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COMSOLIDATION AND ANALYSIS SECTION

JUANITO MUNSAYAD ~ Accountant ITI
To Bupsrvise the over-all activities of the
consolidation section.

EVANGELINE FERRER - Accountant II
To Update consolidation of monthly,  status
of common fund for fund 101, 102, 152 and 158
for November.

ANDRES RAMOS - Accountant I
To Update analyﬁiég verification of Regional,
Bureaus and Central O0ffice Trial Balance for
consolidation of fund 101, 102, 151 and 1352
for HNovember.

ISTIDORD MONTOYS — Accountant I

To tpdate consolidation of monthly breakdown of
Expenditures for fund 101 for November.

OFELTA DBEL RESASRIO - Accounting Clerk 11D

To Update consolidation of Trial RBalance for
fund 101 for Movember.

Mo, LOURDES CaSal. - Accounting Clerk I

. * )
To Update consolidation of Trial Balance for
fund 107 and 157 for November.
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ELVIRA S. CAPARAS

DALISAY PASCUAL

LETECIA A. LLAMERA

AMADOR TENDIDO

JOSEPHINE EBORA

MABEL F., COLOMA

VENUS BERONGOY

OVERTIME
WORK PLAN FOR JANUARY, 1990
FUND 101 & FUND 158

To prepare bank reconciliation statement for
Fund 101 for the month of October & November,1989.

To post 0-83-000 account for the month of December,
1989 to the ROAs.
To update 8-72-700 account.

To prepare common fund statement for the month of
September & October, 1989,

Update preparation of journal vouchers for ASA
for fund 101 (bureaus, regions & dept. proper)
and fund 154 for the month of December, 1989.

Update preparation of general journals for fund 101
and fund 154.

Update trial balance for fund 101 and fund 154.
Posting of reversions on ROAs for accounts 8-81-400.

Update statement of cash advances - 8-70-500 &
8-70-600.

Update statement of receivables -~ 8-71-100 > 8-73-100
and 8-73-200.

Update preparation of Journal and Analysis of Obliga-
tion for fund 101 (December, 1989).

Update balances of allotment and obllgatlons for the
weekly balances report.

Update preparation of breakdown of 06 (December, 1989).
Update reversions due to excess obligations.

To prepare the monthly recapitulation of RCIDDO for
fund 101 & 184 (December, 1989).

To check the individual vouchers against the RCIDDO
entries for fund 101 & 184 (December, 1989).

To prepare the Journal of Checks Issued for fund 101
& fund 101(184).

To perform other duties assigned by the supervisor.



EVELYN NILLOSAN

ALICIA MALLILLIN

JOEL RACELA

ELENITO CUNANAN

AMPARO GEREZ

NECITA ROXAS

CONCEPCION CUNANAN

To
to

update . postings of JDDO, JCD & JV (JCI if any)
ROAs (0-83-000 account) for the month of May &

June, 1989.

To

perform other duties assigned by the Supervisor

from time to time.

Follow up of CSB.

To

perform computer services for Bookkeeping financial

statements and reports.

To

To
of

To

To

To

To

To

prepare weekly status reports of PENROs.

perform computer services for weekly status reports
the Dept. Proper, Regions, Bureaus.

prepare financial statements (computer services).

FUND 158

update posting of accounts to general ledger.
update trial balance for fund 158.
prepare audited financial report of operations.

prepare bank reconciliation for the month of

October and November, 1989.
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- Name of Employee

1.

Milagros C,. Castro

Luciana M, Dimaano

Conrado Ce Rosario

Tessie B, Pomar

o<on¢w§m.mmn<wnmm
Work Plan

>cmmomnm Sector

Activities to be mmmmonama

Supetvise the closing of the books &
other accounting activities of the

Sectors R -

Draft correspondence/comments on
official matters mmmpmnma by the
Service Director,

vnoommm and nm<wms Contracts on Refo~
restation and other activities m:capﬁl
ted for funding.

Prepares and types Certificate of

availability of funds for Refores—
tation and oazon contractse.

Prepares/types remittances of BIR/ -

GSIS witholding tax/medicare for
November & Umnmacmn pwmo. :

wnmvmnmm & types nmnﬁwmwnpwm.om
witholding taxes to private
owwpsmaem\vmnmozsmp for CY 1989,

Prepares schedule of Cash Advances
to support year-—end trial balancee
Process oosenmoﬁm,nm<am=amw.m other
disbursments which are not finished
during regular ommwnm hourse.

Posts Hp@ﬁpam»pos to psapcvacmw ROA' s
for umhmadmn~ 1989,

Process Certificate of travel
noawwm»ma submi tted by nwmwamsem.
vﬂmnmnmm‘w woooavhwm:mm all speciai
journals JAO, JDDO, JCD, JCI) mon the
year-end nmnon»m.

¥

Expected Output A Period Covered

Supervision of the Acctges January 1=31, 1990
activities of the Sector.

Correspondence/comments =do=

Reviewed contracts =dom=

Typewritten Certificates January 1-31, 1990
of avilability of funds. -

‘Prepared & typewritten A =0~
list of remittances and . :
Disbursement Vouchers mon
BIR and GSIS. e
vnmvunmn omnapmpnwﬁm of .laol
witholding taxes for private/ .
personnel concerneds
Schedule of Cash Advances . O
Processed disbursement January 1=31, 1990
. vouchers, ; .
Posted liquidation ) =do- o
o . . |
CTC processed . =0
Accomplished special January 1-31, 1990
journalse o : ,




- Prepares periodic status of funds for
inélusion in the weekly over-all fund
utilization report,

- Prepares statement of operations for
the year-end financial schedules to
support trial balance.

- Follow-up of notices of suspensions mon
ADB/OECF Sector.

- Attaches to vouchers Certificate om
travel completed.

Se Arlene M, Magpayo

. = Review paid vouchers for additional
supporting documents before transmiitting

to the 0ffice of the Auditor,

- Maintain subsidiary ledger record of "
the following accounts: v
8~84-100 - Trust-National Gov' t.
mlmaluoo ‘= Trust=Gov' t. owned or
controlled corpe
8=84=-900 ~ Trust-Miscellaneous
for the vmnpon June=Dec, 1989

6e Nedia I. Calungcagin

A

ssist in psamxpsm Hmcon payrolls

Set-up listing/inventory of all
Reforestation Contracts,

Xerox no:dnmnﬁm\mooosvwwm:amsnm for
sulmission to the Auditor.

Assist in follow-up notices of
- suspensions.

ST

weekly status mm funds

Financial .report of
ovmnwﬁwonm.

Complied requirements for
suspended payments.

CTC attached,

xerox of m:vnOHﬂpsm
moncamzﬁm.

»

subsidiary ledger record
of trust accounts.

Index labor payrolls zo<)cmo\wo
CYy Homm eo CY 1989 listing

Xerox copy of contracts
submitted to Auditor.

Compliynce of suspensions

Submitted by:

2uﬁ>0mom O. O>mHWO

Chief, ADB/OECF Sector

Janaary 1-31, 1990

Janaary 1-31, pooo
.qlmol

(0=

Japuary 1-31, 1990
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WORK PLAN FOR THE DENR PROPER

PERSONNEL INVOLVED ACTIVITIES EXPECTED OUTPUT PERIOD COVERED
0IC, ACCOUNTING DIVISION:
Teresita Alvarez Nw Verify and sign disbursement signed reports January, 1990

reports of SDO

Te Review and sign journals, schedules, Signed journals, schedules and
financial reports financial statements

7L Review and sign disbursement vou- Signed vouchers and PO's
chers, PO's not finished during
regular working hours

TO Supervise. various activities of the
Accounting personnel

DISBURSEMENT SECTION:

1. Barbara T. Reyes

2. Charito Castillo

3. Lydia Bona

- Computation of BIR (withholding tax) Computed deductions of all BIR January, 1990

deductions to be withheld from Officials/ Forms W-4 submitted
Employees based from the New Salary
Standardization Plan

- Supervision and coordination of the
activities of the Section

- Processing of vouchers Processed vouchers not finished
during office hours
- Indexing of wage payrolls of casuals Indexed payrolls for the months
and contractuals (January to Dec. 1989) of (January to March 1989)
- Processing of purchase orders and Processed vcﬁwwmm orders and contracts
contracts

-Liquidation of CSB Liquidated CSB

-do-

~do-



PERSONNEL INVOLVED

ACTIVITIES

EXPECTED OUTPUTS

PERIOD COVERED

4. Teodoro Guevarra

5. Dolores M. Angco

6. Cresencia Garalde

7. Catherine Manalansan

8. Remedios Mercado

9. Carolina A. Lopez

10. Erlinda Romulo

Liquidation of Cash Advances and
Traveling expenses of officials/
employees

Indexing of miscellaneous and per-
sonal expenditures

Checking and counter checking of
voluntary separation deductions
to that of the Report of Check
Issued and the General Ledger
(February to August 1989)

Indexing of HDMF contributions,
Provident and Emergency loans.
(January to December, 1989)

Indexing of wage payrolls of
casuals and contractuals

Indexing of Salary Payrolls
(February to June, November and
December 1989)

Update processing of TEV Liquida-
tions ( for CARP )

Update Settlement of Suspensions
( CSB ) of CARP

Update Processing of Credit to
Cash Advances of CARP

Posting of 83-000 Accounts to ROA
for Year-end Accounts Payable

Indexing of miscellaneous and per-
sonal Expenditures of CARP

Liquidated Cash Advances and
Traveling expenses vouchers
30 vouchers

Indexed 12 payrolls and
15 vouchers

Checked and counter checked
deductions for the month of
February to Apri]l 1989

Indexed contributions/loans
for the months of January &
February, 1989

Indexed payrolls for August and
September, 1989

Indexed payrolls for the months
of February and March 1989

Updated Liquidation of TEV
Updated Settlement of CSB

Updated Liquidation of Cash
Advances

Posted 83-000 Accounts to ROA

Indexed Payrolls for November
and December, 1989 and 30
Vouchers

January, 1990

Janaury, 1990

January, 1990

January, 1990

January, 1990

January,

January,

January,

January,

January,

1990

1990

1990

1990

1990




iy

o
Ly

...!_

Ci

i
bt

%i

T8

fat

ek e
we £







L)
el

-






