R epublic of thc Philippines
Bepartment of Education

Region XII
Schools Division Office of Tacurong City

October 3, 2024

DIVISION MEMORANDUM
OSDS No. ' | 5. 2024

UPDATED PROCESS FLOW FOR THE APPROVAL OF QUARTERLY SCHOOL
OPERATING BUDGET (SOB) AND PPAs

To:  Assistant Schools Division Superintendent
SGOD Chief
School Heads
School — based Administrative Officer 11
School — based Bookkeepers and Disbursing Officers
All others concerned

1. In view of the pursuit to establish Quality Management System in this SDO, this
Office disseminates to the field the process flow for the approval of Quarterly School
Operating Budget (SOB) and PPAs of School.

2. The objectives of this process flow are the following:

a. to have a unified process flow which serves as a guide to all school head, School
-based finance personnel and administrative Officer II;

b. to avoid delays of the approval of SOB and PPAs; and
c. to achieve timely downloading of quarterly MOOE.

3. The processing time is based on the quarterly submission of one school. See
enclosure for the process flow.

4. All division related policies and other issuances which are inconsistent with the
provision of this Memorandum are hereby modified.

5. Immediate dissemination of and compliance to this Memorandum is desired.

QO G. MOSQUEDA, CEO VI
Schools Division Superintendent
Enclosures: None.
Reference:  None

Allotment:  None
To be included in the perpetual Index under
RECORDS
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Republic of the Philippines
DBepartment of Education

Region XII
Schools Division Office of Tacurong City

Enclosure to Division Memo OSDS No. \\\  s. 2024

Approval of Quarterly SOB and PPAs of school

Process Flow In-charge Process Description PROCESSING TIME

Note 1: SOB and PPAs with afioc hed Purc hase Regques! not
encoded in the DTS sholl be returned to the concerned
personnel

Note 2: 508 shail be signed by the bookkeeper ond school
head and PPAs or POW sholl be signed by the Progrom
Molder Bookkeeper ond School Heod with oftached
Purchase Reques!,

Note 3: Quarterly PPAs and SOB8s shall be lorwarded by the
Clustered/School Bookkeeper lo the Receiving Unit
except for INHS-SHS where this responubilty fally under
he AO I
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Approval of Quarterly SOB and PPAs of school
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Note: This Process Flow is for one school.
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