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I. ADMINISTRATIVE AND FINANCE SERVICES DIVISION 
 

Is tasked to implement efficient, economical, and effective systems for human 
resource management and development, procurement and property 
management, records management, and related administrative/general services. 
 
Aims to support the different units of the organization by providing relevant 
financial information. Conducts a review and evaluation of the actual income and 
expenditure based on projections. Records financial transactions which conform 
with generally accepted accounting principle and in accordance with pertinent 
laws and regulations. Assist in the formulation of policies for management 
controls.  

 
 
II. CORE PROGRAM SERVICES 
 

 Installs and implements the required administrative systems to ensure greater 
work efficiency and effectiveness covering the following functional areas: 

 
o HR Management and Development  
o leave administration 
o compensation,  benefits and welfare administration 
o recruitment and selection 
o learning and development 
o personnel actions (reassignment, designation, disciplinary action, etc.) 
o employee records and database management 
o performance management and evaluation 
o rewards, incentives and recognition 
o employee discipline 
o staffing review/audit and organizational diagnosis 

 
 Procurement and Property Management 

o procurement planning  
o inventory and disposal of physical assets 
o asset and supplies management (insurance, storekeeping, distribution, 

etc.) 
o property and supply database management  
o bidding activities and documentation  

 
 Records Management 

o Document receipt, registry, storage, retrieval and disposal system 
o liasoning and messengerial services 

 
 General/Support Services 

o staff house quarters/guest house supervision 
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 Enforces existing laws, duly prescribed policies, rules and regulations, and 
pertinent administrative issuances pertaining to the aforementioned 
administrative concerns 

 
 Provides the ZFPC officers and unit heads with the necessary assistance and 

general administrative services on personnel actions, logistical requirements, 
and related concerns 

 
 Evaluates procedures in the conduct of administrative services and recommends 

necessary enhancements to ensure adequate delivery of services 
 
 Recommends policies and programs to improve the delivery of administrative 

services 
 
 Provides administrative support and secretariat services in the activities and 

deliberations of the port’s Bids and Awards Committee (BAC), personnel affairs 
committees (i.e., Personnel Selection Board, Performance Management Team, 
Personnel Development Committee, Grievance Committee, Program on Awards 
and Incentives for Service Excellence or PRAISE Committee, etc.), and other 
bodies involved in service delivery 

 
 Plans and schedules learning and development programs and other human 

resource interventions to enhance ZFPC employees’ competencies and potentials 
for improved productivity and higher job satisfaction 

 
 Prepares communication plans and undertakes  

 
 Employee briefings, information dissemination and related activities to keep 

employees abreast of the latest civil service rules and administrative issuances 
 
 Prepares reportorial requirements for submission to the ZFPC Port Manager, 

PFDA top management, PFDA Central Office units, and oversight agencies 
 

 Plans, controls and directs the financial activities of the port. 
 

 Implements accounting and auditing rules and regulations prescribed by the 
COA and other government agencies. 
 

 Maintain and updates basic accounting records and books of accounts to 
determine the port’s financial performance. 
 

 Informs management on the status of the port funds and other financial matters 
as may be required. 
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 Process disbursement vouchers, purchase orders, payrolls and certifies as to 
funds availability prior to the incurrence of obligations. 
 

 Assesses and/or bills all kinds of fees and revenue derived from the use of port 
facilities. 
 

 Prepares checks for payment of all port obligations. 
 

 Prepares the port’s budgetary requirements. 
 

 Prepares financial statements and report required by PFDA C.O., COA and other 
government agencies. 

 
 Computes and prepares monthly billings based on Customer's leased area and 

monthly power and water meter reading. 
 
III. DEFINITION OF TERMS 
 
1. AFSD Plantilla Positions – refer to the regular items under the Administrative 

Services Division per the ZFPC Plantilla of Positions authorized by the Department 
of Budget and Management (DBM) in 2009 under Executive Order 366 
(Rationalization Program): 

 
1.1 Human Resource Management Officer II (HRMO II) – the senior/technical 

staff who is responsible for the proper implementation of personnel-related 
programs and activities, records keeping and preparation of port 
communications 
 

1.2 Supply Officer II (SO II) –the staff responsible in the conduct of procurement 
activities and completion of property management-related requirements 

 
1.3 Records Officer I (RO I) –the support staff who assists the HRM Officer II in 

the conduct and completion of records management-related activities and 
requirements  
Note:  The ZFPC Plantilla of Positions (as rationalized in 2009) includes items 
marked for abolition or conversion once vacated be the incumbents.  As a 
result, AFSD will be comprised by the above-listed regular positions, with 
additional staffing requirements to be addressed through job outsourcing. 

 
2. Bids and Awards Committee (BAC) – the body duly constituted by the PFDA General 

Manager to facilitate the implementation of ZFPC projects and provision of supplies 
and services requirements through the timely conduct of screening, bidding, 
evaluation, and other related administrative activities and requirements as provided 
in RA 9184 (Government Procurement Reform Act) and its Implementing Rules and 
Regulations 



  

PHILIPPINE FISHERIES DEVELOPMENT AUTHORITY 

ZAMBOANGA FISH PORT COMPLEX 

Code                  : ZFPC-SOI-02 

Version No.:  2 

Standard Operational Instructions (SOI) Manual 

Administrative and Finance Services Division 
Effectivity:  
Page No.:  Page 4 of 153 

 

 
This document is an UNCONTROLLED COPY unless stamped as  
CONTROLLED COPY duly signed by the QMR. 

 
3. Leave Monetization – refers to the commutation of leave credits in accordance with                

the provisions of Joint CSC-DBM Circular No. 1 (s. 1991), Joint CSC-DBM Circular No. 
2 (s. 1997), Sections 22 and 23 of Rule XVI, Omnibus Rules on Leave Implementing 
Book V of the Administrative Code of 1987, and PFDA Office Order No. 6 (s. 2008) 
pertaining to Annual Leave Monetization (ALM) and Emergency Leave Monetization 
(ELM). 

 
4. Personnel Affairs Committees – the different bodies duly constituted by the PFDA 

General Manager to: (a) facilitate the conduct of human resource/personnel-related 
activities/ deliberations, and (b) ensure that such activities are conducted with 
transparency and proper compliance with the pertinent rules and administrative 
issuances. 

 
4.1 Human Resource Merit Promotion and Selection Board (HRMPSB) – the 

body tasked to evaluate applications for appointment and advancement to 
regular ZFPC plantilla positions through the use of prescribed screening 
procedures and based on the applicable qualification standards, competency 
requirements, and such other specifications as may be determined by the 
unit concerned 

4.2 Performance Management Team (PMT) – the body tasked to verify the 
performance commitment and review forms of ZFPC officers and employees 
in accordance with the policies and guidelines provided in the CSC-approved 
PFDA Strategic Performance Management System (SPMS) 
 

4.3 Program on Awards and Incentives for Service Excellence (PRAISE) 
Committee – the body tasked to evaluate the grant of awards and incentives 
to deserving ZFPC officers and employees based on the review of their 
outstanding accomplishments, performance, actual contributions or 
innovations, and exemplary behavior vis-à-vis prescribed criteria and 
requirements 

 
5. Procurement – refers to the acquisition of goods and consulting services, and the 

contracting for infrastructure projects (Section 5(aa), IRR, RA 9184) 
 
6. Records Management – refers to the systematic control over the creation, 

maintenance, preservation, and disposition of records with the end in view of 
ensuring the efficient, accurate and timely provision of reference materials as may 
be required in decision-making and the conduct of port services and operations 

 
7. Recruitment and Selection – refers to the process of sourcing, assessing, and 

choosing candidates for employment or promotion in the agency  
 

8. Accountant III – In-charge of preparation and consolidation of Financial Statement 
required by Top management and other authorized government agencies. Prepares 
and keeps basic accounting books and subsidiary ledger. 



  

PHILIPPINE FISHERIES DEVELOPMENT AUTHORITY 

ZAMBOANGA FISH PORT COMPLEX 

Code                  : ZFPC-SOI-02 

Version No.:  2 

Standard Operational Instructions (SOI) Manual 

Administrative and Finance Services Division 
Effectivity:  
Page No.:  Page 5 of 153 

 

 
This document is an UNCONTROLLED COPY unless stamped as  
CONTROLLED COPY duly signed by the QMR. 

 
9. Cash Clerk (Accounting Clerk) – records & check documents per voucher & purchase 

order received from different unit and index the transaction and prepares monthly 
remittance to BIR  

 
10. Cashier II – receives collections from customers and sub-collecting officers and 

deposits all collections to ZFPC depository bank (Land Bank of the Philippines). 
Holds special cash advance like payroll for Job Order by Administration and tokens 
for employees 

 
11. Cashier I– handles cash advance for petty miscellaneous expenses and other related 

cash advances and receives payment during accreditation process 
 

12. Cash Clerk (Disbursing Officer) - takes charge of check preparation on approved 
disbursement vouchers and make payment to various suppliers. 

 
13. Cash Clerk III – prepares payroll of personnel, monthly remittances on statutory 

contribution, monthly fuel and power consumption and other office monthly bills due.  
 

14. Budget Officer II– appropriates and allocates funds if expenditure is within the 
approved budget. 

 
15. Cash Disbursements Journal (CDJ) – is used to record disbursements out of cash 

advances based on the report of cash disbursements and payrolls. 
 

16. Cash Receipts and Deposits Journal (CRDJ) – is used to record all collections and 
deposits reported during the month based on report of collections and deposits. 

 
17. Journal of Bills Rendered (JBR) – is used to record all bills rendered for the month. 

Based on transaction billing form-order of payment, bills are entered individually in 
the JBR numerically. 

 
18. Check Disbursements Journal (CkDJ) – is used to record checks issued during the 

month based on report of check issued. 
 

19. General Journal – is maintained to cover all funds which cannot be recorded in other 
special journals. 

 
20. General Ledger – is a book of final entry containing groups of accounts arranged in the 

same sequences the chart of accounts and to which totals of amount columns of special 
journal and individual entries of the general journal are directly posted. 

 
21. Subsidiary Ledger – is a book of final entry containing the details or breakdown of the 

balances of controlling accounts appearing in the general ledger. 
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22. Disbursing Officer’s Logbook – a logbook to be maintained by Cashier/Disbursing 
Officer to record the transactions. 

 
23. Petty Cash Voucher – a form to be used by the Requesting Officer/Employee to 

acknowledge the receipt of cash advance from the Petty Cash Custodian. 
 

24. Liquidation of Cash Advance – a form to be used by the Requesting Officer/Employee 
indicating the requested amount after the consummation of the cash advance. 

 
25. Official Receipt – for proper accounting and control of collections, collecting officers 

shall promptly issue official receipts for all monies received by them. 
 

26. Entrance Tickets, Parking Tickets – the collecting officer shall promptly issue tickets 
for monies received by them. These tickets are pre-numbered and shall be remitted to 
cashier at the end of their shift. 

 
27. Credit Officer III/Billing Officer – personnel in charge on the preparation of 

transaction billing form, order of payment of their particular clients/customers, 
Statement of Account Receivable (SOAR), Status & Aging of Accounts Receivable. 

 
28. Transaction Billing Form (TBF) – a document issued monthly by ZFPC relating to a 

service transaction specifically rental, water and power usage that includes a specific 
reference to the duration of time being billed. 

 
29. Cash Clerk III (Collecting Officer) – regular ZFPC personnel designated and authorized 

to collect payment from customers during their assigned shift in HMOD and PMRD. 
 
30. Petty Cash Fund – a revolving fund used for miscellaneous expenses on office supplies, 

IT supplies, car and port maintenance not exceeding Five Thousand per Petty Cash 
voucher.  
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BUDGET 
 

1.1. Budget Preparation 
 

1.1.1 The Division Chiefs of the port shall prepare detailed annual budget 
requirements and projected income of their respective divisions. 
 

1.1.2 The Division Chief shall discuss their budgetary requirements and 
projected income with the Port Manager. 

 
1.1.3 The Budget Officer shall consolidate all the budgetary requirements 

and projected income. 
 

1.1.4 The Port Manager shall submit the consolidated budget proposal at 
the PFDA Annual Planning Workshop for consideration, deliberation 
and approval. 

 

1.2. Budget Implementation 
 

1.2.1 The approved budget shall be the basis for all budget releases of the 
port. 
 

1.2.2 The Budget Officer shall prepare monthly budget request 
accompanied by an accounting of funds released during the preceding 
month. 

 
1.3. Budget Review and Evaluation 

 

1.3.1 A quarterly review and evaluation of the actual income and 
expenditure shall be made based on projections/as needed. Particular 
attention shall be given to items that fell short of or way above 
projections. Adjustments shall be made when necessary in order to 
meet projections. 
 

1. ACCOUNTING 
 

2.1 Maintenance of Books of Account and Subsidiary Ledgers 
 

2.1.1 The port shall maintain such books of accounts consisting of journals, 
books of original entry (Journal Entry Voucher) for recording 
transactions in chronological order, ledgers or books of final entry for 
classifying and summarizing the effect of the transactions on 
individual accounts. 
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2.2 Preparation of Books of Accounts 
2.2.1 Preparation of Cash Receipts and Deposits Journal (CRDJ)  

 
2.2.1.1  All income collections, receipts, refunds and deposits are  

  recorded in this journal from the report of collections and 
deposits.  

2.2.1.2   At the end of the month, the summary of all accounts is posted  
   on this journal and footed balanced.  
2.2.1.3   Totals are posted to the general ledger which in turn, is used as  
   basis in the preparation of the monthly trial balance. 
2.2.1.4   All accounts in the general ledger are maintained in subsidiary  
   ledgers when transactions are voluminous and require details. 
2.2.1.5   The Accountant prepares the cash receipts and deposits journal. 

 
2.2.2 Preparation of Check Disbursements Journal (CkDJ) 

 
2.2.2.1  All issuances of checks are recorded in this journal from the 

report of check issued.  
2.2.2.2 At the end of the month, the summary of all accounts is posted 

on this journal and footed balanced. 
2.2.2.3 Totals are posted to the general ledger which in turn, is used as 

basis for the preparation of the monthly trial balance. 
2.2.2.4  All accounts in the general ledger are maintained in subsidiary 

ledgers when transactions are voluminous and require details. 
2.2.2.5 The Accountant prepares the check disbursements journal. 

 
2.2.3 Preparation of General Journal (GJ) 

 
2.2.3.1 General Journal is maintained to cover all funds which cannot 

be recorded in other special journals. Journal Entry Voucher is 
used to support the entries in this journal and supporting 
documents are attached to the journal voucher. 

2.2.3.2 At the end of the month, the summary of all accounts is posted 
on this journal and footed balanced. 

2.2.3.3 Totals are posted to the general ledger which in turn, is used as 
basis for the preparation of the monthly trial balance. 

2.2.3.4 All accounts in the general ledger are maintained in subsidiary 
ledgers when transactions are voluminous and require details. 

2.2.3.5 The Accountant prepares the general journal. 
 

2.2.4 Preparation of Cash Disbursement Journal by the Disbursing Officer 
(CDJ) 
 

2.2.4.1   All payments in cash are recorded in this journal. This journal is 
kept for each fund based on the monthly report of cash 
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disbursement and liquidation of cash advance submitted by the 
disbursing officer. 

2.2.4.2  Liquidation of cash advance is summarized in the journal of 
disbursement by the disbursing officer.  

2.2.4.3  At the end of the month, the summary of all accounts is posted on 
this journal and footed balanced.  

2.2.4.4  Totals are posted to the general ledger which in turn, is used as 
basis for the preparation of the monthly trial balance.  

2.2.4.5  All accounts in the general ledger are maintained in subsidiary 
ledgers when transactions are voluminous and require details. 

2.2.4.6  The Accountant prepares the general journal. 
 

2.3 Preparation of Aging Accounts Receivable 
 
2.3.1 This is a report issued to record the amount due from each client and 

the numbers of days the accounts are outstanding. This is prepared by 
the Credit Officer to support the Financial Statements and is submitted 
at the Central Office together with the Status of Accounts Receivable. 
 

2.4 Preparation of Financial Report 
 
2.4.1 Trial balance of accounts appearing in the general ledger is prepared 

at the end of every month after all transactions have been entered in 
the books. It shall contain a summary of all debit and credit totals and 
balances brought forward from the preceding calendar years up to the 
end of the period covered. 
 

2.4.2 Financial Statements such as Trial Balance, Statement of Financial 
Position, Statement of Comprehensive Income, Schedule to Financial 
Statement, are submitted to PFDA Central Office monthly. 
 

2. BILLING AND COLLECTION 
 
3.1 Billing and Collection Process 

 
3.1.1 Credit Officer prepare billings based on Customer's leased area and 

monthly power, water reading, lease agreement and other documents. 
 

3.1.2 Credit Officer prints the Transaction Billing Form (TBF)/Order of 
Payment (OP) for the Customer. 

 

3.1.3 The Credit Officer, Accountant, Officer-in-charge of Administrative and 
Finance Services Division and Port Manager to sign on the printed 
TBF/OP. 

 
3.1.4 Credit Officer/Messenger distributes the signed TBF/O.P.  



  

PHILIPPINE FISHERIES DEVELOPMENT AUTHORITY 

ZAMBOANGA FISH PORT COMPLEX 

Code                  : ZFPC-SOI-02 

Version No.:  2 

Standard Operational Instructions (SOI) Manual 

Administrative and Finance Services Division 
Effectivity:  
Page No.:  Page 11 of 153 

 

 
This document is an UNCONTROLLED COPY unless stamped as  
CONTROLLED COPY duly signed by the QMR. 

 

3.1.5 Upon payment the customer will proceed to the billing unit for the 
preparation of Authority to Accept Payment (ATAP) and present it to 
AFSD-Cashier for payment. 

 

3.1.6 Cashier accepts payment from the Customer and issue Official Receipt. 
 
3. CASHIER 

 
4.1 Collection of  Payment 

 
4.1.1 Cashier receives payment from customers either in the form of cash or 

check 
 

4.1.2 Issuance of Official Receipt. 
 

4.1.3 Cashier will perform cash count.  
 

4.1.4 Cashier will safekeep the collection in the cash vault. 
 

4.1.5 Cashier will consolidate all collection of previous days for deposit of 
collection to PFDA depository bank. 
 

4.2 Issuance of Petty Cash Fund 
 

4.2.1 Requesting unit shall use the Petty Cash Voucher (PCV) Form together 
with the Purchase Request 
 

4.2.2 PCV Form shall be accomplished by the Requesting Officer/Employee 
and approved by the Port Manager  

 
4.2.3 Petty Cash Custodian shall issue the requested cash advance not 

exceeding Five Thousand pesos (Php5,000.00) upon submission of 
well accomplished PCV. 
 

4.2.4 Requesting unit purchases and liquidates within five (5) working days 
after the receipt. 

 
4.2.5 Petty Cash Custodian shall replenish upon disbursement of at least 

50%. 
 

4.2.6 After processing of the liquidation the custodian shall replenish the 
50% balance. 

 
4.3 Daily Report of Collection and Deposits 
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4.3.1 Collecting Officer receives payment from Port Clients/Customers and 
issue Official Receipt (O.R.), at the end of shift, prepares report of 
collections and drop it at the designated remittance cash box in the 
Cashier Office and record it on the logbook. 
 

4.3.2  The Cashier II will open the remittance cash box on the next day and 
witnessed by Accountant/Cashier I, then check based on collection 
logbook. 
 

4.3.3 The Cashier II consolidates all collections and prepares deposit slip,   
deposit collections to the Land Bank of the Philippines then file the 
issued and validated deposits slips. 

 
4.3.4 At the end of the month the Cashier II will make the Report of  

Collections and Deposits 
 
4.3.5 The Accountant checks the Official Receipts and Deposit Slip based on 

the Report of Collections and Deposits at the end of the month. 
 
4.3.6 The  Accountant prepares Journal Entry Voucher of Collections and 

Deposits. 
 
4. HUMAN RESOURCE 

 
5.1 Attendance Monitoring And Leave Administration 

 
5.1.1 The ZFPC employee record their attendance in a quick response 

attendance monitoring using the PFDA ID, finger print biometric 
scanner and manual recording of attendance sheet (arrival, mid-day 
entries, departure, and overtime, if required) 
 

5.1.2 At the end of the month, the IT personnel prints the Daily Time 
Records of employees 

 
5.1.3 Records leave applications, pass slips, official travel, etc. in individual 

DTRs ; notes absences incurred in individual leave credit cards 
 

5.1.4 Record Officer/J.O. distributes the printed DTR to concerned 
personnel for signature and of the Division Head 

 
5.1.5 The Division Head review and sign DTRs and return to AFSD-HR 

 
5.1.6 The HR verify DTRs if already signed by the concerned employees and 

Division Heads 
 



  

PHILIPPINE FISHERIES DEVELOPMENT AUTHORITY 

ZAMBOANGA FISH PORT COMPLEX 

Code                  : ZFPC-SOI-02 

Version No.:  2 

Standard Operational Instructions (SOI) Manual 

Administrative and Finance Services Division 
Effectivity:  
Page No.:  Page 13 of 153 

 

 
This document is an UNCONTROLLED COPY unless stamped as  
CONTROLLED COPY duly signed by the QMR. 

5.1.6.1 Records tardiness, undertime and AWOL incurred in the 
individual leave credits ledger card 

5.1.6.2 Updates leave credit balances as of End of the month 
5.1.6.3 Update Individual Employees Attendance Evaluation (EAE) 

forms 
5.1.6.4 File DTRs and other attendance-related documents in 

individual attendance folder 
 

5.2 Preparation And Issuance Of Quarterly Leave Credit Balances 
 

5.2.1 The HR/J.O. reviews/updates computation of leave credits earned and 
availed compensatory time off by employees during the  previous 
quarter 

 
5.2.2 The HR/J.O.  generates report of leave credit  balances for all 

employees  
  

5.2.3 The HR/J.O.  forwards Leave Credit Balance (LCB) listings to the HRM 
Officer for further review and initials 
 

5.2.4 The HRM Officer/OIC-AFSD verify listings versus the report from the 
previous quarter and submit the latest report to the AFSD Chief for 
notation 
 

5.2.5 The HRM Officer/OIC-AFSD validates LCB report and transmits the 
same to the Office of the Port Manager for approval 

 
5.2.6 The Port Manager approves LCB report for posting in conspicuous 

areas for the information of the respective employees 
 

5.3 Leave Credit Monetization 
 

5.3.1 The Employee accomplish leave application form for monetization 
 

5.3.1.1 If, Emergency Leave Monetization (ELM) the employee 
prepare memo request address to Top Management thru 
the Port Manager with the supporting documents (e.g., 
medical certificates, hospital bill, prescriptions, etc.) 

5.3.1.2 If Annual Leave Monetization (ALM), the employee submits 
accomplished leave form to the HR 

 
5.3.2 The HR/J.O. evaluates applications for leave monetization based on 

latest LCB; submits application to HRM Officer 
 

5.3.3 The HRM Officer/OIC-AFSD checks documents and certify LCB of 
applicants; forwards applications to the AFSD Chief for review 
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5.3.4 The HRM Officer/OIC-AFSD checks documents and certify LCB of 
applicants 

 
5.3.5 The HRM Officer/OIC-AFSD reviews applications and forward the 

same to the Port Manager for endorsement to the top management 
 

5.3.6 The Port Manager affixes initials on leave application forms and sign 
transmittal memo 

 
5.3.7 The HRM Officer/OIC-AFSD transmits applications with supporting 

documents to Central Office (ASD, FSD, OAGM and OGM) for approval 
 

5.3.8 The Cash Clerk III upon receipt of approved ALM/ELM applications 
prepare payroll/DV/BUR 

 
5.3.9 The Cash Clerk III route documents for processing of leave credits 

monetization 
 

5.4 Salary Payroll Preparation And Processing 
 

5.4.1 The HR/J.O. computes deductions for Leave Without Pay (LWOP)  
incurred by employees 
 

5.4.2 The Cash Clerk III prints Salary Adjustment Sheet (SAS) and note 
individual deductions (LWOP, loan amortizations, etc.) on SAS 
 

5.4.3 The Cash Clerk III encodes adjustments in payroll system; print and 
check Salary payroll 
 

5.4.4 The Cash Clerk III reprints pages of payroll with corrections and other 
supporting documents 

 
5.4.5 The OIC-AFSD will check the personnel LCB versus number of days 

rendered with the corresponding amount involved and affixes 
signature on the payroll and BUR and forward to Accounting Unit. 

 
5.4.6 The Cash Clerk (Accounting Clerk) will record, check the documents if 

duly signed and index the transaction and forward to Budget Officer 
 

5.4.7 The Budget Officer affixes signature on the Budget Utilization Request 
(BUR) for budget allocation 

 
5.4.8 The Acting Accountant reviews and validates Salary Payroll Report 

and supporting documents and affixes signature as to availability of 
funds and completeness of documents 
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5.4.6.1 If payroll corrections, the Cash Clerk III makes necessary 
corrections and re-submit print-outs to Accounting 

 
5.4.6.2 If no corrections, the Cash Clerk III prepares endorsement 

letter together with USB and alphabetical listing of 
personnel with the corresponding payroll account numbers 
for signature of the Cashier II and Port Manager (and/or 
authorized and alternate signatories) prior to submission  
to Depository Bank. 

 
5.4.9 The Cash Clerk III distributes payslip, per request and monitor 

crediting of salaries in ATM payroll account 
 

5.5 Recruitment, Placement And Promotion (Submission of Proposed Positions) 
 

5.1.1 The Unit Heads submit justifications re: proposed positions to be filled 
based on operational requirements and in accordance with the 
approved regional plantilla positions 
 

5.1.2 The HRM Officer/OIC-AFSD validates unit requests and submit 
consolidated recommendation to fill vacancies for  review of the AFSD 
Chief 
 

5.1.3 The HRM Officer/OIC-AFSD review and prioritize proposed positions 
based on operational requirements, financial considerations, etc. 
 

5.1.4 The HRM Officer/OIC-AFSD transmits recommendation and 
consolidated list of proposed positions to the Office of the Port 
Manager (OPM) 
 

5.1.5 The Port Manager reviews recommendation and confirm priority 
positions for endorsement to the Central Office for top management 
approval 
 

5.1.6 The HRM Officer/OIC-AFSD finalizes recommendation per PM’s 
instruction and forward the same to the AFSD Chief for review 
 

5.1.7 The HRM Officer/OIC-AFSD forwards transmittal memo and list of 
proposed positions to the OPM for signature 
 

5.1.8 The ZFPC Port Manager signs transmittal memo recommendation 
with the supporting documents for submission to Central Office for 
top management review and approval 
 

5.1.9 The Top Management reviews ZFPC request to fill priority vacancies 
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5.1.10 The ASD-Human Resources Division publish vacancies in CSC Bulletin 
of Vacant Positions and prepare Vacancy Announcement Forms 
(VAFs) 
 

5.1.11 The ASD-Human Resources Division furnish ZFPC with approved 
recommendation and copies of VAFs 

 
5.6 Recruitment, Placement And Promotion (Screening and Preliminary 

Evaluation of Applicants) 
 
5.6.1 The HRM Officer post Vacancy Announcement Forms (VAFs) on notice 

boards and issue list of requirements to applicants 
 
5.6.1.1 The applicant submits application letters and requisite 

supporting documents 
 

5.6.2 The HRM Officer/OIC-AFSD examine/validate documents and 
prepares recommendation for applicants who meet basic 
QS/requirements to take the qualifying examinations. 
 

5.6.3 The HRM Officer/OIC-AFSD review results of initial assessment, 
interview applicants, and submit pertinent documents to the Port 
Manager 
 

5.6.4 The HRM Officer/OIC-AFSD follow-up results and prepare activity 
schedule for PSB Deliberations 

 
5.7 Recruitment, Placement And Promotion(Conduct of ZFPC – Personnel 

Selection Board (PSB) Deliberations) 
 

5.7.1 The HRM Officer/OIC-AFSD prepares shortlist of applicants and 
conduct background checks/additional screening procedures (e.g., 
social media account and reference checks) 
 

5.7.2 The HRM Officer/OIC-AFSD consolidates applications and pertinent 
documents for reference of the  ZFPC-PSB 
 

5.7.3 The HRM Officer/OIC-AFSD prepare schedule of ZFPC-PSB 
deliberations and confirm availability of all concerned 
 

5.7.4 The ZFPC Personnel Selection Board conduct panel interviews and 
deliberations; discuss findings and significant observations during the 
selection process 
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5.7.5 The ZFPC-PSB Secretariat drafts report on the screening process, 
deliberations, and PSB recommendations; organize pertinent 
documents 
 

5.7.6 The ZFPC Personnel Selection Board reviews and finalize report for 
submission to the agency PSB 
 

5.7.7 The Port Manager reviews ZFPC – PSB report and endorse the same, 
together with reference documents, to the agency PSB 
 

5.7.8 The HRM Officer/OIC-AFSD transmit ZFPC-PSB report and reference 
documents, to the agency PSB (Central Office) 
 

5.7.9 The ASD-Human Resources Division acknowledge receipt of the 
documents and schedule the agency PSB deliberations 

 
5.8 Recruitment, Placement And Promotion (Conduct of PFDA – Personnel 

Selection Board (PSB) Deliberations) 
 

5.8.1 The PFDA – PSB Secretariat review ZFPC –PSB report and prepare 
pertinent information for the reference of the agency PSB 
 

5.8.2 The PFDA-PSB Secretariat schedule the agency PSB 
meeting/deliberations and confirm the availability of all concerned 
 

5.8.3 The PFDA-Personnel Selection Board conduct deliberations on 
applications for ZFPC positions, per documents submitted by the 
ZFPC-PSB 
 

5.8.4 The PFDA-Personnel Selection Board conduct panel interview as 
deemed necessary; discuss findings and significant observations 
during the selection process 
 

5.8.5 The PFDA-Secretariat draft report  on the screening process, 
deliberations, and PSB recommendations; organize pertinent 
documents 
 

5.8.6 The PFDA-PSB review and finalize report for submission to PFDA top 
management 
 

5.8.7 The PFDA Top Management review PFDA-PSB report and note 
instructions on the issuance of appointments to candidates deemed 
best qualified for the positions 

 
5.8.8 The PFDA-PSB Secretariat issue notice on the appointments to be 

issued (for posting in all units) 
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5.8.9 The ZFPC/HRM Officer coordinates with Administrative Services 
Department/HRD regarding processing of appointments 

 
5. PROCUREMENT AND PROPERTY MANAGEMENT 

  
6.1 Procurement Through Sealed Canvass (Cash On Delivery Basis) – Part 1 

 
6.1.1 The Requesting Division prepares Purchase Request (PR) to be signed 

by the Requesting Unit’s Division Head then to be forwarded to the 
Budget Unit for budget allocation and for approval by the approving 
officer/ head of office. Approved Purchase Request (PR) will be 
forwarded to the Supply Officer for assignment of PR number.  
 

6.1.2 The Supply Officer reviews and prepares RFQ to be forwarded to the 
RBAC thru the BAC secretariat. 

 
6.1.3 If ABC is above P50,000.00, the BAC Secretariat posts RFQ in PhilGEPS 

website 
 

6.1.5.1 The Supplier downloads and fills quotation from PhilGEPS 
website and submits RFQ to BAC Secretariat 

6.1.5.2 The BAC Secretariat receives  sealed RFQ and schedule for 
opening of bids/deliberation 

 
6.1.4 If not within P 50,000.00, the Supply Officer releases the RFQ to 

Canvassers 
 

6.1.6.1. The Canvassers serve RFQ to bonafide suppliers and submit 
sealed bids to Bids & Award Committee (BAC) Secretariat 

6.1.6.2. The BAC Secretariat receives sealed RFQ and schedule for 
opening of bids/deliberation 

 
6.1.5 The Bids and Awards Committee opens and evaluates bids and 

determines the Lowest bidder 
 

6.2 Procurement Through Sealed Canvass (Cash On Delivery Basis) – Part 2 
 

6.2.1 The BAC Secretariat prepares Abstract of Quotation, Minutes of the 
Meeting and route for signatures of BAC Committee. 

  
6.2.2 The Supply Officer will prepare the Purchase Order (PO) & Budget 

Utilization Request (BUR). The BUR certified by respective requesting 
division head and forwards all documents to Accounting Unit for 
processing and for certification of budget availability by the Budget 
Officer. 
 



  

PHILIPPINE FISHERIES DEVELOPMENT AUTHORITY 

ZAMBOANGA FISH PORT COMPLEX 

Code                  : ZFPC-SOI-02 

Version No.:  2 

Standard Operational Instructions (SOI) Manual 

Administrative and Finance Services Division 
Effectivity:  
Page No.:  Page 19 of 153 

 

 
This document is an UNCONTROLLED COPY unless stamped as  
CONTROLLED COPY duly signed by the QMR. 

6.2.3 The Accountant certifies the availability of funds and process 
Disbursement Voucher (DV) then forward DV and other attached 
documents to OIC-AFSD and OPM for signature of the Port Manager 
 

6.2.4 The OPM Staff forwards signed DV and attached documents to 
Disbursing Officer for check preparation 
 

6.2.5 The Disbursing Officer prepares check and route it to signatories 
 

6.2.6 The Disbursing Officer informs the Supply Officer once check is signed 
 

6.2.7 The Supply Officer informs supplier the approved PO and check for 
payment 
 

6.2.8 The Supplier signs PO and deliver procured item or services  
 

6.2.9 The Supply Officer notifies designated inspector 
 

6.2.10 The Inspector checks delivered items/services as to conformity with PO 
specifications 
 

6.2.11 If items/services conform to the required PO specification, the Supply 
Officer accepts items/services then affix signature on Inspection and 
Acceptance Report (IAR).  

 
6.2.12 The Inspector inspects the items/services delivered. If within 

specification/s, inspector will affix signature and note date on invoice on 
Inspection and Acceptance Report (IAR) .  

 
6.2.13 The Disbursing Officer confirm Supply Officer if items/services are 

already delivered/rendered before the check will be released 
 

6.2.14 The Supplier claims check payment from Disbursing Officer 
 

6.2.15 The Disbursing Officer keeps PO and other documents for filing 
 

6.2.13.1 If items/services  do not conforms to the required, the Supply 
Officer requires replacement that meets specification 

6.3 Procurement Through Sealed  Canvass (Cash On Delivery Basis) – Part 3 
 

6.3.1 The Supply Officer routes IAR  (with supporting documents) to 
signatories Requesting Unit and Port Manager. 
 

6.3.2 The OPM Staff returns signed IAR and other documents to Disbursing 
Officer 

 



  

PHILIPPINE FISHERIES DEVELOPMENT AUTHORITY 

ZAMBOANGA FISH PORT COMPLEX 

Code                  : ZFPC-SOI-02 

Version No.:  2 

Standard Operational Instructions (SOI) Manual 

Administrative and Finance Services Division 
Effectivity:  
Page No.:  Page 20 of 153 

 

 
This document is an UNCONTROLLED COPY unless stamped as  
CONTROLLED COPY duly signed by the QMR. 

6.3.3 The Disbursing Officer stamps paid and file 
 

6.4 Procurement Through Sealed Canvass (Non-COD Basis/Regular Purchase) – 
Part 1 

 
6.4.1 The Requesting Division prepares Purchase Request (PR) to be signed by 

the Requesting Unit’s Division Head then to be forwarded to the Budget Unit 
for budget allocation and for approval by the approving officer/ head of 
office. Approved Purchase Request (PR) will be forwarded to the Supply Unit 
for assignment of PR number.  

 
6.4.2 The Supply Officer reviews and prepares RFQ to be forwarded to the 

RBAC thru the BAC secretariat. 
 

6.4.3.1 If ABC above P 50,000.00, the BAC Secretariat posts RFQ in 
PhilGEPS website 

6.4.3.2 The Supplier downloads and fill-up quotation from 
PhilGEPS website and submits RFQ to Bids and Award 
Committee (BAC Secretariat) 

6.4.3.3 If ABC not more than P50,000.00, the Supply Unit releases 
the RFQ to Canvassers 

6.4.3.4 The Supply Unit releases the RFQ to Canvassers 
6.4.3.5 The Canvassers serve RFQ to bona fide suppliers and 

submit sealed bids to Award Committee (BAC) Secretariat 
 

6.4.3 The BAC Secretariat receives sealed RFQ and schedule for opening of 
Bids/deliberation 
 

6.4.4 The Bids and Awards Committee opens and evaluates bids and 
determine lowest and compliant bidder 

 
6.5 Procurement Through Sealed Canvass (Non-COD Basis) – Part 2 

 
6.5.1 The BAC Secretariat prepares Abstract of Quotation, Minutes of the 

Meeting, and route for signatures of BAC Committee.  
 

6.5.2 The Supply Officer will prepare the Purchase Order (PO) & Budget 
Utilization Request (BUR). The BUR certified by respective requesting 
division head and forwards all documents to Accounting Unit for 
processing and for certification of budget availability by the Budget 
Officer. 

 
6.5.3 The Accountant certifies the availability of funds and process Purchase 

Order (PO) then forward PO and other attached documents to the 
AFSD Head and OPM for signature. 
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6.5.4 The OPM Staff forwards signed PO and other documents to Supply 
Unit. 

 
6.5.5 The Supply Officer serves PO to supplier. 
 
6.5.6 The Supplier conforms and signs PO; delivers procured items/services 
 
6.5.7 The Supply Officer notifies designated inspector of the delivered items 
 
6.5.8 The Inspector checks delivered items/services as to conformity with 

PO specifications 
 

6.5.7.1 If items/services do not conform to required, the Supply 
Officer requires replacement that meets specification 

6.5.7.2 If items/services conforms to required, the Inspector accept 
items/services then affix signature and note date on invoice 

 
6.5.9 The Supply Officer prepares Inspection and Acceptance Report (IAR) 

and signs on the Acceptance portion of IAR;  Route IAR (with 
supporting documents) to signatories (Inspector, Requesting Unit & 
Port Manager). 

6.5.10 The Supply Unit then prepares the Disbursement Voucher and BIR 
required forms (2306 and 2307) to be forwarded to Accounting Unit 
together with other documents for processing. 

 
6.5.11 The Accounting Unit checks documents and process Disbursement 

Voucher (DV); forward DV and other attached documents to AFSD 
Head and OPM for the signature. 

 
6.6 Procurement Through Sealed Canvass (Non-Cod Basis) – Part 3 

 
6.6.1 The OPM Staff forwards signed DV and other documents to Disbursing 

Officer for Check preparation. 
 
6.6.2 The Disbursing Officer prepares check and route to Port Manager for 

signature of Check; inform the Supply Officer once check is signed. 
 
6.6.3 The Supply Officer informs the suppliers that check is ready for pick-

up or serving. 
 
6.6.4 The Supplier claims Check payment from Disbursing Officer. 
 
6.6.5 The Disbursing Officer releases check as payment to supplier and 

stamp PAID to DV and all attached documents then file. 
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7. DISPOSAL OF UNSERVICEABLE PROPERTIES 
 

7.1 The Supply Officer/Inventory Committee conducts Inventory of Properties per 
count and per record. 
 

7.2 The Supply Officer identifies damaged/unserviceable items and classifies 
them, make a list per item. 
 

7.2.1 Items belonging to PPE, use Inventory and Inspection Report of 
Unserviceable Properties from (IIRUP) if not, use Waste Materials 
Report (WMR) form. 

 
7.3 The Supply Officer verifies Property Cards, Properly Acknowledgment Receipt 

(PAR) for IIRUP items and Inventory Custodian Slip for WM items. 
 

7.4 The Supply Officer/Inventory Committee furnishes a copy to Accounting Unit. 
 

7.5 The Inventory Committee classifies mode of disposal, and make timeline of 
activities. Take picture of items. 
 

7.6 The supply Officer requests for approval of disposal to Central Office with an 
attached copy of IIRUP/RWM and pictures. 
 

7.7 The Central Office returned the approved request for disposal with other 
attached documents to ZFPC. 
 

7.8 The Supply Officer forwards the approved request for disposal with other 
attached documents to COA requesting for the Technical Assistance for the 
Appraisal of Items. 
 

7.9 Computed Agency’s own Appraised value of Items and compares with the 
appraised value made by the COA. Adopt appraised value, whichever is higher. 
 

7.10 The Disposal Committee posting for Public Auction within 7 days in 
conspicuous places and website. 

 
7.11 The Disposal Committee auction proper. 

 
7.12 The Disposal Committee awards the highest bidder as buyer. 

 
7.13 The Cashier received Payment from Buyer/highest bidder. 

 
7.14 The Accountant will drop items from the Book of Accounts to relieve the 

accountability of Accountable personnel. Furnish a copy to COA. 
 

7.15 The Accountant/Supply Officer update Records/Files 
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8. ISSUANCE OF TRIP TICKET 
 

     8.1  The personnel will request or schedule for a trip and provide the list of 
transactions.  

     8.2   The HRM Officer/OIC-AFSD validates and inform the driver of the service vehicle 
regarding the scheduled trip 

     8.3   The Driver of the service vehicle request trip ticket form from the HRM 
Officer/OIC-AFSD 

     8.4   HRM Officer/OIC-AFSD print and issue pre-numbered Trip Ticket to the driver 
and inquire fuel availability and if the level of fuel is below the normal level, 
the driver will fill-up the fuel request issuance slip. 

     8.5   HRM Officer/OIC-AFSD approves fuel request and forwards to Cash Clerk III for 
issucance of P.O.  

     8.6   The driver request approval from the OIC-AFSD and Port Manager 

     8.7    If ok, the Port Manager signs the Trip Ticket and proceed to errand travel 

     8.8   If disapproved, the Port Manager will not sign the Trip Ticket and wait for 
another Scheduled trip 

 
9. FINANCE 
 

9.1 Financial Statement Preparation 
 

9.1.1 The Accountant prepares Journal Entry Voucher, Cash Disbursement 
Journal, Check Disbursement Journal, Cash Receipts and Deposits 
Journal, General Journal and Journal of Bills Rendered 
 

9.1.2 The Accountant consolidate journals and post entries to General 
Ledger and Trial Balance 

 
9.1.3 The Accountant prepares the monthly Financial Reports of ZFPC 

 
9.1.4 The OIC-AFSD Port Manager signs the Financial Statement for 

Submission to the PFDA-Finance Department / ZFPC COA 
 

9.2 Detailed Procedure For Disbursement and Expenditure Process 
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9.2.1 The Supply Officer prepares Disbursement Voucher & Budget 
Utilization Request with attachments 
 

9.2.2 Forwards BUR & DV to Division Heads concerned for signature 
 

9.2.3 Forwards BUR, Disbursement Voucher and all attached documents to 
Accounting Unit 

 
9.2.4 The Accounting Staff records and post the accounting entries code 

then forward  the said documents to the Budget Officer 
 

9.2.5 The Budget Officer will certify according to the budget utilization of 
funds and forward to the Acting Accountant. 

 
9.2.6 The Accountant check documents completeness and certifies as to 

availability of funds then signs Disbursement Voucher and route all the 
documents to OIC-AFSD and Port Manager 

 
9.2.7 The Port Manager approves the Disbursement Voucher with 

attachments 
 

9.2.8 The Cash Clerk (Disbursing Officer) receives Disbursement Voucher 
with attachments and prepares check. The Cashier will signs on the 
check and forward to the Port Manger for signatures. 

 
9.2.9  The Port Manager/Signatory signs checks 

 
9.2.10 The Disbursing Officer records the Check to Log book prior to 

release/payment to various payee 
 

9.2.11 Release check to payee for issuance of Official Receipt 
 

9.2.12 Check duplicate, Disbursement Voucher, and other supporting 
documents then stamp PAID 

 
10.       CHECK ISSUANCE 

 
10.1 The Cash Clerk (Disbursing Officer) receives Disbursement Voucher with  
          the supporting documents then prepares check 
 
10.2  Cashier II signs the Check and forward to the  Port Manager for       

signature/alternate signatories 
 

10.3  Supply Officer will inform the payee that check is ready for pick-up or 
the Cash Clerk (Disbursing Officer) will make payment to the payee. 
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10.4    The Payee receives check from Cash Clerk (Disbursing Officer) and 
issue Official Receipt 

 
10.5 The Cash Clerk (Disbursing Officer) Stamps the Disbursement Voucher 

and all  attached documents as “PAID” 
 

10.6 The Cash Clerk (Disbursing Officer) prepares Report of Check Issued 
(RCI) and submit to AFSD. 
 

10.7 The  Accountant counter-check the RCI and accounting code entries 
 

10.8 The Accountant prepares Journal Entry Voucher (JEV) for Check 
Issued for the month 

 
 
 

11.  PROCUREMENT THROUGH CASH ADVANCE 
   

11.1 The Requesting Unit prepares Purchase Request (PR) with Request for 
Quotation (RFQ) and Petty Cash Voucher (PCV). 

 
11.2 The Requesting Unit forwards Purchase Request, Petty Cash Voucher 

and other documents to respective Division Chiefs  for signature 
 
11.3 The respective Division Chiefs  forwards Purchase Request, Petty Cash 

Voucher and other documents to OPM for the Port Manager's Approval 
 
11.4 The OPM Staff forwards the signed / approved documents to Petty 

Cash Custodian 
 

11.5 The Petty Cash Custodian checks the availability of cash: if NO, advise 
the requesting units as to when funds will be available, if YES, release 
cash advance to requesting unit with proper acknowledgement. 

 
11.6 The Requesting Unit purchases item from supplier and notify the 

Inspector 
 
11.7 The inspector checks and accepts purchased item and affix signature 

and note date on sales invoice 
 
11.8 The Requesting Unit prepares Inspection and Acceptance Report (IAR) 

and Waste Material Report (when required), and route these to 
signatories (respective Division Chiefs, Requesting Unit, Inspector & 
Port Manager) 
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11.9 The OPM Staff forwards the signed Inspection and Acceptance Report 
and other documents to Requesting Unit 

 
11.10 The Requesting Unit forwards all original documents to Petty Cash 

Custodian for liquidation purposes 
 
12. RECORDS DISPOSAL 

 
12.1 The HR conduct records inventory, determine the value of such records in 

terms of present or future needs and classify the same as temporary or 
permanent 

12.2 The HR identify and segregates records based on the record matrix provided 
in PFDA-ZFPC-QP-002 F004 

12.3 The HR submit list for disposal to the OIC-AFSD through accomplished PFDA-
ZFPC-QP-002-F02 (Turnover Listing and Disposal Authorization) 

12.4 The HR consolidate the unit listings of records for disposal; prepare a memo-
request for authority to dispose of records for top mgt. approval (with letter for 
NAP) 

12.5 The OIC-AFSD Chief review draft documents and initial; forward the same to 
OPM for signature 

12.6 The Port Manager sign documents for transmittal to the Central Office 
(OAGM/OGM) 

12.7 The OAGM/GM approve recommendation and sign documents 
12.8 The GSD Records transmit pertinent documents to ZFPC thru mail 
12.9 The HRM Officer assign LO to deliver documents to NAP Zamboanga  
12.10 The NAP Zamboanga assign a Records Management Analyst who will conduct 

an actual inspection to appraise and examine the records for disposal and 
recommend the manner or method of disposal 

12.11 The NAP-Executive Director issue Authority to Dispose (NAP Form 5) and 
notify the ZFPC of the scheduled date of records disposal 

12.12 The AFSD Chief informs the Resident COA Auditor regarding the request and 
scheduled date of records disposal 

12.13 The NAP and COA Representatives witness disposal of records on the 
scheduled date 

12.14 If disposal by sale, the buyer pay the corresponding amount to the Cashier and 
picks up the records for disposal 

12.15 The NAP issue a Certificate of Disposal (NAP Form No. 6) 
12.16 The Record Officer prepares report on records disposal for the review and 

notation of the AFSD Chief and submission to the ZFPC Port Manager and 
PFDA top mgt. 

 
13.   CUSTOMER SERVICE SATISFACTION SURVEY 

 
13.1 The AFSD Staff create emoticons as one of the tools for customer survey 

satisfaction for frontliner’s services and distribute to Cashier’s Office, HMOD 
and PMRD  
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13.2 The emoticons have two features of the face, the happy face for satisfied 
customer and sad face for not satisfied customer. 

13.3 The emoticons at the Admin. Bldg. are located at the Cashier’s window and at 
the ID processor AFSD staff’s table, at  HMOD and PMRD is placed at the 
frontliner’s table for customer  

13.4 The customer rate the service of the frontliner by choosing the emoticon and 
drop at the box 

13.5 The AFSD staff collect the boxes from the different locations and open the 
boxes every end of the month  

13.6 The collected emoticons were counted and tabulated in excel format in the 
presence of representative from each division 
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ATTENDANCE MONITORING AND LEAVE ADMINISTRATION 

  

ZFPC units 
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PREPARATION AND ISSUANCE OF QUARTERLYLEAVE CREDIT BALANCE REPORT 

  

Records Officer/J.O. 

Reviews/updates 
computation of leave credits 

earned and availed-off by 
employees during the 

previous quarter 

Records Officer/J.O. 
 

Generates report of leave 
credit balances for all 

employees 

Records Officer/J.O. 
 

Forwards LCB (Leave Credit 
Balance) listings to the HRM 

Officer for further review 
and initial 

  START 

OIC-AFSD 

Validates LCB report and 
transmits the same to the 
Office of the Port Manager 

for approval 

Port Manager 

Approves LCB report for 
posting for the information 
of the respective employees 

HRM Officer/OIC-AFSD 

Verify LCB listings versus the  
report from the previous 
quarter and submit the 

latest report to the AFSD 
Chief for notation 

END 
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END 

LEAVE CREDIT MONETIZATION 
 

 
 
 

 
 
 
 
 

 
 
 
 
 

 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 

 
 
 

 
SALARY PAYROLL PREPARATION AND PROCESSING 

Employee  

Accomplish leave application 
form for monetization 

Employee  

Prepare memo-request and 
supporting documents (e.g., 
medical certificates, hospital 
bill, prescriptions, etc.) 

Employee  

Submit accomplished leave 
form to the  

HRMO II 

ZFPC Port Manager 

Affix initials on leave 
application forms and sign 

transmittal memo 

HRMO II 

Evaluate applications for 
leave monetization based on 

latest leave credit balance 
(LCB); submit applications                      

to HRM Officer 

OPM Staff/ HRMO II 

Transmit applications with 
supporting documents to 

Central Office (ASD, OAGM 
and OGM) for approval  

HRM Officer 

Check documents and certify 
LCB of applicants;  forward 

applications to the                        
ASD Chief for review  

HRM Officer 

Upon receipt of approved 
ALM/ELM 

applications,endorse to Cash 
Clerk III,  prepare 
payroll/DV/BUR  

Chief, Admin. Services Division 

Review applications and 
forward the same to the 
ZFPC Port Manager for 

endorsement to top mgt. 

Cash Clerk III 

Route documents for 
processing of leave credit 

monetization 

 

Type of 
Monetization 

C START 

ELM 

ALM 
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Yes 

 
 

 
 

 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
 
 
 
 

 
 
 
 
 
  

Records Officer/J.O. 

Compute deductions for 
Leave Without Pay (LWOP) 

incurred by employees  

Accountant 

Reviews and validates 
Salary Payroll Report and 

supporting documents 

Payroll Officer/Cash Clerk III 

Make necessary corrections 
and                      re-submit 
print-outs to Accounting 

Section 

HRM Officer 

Print Salary Adjustment 
Sheet (SAS) and note 
individual deductions 

(LWOP, loan amortizations, 
etc.) on SAS  

Cashier II  

Submit e-copy of Payroll and 
Letter of Authority to Debit 

Account (ADA) to 
Depository Bank 

Cash Clerk III 

 Encode adjustments in 
payroll system; print and 

check salary payroll 

Cash Clerk III 

Reprint pages of payroll with 
corrections and other 
supporting documents 

 Budget Officer 

Affixes signature on the 
Budget Utilization Request 
(BUR) for budget allocation 

Payroll 
corrections 

END 

No 

D START 

Yes 
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Approved 

2 

Disapproved 

RECRUITMENT, PLACEMENT AND PROMOTION 
Part 1:  Submission of Proposed Positions 

 

 
 
 
 
 
 
 

 
 

 
 
 
 
 
 

 

 
 
 
 
 

 
 
 
 
 
 
 
 

 
 
 
 
 
 
  

ZFPC Unit Heads 

Submit justifications re: 
proposed positions to be 

filled based on operational 
requirements and in 
accordance with the 

approved regional plantilla 
positions 

HRMO II/OIC-AFSD 

Finalize recommendation 
per PM’s instruction and 
forward the same to the  
AFSD Chief for review 

HRMO II/OIC-AFSD 

Forward transmittal memo 
and list of proposed 

positions to the OPM for 
signature 

HRM Officer/OIC-AFSD 

Validate unit requests and 
submit consolidated 

recommendation to fill 
vacancies for the review of 

the ASD Division Chief 

ZFPC Port Manager 

Sign transmittal memo and 
supporting documents for 

submission to the Central Office, 
for top mgt. approval 

HRMO II/OIC-AFSD 

Review and prioritize 
proposed positions based on 

operational requirements, 
financial considerations, etc.   

PFDA Top Management 

Review ZFPC request to fill 
priority vacancies 

HRMO II/OIC-AFSD 

Transmit recommendation 
and consolidated list of 

proposed priority positions   
to the Office of the  

Port Manager 

ASD-Human Resources 
Division 

Publish vacancies in CSC 
Bulletin of Vacant Positions 

and prepare Vacancy 
Announcement Forms 

(VAFs) 

ZFPC Port Manager 

Review recommendation 
and confirm priority 

positions for endorsement 
to the Central Office for top 

mgt. approval 

ASD-Human Resources 
Division 

Furnish ZFPC with 
approved recommendation 

and  copies of VAFs 

END 

Proposed 
Positions 
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Approved 

Disapproved 

Approved 

END 

RECRUITMENT, PLACEMENT AND PROMOTION 
Part 2:  Screening and Preliminary Evaluation of Applicants 

 

 

 

 
 
 
 

 
 
 
 
 
 

 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

* Pre-employment Test (PET), Promotional Test (PT), and Ethics-Oriented Personality Test (EOPT) as  
provided in CSC Memorandum Circular No. 6 (s. 2017), as well as other aptitude tests and practical 
examinations that may be administered by the HR unit and the units concerned. 

  

PFDA Top Management 

Review ZFPC request 
regarding applicants to take 

the CSC qualifying exams Records Officer/J.O.  

Post Vacancy Announcement 
Forms (VAFs) on notice 
boards and issue list of 

requirements to applicants 

                    Applicants 

Submit application letters               
and requisite supporting 

documents 

HRMO II/OIC-AFSD 

Submit endorsement of 
applicants and coordinate 

with CSC re: exam schedule 
HRMO II/OIC-AFSD 

Examine/validate documents  
 and prepare recommendation 
for  applicants who meet the 

basic QS/requirements to 
take the qualifying 

examinations* 

HRMO II/OIC-AFSD 

Notify applicants re: CSC 
examination schedule 

HRMO II/OIC-AFSD 

Review results of initial 
assessment, interview 
applicants, and submit 

pertinent documents to the 
ZFPC Port Manager  

Applicants  

Take CSC qualifying 
examinations per schedule 

HRM Officer 

Follow-up exam results with 
the CSC and prepare activity 

schedule for PSB 
deliberations 

ZFPC Port Manager 

Review documents and sign 
endorsement for top mgt. 

approval re: applicants to take 
the CSC pre-employment 

exams 

- Updated curriculum vitae 
- CS eligibility certificate 
- Transcript of Records 
- Training certificates 
- Service record 
- Employment certificates 
 
- Performance Rating 
 
 

END 

2 

Proposed 
Examinees 

3 

Proposed 
Examinee

s 

  START 

      END 
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RECRUITMENT, PLACEMENT AND PROMOTION 
Part 3:  Conduct of ZFPC - Personnel Selection Board (PSB) Deliberations 

 
 

 

   

 

 

 

 

 
 
 
 
 

 
 
 
 
 
 

 
 
 
 
 
 

 
 

 

 
 
 
 
  

ZFPC  Personnel Selection 
Board 

Review and finalize report 
for submission to the agency 

PSB 

HRM Officer 

Prepare shortlist of applicants 
and conduct background 

checks/additional screening 
procedures (e.g., social media 
account and reference checks) 

ZFPC Port Manager  

Review ZFPC-PSB report and 
endorse the same, together 
with reference documents,  

 to the agency PSB 

HRM Officer 

Consolidate applications and 
pertinent documents for the 
reference of the ZFPC-PSB  

HRM Officer 

Transmit ZFPC-PSB report 
and reference documents to 

the agency PSB (Central 
Office) 

HRM Officer 

Prepare schedule of ZFPC-
PSB deliberations and 

confirm availability of all 
concerned 

ASD – Human Resources 
Division 

Acknowledge receipt of the 
documents and schedule the 

agency PSB deliberations  

ZFPC  Personnel Selection 
Board 

Conduct panel interviews 
and  deliberations; discuss 

findings and significant 
observations during the 

selection process   

ZFPC-PSB Secretariat 

Draft report on the screening 
process, deliberations, and 

PSB recommendations; 
organize pertinent 

documents 

3 

 

- Interview Assessment 
- Potential Assessment 
- Work Experience 
- Education & Training 
- Character References  
- Performance Rating 
 
 

START 

END 
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RECRUITMENT, PLACEMENT AND PROMOTION 
Part 4:  Conduct of PFDA - Personnel Selection Board (PSB) Deliberations 

 

 

   

 

 

 

 

 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 

  

PFDA-PSB Secretariat 

Review ZFPC-PSB report               
and prepare pertinent 

information for the reference 
of the agency PSB   

PFDA Personnel Selection 
Board 

Review and finalize report 
for submission to PFDA top 

mgt. 

PFDA-PSB Secretariat 

Schedule the agency PSB 
meeting/deliberations and 
confirm the availability of  

all concerned  

PFDA Top Management   

Review PFDA-PSB report 
and note instructions on the 
issuance of appointments to 

candidates deemed best 
qualified for the positions 

PFDA-Personnel Selection 
Board 

Conduct deliberations on 
applications for ZFPC 

positions, per documents 
submitted by the ZFPC-PSB  

PFDA-PSB Secretariat 

Issue notice on the 
appointments to be issued 

(for posting in all units) 

PFDA-Personnel Selection 
Board 

Conduct panel interviews as 
deemed necessary; discuss 

findings and significant 
observations during the 

selection process   

ZFPC – AFSD/HRM Officer 

Coordinate with Admin. 
Services Dept./HRD 

regarding processing of 
appointments 

PFDA-PSB Secretariat 

Draft report on the screening 
process, deliberations, and 

PSB recommendations; 
organize pertinent 

documents 

4 START 

  END 
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PROCUREMENT THROUGH SEALED CANVASS (CASH ON DELIVERY BASIS) 
Part 1 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

START 

REQUESTING DIVISION 

Prepare Requisition and 
Issuance Slip (RIS) for 
requested items/ services or 
equipment/s and forward RIS 
to Supply Officer 

SUPPLY OFFICER 

Review RIS and check availability 
of stocks/inventory 

Item 
availabl

 

SUPPLY OFFICER 

Released the 
requested item/s 

Yes 

No 

REQUESTING DIVISION 

Prepare Purchase Request (PR) 
with Request for Quotation 
(RFQ) on the requested 
item/equipment 

SUPPLY OFFICER 

1. Review and sign RFQ 
2. Refer PR to requesting, 

recommending and approving 
officers for signature (AFSD 
Chief & Port Manager) 

ABC Above 
50,000.00 

SUPPLY OFFICER/ BAC 
SECRETARIAT 

Post RFQ in PhilGEPS website 

SUPPLIER 

Download and fill-up quotation 
from PhilGEPS website and 
Submit RFQ to Bids and Award 
Committee (BAC) Secretariat 

BIDS & AWARDS 
COMMITTEE 

Open and evaluate bids and 
determine lowest bidder 

OPM STAFF 

Record and release the RFQ to 
Canvassers 

CANVASSER 

Serve RFQ to bona fide 
suppliers and Serve RFQ to 
bona fide suppliers and Submit 
sealed bids to Award 
Committee (BAC) Secretariat 

A 

Yes 

No 

End 
BAC SECRETARIAT 

Received sealed RFQ and 
schedule for opening of bids 
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PROCUREMENT THROUGH SEALED CANVASS (CASH ON DELIVERY BASIS) 
Part 2 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

A 

BAC SECRETARIAT 

Prepare Abstract of Quotation, 
Minutes of the Meeting, 

Purchase Order (PO) & Budget 
Utilization Request (BUR) and 

route for signatures of BAC 
Committee and forward all 

documents  signed to Budget 
Officer 

BUDGET OFFICER 

Certify the availability of funds 
and process Disbursement 

Voucher (DV) then forward DV 
and other attached documents 
to OPM for the signature of the 

Port Manager 

OPM STAFF 

Forward signed DV and 
attached documents to 

Disbursing Officer for Check 
Preparation 

DISBURSING OFFICER 

1. Prepare check and route it to 
signatories 

2. Inform the  Supply Officer 
once check is signed 

SUPPLY OFFICER 

Inform supplier of approved PO 
and check payment 

SUPPLIER 

Deliver procured item or 
services and sign PO 

INSPECTOR 

Check delivered items/services 
as to conformity with PO 

specifications  

SUPPLY OFFICER 

Notify designated Inspector 

Items/services 
conforms to 
the required 
specification 

Yes 

No 

SUPPLY OFFICER 

Require replacement that 
meets specification 

INSPECTOR 

1. Accept items/services then 
affix signature and note 
date on invoice 

2. Endorse invoice to 
Disbursing Officer 

DISBURSING OFFICER 

Confirm Supply Officer if 
Items/services are already 

delivered/rendered before the 
check will be release 

SUPPLIER 

Claim check payment from 
Disbursing Officer 

DISBURSING OFFICER 

Files disbursement voucher and 
other procurement documents 

for preparation of 
disbursement report 



  

PHILIPPINE FISHERIES DEVELOPMENT AUTHORITY 

ZAMBOANGA FISH PORT COMPLEX 

Code                  : ZFPC-SOI-02 

Version No.:  2 

Standard Operational Instructions (SOI) Manual 

Administrative and Finance Services Division 
Effectivity:  
Page No.:  Page 38 of 153 

 

 
This document is an UNCONTROLLED COPY unless stamped as  
CONTROLLED COPY duly signed by the QMR. 

PROCUREMENT THROUGH SEALED CANVASS (CASH ON DELIVERY BASIS) 
Part 3 
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PROCUREMENT THROUGH SEALED CANVASS (NON-COD BASIS) 
Part 1 

 
 
 

  
Start 

REQUESTING DIVISION 

SUPPLY OFFICER 

BUDGET OFFICER 

Prepare Purchase Request (PR) 
with other attachement such as 
Pre-Repair Inspection (if needed) 

1. Review PR 
2. Refer PR to requesting 

division head for signature as 
“Requestor” 

3. Forwards the PR to Budget 
Unit 

ABC Above 
50,000.00 

SUPPLY OFFICER/ BAC 
SECRETARIAT 

Post RFQ in PhilGEPS website 

SUPPLIER 

Download and fill-up quotation 
from PhilGEPS website and 
Submit RFQ to Bids and Award 
Committee (BAC) Secretariat 

BIDS & AWARDS 
COMMITTEE 

Open and evaluate bids and 
determine lowest bidder 

OPM STAFF 

Record and release the RFQ to 
Canvassers 

CANVASSER 

Serve RFQ to bona fide suppliers 
and Serve RFQ to bona fide 
suppliers and Submit sealed bids 
to Award Committee (BAC) 
Secretariat 

Yes 

No 

BAC SECRETARIAT 

Received sealed RFQ and schedule 
for opening of bids 

 Allocates budget for the 
requested and approved 
amount of the PR  

 Forwards the PR to the OPM 
Staff Approving Officer (Port 
Manager) 
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PROCUREMENT THROUGH SEALED CANVASS (NON-COD BASIS) 
Part 2 

 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  

BAC SECRETARIAT 

Prepare Abstract of Quotation, 
Minutes of the Meeting, 

Purchase Order (PO) & Budget 
Utilization Request (BUR) and 

route for signatures of BAC 
Committee and forward all 

documents signed to Budget 
Officer 

BUDGET OFFICER 

Certify the availability of funds 
and process PO then route PO 
and other documents to AFSD 

Chief and Port Manager 

OPM STAFF 

Forward signed PO and other 
documents to Supply Officer 

SUPPLY OFFICER 

Serve PO to supplier through 
fax/email 

SUPPLIER 

1. Fax/email back signed PO  
2. Deliver procured 

items/services 

SUPPLY OFFICER 

Notify designated Inspector 

INSPECTOR 

Check delivered items/services as 
to conformity with PO 

specifications  

Items/services 
conforms to 
the required 
specification 

Yes 

No 

SUPPLY OFFICER 

Require replacement that meets 
specification 

INSPECTOR 

3. Accept items/services 
then affix signature and 
note date on invoice 

SUPPLY OFFICER 

1. Prepare Inspection and 
Acceptance Report (IAR) 
and Requisition and 
Issuance Report (RIS) 

2. Route IAR and RIS (with 
supporting documents) to 
signatories (Inspector, 
Requesting Unit, AFSD Chief 
& Port Manager) 

BUDGET OFFICER 

1. Check documents and 
process Disbursement 
Voucher (DV)  

2. Forward DV and other 
attached documents to 
OPM for the signature of 
the Port Manager 
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PROCUREMENT THROUGH SEALED CANVASS (NON-COD BASIS) 
Part 3 

 
 

 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

OPM STAFF  

Forward signed DV and other documents to 
Disbursing Officer for check preparation 

DISBURSING OFFICER 

1. Prepare Check and route to Port Manager for 
signature of Check 

2. Inform Supply Officer once check is signed 

SUPPLY OFFICER 

Inform Supplier, check ready for pick-up 

SUPPLIER 

Claim check payment from Disbursing Officer 

DISBURSING OFFICER 

1. Release check as payment to supplier 
2. Stamp paid to DV and all attached documents 

then file 

 End 
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 PROCUREMENT THROUGH CASH ADVANCE 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Requesting Unit 

1. Prepares Purchase 
Request (PR) for Cash 
Advance item not more 
than P5,000.00 

2. Attaches Petty Caash  
Voucher (PVC) to PR 

3. Forward PR, PCV and 
other documents to 
Requesting Division’s 
Chief/Head for initial 

4. After signature, PR, PCV 
and other docs will be 
forwarded to OPM for the 
Port Manager’s Approval 

OPM STAFF 

Forwards the approved PR, PCV 
and other docs to Supply Unit 

for PR number 

Petty Cash Custodian 

Release cash advance to 
requesting unit with proper 

acknowledgment 

Procure purchased item from 
supplier and notify Inspector 

Inspector 

Check and accept purchased 
item; affix signature and note 

date on sales/cash invoice 

Forwards numbered 
liquidation docs and any 

amount left from the purchase 
to the petty cash custodian for 

liquidation. 

Prepare Inspection and Acceptance 
Report (IAR) andWaste Material Report 

(where required), and route these to 
signatories (requesting unit’s head , 
Inspector, Port Manager). Allocates 

IAR,WMR number and gets Supply Unit’s 
copies 

Supply Unit 

Forwards signed IAR and other 
documents to requesting unit 

Requesting Unit 

SUPPLY UNIT/OFFICER 

Requesting Unit 

Forwards approved document 
to Petty Cash Custodian for 

fund request 

Cash 
Available 

Yes 

END 

START 

Allocates PR Number to the 
approved PR and other 

documents returns docs to 
Requesting Unit  

Petty Cash Custodian 

Check availability of cash 

Requesting Unit 
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DISPOSAL OF UNSERVICEABLE PROPERTIES 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

START 

Supply Officer/Inventory 
Committee 

Conduct Inventory of Properties 
per count and per record. 

Supply Officer/Inventory 
Committee 

Identify damaged/unserviceable 
items and classify them, make a 
list per items. 

Items belong to 
PPE, use Inventory 

and Inpection of 
Inserviceable 

Properties from 
(IIRUP) if not use 
Report of Waste 
Materials (WM) 

form 

Supply Officer 
Verify Property Cards, Properly 
Acknowledgment Receipt (PAR) 
for IIRUP items, and Inventory 
Custodian Slip for RWM items. 

Supply Officer/Inventory 
Committee 

Furnish a copy to Accounting Unit. 

Supply Officer 
Request for approval of disposal 
to Central Office with an attached 
copy of IIRUP/RWM and pictures. 

Central Office 
Returned the approved request 
for disposal with other attached 
documents to ZFPC. 

Supply Officer  
Forward the approved request for 
disposal with other attached 
documents to COA requesting for 
the Technical Assistance for the 
Appraisal of Items. 

Compute Agency own 
Appraised value of 
Items and compare 
with the appraised 
value made by the 
COA. Adopt 
appraised value, 
whichever is higher. 

Disposal Committee 
Posting for Public Auction within 7 
days in conspicuous places and 
website. 

Disposal Committee 
Invite COA representative 3 days 
before the Auction proper. 

Disposal Committee 
Auction proper. 

Disposal Committee 
Award the highest bidder as 

buyer. 

Cashier  
Received Payment from 
Buyer/highest bidder. 

Inventory Committee 
Classify mode of disposal, and 
make timeline of activities. Take 
picture of items. 

Accountant 
Dropping of items from the Book 

of Account/Accounting Unit/ 
Relieved accountability of 

Accountable personnel. Furnish a 
copy to COA. 

Accountant/Supply Officer 
Update Records/Files 

END 
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BUDGET PREPARATION 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

REQUESTING UNIT 

PREPARE ANNUAL BUDGET 
REQUIREMENT AND 
PROJECTED INCOME  BUDGET 

REPORT 

PORT MANAGER/SENIOR 
STAFF 

PRE-PLANNING-EVALUATE 
AND DELIBERATE EACH 

BUDGETARY REQUIREMENT 

PORT MANAGER/SENIOR 
STAFF 

FINAL MEETING PRESENT 
FINAL PLAN/BUDGET 

OFFICE  OF THE PORT MANAGER 

SUBMITS TO FINANCE 
DEPARTMENT – BUDGET 

DIVISION 

BUDGET & PLANNING DIVISION 

ENDORSES THE REQUEST TO 
THE OFFICE OF THE GENERAL 

MANAGER FOR APPROVAL 

GENERAL MANAGER 

APPROVES BUDGET  

FINAL 
BUDGET 
REPORT 

START 

   END 
BUDGET OFFICER 

REVISE IF THERE ARE 
CHANGES/CORRECTIONS 
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DETAILED PROCEDURES FOR DISBURSEMENTS & EXPENDITURES PROCESS 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  

Supply Officer 
Prepares Disbursement 
Voucher & Budget Utilization 
Request with attachments 

Division Head and Port 
Manager approval 

Supporting 
documents 

DV 

ACCOUNTING STAFF 
Post the Accounting entries 

code 
 

BUDGET OFFICER 
Signs the BUR 

OIC-AFSD AND PM 
Signs and approves the DV 

CASH CLERK (DISBURSING 
OFFICER) 

Receives DV and prepares 
Check 

 

Head of Agency/ PM 
Signs the Check 

CASHIER 
Signs check  

Check 

PAYEE 
Issue 

Official 
Receipt 

Check 
duplicate 

DISBURSING OFFICER 
Stamp with PAID 

 

DV 

Supporting 
Documents 

SD 

START 

ACCOUNTANT 
Signs the DV 

 

CASH CLERK  (DISBURSING 
OFFICER) 

Records the check to logbook 
prior to release/payment to 

various payee 
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CASH CLERK (DISBURSING OFFICER) 
Receives DV with the supporting documents then prepares check. 
Cashier II signs the check and forward it to the Port Manager for 

signature/alternate signatories. Records Check, date and amount in 
Check Record Book and releases Check to Payee 

 
 
 

PAYEE 
Receives the Check and signs the Disbursement Voucher  

Issues corresponding Official receipts to the Disbursing Officer 
 
 
 

DISBURSING OFFICER 
Stamps all documents in DV as “PAID” 

 
 
 
 

DISBURSING OFFICER 
Prepares monthly Report of Check Issued (RCI) and submit to 

Accounting Unit 
 
 

ACCOUNTANT 
Check the RCI and the accounting entries. 

Prepares Journal Entry Voucher (JEV) for Check Issued for the 
month 

 
 

SUPPLY OFFICER 
Informs the payee that check is ready for pick-up or the Cash Clerk 

(Disbursing Officer) will make payment to the payee. 

CHECK ISSUANCE 
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FINANCIAL STATEMENT PREPARATION 
 

 
 
 
 
 
 
 
 
 
 
 

   
 
 
 
 
 
 
 

 
 
 

 
  

START 

ACCOUNTANT 
 

PREPARES JEV, CDJ, CkDJ, 
CRDJ, GJ AND JBR 

ACCOUNTANT 
CONSOLIDATE ALL 

JOURNALS AND POST 
ENTRIES TO GENERAL 

LEDGER AND TRIAL 
BALANCE 

ACCOUNTANT 
PREPARES MONTHLY 
FINANCIAL REPORTS 

PORT MANAGER 
SIGNS THE FINANCIAL 

STATEMENT FOR SUBMISSION 
TO PFDA-FINANCE SERVICES   

DEPARTMENT/ ZFPC COA 

END 

CkDJ 

General Ledger 

Trial Balance 

Financial Statements 

Subsidiary Ledger 

CRDJ 

Journal Entry 
Voucher GJ 

JBR 

CDJ 

OIC-AFSD 
SIGNS THE FINANCIAL 

STATEMENT AND FORWARD 
TO THE PORT MANAGER 
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COLLECTION 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
 

  

START 

  COLLECTING OFFICER/CASHIER 
II 

RECEIVES PAYMENT FROM PORT 
CUSTOMERS/CLIENTS AND ISSUES 
O.R. 

 
 

CASHIER II 
CONSOLIDATES ALL 

COLLECTIONS AND PREPARES 
DEPOSIT SLIPS 

CASHIER II 
1. PREPARES REPORT OF 
COLLECTIONS AND DEPOSIT 
SLIPS AT THE END OF THE 
MONTH 
2. DEPOSITS COLLECTION TO 
THE LAND BANK OF THE 
PHILIPPINES ON THE 
FOLLOWING DAY 
3. FILE THE ISSUED AND 
VALIDATED DEPOSIT SLIPS 

TBF 
Remittance 

Report 
Official 

Receipts 

Deposit to LBP 

ACCOUNTANT 
PREPARES JOURNAL ENTRY 
VOUCHER FOR REPORT OF 

COLLECTIONS AND DEPOSITS 
 

END 

ACCOUNTANT 
CHECK THE OFFICIAL RECEIPTS 

AND DEPOSIT SLIP BASED ON 
REPORT OF COLLECTIONS AND 

DEPOSITS 

 

CASHIER II 
OPENS REMITTANCE BOX 
BASED ON REMITTANCE 
REPORTS SUBMITTED BY 

SPECIAL COLLECTING OFFICERS 
 

Drop to 
Cash Box  
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BILLING AND COLLECTION PROCESS 
 

 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
  

CREDIT OFFICER 

1. RECEIPT OF 
INVOICE AND 
OTHER DOCUMENTS 

2. VERIFIES AND 
PREPARES TBF-OP 

CREDIT OFFICER 
 PRINTS & FORWARD TBF-

OP INVOICE TO ACTING 
ACCOUNTANT  FOR 

CHECKING AND 
SIGNATURE 

CHIEF, AFSD 

SIGNS AND FORWARD TBF-
OP TO THE PORT MANAGER 

FOR APPROVAL 

PORT MANAGER 

APPROVES TBF-ORDER OF 
PAYMENT 

TBF-OP 

OPM STAFF 

RETURNES APPROVED 
OP TO BILLING UNIT 

UPON PAYMENT THE 
CUSTOMER WILL PROCEED 
TO THE BILLING UNIT FOR 

THE PREPARATION OF 
ATAP  

1. DISTRIBUTES BILLING 
INVOICE 

2. CHECK AND FILE THE 
RECEIVED COPIES 

START 

END 

CREDIT OFFICER 
 

ACCEPTS PAYMENT FROM 
THE CUSTOMER AND ISSUE 

OFFICIAL RECEIPT 

CASHIER II 
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RECORDS DISPOSAL 
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CUSTOMER SERVICE SATISFACTION SURVEY 
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IV. FORMS 
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