly approved by
proper authority, 2 original
copies

15. Certificate of Exclusive Contractor
Distributorship, if applicable, 1
original or photocopy

16. Samples and Contractor
brochures/photographs, if
applicable, 1 original copy

17. Dealers/supplier’s invoices Contractor
showing quantity, description,
unit and total value of purchased
goods duly signed by the dealer
or his/her authorized
representative and indicating
receipt by the proper agency

MPA ¥
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official of items delivered, 1
original copy

18. Result of Test analysis, ifany,1 | Contractor
original copy

19. Tax Receipts from the Bureau of |Contractor
customs/BIR indicating the exact
specifications and/or serial
number of the equipment
procured by the government as
proof of payment of all taxes and
duties due on the same
equipment, supplied or sold to
the government, 1 original copy

20. Inspection and Acceptance Requesting Office
Report prepared by the
department/Agency property
inspector and signed by the
Head of Agency or his/her
authorized representative, 2
original copies

21. Acknowledgement Receipt for Office of the Municipal General Service Officer
Equipment (ARE), 2 original
copies

22. Inventory Custodian Slip for Office of the Municipal General Service Officer
items with serviceable life of
more than one year but small
enough to be considered as PPE,
2 original copies

23. Invoice Receipt for Transfer of Contractor
Properties, 1 original copy
24. Warranty Security for a min Contractor
period of 3months, in case of
mooeme S e @@
S !
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supplies, or a min period of 1year
in the case of non-expendable
supplies after acceptance by the
procuring entity of the delivered
supplies, 1 original copy

25. Request for purchase of supplies, | Requesting Office
materials and equipment duly
approved by proper authorities,
2 original copies

26. Obligation request slip, 1 copy Office of the Municipal Budget Officer
original copy and 1 duplicate

27. Tax Clearance of Final Settlement | Contractor
of Government Contracts

5 minutes

. Submit all the (1.1 Prepare DV for the

required payment of
documents to purchased goods.
the General

Service

Office.

5/
g\
2

ELENITA L.
SAWAN
General Services
Officer
Office of the
Municipal General
Services Officer
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1.2 Check the DV for | None 5 minutes
payment of
purchased goods
as to completeness
of supporting
documents and
correctness of
computation and

forward to Budget HERYL D. CELO

B

Office. Municipal
Accountant
Office of the

Municipal
Accountant
1.3 Issue Obligation None 5 minutes

request slip and

forward the DV for

payment of

purchased goods to
the accounting
office.

MEDINA B.
MACUA
Municipal Budget
Officer
Office of the
Municipal Budget
Officer
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1.4 Receive, review, None 5 minutes
sign and forward
the DV for the
payment of
purchased goods
to the Municipal
Treasurer’s Office.

MILLANA
Administrative
Aide |
Office of the
Municipal
Accountant

SHERYL D. CELO
Municipal
Accountant
Office of the
Municipal
Accountant
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PAYMENT OF ADVANCES TO CONTRACTORS OR PROGRESS

BILLING FOR THE PROCUREMENT THRU PUBLIC BIDDING
(FOR INFRA AND CONSULTING SERVICES)

The Local Government Unit of Trinidad, Bohol strictly follows the New Government
Procurement Act (Republic Act 12009) in conducting public bidding for projects above the
prescribed threshold. For infrastructure and consulting services, the LGU releases payment
to the winning contractor based on accomplishments or progress billing. Additionally,
contractors may request a 15% mobilization fund as a cash advance to facilitate project
implementation, ensuring compliance, transparency, and efficient delivery of services.

OFFICE/DIVISION OFFICE OF THE MUNICIPAL ACCOUNTANT

CLASSIFICATION Simple
TYPE OF TRANSACTION G2C - Government to Business
WHO MAY AVAIL Contractors with awarded projects by LGU-

Trinidad, Bohol

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Approved Annual Procurement BAC/BAC Secretariat
Plan, 1 original copy
2. Approved Contract supported by |BAC/BAC Secretariat/submitted documents by
the following documents, 1 bidders during public bidding
original copy:
e Invitation to Apply for
Eligibility to Bid
e Results of Eligibility
Check/Screening
e Bidding Documents
enumerated under RA 12009
e Minutes of Pre-Bid Conference
(for ABC 1m and above)

s33e
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e Bidders Technical and
Financial Proposal

e Minutes of Bid Opening

e Abstract of Bids (As Read and
As Calculated)

e Post Qualification Report

e BAC Resolution Declaring the
winning bidder

e Notice of Post Qualification

e BAC Resolution recommending
approval and approval of the
HOPE of the Resolution of the
BAC recommending award of
contract

e Notice of Award

e Performance Security

e Program of Works and Detailed
estimates

e Notice to Proceed, indicating
date of receipt by the
contractor

e Detailed Breakdown of ABC

e Copy of the Approved PERT/
CPM Network Diagram and
Detailed computation of
contract Time

e Detailed breakdown of
contract cost

3. Copy of advertisement of BAC/BAC Secretariat
invitation to bid/request, 1
original copy:

i thihe

1 ¥ 4
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o Newspapers clippings of
advertisement (ABC 15Mand
above for infra, 10m and
above for goods and 5m for
consulting services

e Printout copy of
advertisement posted in
PHILGEPS

e Certification from Head of BAC
Secretariat on the posting of
advertisementin 3
conspicuous places

e Printout copy of
advertisement posted in
agency website, if any

4. Documentary requirements under | BAC/BAC Secretariat/submitted documents by
RA 12009, 1 original copy bidders during public bidding

5. Minutes of Pre-procurement BAC/BAC Secretariat
conference for projects costing
above 5m for infra, 2m and above
for goods and 1m and above for
consultancy services, 1 original

copy
6. Bid Form, 1 original copy BAC/BAC Secretariat
7. Checklist of eligibility BAC/BAC Secretariat/submitted documents by

requirements with corresponding | bidders during public bidding
supporting documents as
enumerated in the checklist, 1
original copy

8. Checklist of Technical and BAC/BAC Secretariat/submitted documents by
Financial Requirements with bidders during public bidding
corresponding supporting
M X l
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documents as enumerated in the
checklist, 1 original copy

Bid Evaluation Report, 1 original
copy

BAC/BAC Secretariat

10.

Ranking of shortlisted bidders for
consulting services, 1 original copy

BAC/BAC Secretariat

11.

Post Qualification Evaluation
report, 1 original copy

BAC/BAC Secretariat

12.

Printout copy of posting of Notice
of Award, Notice to Proceed and
Contract of award in the
PHILGEPS, 1 original copy

BAC/BAC Secretariat

13.

For LGUs, as per COA
Memorandum No0.2014-014 dtd 4-
22-2010, authorization by the local
sanggunian for LCE to enter into
contract in case of, 1 original copy:
e Reenacted budget: for new
contracts entered into by LCE
e Regular enacted budget: for
projects in generic terms and
for purchase of goods and
services which are neither
specified nor encompassed
within the regular personal
services and MOOE

Office of the Sangguniang Bayan

14.

Evidence of invitation of three
observers in all the stages of the
procurement pursuant to Sec 13.1
of Revised IRR of RA9184, 1
original copy

BAC/BAC Secretariat

i thihe
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15.

Request for purchase of
requisition of supplies, materials
and equipment duly approved by
proper authority, 2 original copies

Requesting office

16.

Letter request from contractors for
advance/progress billing payment,
1 original copy

Contractor

17.

Statement of work
accomplished/Progress Billing, 1
original copy

Contractor

18.

Inspection Report by agency’s
Authorized engineer, 2 original
copies

Office of the Municipal Engineer

19. Result of Test Analysis, if contractor
applicable

20. Statement of time elapsed, 1 contractor
original copy

21. Monthly Certificate of payment, 1 |contractor
original copy

22. Contractors’ affidavit on payment |contractor

of laborers and materials, 1
original copy

23.

Pictures, before, during and after
construction of items of work
especially the embedded items, 1
original copy

Office of the Municipal Engineer

24,

Vouchers of all previous payments,
1 photocopy

Office of the Municipal Accountant

25.

Certificate of Acceptance and
completion, 1 original copy

Office of the Municipal Engineer
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26. Breakdown-labor, materialsand | Contractor
overhead, equipment, 1 original
copy

27. Obligation request slip, 1 original | Office of the Municipal Budget Officer
copy and 1 duplicate

28. Tax Clearance of Final Settlement |Contractor
of Government Contracts (For
Final Payment Only)

submit Letter Approve the
request for request and
advance/ facilitate the
progress preparation of DV
billing for

payment to advance/progress
the HOPE. billing with
attached £ 2
supporting ELENITA L.
documents as SAWAN
stated above and General Services
forward the same Officer

to the office of the Office of the

Municipal Municipal General

Accountant for Services Officer
checking.




Republic of the Philippines
Province of Bohol

MUNICIPALITY OF TRINIDAD

1.2 Check the DV for |None 1 hour
payment of
advance/progress
billing as to
completeness of
supporting
documents and
correctness of i o) c
computation and SHERYL D. CELO
forward to Budget Municipal
Office. Accountant
Office of the
Municipal
Accountant
1.3 Issue Obligation None 5 minutes
request slip and
forward the
payment of
advance/progress
billing to the
accounting office.
MEDINA B.
MACUA
Municipal Budget
Officer
Office of the
Municipal Budget
Officer
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1.4 Receive, review, |None 5 minutes
sign and forward
the DV for
payment of
advance/progress
billing to the
Municipal
Treasurer’s Office.

MILLANA
Administrative
Aide |
Office of the
Municipal
Accountant

SHERYL D. CELO
Municipal
Accountant
Office of the
Municipal
Accountant
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PREPARATION OF ACCOUNTANT’S ADVICE FOR LOCAL

CHECK DISBURSEMENTS

government funds.

It has been observed that not all government checks paid by depository banks are supported
by duly approved disbursement vouchers or payrolls. This creates uncertainty regarding the
validity of transactions and weakens the control system for disbursements. To address this,
the Commission on Audit (COA) issued COA Circular No. 96-007 dated May 15, 1996,
prescribing the preparation and use of the Accountant’s Advice for Local Check
Disbursements to ensure proper documentation, accountability, and control over

OFFICE/DIVISION

OFFICE OF THE MUNICIPAL ACCOUNTANT

CLASSIFICATION

Simple

TYPE OF TRANSACTION

G2G-Government to Government
G2B-Government to Business
G2C-Government to Citizens

WHO MAY AVAIL

All business entities, employees and citizens who
have claims payable by the Agency to them

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Check

Office of the Municipal Treasurer

2. Approved Disbursement with
attached complete supporting
documents

Office of the Municipal Treasurer
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10 minutes

Follow up 1.1 The Municipal

claims at the Treasurer’s Office

Municipal will prepare the

Treasurer's check for each

Officer. approved
Disbursement
Voucher and
forward the check
to the Mayor’s EVELYN PO.
Office / Vice RESANE
Mayor’s Office for Municipal
the signature of the Treasurer
Municipal Mayor/ Office of the
Vice-Mayor in the Municipal
Check. Treasurer

1.2 Municipal Mayor/ | None 30 minutes
Municipal Vice
Mayor signs the
check.

1.3 The Mayor’s Office
or the Vice-Mayor's
Office will return the

signed check to the ATT. ROBERTO
office of the C. CAJES, PhD
Municipal Municipal Mayor
Treasurer. Office of the

Municipal Mayor

OR
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.
o

HON. JOA

ROBIE CAJES
IMBOY
Municipal Vice
Mayor
Office of the
Municipal Vice
Mayor
1.4 The Municipal None 10 minutes
Treasurer forwards
the check to the
Accounting Office.

EVELYN PO.
RESANE
Municipal
Treasurer

Office of the
Municipal
Treasurer
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1.5 The Accounting None 20 minutes
office shall prepare
the Accountant’'s
Advice for the
forwarded checks
and will be certified
correct by the Local
Accountant. .

MARILOU A.
EMPLEO
Administrative
Officer Il
Office of the
Municipal
Accountant

SHERYL D. CELO
Municipal
Accountant
Office of the
Municipal
Accountant
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1.6 Municipal Treasurer | None 4 hours
shall then deliver
the accountant’'s
advice to the
agency’s authorized
depository bank
before releasing the
check to the client/

claimant. . EVELYN PO.
RESANE
Municipal
Treasurer
Office of the
Municipal
Treasurer

: \‘? 4l
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ISSUANCE OF CERTIFICATION OF COLLECTIBLE FINAL

PAYMENT (Annex C)

Pursuant to Bureau of Internal Revenue (BIR) Regulations No. 017-2024 dated September
17,2024, which prescribes the presentation of a tax clearance prior to the final settlement of
government contracts, contractors are required to present a Tax Clearance Certificate for
the final settlement of their contracts.

In accordance with Revenue Memorandum Order (RMO) No. 002-2025 dated December 2,
2024, which provides the policies, guidelines, and procedures for processing and issuing the
Tax Clearance Certificate for final settlement, all contractors—except for NRA-NETB—must
submit:

1. Oneoriginal copy of the Certification of Collectible Final Payment (Annex C) issued
by the concerned government agency and duly approved by the Chief of the
Accounting/Finance Division or Treasurer.

2. One photocopy of a valid government-issued ID of the signatory.

This ensures compliance with BIR regulations and proper documentation for the final
settlement of government contracts.”

OFFICE/DIVISION OFFICE OF THE MUNICIPAL ACCOUNTANT

CLASSIFICATION Simple
TYPE OF TRANSACTION G2B - Government to Business
WHO MAY AVAIL Contractors with awarded projects by LGU-

Trinidad, Bohol

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Official Receipt for payment of the |Office of the Municipal Treasurer
Certification Fee
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Pay the . The Collection PhP 100.00 per 10 minutes
Certification Officer receives | certification

fee at the the payment and

Municipal issue Official

Treasurers Receipt.

Office.

<3

MARICEL C.
REVILLA
Administrative

Aide lll
Office of the
Municipal
Treasurer

JOSEPH N.
BALONGA
Administrative
Aide |
Office of the
Municipal
Treasurer

A v‘ .¢.. '1.;: !
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&, Nnit

MARIALY P.
BALUCA
Revenue
Collection Clerk
Office of the
Municipal
Treasurer
Present the Check the DV for | None 5 minutes
Official final payment due
Receipt to the to the contractor,
Municipal prepare and sign
Accountant or the certification
authorized and furnish the
representative same to the 53
for issuance client/contractor TR
of the together with the SHERYL D. CELO
certification. photocopy of the Municipal
government Accountant
issued ID of the Office of the
signatory. Municipal

Accountant
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