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NAME OF SEVICE

TOTAL FEESTOBE TOTAL PROCESSING

PAID TIME
INTERNAL SERVICES
1. |PROCESSING OF CLAIMS-PAYROLLS |None 2 days
OF CASUAL PLANTILLA,
CONTRACTUAL, REGULAR AND
OFFICIALS OF LGU-TRINIDAD, BOHOL
2. |PROCESSING OF CLAIMS-PAYROLLS |None 1 day, 10 minutes
OF JOB ORDER AND CONTRACT OF
SERVICES
3. |PROCESSING OF CLAIMS- None 1 day, 5 minutes

REIMBURSEMENT OF TRAVELLING
EXPENSES




Republic of the Philippines
Province of Bohol

MUNICIPALITY OF TRINIDAD

ITERHN A
QERUICES




Republic of the Philippines
Province of Bohol

MUNICIPALITY OF TRINIDAD

PROCESSING OF CLAIMS-PAYROLLS OF CASUAL

PLANTILLA, CONTRACTUAL, REGULAR AND OFFICIALS OF
LGU-TRINIDAD, BOHOL

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 G2G - Government to Government
WHO MAY AVAIL LGU-Trinidad Casual Plantilla, Contractual,

Regular and Officials.

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Daily Time Record, 1 original copy | Office of the Municipal Human Resource
Management Officer

2. Accomplishment Reports, 1 Prepared by claimant and approved by their
original copy respective department heads

3. Contract/ Job Order, 1 original Office of the Municipal Human Resource
copy Management Officer

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




Republic of the Philippines
Province of Bohol

MUNICIPALITY OF TRINIDAD

Submit 1.1 Receive the DTR’s
monthly DTR and

with accomplishments of

accomplishme all Casual Plantilla,

nt report of Contractual,

every month. Regular and
Officials and
prepare their o
respective payrolls, ANGELES P.
have the payrolls BALBANERA
approved by the Administrative
respective Aide Il
department heads Payroll Maker for
and forward the TMC COS and
same to the HRMO. JOs Office of the

Municipal
Accountant

X

MARICYL I.
BALONGA
Administrative
Aide lli
Payroll Maker for
GF-Proper COS,
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Republic of the Philippines
Province of Bohol

MUNICIPALITY OF TRINIDAD

CP and JOs, SEF
& TF
Office of the
Municipal
Accountant

ROBINA E.
JAYME
Administrative
Assistant Il
Payroll Maker for
Officials and
Employees
Office of the
Municipal
Accountant




Republic of the Philippines
Province of Bohol

MUNICIPALITY OF TRINIDAD

. N 2
SHERYL D. CELO
Municipal
Accountant
Office of the
Municipal
Accountant

1.2 Issue Obligation None 2 hours
request slip of all
Casual Plantilla,

Contractual,

Regular and

Officials received

from the HRMO and

forward the same to L ‘

the accounting MEDINA B.

office. MACUA

Municipal Budget
Officer

Office of the

Municipal Budget
Officer
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1.3 Receive, review None 2 hours

and forward all the

payrolls of all

Casual Plantilla,

Contractual,

Regular and

Officials to the :

Municipal i | i

Treasurer’s Office. DANNILYN B.

: MILLANA

Administrative
Aide |
Office of the
Municipal

Accountant

IR
SHERYL D. CELO
Municipal
Accountant
Office of the
Municipal
Accountant




Republic of the Philippines
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MUNICIPALITY OF TRINIDAD

1.4 Prepare and submit | None 4 hours
payroll summary
and debit request to
Land Bank of the
Philippines-Talibon,
Branch. .

SHERYL D. CELO
Municipal
Accountant
Office of the
Municipal
Accountant




Republic of the Philippines
Province of Bohol

MUNICIPALITY OF TRINIDAD

PROCESSING OF CLAIMS-PAYROLLS OF JOB ORDER AND

CONTRACT OF SERVICES

Due to the limited number of regular personnel and officials in the plantilla, the agency hires
Job Orders (JO) and Contract of Services (COS) personnel to support regular employees
in achieving the organization’s mission, vision, and operational goals, as well asin delivering
services to constituents.

These Job Orders and COS personnel receive monthly wages as compensation for their
contributions. Payments are processed semi-monthly, on the 15th and 30th of each month,
ensuring timely and consistent remuneration for their work.

OFFICE/DIVISION OFFICE OF THE MUNICIPAL ACCOUNTANT

CLASSIFICATION Simple

TYPE OF TRANSACTION G2G - Government to Government

WHO MAY AVAIL LGU-Trinidad hired Job Order and Contract of

Services
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

1. Dulysigned Daily Time Record,1 | Office of the Municipal Human Resource
original copy Management Officer

2. Duly signed accomplishment Prepared by claimant and approved by their
Reports, 1 original copy respective department heads

3. Contract/Job Order, 1 original Office of the Municipal Human Resource Officer
copy

4, Obligation request slip, 1 original | Office of the Municipal Budget Officer
copy and 1 duplicate copy
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Submit DTR 1.1 Receive the DTR’s

with and

accomplishme accomplishments of

nt report for all Job Order and

the period of Contract of

1-15 and 16- Services and

30 of every prepare their

month. respective payrolls, L
have the payrolls ANGELES P.
approved by the BALBANERA
respective Administrative
department heads Aide IlI
and forward the Payroll Maker for
same to the HRMO. TMC COS and

JOs Office of the
Municipal
Accountant

X

MARICYL I.
BALONGA
Administrative
Aide lli
Payroll Maker for
GF-Proper COS,
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Republic of the Philippines
Province of Bohol

MUNICIPALITY OF TRINIDAD

CP and JOs, SEF
& TF
Office of the
Municipal
Accountant

B

SHERYL D. CELO

Municipal
Accountant
Office of the
Municipal
Accountant
1.2 Issue Obligation None 5 minutes
request slip of all
Job Order and
Contract of
Services received
from the HRMO and

forward the same to
the accounting

office. MEDINA B.
MACUA
Municipal Budget
Officer
Office of the
Municipal Budget
Officer
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1.3 Receive, review None 5 minutes
and forward all the
payrolls of Job
Order and Contract

of Services to the

Municipal

Treasurer’s Office

together with the

Cash Advance for

payroll. . MILLANA

Administrative
Aide |
Office of the
Municipal

Accountant

SHERYL D. CELO
Municipal
Accountant
Office of the
Municipal
Accountant




Republic of the Philippines
Province of Bohol

MUNICIPALITY OF TRINIDAD

PROCESSING OF CLAIMS-REIMBURSEMENT OF
TRAVELLING EXPENSES

Executive Order No. 77 dated March 15, 2019, prescribes the rules, regulations, and rates of
expenses and allowances for official local and foreign travels of government personnel.
Under this EO, government personnel may be authorized to undertake official travel—local
or foreign—provided that the following criteria are met:

a.The travel is essential to the effective performance of the official’s or employee’s
mandates or functions.

b.The travel is required to meet the demands of the department, agency, bureau, or
office, or offers substantial benefits to the State.

c. The presence of the official or employee is critical to the outcome of the meeting,
conference, seminar, consultation, or any official activity to be attended.

d.The projected expenses are reasonable and involve minimum necessary
expenditures.

Compliance with these criteria ensures accountability, efficiency, and responsible use of
government resources during official travels.

OFFICE/DIVISION OFFICE OF THE MUNICIPAL ACCOUNTANT

CLASSIFICATION Simple
TYPE OF TRANSACTION G2G - Government to Government
WHO MAY AVAIL LGU-Trinidad Officials & Employees, LGU-Trinidad

hired Job Order and Contract of Services

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Approved Travel Order as per Sec. |Prepared by the claimant, recommended by
3 of EO 298, 1 original copy his/her department head and approved by the

Municipal Mayor
2. Duly Approved Itinerary of travel, 2 | Prepared by the claimant, approved by his/her
original copies department head and by the Municipal Mayor

OGS o e ?
MPA ¥

2026 Citizen’s Charter, 1st Edition
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3. Certificate of At the place visited as per approved Travel Order
Appearance/Attendance, 1 original
copy
4, Certificate of Travel Completed, 2 |Prepared by the claimant, approved by his/her
original copies department head or by the Municipal Mayor as the
case may be.

5. Paper/Electronic plane, boat or Online, terminals or at any public transport office
bus tickets, boarding pass,
terminal fee, 1 original copy

6. Hotel room/lodging bills with At the hotel where the claimant stayed
official receipts if travelling
allowance being claimed includes
hotel/lodging rates, 1 original copy

Prepare and . Check the 5 minutes

submit completeness of

DV/PCV of supporting

travel together documents and

with the correctness of

supporting claims pursuant to

documents to EO. 77 dtd 3-15- Vi

the Office of 2019 o) i

the Municipal SHERYL D. CELO

Accountant. Municipal
Accountant
Office of the

Municipal

Accountant
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MUNICIPALITY OF TRINIDAD

2. Submit the 2.1 Issue Obligation | None 4 hours
checked request slip and
DV/PCV of forward the
travel to the DV/PCV of travel
Office of the to the accounting
Municipal office.
Budget
Officer. | .
MEDINA B.
MACUA
Municipal Budget
Officer
Office of the
Municipal Budget
Officer
2.2 Receive, review |None 5 minutes
and forward the
DV/PCV of travel
to the Municipal
Treasurer’s Office.
DANNILYN B.
MILLANA
Administrative
Aide |
Office of the
Municipal
Accountant
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SHERYL D. CELO
Municipal
Accountant
Office of the
Municipal
Accountant
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