Republic of immm

Bepartment of Education
REGION VIII - EASTERN VISAYAS

March 1, 2022

OFFICE MEMORANDUM
No. 123 .s2022

To: Finance Division Unit Heads
All others concerned

FINANCE DIVISION WORK ASSIGNMENTS FOR CY 2022

1. The Finance Division, this office, shall hereby informs all concerned of the CY 2022
Work Assignments of its staff and personnel, effective immediately. Attached is the detailed
List of Work Assignment of each employee as discussed and agreed in previous Finance
Division staff meetings.

2. Further, the respective CY 2022 Targets of each personnel shall likewise be adjusted
according to appropriate timelines inherent in each task.

3. Immediate dissemination of and compliance with this Office Memorandum are desired.

‘6~ EVELYN R. FETA
Regional Director

FD-GJF
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Accounting Section Work Assignments 2022

FE M. GERONA - ACCOUNTANT III

Head and Supervise the Overall Performance of the Accounting Section

Supervise and/or Facilitate the Conduct of Conferences (FGC, Regional Mid-Year/Year-End Seminar-Workshop, Updating of
AAPSI

Supervise and/or Facilitate the Conduct of Coaching Session (Accounting Section)

Supervise and/or Facilitate the Conduct of Finance Division Staff Meetings (Accounting Section Updates)
Review and Sign PR, DFR and other related documents

x_m&mé and Sign PO/Contracts

Review and Sign Disbursement Voucher

Review and Sign Liquidation nmuo:

Review and Sign SDO Provident Loan Application

Review and Sign ROP Payroll (Regular Salary and Other Personnel Benefits)
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Accounting Section Work Assignments 2022

FE M. GERONA - ACCOUNTANT III

Review and m,ma TRA (eFPS Generated _"o::a

Review and Sign JEVs and Journals

Review and Sign Monthly Updating of Subsidiary Ledgers vis a vis Schedules

Review and Sign Monthly Cbamg:u of Supplies Ledger Card and PPE Ledger Card

_»m<_ms. m:a Sign ocmnm% 3=man_m_ Statements and Its >nna3um:<5m mn:_mn_:_mm_ﬁOk___mca_B_mmmaa |
mmsmi m:a m_m: Consolidated ROP (All Fund Clusters) Year-End m_sm:n_m_ wmnonm | o
Review and m.o: ROP Year-End m_:m:n_m_ Reports (COA Submission)

Review and Sign ROP Consolidated (All Fund Clusters) Quarterly FARs N 2A, and 5

Review and mas RO-SDO no:m_o__amﬁmn_ Year-End Financial Reports (DepEd-CO Submission)

Review and Sign RO-SDO Consolidated Mid-Year Financial Reports (DepEd-CO Submission)
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Accounting Section Work Assignments 2022

FE M. GERONA - ACCOUNTANT III

Review and Sign Monthly URS-Generated FAR 4 (DBM Submission)

Review and Sign Quarterly URS-Generated FAR 2, 2A and 5 (DBM Submission)

Review and Sign Annual URS-Generated FAR 3 (DBM Submission)

Review and Sign RO-SDO Consolidated Quarterly FAR 2, 2A and 5 (DepEd-CO Submission)

Review and m_ms RO- m_uo Consolidated Dcm:m% FAR 3 vama-no mcua_mm_oa

Review and Sign RO-SDO nosmo_amﬁmn_ Status and >m_:m of nmm: Advances (DepEd-CO mcca_mm.oa
Review and Sign RO-SDO Consolidated MOOE Downloading Gm_umn-_no Submission)

Review and Sign RO-SDO Consolidated SBFP (DepEd-CO Submission)

Supervise, Review and Sign Submission of Other Reports as requested by DepEd-CO

Supervise, Review and Sign Submission of Other Reports as requested by COA
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Accounting Section Work Assignments 2022

FE M. GERONA - ACCOUNTANT Il

mc_nmzmmm.mmsms.m:nmm@zm:c_.ammmo:o*nogsm:a*o__ioz._zmzomsa __oﬁ:m;,:%_no:nmsm8.n0>m_._n_\oqUmnma-
o | | o

Monitor Status of Fund Transfers (Special Programs and PSU-Related Transactions)

Prepare IPCR, IDP and other Related Documents

Review and Rate IPCR of the Accounting Section Staff

Participate in the Conduct of Quarterly IMEA cum Internal ISO >&<Emm of the Finance Ugmmoa_
Prepare DTR, _m>_.z~_ v.Um and other documents required by the >Q3mam¢mm<m Division __
Attend National, Regional m:n_ Local Trainings, Workshops, Conferences, CB Activities
Participate in the Qosm_o:_ of TA to SDOs thru m_n;n.__._

‘Attend Quarterly RMEA
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Accounting Section Work Assignments 2022

LEONARDO A. CORDOVA - ACCOUNTANT II
Gather Certification (Use of latest version of EFRS) from SDOs | |

Facilitate and Prepare Updates for the Conduct of Conferences (FGC, Mid-Year and Year-End Regional Seminar-Workshop,
Updating of AAPSI

Facilitate the conduct of coaching session (Accounting Section)

Facilitate and Prepare Updates for the Conduct of Finance Division Staff Meetings (Accounting Section)

Review and Process PR, DFR and other Related Documents (Asset Management Section, Cash Section, Finance Division)
Review and Process PO/Contracts opmmmﬁ gw:m@mim:ﬁ Section, Cash Section) |

Review and _uanmmm Disbursement Voucher (Asset Zm:mmmama Section, Cash Section)

Review and Sign DV for Travel wmmaccamami

Alternate Accountant I (Review and Sign PR, DFR, PO, DV, Payroll, Financial Reports and other documents)

Monitor the Procurement (Preparation of PR to payment) Activities of the Finance Division



Accounting Section Work Assignments 2022

LEONARDO A. CORDOVA - ACCOUNTANTII

Monitor the Monthly Submission of GL/SL (EFRS-Generated PDF File)

Monitor the Monthly Updating of Subsidiary Ledgers vis a vis Schedules
Monitor the Monthly Updating of Supplies Ledger Card and PPE Ledger Card
Update the Monitoring Tools on the submission of various reports to COA, Deptd-CO and DBM

v_.m_um_‘m #mzmaﬁm:o_. _so_#:? mcva_mm_o:e:mﬁ.,_uma u<m m:no»:m:m: ,,___3 no>. Dcmnm% m:m:n_m_ mmuo;m 8
COA, Consolidated Mid-Year and Year-End m_:m:n_m_ xmuoa {1 mcmn_& .

Prepare and Submit RO-SDO Consolidated Year-End _"_nm:n_m_ Reports (Other mmﬁo:m _ummma on n:mnx__mﬁ 9ﬂ DepEd-CO) to
COA

Prepare and Submit no:mo_awﬁ_ma, ROP (All Fund Clusters) FAR 2, 2A and 5to COA

Prepare and Submit RO-SDO Consolidated Mid-Year and Year-End Financial Reports (Other Reports based on checklist of
DepEd-CQ) to DepEd-CO

Prepare and Submit RO-SDO Consolidated Quarterly FAR 2, 2A and 5 to DepEd-CO
Prepare and Submit RO-SDO Consolidated Quarterly FAR 3 to DepEd-CO
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Accounting Section Work Assignments 2022

LEONARDO A. CORDOVA - ACCOUNTANT II

Prepare and Submit RO-SDO Consolidated Quarterly Status and Aging of Cash Advances to DepEd-CO

Prepare and Submit SDO Consolidated MOOE Downloading to DepEd-CO

Prepare and Submit SDO Consolidated SBFP to DepEd-CO

Prepare and Submit RO-SDO Consolidated Inventory of Bank Accounts

v«mvm_.m and m:_uaz Qrm_. Reports _.mncmﬂma 5 _umnmn_ -CO ﬁxmuo;m oasm_, than FSs and _"m.m m:nno&:m mn:mn_c_m&

mmn__:mﬁm\vqm_umam and m:cB; documents for AOM, NS, ND and other >cn_; no:nmam to COA and/or DepEd-CO a:n_ca_:m
Monitoring Tools updating)

Monitor the Status of Fund ._.qm:m*m..m and mmﬂ:mﬂ SOE ﬁ_.oa SDOs for wo Fund Transfers to SDOs (Special Programs)
vqmumqm mza Submit >3:cm_ Implementation v_mn of ﬂ:m Finance Division to PPRD and D>_u
Prepare and Submit PPMP-CSE and Non CSE attached to AIP to PPRD, QAD and BAC

Encode Calendar of Activities of the Finance Division in the RO Google Calendar
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Accounting Section Work Assignments 2022

LEONARDO A. CORDOVA - ACCOUNTANTII

Prepare and Submit Quarterly RMEA Reports to QAD

Gather MOVs for RMEA and OPCR

Review Minutes of the Meeting and Monitor the Implementation of Agreed Resolutions

Prepare IPCR, IDP and oﬁrmq_ Related Documents

_.vm;_n_nmﬁm _a .&m ne:acﬂ of Quarterly IMEA cum: Hﬂmgm. 1SO Activities o.n the _uﬁm:nm 0_<_m_o:
vqm_um_,m _u._.w m>_.z PDS m:a oﬂsmq aoESmim required by the >a35_2§_<m Division

Attend National, Regional and Local j.mma:mw. Workshops, Conferences, CB Activities

Partici umﬁm_m_: the Eosm“o: of TA to SDOs thru RFTACT Am_*mamwm Finance Division RFTACT Member)
Develop and Bmwﬂ_mm: Accounting m.m&_o.:.m Ovmzwmo:.m ‘Manual (for narratives)

Prepare JEVs for RELC Fund

wzﬁgnﬁn _ . : _ . ggoﬁﬂggs_*
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Accounting Section Work Assignments 2022

KATHRINE RAE A. CROMENTE - ACCOUNTANTII

Facilitate and Prepare Updates for the Conduct of Conferences :umn Z__n_-<m2 and Year-End Regional wm:.__:m?éoqu:op
Updating of AAPSI

Facilitate the conduct of coaching session (Accounting Section)

Facilitate and Prepare Updates for the Conduct of Finance Division Staff Meetings (Accounting Section)
Review and Process PR, DFR and other Related Documents (Infrastructure Claims)

Review and Process _uO\no:qmnm a:?mm:cnﬁc_.m Claims)

Review msa Process U_mcc_,mmam:ﬁ <0cn:mq (Infrastructure Claims)

Review m:n_ Process Liquidation Report (RA Fund)

Review and Sign DV for Claims for Utilities

>zm3uﬁm Accountant Il (Review and Sign PR, DFR, v_o. DV, Payroll, Financial Reports and other documents)

. 1March2022 . _ Department of Education Region Vil o - 18



KATHRINE RAE A. CROMENTE - ACCOUNTANTII

Prepare JEVs for RA Fund Transactions (Except for m_mc._wm_mﬁmn._.qmsmm&u:&_

Review EFRS-Generated GL/SL for RA Fund |

Update (Monthly) Subsidiary Ledgers for RA Fund related accounts vis a vis schedules (except for PSU-related accounts)
Review the Updated (Monthly) Supplies Ledger Card and PPE Ledger Card for RA Fund

Generate (EFRS) and Submit JEVs and Journals (Monthly) for RA Fund to COA

_u:_mnmqm_ and _mccB: npmnm% FS and mcvto:_:m mn:mmc_mm for RA Fund to COA

Prepare m_.a Submit RO-SDO Year-End FSs m:n mcuno&:m schedules (based on Umnma;no checklist) for RA Fund to COA
Prepare m:o_ Submit ROP FAR 5 ,ﬂoﬂ RA mc:n_ 8 no> and In-charge of Consolidation

Prepare and Submit RO-SDO Consolidated _sa.kmm_. and Year End Financial Reports for RA Fund (based on Umuma -CO
checklist) to DepEd-CO

Prepare and Submit Reports for RA Fund _.mn_cmmﬁmn_ by DepEd-CO (Reports related to FSs and FS's supporting schedules)

- -1 March 2022 | Department of Education Region Vit ‘ B



Accounting Section Work Assignments 2022

KATHRINE RAE A. CROMENTE - ACCOUNTANT II

Gather and Submit MOVs to RMEA and OPCR In-charge (MOVs assigned by the In-charge)

Prepare IPCR, IDP and other Related Documents

Participate in the Conduct of Quarterly IMEA cum Internal ISO Activities of the Finance Division
Prepare DTR, SALN, PDS and other documents required by the Administrative Division

»&mna Zmﬁ_ozm_ Regional m:a _.onm_ #m_:_zmm. quxmsonm no:*mqmsnmm cB >n~_<_¢mm

Participate in Sm provision n_.ﬂ ._.> to SDOs thru RFTACT (alternate Finance Division w_u._.>n._. _sm_,s_umc

Develop and maintain PQRT's Operations Manual
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Accounting Section Work Assignments 2022

ROMAR C. DIANITO - ACCOUNTANT1

Facilitate (as Program Manager) the no_.acQ of noimqm:nmm (FGC, Mid-Year and Year- End wmm.ozm“ mmBSm?Eo_,_aroP
Updating of AAPSI

Facilitate (as Program Manager) the conduct of coaching session cpnnoc:ﬁ_:m mmﬂ_oa

Facilitate (as Program Manage) the Conduct of Finance Division Staff z_mmz:m__m (Accounting Section)

Review and Process PR, DFR and other Related Documents (ESSD, SHS, SPS, PFS, Seminar Fund and Other Trust Fund)
_wmsmi m.a v_dnmmm _uo\no:ﬂqmnﬁm Ammmc mIm mvm _umm mmB.:mq Fund mza O&mq #cmﬂ m::&

xm<_m<< m:a Process U_mccamamzﬁ <o:n:2 ammmo SHS, SPS, _umm mma_:mq _ucsa and Oﬁzmﬂ Trust Fund)

xmsmi and Process Liquidation Report (All Trust Fund)

Prepare LDDAP-ADA

>_ﬁm3mﬁm Accountant Il and II (Review and Sign PR, DFR, _uo DV, vmﬁo__ Financial xmnonm and other documents)

Alternate m_m:mﬁoa\ *oq m.m:_:m of SDO's Payrolls

Mwh22  DepumemtofGducstionRegonvi S m



Accounting Section Work Assignments 2022

ROMAR C. DIANITO - ACCOUNTANTI

Prepare JEVs for All Trust Fund Transactions

Review EFRS-Generated GL/SL for All Trust Fund

Update (Monthly) mccm_n_mQ Ledgers for All Trust Fund related accounts vis a vis schedules ﬁmxnmuﬂ for PSU-related
accounts)

Generate (EFRS) and mc_ua_ﬂ JEVs msa Journals 2033_5 for All Trust Fund to COA
Prepare and m:ua_ﬁ Zosﬁ_,_q Bank xmno_,_n___mﬁ_oz Statement for All ﬁ.c% _ncsn to no>
Prepare m:a Submit ocm:m% FS m:a m:nuonso mn:masmm for >__ ._.Eﬂ _uc:o_ to no>

Prepare and Submit mO,mUO Year-End FSs and m:_uno;_sm mn_..mn_c_mm (based on DepEd-CO checklist) for All Trust Fund to
COA

Prepare and Submit zo_U FAR 2, 2A and 5 for All Trust Fund to COA and In-charge of Consolidation

Prepare and Submit RO-SDO nozmo_.amﬁa Mid- <mmq and Year m:n_ Financial xmvo:m for >= Trust Fund (based on Um_uma-
CO checklist) to DepEd-CO |

Prepare and Submit Reports for All Trust Fund requested by DepEd-CO (Reports related to FSs and FS’s supporting

schedules)
1March 2022 A  Department of Education Region Vil | .22



Accounting Section Work Assignments 2022

ROMAR C. DIANITO - ACCOUNTANT
Gather and mcca_ﬁ MOVs to RMEA and OPCR In-charge (MOVs mmm_m:ma by the In- n:m_,mmv

_uqmvm_.m IPCR, IDP and other Related Documents

vm&nmnmﬁ (as __uﬁomqms Manager) in the no_:n_cn of Quarterly IMEA cum 55.:3_ ISO Activities of the Finance Division
Prepare DTR, SALN, PDS and other documents required by the Administrative U_?Eo:

)ﬁmnn Zm»_csm_ xma_osm_ and _.onm_ ._._,m_a_:my Eo_.wmsonm nonaqmsnmm. nw >Q_$m,m_w

vm;_n_nmﬁm in #_m provision o* ._.> to m_uom thru RFTACT ﬁm_ﬁmq:mﬁm Finance _u_<_m_o= RFTACT Member)

Prepare Minutes of the Meeting for Finance Division's conducted mﬂmgmmﬂ_mxnm_ﬂ for solely Budget Section’s activities)

Review the Updated (Monthly) Supplies Ledger Card and PPE Ledger Card for Trust Fund

_._._.;__zﬁﬁc_ﬁ_ : - __ _ Rﬁn_aanuaggsz. S - B



Accounting Section Work Assignments 2022

REYLYN S. ESOY - ACCOUNTANT 1

Facilitate (as Program Manager) the Conduct of noimqm:nmm (FGC, Mid-Year and Year-End xma_osm, Seminar-Workshop,
Updating of AAPSI

Facilitate (as Program Manager) the conduct of coaching session (Accounting Section)

Facilitate (as Program Manage) the Conduct of Finance Division Staff Meetings (Accounting Section)

Review and Process PR, DFR and other Related Documents (QAD, CLMD, LRMDS, and Provident Fund)

xaﬁmé and Process vo\nosa.mnm 5»0 CLMD, LRMDS, and Provident mcs&

Review and Process Disbursement <ocn.._mq (QAD, CLMD, _.x_s_um and v8<_am2 Fund)

Review and Process Liquidation Report (Provident Fund)

Review and Process mOO Provident Loan Application

Alternate Accountant Il and I (Review and Sign PR, DFR, PO, DV, Payroli, _“_zm:n_m_ Reports and other documents)

>_ﬁm3m$ signatory for signing of SDO'’s Payrolls

. tMacch2022 . .. Department of Education Reglon Vil - B .~



Accounting Section Work Assignments 2022

REYLYN S. ESOY - ACCOUNTANT1

v_,mnm:m JEVs for Provident Fund ﬁm:mmnao:m

Review EFRS-Generated GL/SL for Provident Fund

cvamﬁ (Monthly) Subsidiary Ledgers for Provident Fund related accounts vis a vis schedules
Generate (EFRS) and Submit JEVs and ho_._q_:m_m (Monthly) for P,osammﬂ Fund to COA
_u_d_um_,m m:a mcvsn Zaﬁ:.« wm:r Wmnonn.__mzo: mﬁmﬁmBmR for r_.uﬁama mcsa to no>
Prepare m:n mc_oan Quarterly _nm and mc_uno&:@ mn_._ma:_mm for _u3<_am3 _nc:n_ to no>

Prepare and Submit RO- mUo Year-End FSs and supporting schedules Gmmma on Deptd-CO n:mn_n__ma for Provident Fund to
COA

Prepare and Submit ROP FAR 2, 2A and 5 for Provident Fund to COA and In- n:mém of nozmo__n_mao:

Prepare and Submit RO-SDO Consolidated Mid- <mmq and Year m:n_ _u_:msn_m_ _umuonm for Provident Fund (based on Umnma-
CO checklist) to DepEd-CO

Prepare and Submit Reports for Provident Fund ﬁmncmmﬁmq by Umuma-no {Reports related to FSs m:a FS's mcn_ooa:u
schedules)
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Accounting Section Work Assignments 2022

REYLYN S. ESOY - ACCOUNTANTI

Gather and Submit MOVs to RMEA and OPCR In-charge (MOVs assigned by the _:.%m_aa

vavma IPCR, ___uv and other Related Documents

Participate (as Program Manager) in the Conduct of Quarterly IMEA cum Internal ISO Activities of the Finance Division
Prepare DTR, SALN, PDS and other documents required by the >a3_s_m¢mﬂ<m Division |

Attend zmﬁ_ozm_ wmm_ozm_ m:& Local .:,m_z_saw quxmso_om, non_\.mqmsnmm nw >Q_<amm

_vmn_n_umﬁm in the provision of TA to SDOs %E RFTACT (alternate Finance Division RFTACT _<_m3_um:

Review the Updated (Monthly) Supplies _.mam_mq Card and PPE Ledger Card for Provident Fund

Develop and Maintain Accounting Section’s Operations Manual (Process Flow Chart)

CiMarch202  Department of Education Reglon Vil



Accounting Section Work Assignments 2022

REY NINO S. LEE - ACCOUNTANTI1

Facilitate (as Eowa_s Manager) the Conduct of Conferences- cumn ‘Mid-Year and’ <mm..-m=a xmm_o:m_ mma_zm?io_.xmsop
Updating of AAPSI

Facilitate (as Program Manager) the conduct of coaching session (Accounting Section)

Facilitate (as Program Manage) the Conduct of Finance Division Staff Meetings (Accounting Section)

Review and Process PR, DFR and other Related Documents (HRDD)

wmsmi and vqonmmm vo\noz_ﬁ_ﬂm :._Eug

Review and _”.Snmmm _u_m_ucamami Voucher :._xog

memE and Process _._ncamﬁ_o: mmuo:

>=m3m$ Accountant Il and II (Review and m_os PR, DFR, PO, DV, _umﬁo__ m.:m:n_m. Reports m:a other n_OncBm:Q
Sign mUO.m Payrolls (Regular mm_mQ m:a Other Personnel Benefi ts.

Prepare and Submit Online filing of ﬂmxmm (TRA and Non-TRA), cnamﬁma _so_ﬂ:i Alphalist, BIR Forms 1604CF, Nw._mv
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Accounting Section Work Assignments 2022

REY NINO S. LEE - ACCOUNTANT

Prepare JEVs for PSU- related Fund ﬁm:mmﬂ_osm

Review m_”_»m-mm:maﬁma GL/SL. *o_‘ PSU-related Fund

Update (Monthly) Subsidiary Ledgers for PSU-related Fund related accounts vis a vis schedules
mm:mqm_ﬁm (EFRS) and Submit JEVs and Journals (Monthly) for PSU-Related Fund to COA
_u_d_uw_d and mcc.sz ,so:.n:? _wmax wmnosn_rmﬁ.g m«mﬁama for vmc-xm_mnma mcza to no>
Prepare m:a mccB; Dcmzﬂ_v‘ FS m_._a mcuvon_:m mn:mac_mm for PSU- xm_mﬁma _..c:a to COA

Prepare and mcasn RO-SDO Year-End FSs mcn_uo:_:a schedules Gmmmn on chma -CO n:mnx_.mc for PSU-Related Fund to
COA

Monitor Status of mc:a #m:&ma for PSU-Related Transactions and Prepare reports

Prepare and Submit RO-SDO Consolidated Z_a.kmmq and <mmﬂ End Financial mmno;m for PSU- xm_mﬁmn_ Fund Gmmma on
DepEd-CO checklist) to DepEd-CO

Prepare and Submit Reports for PSU-Related Fund qmncmmﬁma by DmUma,nO Amm_oozm related to FSs and FS's supporting
schedules)

IMash22 DepammentoffducationRegonvw B



Accounting Section Work Assignments 2022

REY NINO S. LEE - ACCOUNTANTI

Gather and Submit MOVs to RMEA and OPCR In-charge (MOVs assigned by the In-charge)

Prepare IPCR, IDP and oﬁ:_mq Related Documents

Participate (as Program Manager) in the Conduct of Quarterly IMEA cum Internal ISO Activities of the Finance Division
Prepare DTR, SALN, _u__um m:a_ other documents required by the Administrative Division

_>nm:n_ zmco:& xmu_gm_ msn Local ._.qm_:smm. quxm:cﬁm noaaqmgmm CB >§<&mm

_umn_n_vmﬁm in the provision of .ﬂ> to mUOu thru x_u._.>n._. Am_ﬁmq:mﬁm Finance Division RFTACT _smacma

_um<m6n and z_m_zﬁms >nno:_.&=u Section’s Operations Manual (Checklist)

Prepare nm:_:nm:o: of PLI Remittances *oq SDOs

1March 2022 . | R Raiagg_ggs_. L 2



Accounting Section Work Assignments 2022

Review and Process PR, DFR and other Related Documents (Administrative Division, Personnel mmn.o: Sn_:gam RPSU,
Records Section, GSU, and RELC Fund) c/o Cordova, Lee, and Dianito

Review and Process PO/Contracts (Administrative Division, Personnel Section including RPSU, Records Section, GSU, and
RELC Fund) c/o Cordova, Lee, and Dianito

Review and Process Disbursement Voucher (Administrative Division, Personnel Section including RPSU, Records Section,
GSU, and RELC Fund) c/o Cordova, Lee, and Dianito

Review and Process Liquidation Report (RELC Fund) ¢/o Cordova
Zﬁm_ﬁma Preparer of _.U_u>_u->_u>

Prepare PR, DFR, PO m:a other procurement- _.m_mﬁma QoEBmEm for procurement o* supplies and equipment for _n_:m:nm
Division ¢/o Ecot

Prepare DV and supporting ao_nc_am_:ﬁm for procurement of supplies and equipment for Finance Division c/o Ecot
vqmnuqm documents for procurement of petty expenses ¢/o Ecot
Encode Monthly ROP FAR 4 in the DBM-URS c/o Cordova

m:noa_m Quarterly ROP FAR 2, 2A and 5 and Annual FAR 3 in the DBM-URS ¢/o Cordova

IMach202 . Depantmentof Education Region VI o o



Accounting Section Work Assignments 2022

Review EFRS-Generated GL/SL for RELC Fund ¢/o Cordova
Update (Monthly) Subsidiary Ledgers for RELC Fund related accounts vis a vis schedules c/o Cordova

Generate (EFRS) and Submit JEVs and Journals (Monthly) for RELC Fund to COA c/o Cordova

Prepare and Submit Quarterly FS and supporting schedules for RELC Fund to COA c/o Cordova

_uqm_um_.m and Submit wo SDO Year-End FSs and mcuﬁo:_:o schedules (based on DepEd-CO nsmn_n__ms for RELC Fund to COA
¢/o Cordova

Prepare and Submit ROP FAR 2, 2A and 5 for RELC Fund to COA and In-charge of Consolidation c/o Cordova

_u_,mvmqm and Submit RO-SDO Consolidated _<__a.<mm_, and Year msa Financial wmvonm for RELC mc:a Emmma on DepEd-CO
checklist) to DepEd-CO c/o Cordova

Prepare and Submit Reports for RELC Fund requested by DepEd-CO :pmnonm related to FSs and FS's mcunon_:@ schedules)

mgﬂﬁrnowm N | .. o o gzi«i%ﬂ.cﬁnﬂ.oa.wﬂf.-s:. | S ,. o _ o



Accounting Section Work Assignments 2022

Gather and Submit MOVs to RMEA and OPCR In-charge (MOVs assighed by the In-charge)

Prepare IPCR, IDP and oﬁrmq_xm_mﬁma Documents

Participate in the Conduct of Quarterly IMEA cum Internal ISO Activities of the Finance Division
Prepare DTR, SALN, PDS and other documents required by the Administrative Division

>ﬂ¢=n zﬁ_osm* zm@,osm_ m_.a_ Local ,_,_.m_zsmm. Eo«xmzoum. no:?.d:%m. CB >n <a_mw i

Participate in gm _20<_m_o= o% ; to SDOs thru RFTACT Am_ﬁm_.amﬁm Finance Division x_“._.>Q. Member)
Review Em Updated Az_o_.;:_s mcvv__mm Ledger Card and PPE Ledger Card for RELC _"csa

In-charge in archiving >n8c3_:m Section’s Financial Reports and other documents mc_u_s_nma to COA, Depkd-CO, DBM
and other oversight mmm:n_mm

>mm§ In-charge in retrieving aoEBm:ﬁ *o_, AOM, Zm ND and other Audit no:nmSm

I March 2022 - . Departmentof Education Region Vill . | 3



Accounting Section Work Assignments 2022

Facilitate (as Procurement Manager) the Conduct of noimqm:nmm Ammn Mid-Year and Year-End Regional mm:::m_..
Workshop, Updating of AAPSI .

Facilitate (as Procurement Manager) the conduct of coaching session (Accou :H_nm Section)
Facilitate (as Procurement Manager) the Conduct of Finance Division Staff Meetings (Accounting Section)

Review and Process PR, DFR and other Related Documents (ORD, Legal Unit, PAU, ICTU, OARD, BAC, Travel Claims of FD,
AMS and Cash Section) c¢/o Esoy

Review and Process vo\noa_.mﬂm AOwU _.mm& c::. _u>c _Q U, OARD, _w>n Travel n_m_am a..,A FD, AMS and nmm_,_ mmnﬁ_oa ¢/o
Esoy

Review and Process Disbursement <0cn_4m_. AOm_u _.mma Unit, PAU, Hn._,c OARD, _w>n Travel n_m::m o* FD, >z_m and Cash
Section) ¢/o Esoy

Prepare DVs for various payroll deductions for remittance ¢/o Sumapig -

Prepare PR, DFR, PO and other procurement-related documents for procurement of training-related expenses for Finance
Division c/o Ecot

Prepare DV and supporting dacuments for procurement of H_‘m.:m:m-a_&mn expenses for Finance Division ¢/o Ecot
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Accounting Section Work Assignments 2022

ADAS V

Gather and Submit MOVs to RMEA msa OPCR In- n:mﬁm :so<m assigned by the In-charge)

Prepare IPCR, IDP and 052 Related Documents

_u_m_&nm_nmﬁ_m in the Conduct of Quarterly IMEA cum Internal ISO Activities of the Finance Division
Prepare DTR, SALN, PDS and other documents required by the Administrative Division

Attend. Zmﬁ_o:m_ xmm_onm_ and Local ._._,m_:__,_mm. Eo%msoﬁm. nosmmqm:nmm. nm >3<=_mm

vmz_n__omﬁm in Em _uqosm_o: of TA to SDOs thru RFT. >n._. Am_ﬂmq:mﬁm _u__..msnm _u_<_m_o: RFTACT _<_m3_umc

am_mﬁ_:mqn:_s:m >nno_._=a=n mm&os m m_:m:n_m_ mm_uo:m mzaoﬂrm_. QoE:._m:ﬁ mcca_:mano nO>. Umnma nocmz_ msn_
other oversight agencies _

Assist In-charge in retrieving documents for AOM, NS, ND m:n_ other Audit Concerns
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Accounting Section Work Assignments 2022

EDSEL P. DOLO - COS Employee

Review and Process PR, DFR and other Related Documents (FTAD)

Review and Process PO/Contracts (FTAD)

Review and Process Disbursement Voucher (FTAD)

Maintain Monthly GL/SL for RA Fund

__c_vnmﬁm_agﬂsq Supplies _.mamo«nm& and PPE __.maum_wnm..a_oa__._uca@ N

Prepare JEVs m__:a mcnv_on_.:m n__oE Bm_:ﬁ for ma..c_..n_amim qm__mﬁma to H_,__«m:ﬁo_é — Supplies and PPE
Gather and Submit MOVs to RMEA and OPCR H?n:m_@m 9\_0<w assigned by the In-charge) :
Prepare IPCR, _Uv m_:a other Related Documents | )
vmanmnmﬂm” in the Conduct of Quarterly IMEA cum Internal ISO Activities of the Finance Division.

Prepare DTR, SALN, PDS and other documents required by the Administrative Division
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Accounting Section Work Assignments 2022

EDSEL P. DOLO - COS Employee

Attend National, Regional and Local Trainings, Workshops, Conferences, CB Activities

Assist In-charge in archiving Accounting Section’s Financial Reports and other documents submitted to COA, DepEd-CO,
DBM and other oversight agencies

Assist In-charge in retrieving documents for AOM, NS, ND and other Audit Concerns
Participate in the conduct of coaching session

Participate in the Conduct of Finance Division Staff Meetings
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Accounting Section Work Assignments 2022

VON JOVEN C. MENGULLO - COS Employee

Review and Process PR, DFR and other Related Documents (Finance Division)
Review and Process PO/Contracts (Finance Division)
xm<_mi and Process Disbursement Voucher (Finance Division)

Scan, File and Submit Financial Reports, Paid DVs, Journals and other documents submitted to COA, DepEd-CO, DBM and
other oversight agencies (All Funds)

mmﬁsmq and mcas_n _so<m 3 w_sm> and OPCR In- n:m@m (MOVs mmm_msma E‘ the _s-n:méa
Prepare _vnw IDP m:a other Related Documents

vm;_nﬁmﬁm in the Conduct of Quarterly =$m> cum Internal ISO Activities of ﬁrm Finance Division
Prepare DTR, SALN, PDS and other documents required U< the Administrative Division

Attend Zmzosm_ Regional and _.onm_ Trainings, éo_._nm:ouv Conferences, CB >ﬂ_<_=mm

In-charge in mqn:_s:@ >nn0c:z:@ Section’s Financial Reports and oﬁrm_. documents submitted to COA, DepEd- nO DEM
and other oversight agencies

__ E%ﬂ,ﬁa_-n:mam in retrieving documents for >oz_ NS, ND and other Audit Concerns



Accounting Section Work Assignments 2022

VON JOVEN C. MENGULLO - COS Employee
Participate in the conduct of coaching session | |
Participate in the Conduct of Finance Division Staff Meetings

Prepare and Submit Monthly Bank Reconciliation Statement for RELC Fund and MDS-PSMOOE Account to COA
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Accounting Section Work Assignments 2022

LUCIO P. AMADORE - COS Employee

Review and Process PR, DFR and other Related Documents (PPRD, Travel Claims AMS and Cash Section)
xmsms_ and Process _uo\no:q_mnﬁm (PPRD, Travel Claims AMS and Cash mm&oa

Review and Process meacamama Voucher and Liquidation Report (PPRD, Travel Claims AMS and Cash Section)
Prepare and Submit Monthly Bank Reconciliation Statements for PSU-Net Pay to COA |

__mma,.m_, m:n. mc_o..:n _<_0<m 8 mz_m_» and o_unz S-n:m_dm 205 mmm_m_..mn_ 3 the F-n:mﬁ&

_uamtm_,m IPCR, IDP m:a oﬁrmq wm_mﬁma Documents

Participate in the Conduct of Quarterly IMEA cum Internal ISO >&.<Emm of the Finance Division

Prepare DTR, SALN, _u_Um and oﬂsmq_aogam:ﬁ required by Sm >a35mm¢m¢<m 9<_mmo=

>nm_:n__z_m¢o_=m__. _wm_omo:& and Local Trainings, quxm:on_m.hoimaznmm. CB Activities

In-charge in archiving Accounting Section’s Financial Reports and other documents submitted to COA, DepEd-CO, DBM
and other oversight agencies

| Eﬂﬂg:-numﬁm in retrieving documents for AOM, NS, __zo;m_:n other Audit Concerns



Accounting Section Work Assignments 2022

MARY BETH D. TOLIBAS - ADAS1

Participate in the conduct of coaching session

Participate in the Conduct Qﬁ_ _n__:m:nm U,sm,mo: m#mm_ Meetings

In-charge in the releasing of Accounting Section’s reports and other ao__ncamﬂm

File Transmittal Letter and other communication letters of the >nnoc:§© Section

mmﬁ:mq m:n mco_ﬂz MOVs to me_» and Ovnw In- nsm_.mm ﬁ§O<m mmm_m:mn w< :..m _: n:m_.amv
Pmtma IPCR, IDP and oﬁsmq Related UOncsm:a

Participate in the nozacﬂ of Quarterly IMEA cum Internal ISO Activities of the Finance Division
Prepare DTR, m>_,.2. PDS and other ao_ncz._m:ﬁm_ Enc_:ma by the Administrative U?_mmo_s

Attend z”mzo:m__‘_,_xmmmo:m”__m_zq Local Trainings, éoqrmsovm. Conferences, CB Activities

Assist In-charge in archiving >nnoc:a:m Section’s Financial Reports and other documents submitted to COA, DepEd-CO,
DBM and other oversight agencies

>mm_m~ _?n_._mam in 35m<5m aoEBmRm *oq AOM, Zw z_u mza oﬁ:mq >:a; no:nm:,..m



Accounting Section Work Assignments 2022

MARY BETH D. TOLIBAS - ADAS1

Maintain orderliness and cleanliness of Bodega/Supplies Stock Room
Serve as Property Custodian

Maintain Bulletin Board for Procurement
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3UDGET SECTION - WORK ASSIGNMENT

Ensured that the Schools Division Offices and
Implementing Units are utilizing the Enhanced
Budget Monitoring System (EBMS).

Prepared plans and budget for ensuing Budget
Year of DepEd Region VIII

Prepared, consolidated and submitted Budgst
Proposal for Non-Interface Personnel Services
(PS) Items to DepEd CO-Budget Division

Encoded the approved DepEd RO8 Budget
Proposal to the Online Submission of Budget Reviewer

Proposal System (OSBPS) of DBM

Processed Purchase Request, Activity Request
and Authority to Conduct

Verified and Approved Activity Request / Authority
to Conduct (AR/ATC)

- :
Obligated Purchase Order, Contracts, and Other
Various Claims (Regutar Fund) Main Reviewer Alternate Reviewer Alternate Processor I
Processed Claims charge to Off-Budgetary Funds Main Reviewer Alternate Reviewer Alternate Processor Alternate Processor




Prepared and uploaded Sub-Allotment Release
Order (Sub-ARO) to the Google Shared Drive

Preparer of Sub-ARO

Uploader of approved Sub-ARO to
Google Shared Drive / Reviewer of
Request for Sub-ARO

Alternate Preparer of Sub-ARO /
Reviewer of Request for Sub-ARO

Reviewer of Request for Sub-ARO

Posted disbursement details of paid DVs per RCI
and RADAI for various obligation entries into the
BMS Facility

Main Reviewer

Posted Sub-AROs and SAROs received from
DBM and DepEd-CO for the Regional Office
Proper into the BMS Facility

Prepared and submitted the Regional Mid-Year
and Year-end Budgetary Reports

Main Reviewer

Prepared, consolidated and submitted the Monthly

and Quarterly Budgetary Reports to DepEd CO-
Budget Division, COA and DBM

Monitored and reviewed the monthly and quarterly
Budgetary Reports of assigned Schools Division
Offices

Facilitated the online encoding and submission of
Financial Accountability Reports (FARs No.1, 1A

and 1B) of DepEd-RO 8 into the Unified Reporting
System (URS)

Prepared and encoded the Budget Execution
Documents (BEDs) 1 & 3 NEP and GAA Level of
DepEd Regional Office VIII through the URS

Prepared the Agency Performance Review Report
(APRR) of DepEd Region VIII

Prepared and submitted the quarterly status of
financial utilization of DepEd Region VIII to Quality

Monitored and updated the online shared file on
the Status of Sub-ARO Utilizaton (BE-LCP,
Gabaidon, BEFF, FLO etc.) and submitted signed

copy to DepEd Central Office




Monitored and updated the online shared file on
the Summary of Expenditures of BE-LCP Funds

Monitored submission of approved copy of Award,
Contract and Notice to Proceed charge to BE-LCP
Fund

Prepared other Budgetary Reports for Management
Use

Record Sub-AROs & NCAs from RO, CO and
DBM utilizing the Sub-ARO LogSheet

Photocopy and file Special Allotment Release
Order (SAROs) received from DBM

Submit to COA photocopies of Sub-AROs
received from DepEd-CO

Update the online Sub-ARO Preparation
Monitoring Tool




