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Republic of ﬂJB Philippines
Bepartment of Education

Region XII
Schools Division Office of Tacurong City

November 13, 2023

DIVISION MEMORANDUM
OSDS No. 117 | s. 2023

SCHOOL MOOE DOWNLOADING PROCESS

To: IUs & Non-IUs School Heads
IUs & Non-IUs School - based Bookkeepers

1. To ensure uniformity in submission and compliance to existing finance rules and
regulations alongside Ease of Doing Business all School Heads and School -based finance
personnel in SDO Tacurong City shall adhere to this School MOOE downloading process.

2. Enclosed is the School MOOE Downloading Process and note to provide a guide on
the needed submission of documents for downloading.

3. All division related policies and other issuances which are inconsistent with the
provision of this memorandum are hereby repealed and modified.

4. For the information, guidance, and compliance of all concerned.

Gmi’aﬁ&mna, CEO VI

Schools Division Superintendent ..

Enclosures: None.

Reference:

Allotment: none

To be included in the perpetual Index under RECORDS

JGS/0OSDs/ DM/ SCHOOL MOOE DOWNLOADING PROCESS/ November 13, 2023

Address: Alunan Highway, Poblacion, Tacurong City 9800
Telephone Numbers: (064)-200-6316; 0919-065-6425
Email: tacurong citvi@deped.gov ph

Website: depedtacurong.org
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Republic of the Philippines
Bepartment of Education

Region XII
Schools Division Office of Tacurong City

Enclosure to Division Memo OSDS No. 8, 2023
1.0 PROCEDURES DETAILS

1.QUARTERLY DOWNLOADING PROCESS

1.a PROCESSING OF DISBURSEMENT VOUCHER

} Process Flow = 1,5 charge Process Description
C Start ;
A
Receives the ; Shall receive the 4 copies DV, 4 copies ORS,
DV, ORS and ‘L with supporting documents such as:
supporting ' *3 copies approved SOB ‘
documents ' *3 copies certification signed by the Division |
from SGOD | Accountant that the previous cash advance '
Office. | has been liquidated.
' *3 copies of approved application of bond
and/or Fidelity Bond for the year.
\—/ | Shall stamp “Internal Control Unit” and affix
' the time and its initial to the Disbursement 3 hours
Vouchers.
Shall check as to completeness and accuracy
Internal the DV, ORS and supporting documents.
Control Unit ‘
in -charge If ok, shall forward the pre -audited DV, ORS |

Section.

If indicated with “lacking/correction”, the
DV, ORS and supporting documents shall
| be returned to the Cluster/School
| Bookkeeper.

signed by the SGOD Chief before
| forwarding to ICU in- charge.

| Note 2: Supporting documents shall be in

| 1 original copy and 2 photocopies.

and supporting documents to the Budget

Note 1: Box A of DV and ORS shall be

Processilﬂuﬂgi‘rl‘ime

Address: Alunan Highway, Poblacion, Tacurong City 9800
Telephone Numbers: (064)-200-6316; 0919-065-6425
Email: tacurong. city @ deped.go
Website: depedtacurong.org
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Republic of the Philippines

Bepartment of Education

Region XII

KAG,q'P
38
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Schools Division Office of Tacurong City

' Note 3: For submission of compliance,
Cluster/School Bookkeeper shall return to
the ICU in - charge.

10:30 a.m., these may be checked on next

| working day (Based on DM OSDS No. 53 s. 2022

dated April 25, 2023)

Note 4: If the DV, ORS and supporting
documents shall be submitted to ICU beyond |

Receives and
verifies the
DV, ORS and
supporting
documents
from ICUin -
charge.

—

Budget
Section staff

Shall receive the pre -audiled DV, ORS and
charge.

Shall check and verify availability of allotment
based on the appropriate RAOD. If allotment
is available, assign the ORS Number and
records in the logbook the ORS Number, date,

| creditor/payee, particular and amount.

If it is okay, in - charge shall forward the pre -
audited DV, ORS and supporting documents
to the Budget Officer.

If there’s a correction, it shall be returned to
the Cluster/School Bookkeeper.

| Note 1: For submission of compliance,
| Cluster/School Bookkeeper shall return to

the Budget Section.

)

Approves
the ORS

Budget Officer

| supporting documents.

If it is okay, shall affix his/her signature on
the Box B “Approved by” portion of ORS.

If there’s a correction, shall return documents
to the Cluster/School Bookkeeper.

Shall return the pre -audited DV, approved
ORS and supporting documents to the budget
staff.

supporting documents from the ICU - in |

3 hours

2 hours

Email: (ocurone

Address: Alunan Highway. Poblacion, Tacurong City 9800
Telephone Numbers: (064)-200-6316; 0919-065-6425
Cilvici {in'l\_ti 2O\ :\]h

Website: depecftacdrong.org



Republic of tb: Philippines
Bepartment of Education

Region XII
Schools Division Office of Tacurong City

Forwards the
pre-audit
DV,
approved
ORS and
supporting
documents.

N /

Note 1: For submission of compliance,
Cluster/School Bookkeeper shall return to
the Budget Section.

Budget

Section staff

- Shall forward the pre -audited DV, approved
| ORS and supporting documents to the
| Accounting Office.

Note 1: Budget staff shall retain one copy

| obligation status.

| of the ORS for maintenance/monitoring of
|
|
\
\

(——_\

Receives
and checks
the pre -
audited DV,
approved
ORS and
supporting
documents.

—

Accounting

Office staff

|

10 minutes

' Shal receive the pre -audited DV, approved |

| ORS and supporting documents from Budget
| Section.

Shall check the pre -audited DV, approved
| ORS and supporting documents.

| If it is okay, shall assign DV Number and
| records in the logbook the DV Number, date,
| creditor/payee, particular and amount.

documents to the

Bookkeeper.

Note 1: For submission of compliance,
Cluster/School Bookkeeper shall return
documents to the Accounting Section.

stamp the DV Number to ORS and all
supporting documents.

one copy of the DV

status.

Shall forward the pre -audited DV, ORS and
supporting documents to the
Accountant.

If there’s a correction, he/she shall return |
Cluster/School |

Note 1: Accounting office staff shall retain
for

maintenance/monitoring of disbursement

Note 2: Accounting Office staff shall

Division

1 day

Address: Alunan Highway, Poblacion, Tacurong City 9800
Telephone Numbers: (064)-200-6316; 0919-065-6425
Email: comong leped

Website: depedtac



Republic of the Philippines
Bepartment of Education

Region XII
Schools Division Office of Tacurong City

Certifies the

DV

Accountant III

Shall review the pre -audited DV, ORS

and supporting documents.

If it is okay, shall certify the DV and affix
his/her signature on the Box C of
Disbursement Voucher.

If there's a correction, he/she shall return
documents to the Cluster/School
Bookkeeper.

Note 1: For submission of compliance,
Cluster/School Bookkeeper shall return to
the Accounting Section.

Shall forward the certified DV, approved ORS,
and supporting documents to the Accounting
office staff.

1 day

Forwards
certified DV,
approved
ORS and
supporting
documents
to the
Office of
SDS for
approval.

Y

Receives
cerfitied DV,
approved
ORS and
supporting

documents.

Accounting
office staff

Shall forward the Certified DV, approved :

ORS and supporting documents to the
Office of Schools Division
Superintendent.

10 minutes

SDS Secretary

Shall receive the Certified DV, approved
ORS and supporting documents.

10 minutes

Bmail:

. Addiess: Alunan Highway, Poblacion. Tacurong City 9800
‘,‘ 'lmm (06-!)—200-6316 09190656425

deme dqpeﬂtnmmng,org
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Republic of the Philippines
Bepartment of Education

Region XII
Schools Division Office of Tacurong City
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Forwards
certified DV,
approved
ORS and
supporting
documents
| fo the Head
of Agency

[
|
[
|

SDS Secretary | Head of Agency.

Shall forward the Certified DV, approved
ORS and supporting documents to the |

10 minutes

Approves
the certified
DV,

| ORS and

i supporting
documents
to the Head
of Agency.

—

Returns the
approved
DV,
approved
ORS and
supporting

to the
Accounting
Office.

approved g

documents |

- ORS and supporting documents.
If it is okay shall approve the DV and affix

Disbursement Voucher.

If there’s a correction, shall return documents

SDS to the Accounting Section.

Note 1: For submission of compliance,

| Cluster/School Bookkeeper shall return to
the Accounting Section then return

approved DV, approved ORS and

supporting documents to the SDS

Secretary.

Shall return the approved DV, approved
ORS and supporting documents to the
Accounting Office.

SDS Secretary

| Shall receive the Certified DV, approved |

his/her signature on the Box D of

1 day

15 minutes

3 days, 8 hours, and

55 minutes

7

Adidiess: Alunan Highway. Poblacion, Tacurong City 9800
% Tekphone Nambers: (064)-200-63 16; 0919-065-6425

§ Bmal: ncurong city @deped gov p

Wiidbsite: dopoditacurong.org




Republic of the Philippines
Bepartment of Education

Region XII
Schools Division Office of Tacurong City

1.b PROCESSING OF LDDAP -ADA

Accountant III

|
i

If there’s a correction, shall return documents
to the Accounting office staff.

Note 1: For submission of compliance,
Accounting Office staff shall return to the
Division Accountant.

Shall return to the Accounting office staff the

certified SLIIE and LDDAP -ADA with
~approved DV, ORS and supporting
documents.

4 N
Reccives
the Shall receive the approved DV, approved _
op%r\c;ved & . ORS and supporting documents from the 10 minutes
, ccounting f; f SDS
approved Office staff Chice o ’
ORS and
supporting
documents. E
\ a
1 - Shall prepare 4 copies SLIIE and 5 copies
| LDDAP - ADA based on the approved DV,
g[ﬁ?“rej Accounting ORS and supporting documents. 1 day
an
LDDAP -ADA Office staff | o111 forward the SLIIE and LDDAP -ADA
with approved DV, ORS and supporting
documents to the Accountant III.
N | Shall check the SLIIE and LDDAP -ADA
against the approved DV, ORS and
: supporting documents.
Certifies the 1 day
SLIIE and If it is okay shall certify the SLIIE and
LDDAP -ADA LDDAP- ADA ¢

Bmaik: oo

Adidivress: Alanan Highway. Poblacion, Tacurong City 9800
Telephone Nambers: (064)-200-6316; 0919-065-6425

HUCpCd. 20

Weébsite: W&ongm‘g
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Republic of the Philippines
Bepartment of Education

Region XII
Schools Division Office of Tacurong City

Receives
the certified
SLIEE and
LDDAP -ADA

Accounting
Office Staff

Forwards

the certified
SLIIE and
LDDAP -ADA

Receives
the certified
SUIE and
LDDAP -ADA

Forwards
the certified
SLIE and
LDDAP -ADA
to SDS

e /

Accounting
Office Staff

Shall receive the certified SLIIE and LDDAP |
-ADA with approved DV, ORS and supporting
documents from Division Accountant, '

1T T T AT

Shall forward the certified SLIiE and LDDAP
-ADA with approved DV, ORS and supporting
documents to the Office of the SDS.

5 minutes

10 minutes

SDS Secretary |

' Shall receive the certified SLIIE and LDDAP | |
-ADA with approved DV, ORS and supportmg
| documents from Accounting office.

SDS Secretary

Approves
the certified
SLIE and
LDDAP -ADA
to SDS

SDS

| Note 1: For submission of compliance,

Shall forward the certified SLIIE and LDDAP |

. documents to the
Superintendent.

10 minutes

| documents.

his/her signature on the Box D of
Disbursement Voucher. i

If there’s a correction, shall return documents |
| to the Cluster/School Bookkeeper. |

|
!
i
|
L

-ADA with approved DV, ORS and supporting 5 minutes
Schools Division ‘
| Shall approve the certified SLIIE and LDDAP
| -ADA with approved DV, ORS and supporting
If it is okay shall approve the DV and affix 1day

Email: |

Address: Alunan Highway, Poblacion. Tacurong City 9800
Telephone Numbers: (064)-200-6316; 0919-065-6425

deped.gov ph

Website: dépcdiacurong org




Republic of the Philippines
Bepartment of Education

Region XII
Schools Division Office of Tacurong City

. Accounting Office staff shall return to the
Ofﬁce of SDS.

Shall return approved DV, approved ORS and |
supportmg documents to the SDS Secretary

Forwards the

approved
SLIE and
LDDAP -ADA

to Cash
\ Section J

SDS Secretary |

L N
Receives
the
approved
SUIE and
LDDAP -ADA

; [ END

gShall forward the approved SLIE and
| LDDAP -ADA with approved DV, ORS and |
supporting documents to the Cash Section

10 minutes

‘Shall receive the approved SLIIE and LDDAP -ADA |
with approved DV, ORS and supporting |
documents.

SLIIE AND LDDAP -ADA against the approved DV,
| ORS and supporting documents.

. If it is okay, shall affix his/her signature on the |
| LDDAP -ADA. |

If there’s a correction, shall return documents to
| the Accounting Office. 1

| Note 1: For submission of compliance,

Accounting Office staff shall repeat the
process from the Process flow “Prepares the
SLIIE and LDDAP - ADA. ‘

Cashier

| Shall submit the approved SLIIE and LDDAP -ADA
to the Government Servicing Bank — DBP Tacurong |
. Branch. |

Note 2: The turn-around time where the fund
will be credited to the respective account of the
school is one day from the date of receipt of
approved SLIIE and LDDAP -ADA.

Accounting Office staff shall repeat the
| process from the Process flow “Prepares the
__SLIIE and LDDAP - ADA.

Shall review the payee and amount of the approved :

1 hour

3 days, 1 hours and

50 minutes

Note: Receiving/Releasing of documents should be encoded in the DTS. “No
DTS, No receiving of documents® shali be observed.

Address: Alunan Highway, Poblacion. Tacurong City 9800
Telephone NumberS' (064)-”00—63 16; 0919-063-6425
Email: ticuro i pl

Website: depcdtacurong org




R epublic of the Philippines
Pepartment of Education

Region XII
schools Division Office of Tacurong City

REQUIREMENTS FOR QUARTERLY MOOE DOWNLOADING

Quartery REQUIREMENTS

Downloading

DV copies ORS Approved Certification Certification Submitted Complied
(Yellow Bond Application of signed by the signed by Liquidation Liquidation
paper) Fidelity Bond Accountant the Report Report
Accountant
1%t Quarter 4 ES 3 3 3 December January -

(previous year) November
(previous
ear

| I———————

March

June March, April

September June, July &

August

Address: Alunan Highway, Poblacion, Tacurong City 9800
Telephone Numbers: (064)-200-6316; 0919-065-6425
Email: tacurong city@deped gov |

Website: depedtacurong.org




