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INTERNAL SERVICES

1. |ISSUANCE OF OBLIGATION REQUEST None 35 minutes
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ISSUANCE OF OBLIGATION REQUEST

This service involves the issuance of the Obligation Request and Status
(ORS) to certify that the requested obligation is necessary, lawful, and
supported by an available appropriation.

It ensures that funds are properly obligated for a specific transaction,
and thatthe corresponding budget allocation is sufficient and available
to cover the expenditure. The ORS serves as a control mechanism to
guarantee that all financial transactions are charged against the correct
appropriation and are in accordance with existing budgeting, accounting,
and auditing rules and regulations.

OFFICE/DIVISION OFFICE OF THE MUNICIPAL BUDGET OFFICER

CLASSIFICATION Simple

TYPE OF TRANSACTION G2G - Government to Government

WHO MAY AVAIL LGU-Trinidad Officials and Employes
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

A. Salaries & Wages, other

personnel benefits

1. Approved Payroll, 1 original
copy and 1 photocopy

2. Daily time record, 1 original Office of the Municipal Human Resource
copy and 1 photocopy Management Officer

3. Accomplishment Report, 1
original copy and 1 photocopy

Office of the Municipal Accountant

Office of the Municipal Human Resource
Management Officer

sr3e

£

2026 Citizen’s Charter, 1st Edition



Republic of the Philippines
Province of Bohol

MUNICIPALITY OF TRINIDAD

B. Cash Advances for Local Travel

1. Disbursement Voucher, 1 Office of the Municipal Accountant/Office as end-
original copy and 1 photocopy |users

2. Approved Travel Order, 1

original copy and 1 photocopy Department/Office concern

3. Duly approved itinerary of
travel, 1 original copy and 1 Department/Office concern
photocopy

C. Payment of Supplies, Materials,
equipment & other
disbursement

1. DisbursementVoucher/Petty
Cash Voucher, 1 original copy
and 1 photocopy

Office of the Municipal Accountant/Office as end-
users/GSO

2. Approved Purchase Request, 1

. Office of the Municipal General Services Officer
original copy and 1 photocopy

3. Approved Purchase Order, 1 Office of the Municipal General Services Officer
original copy and 1 photocopy

4, Approved Request for Office of the Municipal General Services Officer
Quotation, 3 different
quotations

5. Approved PPMP/APP, 1
certified photocopy

BAC Secretariat/Mun. Budget Office
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Present 1.1 The service 5 minutes

Disbursement provider post in
Voucher/Payr manual Registry
oll with of Appropriation
complete (ROA) and
attachment of encode in the
requirements. eBudget system
and write the ORS 5: ¥V &
number in the ROSAMAE T.
DVs/payroll. ORIOQUE
Administrative
Assistant IV
Office of the
Municipal Budget
Officer
OR

MARIFE C.
ANORA

Administrative
Aide VI
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Office of the
Municipal Budget
Officer
1.2 Forward the None 10 minutes

DV's/payroll to

Mun. Budget

Officer for review,

print out ORS and

affix her signature.

MEDINA B.

MACUA
Municipal Budget
Officer
Office of the
Municipal Budget
Officer
2. Forsignature 2. The service None 10 minutes
of the provider let the
Requesting concern
Department/ department head
Office. to sign the
Obligation
Request and
Status (ORS) and i F
returned it back to JESSA BELLE B.
the Municipal CENEZA
Budget Office. Administrative
Aide |
3. Forwardthe 3. The MBO staff None 10 minutes Office of the
Disbursement records the Municipal Budget
Vouchers vouchers/payroll Officer
[Payroll to with corresponding
name of Payee, OR
HOOOn® cat 249
X l
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Accounting description of the
Office transaction and
ORS number.

VERCELYN N.
BAQUIAL
Administrative
Aide
Office of the
Municipal Budget
Officer
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