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N DEPARTMENT OF
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e ENVIRONMENT AND
- NATURAL RESOURCES

September 18, 1989

DENR SPECIAL ORDER )
No . 9 H
Series of 1989

SUBRJECT : Authorizing some personnel of the Accounting

Due to the sxigency of the service and in order to cope
with reporting deadlines selt by the Commission  on Audit and
the Department of Budget and Management, the following
accounting personnel are required to render overltime servioes
from April 1 to May 321 and September 1 to 30, 198%;

Castro 17. Linda Fe Sabado
Dimaano 18. Alma Logmao

A @1a 19, Jane Bautista
4. Cunanan Visitacion Bafares
G Harbara Reves Luzcely Vedan

. Charito Castillio
7 Elvira Caparas
£, Mabel Coloma
S Venus Berongoy
A L.lamera
21y Nillosan
fAmador Tendido
Fernandeszs
Ao Fosario
1@ Magpayoa
ia Mallilin

Ma. Alma Filipifa
Erlinda Domingo
Josephineg Al faro
Socorro Oloteo
Ferpetua Tomas
Zenailda Gutierrez
Feltra Tabucol
Corarzron Rapadas
Meal 1d %illaﬁaﬁa

e Mava

oy

A AN

The above-named employveess ehall perform the 7
detailled in the atteached Work Flarn and
the howe with
Circular No, o Maroch
by Mational Budgest Clroular Mo, 410 da

e chargeable

Marnagement

FULGENCIO S. FACTORAN, JR.
Secretary

Visayas Avenue, Diliman, Quezon City
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Mame of Activities to Expected Overtime
No. Employee ' be Ferformed Output Peariod

P

1. Milagros C.‘C&EtFG To supervise the ff.

{Chief, ADR activities; .

Forestry Loan and

locally Funded : ~Opening of the new set New set of ADR April 1- May
Special Froject of books of accounts for book of 1, 1989
Sector) ADB-Forestry Sector Loan accounts

for CY 1989

~Work out transfer of Transterred April 1- May
bhalance sheet accounts accounts with 31, 1989
from FAF s books to ADR supporting

for- CY 1988 schedules &

journal voucher

~Submission of lst gtr.
fimnancial reports

~Work on Certificate of Report of Sept. 1-10,
settlement and Ralances compliance of 1989

of accounts post-audited CER

by the Auditor- requirements

follow-up compliance

from concerned

officials/ emplovees/

claimants

2. Luciana Dimaano ~Fosting of RCI to ROA's Btatement of April 1 ~ HMay
(Accountant I1) Subsidiary ledger accounts 31, 1989
account for cash pavable,
advances/ collection atatement of
' cash advances
~fAasist in the follow-up Compliance of Sept. 1-30,
i : of CHE compliance requirement of 1989
- CeR
Z. Joel Racela ~Computer Operator for Financial April 1 to May
Acctng. Clerk II1 Financial Statements, Feports and 31, 1989
remittances to GBIS & Statements Sept. 1-30,
BIR for ADR & OQEC 19a9
4. Elenito E. Cunanan -~Computer operator- for Financial fAipril 1 to May |
Sr.Computer Operatorweekly status reports of Reports and 31, 1989
08EC, Regios, Financial GStatements Sept. 1-30,
Statements 1989

&
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5. Rarbara Heyes FRemittances of Fayroll Hemittances April 1 to May
Supervising deductions for 68I% and for BIR & 1, 1989
Accountant BIR . Medicare
" ~Fosting of 83 accounts -
for salaries and wages - \
6. Charito Castillo ~Frocessing of reports Liguidation of April 1 to May
Supervising submitted by 0SEC proper cash advances 31, 1789
Accountant ' Fund 101 Sept. 1-30,
‘ 1989
7. Elvira Caparas FERTC Rank Statement of April 1 to May
Chief Accountant Il Reconcialiation of Rank 31, 1989
Common Fund under Fund Reconciliation Sept. 1-30,
101~ September to : 19892

December, 1988/ January
to June, 1989

" | /

8. Mabel Coloma ~Update Jouwrnal & Updated JAO: April 1 - May
Bookkeeper I Analysis of Obligation, ' 1, 1989
. , January to March/ 89
~Reconcile account Reconciled Sept. 1 - 30,
O-F0-000 from lst and allotment 1989
’ 2Znd gquarter ‘ releases under
Fund 101

7. Venus Berongoy ~Recapitulation of JCI, March. April 1 — May
Bookeeper I RCIDDO, March, 1989 and 1989 1, 1989
: preparation of Jouwrnal
of Checks Issued

I -RCIDDO for August, 1989 JCI, August, Sept. 1 - 30,
and JCI 1989 1989
10. Leticia Llamera ~P#eparatian of Journal Journal April 1 - May
Accountant I Vouchers for Vouchers 31, 1989
sub~-allotment to the Jan. — March

regions & staff bureaus 1989
lst gtr., CY 1989
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Name of : Activities to Expected Overtime
No. Employee be Ferformed Output : Feriad
~Frepare statement of Submit Sept. 1 - 30,
receipts & disbursements Statement as 1989
for Fund 131 - as required by BTR

required by treasury, CY
19861988

11. Evelyn Nillosan = ~Fosting of Liguidations/Fosting of April 1 -~ May
Bookkeeper 11 payments teo individual liquidation 31, 1989
ROA s 81400 prior years
~Reconcile Outstanding Reconciled Sept. 1 - 30,
ROA s against Gen. g2/8% per 1989
Ledger contol accounts General Ledger

up to March /89

12. Amador Tendido Update Trial Ralance Submission of April 1 - May
Accountant I January to March, 1989 1st quarter ‘31, 1989
-Work on Znd quarter Trial Ralance

Trial Balance
2nd quarter Sept. 1 - 30,
Trial Ralance 1989
submitted

(3 13, Elena Fernandexs —attach to individual Certificate of April 1 - May
Bookeeper I vouchers Appendix B Travel E1, 1989
i (Certificate of Travel Completed.
Completed) Compliance of

CSE/ Notices
attached to
vouchers

14. Conrado Rosario Freparation of Lists of List of April, May 1989
Accountant I —accounts pavyable -~ 0SEC accounts 3
101, CY 1988 payable - CY

© o 1989

15. Arlene Magpayo -Fosting of current year Updated ROA's April, 1989
, Accounting Clerk IITIRCIDDO — O-83-000 for
o ADE Sector

16. Alicia Mallilin MWork out back log on detailed April 1 - May
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Acctag. Clerk 11 C8r, 1987 down * breakdown & 31, 1989
listing of - Sept. 1 - 30,
compliance of 1989
C8R of prior
years
17. Linda Fe Sabado ~Fosting of aacount 83~ Fosted to Sept. 1 - 30,
Bookeeper 1 to individual ROA's individual 1989
April to June, 1989 ROA' s
liquidation
from RCIDDO
i1st quarter
o 18. Alma Logmao Supervise FAFS Coordinated April, May,
Chieft, FAFS Sector  fAccounting Activities FAFS Gcotng. Sept. 1989
Activities
19. Jane Bautista -Freparation of report Report of April, May,
Chief Accountant I of operations operations, 1989
f two guarters
20. Visitacion Eaﬁares ~Freparation of Frior years April to May
Accountant I1 statement of accounts accounts 1989
payable — 102 CY 1988 payable listing
~iIpdate CSR & : Compliance of Sept. 1989
- Liguidation of prior CBR
A L years
21 . Luzcely Vedan ~Freparation of ’ Frior years April to May
Bookkesper 1 statement of accounts accounts 1989
payable of all special paybale listing
projects CY 1987 down
22. Alma Filipifa -Fosting of account 83 Fosted April, May,
Supervising from RCIDDO for special liquidation Sept., 1989
Accounting Clerk projects, lst & Znd 1st and Znd
quarter quarter CY 1989

269720



>
-

) N NI

WO K. B L&

| o N

Name of Activities to Expected Overtime
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2%, Erlinda Domingo Frepare BIR remittances Updated EBIR Sept.. 1989
Afoccounting Clerk Frepare deductions from remittances
i1t FAFS contractors

24. Josphine Alfaro
Bookkeeper 1 ~Update jouwrnal of Accomplished May. Sept.,

analysis of obligations, JAO 1lst and 1989
izt and 2nd guarter , Znd quarter
2%, Bocorro Oloteo Freparation of Consolidated Septenber
Supervising consolidated Trial trial balances 1989
Accountant RBalance, 1lst and 2nd gtr.Fund 102, ist

& Znd guarter

26, Perpetua Tomas -Attachment of Attached April, May,
Accountant I11 liquidations for C8R/ . liquidations 1989
Travels to individual to individual
i vouchers vouchers .
i e e e e e . 2
27. ZTenaida Butierresz ~Frepare and update Updated April, Mavy.,
Accounting Clerk Illremittances for fund 102 remittances of 1989
- 1st and Znd guarter payroll

deductions
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28. Fetra Tabucol ~Reconcile remittances Reconciled April, May,
Booklkeeper I1 to BIR and Medicare Fund remittances Sept. 1989
102, 1st & 2nd quarter 1=t and 2nd
quarter
! 2% . Corazon Rapadas FPrepare trial balance Trial Balances Septmber 1989
Accountant 1 for FAPS project,

January to June, 1989

30, Nellie Villarama Computerize all Financial Septmber 1989
) CAcctng. Clerk IT11 Financial Statements and Reporis
' Reports
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Fl. Alma Luz Nava -Frocessing of Frocessed ' Sept. 1-30,
Chief Accountant I Liguidation reports by Ligquidation 1989
Disbursing Officers for Reports SDO -
all locally funded Dpecial
Special Frojects Frojects
37. Generosa Laocagan ~-Frocessing of all Processed April,
Accountant I disbursement vouchers, claims and September 1989 ;
. liguidation reports of liguidation
‘4 SD0’s CY 1988-89
Noted By: ‘ :
EMERIT G.jﬂICALDD
Dept. Chief Accountant 111
1 (

269722





