A epublic of rhr Pbilippines
Department of Education
REGION 1
SCHOOLS DIVISION OFFICE DAGUPAN CITY

FINANCE ACCOUNTING

RECORDING OF RECIEPT AND UTILIZATION
OF CASH ALLOWANCE (NCA) START

A

Receives copy of the GAARD, SARO,
and GARO, and posts the allotment in
the ‘Allotment Received’ column of
the RANCA

Receives copy of NCA from DBM

Records the receipt of NCA in the
RANCA

X
Records the amount disbursed/utilized
in the RANCA based on processed
DVs/Payroll

Indicates the balance of the Unutilized
NCA and Unfunded Allotment

END
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Bepublic of the Philippines

Department of Education
REGION 1
SCHOOLS DIVISION OFFICE DAGUPAN CITY

FINANCE ACCOUNTING

DISBURSEMENT OF CHECKS

‘ START ’

Preparation of Disbursement Voucher
(DV)

y

Processing of Disbursement Voucher
(DV)

l

Preparation and Approval of Checks

Preparation of Reports

END
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Bepublic of the Philippines

Department of Education
REGION 1

SCHOOLS DIVISION OFFICE DAGUPAN CITY

FINANCE ACCOUNTING

DISBURSEMENT OF CASH ADVANCE
FOR OPERATING EXPENSES START

\ 4

Granting of Cash Advance for Operating
Expenses

\4

Utilization of Cash Advances for Operating
Expenses

l

Liquidation of Cash Advances for Operating

Expenses
A
END
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Bepublic of the Philippines

Department of Education
REGION 1

SCHOOLS DIVISION OFFICE DAGUPAN CITY

FINANCE ACCOUNTING

DISBURSMENTS THROUGH LDDAP-ADA

START

y

Preparation of LDDAP-ADA

A\ 4

Approval of the “LDDAP” Portion

A\ 4

Approval of “ADA” Portion

\4

Preparation of Report of LDDAP-
ADAs Issued

\4

Preparation of Report of Advice to
Debit Account Issued

END
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R epublic of the Philippines

Department of Education
REGION 1

SCHOOLS DIVISION OFFICE DAGUPAN CITY

FINANCE ACCOUNTING
DISBURSEMENT THROUGH TRA

< START ’

Prepares Summary of Tax Withheld

)

Forwards the STW to the Chief
Accountant for signature

Forwards the STW to the Head of
Agency/Authorized Official for approval

Files tax returns, payment through Tax
Remittance Advice and submits

l

Prints the validated TRA and the
required tax returns for all taxes

Signs on the “Certified by” portion and
“Approved by’ on TRA

|

Reproduces the TRA, STW and
required tax returns and submits to
the concerned BIR Office and files the

END
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