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Department of Social Welfare and Development
NATIONAL CAPITAL REGION
389 San Rafael Street corner Legarda, Sampaloc, Manila

FOR : ALL CENTER/RESIDENTIAL CARE FACILITIES
ALL UNITS/SECTIONS
ALL RPMOs (PANTAWID, SLP and RCTSU)
FROM : THE REGIONAL DIRECTOR
SUBJECT : Liquidation of Cash Advance Process Flow
DATE : June 29, 2017

This is to share with you the Process Flow for Liquidation of Cash Advance per result of the
TA session with Accounting Section held on June 22, 2017 at Karunungan Conference Room,
DSWD-NCR.

Please note that the said process flow is already aligned with the Business Process
Requirements Analysis (BPRA) of the Section.

For your information and approval.
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Liquidation of Cash Advance Process Flow

(5 days per liquidation for a minimum of 1,000 clients)

Receive documents

from end-user Required Attachments:

5 mins« Report of Disbursement
-AA V- Payroll

RAO

Approved Project Proposal

Official Receipt {For refunds)
Liquidation Report
Other additional documents as required

Forward documents to Processor
-1 min-
+AA IV-

¥

Review documents
for complateness
-15 mins {per client)-
-AA IV/Processor-

Are No Return documents to end-user
documents — -3 minutes-
complete? -AA IV [Processor-

Prepare Journal Entry Voucher {JEV)
-5 mins-
-AA IV/Processor-

-

Forward documents to AA I
for "Prepared by” signature
-1 min-

-AA IW/Processor-

v

Sign then forward documents to AA Jv
-2 mins-
-AA -

+

Forward documents to Accountant for certification
1 min=
-AA V-

¥

Certify documents then forward to AA IV
-2 mins-
-AA IV-

v

Forward documents to AA Il for preparation of General lournal {G}
=1 min-
-AA IV-

3

Prepare General Journal {GJ) then forward documents ta AA T & AA IV
-2 rivins-
-AA 1)

>

Prepare Subsidiary Ledger (5L)
-2 mins-
-AA Il and AA IV-

issue demand letter to concerned SDO
«3 mins-
-AA Il and AA V-

With
balance?

Issue Certificate of No
Unliquidated Funds
-2 mins-
-AA Il and AA IV-




