SILANG WATER DISTRICT

a. Main Office/Bulihan Unit Office/Tartaria Unit Office
7~ N\ b. New Service Connection, penalty charges for penalized

CASH MANAGEMENT

Receives collection from the following:

‘ START :> illegal connections and reconnection fees

N\ J c. Walk-in customers (sale of materials/ supplies and other
i revenues from non water sales operations, sales of

unserviceable items, sale of BID Docs

Prepares or issues
check to all approved
disbursement vouchers

and  Daily

Forward documents
and checks for

signature

Prepares Cashier’s

<:| Collection Summary

Cash

Releasing of checks
and other payments

ADMINISTRATIVE SERVICES DIVISION

Computes the total
collections for the day

and prepares deposit

Computes all  bhill Deposit the total collections to
collections, materials <: the bank and check bank

validakAane

and ravianiiac

.....................

Other Functions:

e Encashment of checks for releasing of payroll and :> END

other benefits

e Report of check issued and unreleased check

e  Prepares weekly report and forward to General
Manager and Board of Directors

e Posting of all transaction to Cash Book




SILANG WATER DISTRICT

PROCUREME"™",

Assessment on the mode of

Procurement . See
IF Public Public
PPMP / Receipt of PhilGEPS Posting Bidding Bidding
APP Approved —> > Flowchart
Preparation Purchase —
> Request
< \tern Modes
S ‘ ‘ rocure
P ti v
reparation - Approval of | preparation
of Purchase “ivision/Department Heads | of AFt)Jstract géﬂgfds
Order (P.O.) & Approval of the | of Canvass Canvass
General Manager
J > -
Approval of Sending of P.O. to the Confirmation of the receipt of

\2

Supplier with the lowest
responsive quotation

P.O. and negotiation for
schedule of delivery

the End User

4

Attach documents
to P.O, Forward

Approval by the
Head of Agency

< to Accounting
Division for .
BUR issuance
\"4
Forward to .
Accounting Forwgrc! o
Division for Casgf;?ogn
Voucher
Preparation o Che_ck
Preparation
& Issuance

ADMINISTRATIVE SERVICES DIVISION

Checking of the
Delivery Receipt
& requests for
Inspection &
Acceptance
Report

Monitor the delivery of the
items

Other Procedures:

Issuance of Gasoline Requisition Slips

Checks requisition with approval of their division head or officer

Files duplicate copy of requisition & invoices

Process Statement of Accounts monthly together with the attached invoices
Checks Statement of Accounts of various suppliers

Issues Certificate of Alternative Methods of Procurement, forward it to BAC
Members & to the General Manager for approval

Forwards to Accounting Division for voucher preparation

Forwards to Cashierina Section for check issuance




SILANG WATER DISTRICT

PETTY CASH DISBURSEMENT/REPLENISHMENT

Accomplish appropriate petty cash request from:

a. Materials and Supplies/Services Requisition Form (MSSR)

b. R t for t tati Il I
equest for transportation aflowance Have the request form approve by the
c. Request for meal allowance

Division officer/General Manager

Attach necessary proof of purchase such as:
-~

& P a. Official receipt
~ b. Invoice

c. Reimbursement receipt (RER)
Release navment <_ Fill out the Pettv Cash Voucher <

o=

=

\%

Encodes all the disbursements
made through Pettv Cash Fund

> Renlenish Pettv Cash Fund

> Forwards to accounting division

for voinicher nrenaration

ADMINISTRATIVE SERVICES DIVISION



SILANG WATER DISTRICT

PUBLIC BIDDING

ADMINISTRATIVE SERVICES DIVISION



SILANG WATER DISTRICT

—" T ‘
e
i

IF bids are recaived

IF no bidder pass the eligibility & technical socreening

IF bids passed the eligibilty & technizal

IF no bidder pass the financial requirement soreening

IF bids passed the financialrequirements
-

—H-H—l

ADMINISTRATIVE SERVICES DIVISION



SILANG WATER DISTRICT

BONDING OF ACCOUNTABLE OFFICERS

Notify Bureau of Treasury
on the appointment of
bondable position

Approval by the
Head of Agency

Check all the required documents:

Sworn Statement of Assets &

Liabilities (SALN)

Latest approved appointment to

bondable position

List of bonded employees

Certification that there is no pending case

Check advice

Authority to accept payment

Proof of payment of bond premium deposited with an Authorized Government
Depository Bank

ADMINISTRATIVE SERVICES DIVISION

Accomplish the
following forms:

New Application

e General Form 57(A)
e General Form 58(A)
Renewal

* General Form 58(A)

:omputation of bond
remium based on the
levised Schedule of
'remium Rates

Submit all necessary
documents to Bureau
of Treasury office

of the province or
region where the
appointee is assigned

Payment of Premium



SILANG WATER DISTRICT

RECORDS SECTION

Administer the records
management program

within the agencv

I ¢4

Sorting of various documents required to be retained to wit:
> a. Purchase Request and other miscellaneous documents - 1year
b. Incoming / Outgoing Correspondence - 2vyears
c. Accountable Forms / Daily Cash Report - 3years
d. Purchase Orders - 4 years
e. Daily Collections - 5years
f. Bidding Documents / Contracts -5 years
g. Fidelity Bond / Surety Bond - 5years
h. Bank deposits / OR - 10 years
i. Replenishment of Petty Cash - 10 years
j. Checks / Checks Stub - 10 years
k. Canvass of Prices / Checks Issued - 10 years
|. Admin and HR documents - 15 years

\'%

I Protect confidential and vital records

records documents for

\'4

Request records for
transfer and proper
disposal

<_ Conduct or oversee the inventory of all <—| Labelling all the

a. Non-Current Records

—>

Have the request approved by the Head Safekeeps and files documents in

of the Agency and Commission on Audit _> accordance to the disposition schedule

(COA) for proper disposal issued by the National Archives of the
Philippines

ADMINISTRATIVE SERVICES DIVISION



