


 

 

NAME OF SEVICE TOTAL FEES TO BE 
PAID 

TOTAL PROCESSING 
TIME 

INTERNAL SERVICES 
1. RELEASE OF CLAIMS THRU CASH None 15 minutes 
2. RELEASE OF CLAIMS THRU CHECK None 15 minutes 

 



 

 

 



 

 

RELEASE OF CLAIMS THRU CASH 
This service involves the disbursement of salaries of municipal employees through cash 
payment, in accordance with applicable government rules, labor laws, and civil service 
regulations. It ensures that employees of the Local Government Unit (LGU) of Trinidad 
receive their compensation on time and in an accurate manner. 
 
The processing includes the validation of payroll records, verification of attendance and 
employment status, and approval through the established accounting and budgeting 
procedures prior to the release of salaries. Proper documentation and compliance with 
government accounting and auditing standards are strictly observed to ensure transparency 
and accountability in all transactions. 

 

OFFICE/DIVISION OFFICE OF THE MUNICIPAL TREASURER 
CLASSIFICATION Simple 
TYPE OF TRANSACTION G2G – Government to Government 
WHO MAY AVAIL All LGU-Trinidad Bohol Officials and employees 

 
CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Approved payroll  Office of the Municipal Treasurer-Window 3 
2. Valid ID Client 

 

 

 

 

 

 

 

 

 

 



 

 

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Present valid 
ID to the 
Disbursing 
Officer. 

1. Check for the 
name in the 
payroll and ID, and 
amount to be paid. 

None 5 minutes 

 
EVELYN A. 
ABABON 

Disbursing 
Officer Designate 

Office of the 
Municipal 
Treasurer 

2. Sign on the 
payroll. 

2. Let the client affix 
his/her signature 
on the payroll and 
validate signature. 

None 5 minutes 

3. Receive 
claims. 

3. Release claims to 
clients. 

None 5 minutes 

TOTAL None 15 minutes  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

RELEASE OF CLAIMS THRU CHECK 
This service involves the processing and issuance of payments through check for 
reimbursements of expenses incurred by municipal employees in the performance of their 
official duties. Covered claims may include, but are not limited to, travel expenses, 
communication expenses, and office or supplies-related expenditures, subject to existing 
government accounting and auditing rules and regulations. 
 
The process includes the submission of complete supporting documents, verification of the 
legitimacy and necessity of the expenses, and approval through the appropriate financial 
and administrative procedures prior to check issuance. This ensures that all 
reimbursements are properly validated, accurately computed, and duly authorized. 

 

OFFICE/DIVISION OFFICE OF THE MUNICIPAL TREASURER 
CLASSIFICATION Simple 
TYPE OF TRANSACTION G2C – Government to Citizen 
WHO MAY AVAIL All LGU-Trinidad Bohol Officials and employees 

 
CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Valid ID Client 
 

 

 

 

 

 

 

 

 

 

 

 



 

 

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Present valid 
id to the 
Municipal 
Treasurer. 

1. Verify the name on 
the check and ID, 
validate if the 
check has an 
approved 
Accountant’s 
advice. 

None 5 minutes 

 
EVELYN P. 
RESANE 
Municipal 
Treasurer 

Office of the 
Municipal 
Treasurer 

2. sign on the 
disbursement 
voucher. 

2. Let the client affix 
his/her signature 
on Disbursement 
Voucher. 

None 5 minutes 

3. Receive 
check. 

3. Release check to 
clients. 

None 5 minutes 

TOTAL None 15 minutes  
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