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Process Maps For Generic Standards




RETIREMENT OF IMPREST & CLAIM OF SUBSISTENCE ALLOWANCE PROCESS MAP

Assigned Officer Accounts Office Accounts Office
Preparation of 1 hour . 1 hour Batching of
transport and o Checking of .

. . . transport traveling
travelling claim form receipts claim (T41A)
(T41A)
45 minutes 5 - 10 minutes 3 minutes
If claim . .
Treasury Counter 2 hours Accounts Office Acccounts Office
. — Checking of . Issuing of .
Payment of claim e | retirement/claim Jg |
documents
documents
5 minutes 5 minutes 1 minute
If retirerpent
2 hours | Revenue Counter
Revenue Counter
»
Receipt of cash "| Issuance of a
(Imprest) receipt
3 minutes 3 minutes

Total Standard Time: If Claim =5 Days
If Retirement =5 Days

Administration
Office

Validation of batch

I hours

Accounts Office

»
>

3 minutes

Creation and printing of
electronic transport
and traveling claim

form (T41)

4 hours

3 minutes

Authorising Officer

Authorisation of T41

Administration Office

4 hourd

5 minutes

Passing of T41 <

1 minute




APPLICATION FOR IMPREST PROCESS

Assigned Officer HoD Accounts Office Admin Office Accounts Office Accounts Office
1day 2hrs |Receiptof T116 and | 2 hrs 2 hrs 2hrs
Authorization of | D onof [ Valid of Travel Printing of Travel —— -
Preparation of Request y . Authorization of
for Travel Form (T116) Request for Travel Request for Application Application TI17ATIL7
Form (T116) Internal/External (T117A/T117) (T117A/T117)
T117A/T117
15 minutes 5-10 minutes 2 minutes 6 minutes 5 minutes 2 minutes
" : " : Accounts Office
Accounts Office Admin Office Admin Office HoD IF
Creation of Application for| 1 ' Validation of 1hr Batching of 2hrs | authorization of |, 4 hrs Conflfmgt!onon?l Intemal
Travelling Imprest (T38) paen T117/T117A T117A Funds 2hrs
10 minutes 5 minutes 3 minutes 5 minutes 3 minutes IF
External
2 hrs
Lhr
IFE2
PS Office PSP Office PS Office and HoD
Authorization of Authorization of Recc above for the
4 hrs T117 T117 of Trip trip
3 minutes S minutes 3 minutes 5 minutes
IF D1 and below
2hrs
Accounts Office Accounts Office Authorizing Office Accounts Office I;x‘ore Accounts Office Accounts Office
1hr . 1hr
[ or Printing of | — ! [ 3000 L
Validation of T38 Application for Authorization of T38 Checking of Imprest| | 1 hr Batching of T38 Examination of the
Travelling Imprest documents Batch
38)
6 minutes 10 minutes 1min 1 hour 3 minutes 3 minutes
1hr
IF Less than P3000 ,j
Banking Hall Banking Hall Banking Hall Banking Hall IE Banking Hall
. . [Electronic . .
Receipt of Receipt of . Receipt & Checking
- 4h AN A, 2 hrs P it T
Filing of the fax copy "5 _{ Confirmation From @ Confirmation From EL??LTJZ Ez’\oséer aymen of Application
BoB by fax BoB by fax 1day Imprest
1 min 1 minute 1 minute 5 minutes 3 minutes
|AccvumS Office Accounts Office IF Cheque
Payment
@ Registration and | 4 hrs Preparation and
issuing of Cheque to Printing of 2 hrs
assigned officer Cheques
3 minutes 1day
Revenue Revenue Revenue
Checking of 4hrs Receipt of
Issuing of Imprest €| 9 p! IF Less than P3000
Applications for Application for
(Cash)
Imprest Imprest
3 minutes 1min 5 minutes

ternal Trip Less than P3000
Standard Time =5 days

Internal Trip More than P3000
Standard Time =5 days

External Trip

Standard Time = 8 days




PROCESSING OF TERMINAL BENEFIT - ADVANCE GRATUITY (Industrial Class

IF advance on Gratuit

HRM
Records Room Accounting Unit MEDP's Payroll Supplies Office HRM
Receipt of application for| | 1] Issuing of 1day | Receipt of Casuality| [1 M| Preparation of | 1day Checkingof |4hrd Certifying of
Gratuity/resignation/ Casuality Return t | Return and Stopping liabilitles [~ *|Liabilties (loss of >|  Liabilities [
retirement Stop salary Salary Schedule (T160) stores) Schedule
10 mins 20 mins 2 mins 10 mins 15 mins 1min
1hr
MFDP -
HRM Pensions . Pensions Pensions HRM Accounting Unit
) ; Reciept of Verification of
4 h
Receipt of death Capturing of _|gratuiy Electronic sl M 192 Promared | 2] Checkingof |4
applicant's detail [T ga Registration of ¥ N ! * |Liabilities (Impre:
Notification ) " Registration of Terminal benefits
on GABS system Terminal benefits and Advanced
Terminal Benefits documents
10 mins 1-2 mins 1mins 3 mins 10 mins 5 mins
4h
1 day s
bensions IF Retirement/ HRM
Resignation
Lday Input of Payment 10 Preparation of
mins d
foraton Terminal Benfits |¢_|
T
2 mins 30 mins
Pensions IF within P Payroll Bank
ayroll schedule
Approval of Payment Tweek PAYROLL Lhe Receipt of
PP V! weel PROCESS Gratuity
1 min 5 days 10 mins
1fhr
IF Outside Pensions Pensions
Payroll schedule -
Assigmmentsetin foming, - pAYROLL
d PROCESS
Payroll module
1 k
weel 30 mins 2 hours
Pensions Pensions Pensions Pensions
ey of {200 of ot vaidatonof o Pinting of (S8l oy ing of
Calculation of Payment | ™S | Gratuity Form 8 mins| mins Payment [T 9
Payment Voucher Payment Voucher Payment Vouche
(T28) Voucher
7 mins 5 mins 2 mins 5 mins 5 mins 15 mins
30|mins
MFDPBanking
Department Department Pensions Pensions Hall Pensions
1 day 4hrs | ay| Preparationfor | 4, [ Issuing of Preparation for
@ Issuing of Cheques to Registration of Issuing of cheques t Dispatch of cheques to ubmission to
Applicants Cheques Department i min:
cheques Pensions Banking hall
35 mins 2 mins 2 mins 3 mins 7 hour 50 mins 2 mins

Advance on Gratuity
Standard Time = 33 days



Informal Tendering process (P20,000 and below)

Sampling Office

Receipt of
requisitions

Accounts Office

1 hour

A 4

Verification of
availability of
funds

5 minutes

Total Standard Time = 10 Days

5 days
————»

Supplies Office

Request for
quotations

Supplies Office

Evaluation of

5 minutes

Supplies Office

5 minutes

1 day

Receipt of goods ——

quotations

Supplies Office

Electronic

5 minutes

Supplies Office

Dispatching of
GPO

1 day

A\ 4

preparation of
GPO

5 minutes

HOD

5 minutes

Authorisation of
GPO

1 day

HOD

Electronic
approval of GPO

5 minutes

1 day

\ 4

Supplies Office

5 minutes

Printing of GPO

3 minutes




Informal Tendering process (P20,000 to P100,000)

A 4

If not
approved

Sampling Office Accounts Office Supplies Office Supplies Office Supplies Office Supplies Office
Receipt of 9 Verlflcap_on of % Request for 5 days Receipt of .| Evaluationof | 5day3 Preparation of
o »  availability of > - . > ) — > .
requisitions funds guotations quotations guotations MTC meeting
1 hour 5 minutes 5 minutes 5 minutes 2 hours 30 minutes
1 day
\4
Ministry MTC Secretary Department MTC Chairperson MTC Secretary MTC
2 days Receipt and Verification of I 3 days . Adjudication and
Approval of CTB ¢ checking of CTB f¢ availability of ¢ Authorisation of Preparation of < selection of
forms CTB forms CTB forms .
forms funds If supplier
30 minutes 30 minutes 5 minutes 5 minutes 1 hour approved 1 hour
2 days
\4
Supplies Office Supplies Office HOD Supplies Office HOD Supplies Office
Receipt of L day‘ Electrqnlc L day‘ Electronic - — 1 day Authorisation of | 1 day . | Dispatching of
approved CTB » preparation of > aporoval of GPO » Printing of GPO > GPO ™ GPO to supplier
forms GPO P PP
5 minutes 5 minutes 5 minutes 3 minutes 5 minutes 5 minutes
1 day

Total Standard Time = 22 Days

\4

Supplies Office

Receipt of goods

5 minutes




Ministerial Tendering Process (P100,000 to P500,000)

Sampling Office

Receipt of purchase

requisition and
preparation of request for,
guotations

3 minutes

Supplies Office

1 day

A 4

Receipt of goods

1 hour

4 weeks
Government
Supplies Office Supplies Office Printer MTC MTC
1day 5 days i
Receiptof —> Evaluation of Advertising of > . . =22 CI_osmg and
; . Receipt of bids opening of tender
quotations quotations tender box
5 minutes 1 day 10 minutes 10 minutes 10 minutes
If not
approved
vy
Evaluation
MTC Supplies Office Supplies Office Supplies office Committee
5 days
Informing of the - Adjudication and |5 days Preparation_ for 5 days Preparation of 45 days Evaluation of bids
selected supplier awarding of tender MTC meeting CTB forms
If
1 hour approved 2 hours 30 minutes 20 minutes 2 hours

Total Standard Time = 44 Days




Formal Tendering process (PPADB)

Committee
Accounts Office Secretary Tender Committee PPADB PPADB PPADB
Confirmation of Preparation for 3 days Preparation of tender| 1 day 10 days
P P . > P - Preparation of » Vetting of tender —— | Advertisement of
availability of tender committee document (Invitation
. tender documents documents tender
funds meeting to tender)
2 minutes 10 minutes 5 days 10 minutes 1-4 hours 4 days
30 days :
— \ 4
HOD Tender Committee PPADB PPADB PPADB Department
. . 1 day 5 days
Authorisation of &——— E_valuatlon of tengler < Issuing of tender ——— Clos_lng box and Receipt of tender [« Issuing of tender
CTB3 form bids and generation bids opening of tender bids documents
of CTB3 form bids
5 minutes 4 hours 5 minutes 1-4 hours 5 minutes 2 minutes
If not
vV approved
Tender
Committee DDM Department PPADB PPADB PPADB
1/2 day ——— 5 days - - 1 day Y
Verification of Receipt of evaluation . 2 days
. . . . .| Receipt of CTB3 . . ) N L
Preparation of » evaluation report > report and from and » Consideration of »  Publication of
evaluation report and confirmation of forwarding to evaluation report the report If decision
funds PPADB P approved
2 hours 20 minutes 5 minutes 10 minutes 3 hrs 30 minutes 1 day
1 day
\4
Supplies Office Supplies Office Supplies office
5 days Communication of

Total Standard Time = 66 Days

Receipt of
goods/services

5 minutes

Signing of contract

1 hour

A

decision to
successful bidder

3 minutes




Processing of mail

Records officer

Receipt of mail

Records officer

2 hours

Sorting according ta

'Official

Messengers

'private’ or 'official’

2 hours

'Private

1 day

Total Standard Time = 10 Days

»
»

Circulation of mail

Messengers

5 minutes

Collection of mail

Records
Officer/Messenger
S

5 minutes

Messengers

.| Distribution of mail

to officers

15 minutes

A4

Marking and
distribution of
Marked files

Action Officers

1hr 30 minutes

Messengers

Put files away

If no response

1 hour

Messengers

Dispatching of
response

1 hr 30 mins

A

A\ 4

Action by Officers

8 days

\4

Messengers

Collection of files
from action officers

20 minutes

If response




Payment to suppliers process

Supplies Office Accounts office Accounts Office PAO Accounts office PAO
. N Receipt of payment 2 days‘ Preparation of 2 hours Validation of 2 hours > Printing of | Checking of
Receipt of invoice > > — >
documents payment voucher payment payment voucher payment voucher
12 minutes 5 minutes 7 minutes 2 minutes 5 minutes 1 minute
1 day
v
Fi it Authorising
Accounting Unit ihance unt Accounting unit If Accounting unit Accounts office officer
. e o >P3000 i i o
Preparation for Verification of |4 Examination of Recelpt and 1 day Prepa_ratl_on for < Authorisation of
L < checking of submission of <
submission payment voucher payment voucher payment voucher
payment voucher payment voucher
3 minutes 3 minutes 2 minutes 10 minutes 7 minutes 2 minutes
- - <
1 day Accounts office Accounts office If <P3000
Issuing of payment Collection of
@ voucher payment voucher
2 minutes 10 minutes
A I | 3 days |
Accounting Unit Acc General Acc General Acc General Accounting Unit od Accounts office
- - ays
Preparation for Receipt of payment| 0¢@l [ preparation of . Collection of . Preparation and ,|Issuing of cheques
L > > » cheques or bank » distribution of > .
submission batches checks to suppliers
drafts cheques
3 minutes 5 minutes 4 hours 5 minutes 5 minutes 5 minutes
Foreign
Acc General 20 Acc General 10 Acc General BOB
Registration and mins | Authorisation of | mins _ Prepa_ratl_on for | 1 day = Processing
—> . . »| submission to
filing of T25B form foreign payment BOB payment at BOB
15 minutes 8 minutes 30 minutes 5 minutes
5 days
\4
Stardad T Accounts office Accounting unit Acc General BOB
tandard Times ; :
1 da Registration and | 2 hours . L .
Foreign =12 days Filing of bank drafts d distribution of bank Sorting on issuing Issuing of bank
- of bank drafts drafts
Local =10 days drafts
2 minutes 5 minutes 2 hours 3 minutes




Processing of terminal benefits process (Death/End of Contract)

HR Office 2 HR Office 2 HR Office 10 SAO/DSE 3 Pensions (Acc Gen) Pensions 2 Pensions
days days inisteri
Receipt of notification | | Acknowledgementof | 98¥s | Arrange to meet family Y Q:ngts:gega?; days »| Receiot of documents | > Request for the days > Compilation of
of death/contract end d receipt d members p ) ) d p personal file from RMU d documents
benefits questionnaire
5 minutes 15 minutes 2 hours 2-4 hours 15 minutes 5 minutes 20 minutes
GEMVAS 1 GEMVAS I Payroll Passages 2 BURS Pensions If old
day liabilities i days pension/
Request for statement | 4 Receint of file <« Checking of liabilities ngw Checking of personal [ Confirmation of tax Completion ITW6 | death
from bank p 9 pension/ advances arrears documents N
contract
10 minutes 5 minutes If no 10 minutes 5 minutes 10 minutes 10 minutes
liabilities 4 If old
Payroll Pensions Internal Audit pension/ If new
] death pension/
Preparation of payment _ . _ | Examination of contract
voucher (T25) for leave Registration of file  [€
documents
days
30 minutes 5 minutes 1 day
\ 4
GABS GEMVAS GEMVAS/Payroll GEMVAS/Payroll GEMVAS/Payroll GEMVAS/Payroll Banking Hall
) . ) Validation of electronic - .
Creation of supplier in > Preparation of payment > T25 (Payment > Printing of payment > Authorisation of T25 > Subm|s§|on of T25 »| Banking Process
GABS system voucher for liability voucher banking Hall
Voucher)
5 minutes 5 minutes 5 minutes 5 minutes 5 minutes 5 minutes | day
BOPF Alexander Forbes BURS Alexander Forbes Pensions If no Payroll If leave GEMVAS/Payroll
Preparation of tax ) ) ) ) ) liability Dispatching of cheque payment
" . o o Receipt & processing of Dispatching of file to o .
Assessment of benefits Receipt of tax certificate certificate (External ) 7'y in lieu of leave to Collection of cheque
benefits Alexander Forbes
process) department
15 days 2 hours 3 days 6 days 30 minutes 30 minutes 15 minutes
—1day L
- - - If liability
Pensions Pensions NBFIRA Pensions GEMVAS
i payment
. . . . Submit to NBFIRA for new | . .
Dispatching of cheque Receipt of dispatch to Preparation of response authority to deduct < pension Dispatching of payment
to department Alexander Forbes S to bank
liabilities
10 minutes 30 minutes 2 days 1 hour @ 10 minutes
) 1 day
Pensions Pensions Pensions Pensions Pensions
Collection of cheque _ ) If old
from banking in lieu of Submission 9f batch to Preparation of batch Authorisation of T25 Preparation Pf paymentiq | pension
f banking for Gratuity (T25)
gratuity
5 minutes 5 minutes 5 minutes 5 minutes 10 minutes
Alexander Forbes If Department @ Pensions Pensions
P ii f ch Individual Collection, dispatching of] .| Receipt of liability Liability-recovery .
reparation of cheques cheques e cheque process . Total Standard Time = 66 Days
5 days If govt 30 minutes 5 minutes
liability




Processing of terminal benefits process (Retirement)

HR Office 2 HR Office HR Office DPS/Director 3 Min Management DSE Salaries/wages
days days Receipt of completed
. e o~ ) - - - ] S
Receipt of notification Acknowledgement of »| Dispatch of retirement Signing o_f_aceeptance > bispatch of acceptance > Signing of UFS letter —> liability form and
of retirement receipt letter to HOD notification preparation of
documents
5 minutes 5 minutes 2 minutes 5 minutes 10 minutes 5 minutes 1 hour
If old
1 Payroll Payroll BURS pension/ Pensions 2 Pensions (Acc Gen)
day Preparation of payment death da
. . P yS
voucher (T25) for leave |« Checking of liabilities Confirmation of tax < Compilation of Receipt of documents
days arrears documents
1 day 10 minutes 10 minutes 20 minutes 15 minutes
[
GEMVAS 1 Pensions Internal Audit Passages .
— - new
Clearance of liabilities | 92 Registration of file Examination of Checking of personal P pension
< < documents <« advances <
45 minutes 5 minutes 1 day If new 5 minutes
ension/
ontract
Payroll 1 Payroll 1 Payroll N Payroll Payroll 2
o | da day days
Vallo_irazt:so?P(;f ii‘;‘:omc Y »| Printing of payment »|  Authorisation of T25 »| Submission of T25 to »| Collection of cheque
Voucr):er) voucher banking hall from banking hall
5 minutes 5 minutes 5 minutes 5 minutes 15 minutes
Pensions Alexander Forbes BOPF Alexander Forbes BURS Alexander Forbes Payroll
If Inew
Receipt and issuing of | g . < - le . o Preparation of tax Receipt and processing . . . ension
< Preparation of cheques [¢ Assessment of benefits [¢ Receipt of tax certificate o < . < Dispatching of file to p
cheques certificate of benefit
Alexander Forbes
30 minutes 10 minutes 15 days 2 hours 3 days 6 days 5 minutes If old
v )
pension
Pensions Pensions Pensions Pensions 1 Pensions 2 Pensions Payroll
i i i days
Preparation of casualty W Collecnoq of eheque W Submission of T29to | Prepar_anon of .bateh and W day - W Y Preparation for gratuity Dispatching of cheque |¢—
return for monthly [« from banking in lieu of [ . < recording entries in T29 |« Authorisation of T25 [« < L
! banking payment (T25) in lieu of leave
returns gratuity Votes ledger If leave
20 minutes 20 minutes 5 minutes 20 minutes 5 minutes 10 minutes 5 minutes payment
1
v day
Pensions

Authorisation of
casualty return

15 minutes

Total Standard Time = 66 Days




PROCESSING OF TERMINAL BENEFITS PROCESS-RESIGNATION

| HR Office 1 HR Office 2 HR Office DPS/Director Min. Management DSE
Receipt of day days Dispatch of Signing of 3 days
notification of ACkn;V:f:(ge{n ent —» retirement letter to [ Dispatch of acceptance Signing of Ufs letter
resignation P notification
5 minutes 5 minutes 2 minutes 5 minutes 10 minutes 5 minutes
Salaries/wages
Passages 2 BURS :::nlgmn Pensions Pensions Pensions (ACC.Gen.) 9
: days . . o b days| Request for the Receipt of completed
Checking of Confirmation of tax Compilation of  14===) personal file from liability for and preparation Receipt of file
personal advances arrears documents
RMU of documents
5 minutes 20 minutes 5 minutes 15 minutes 5 minutes
Payroll i Payroll GEMVAS GEMVAS GEMVAS GABS
fabiiies Request for
Checking for Submission of file |y | statementfromthe [ ) Receipt of Request for supplier Creation of supplier
liabilities to GEMVAS bank and Alex statements creation in GABS in GABS
Forbes
10 minutes 5 minutes 10 minutes 5 minutes 5 minutes 30 minutes
otus [ —rPRVTOT Payroll e GEMVAS
e Preparation 0 N  entlement
Preparation of payment
b payment voucher voucher for 80% of Assessment of
(T25) for leave " liability
da entitlement
10 minutes 30 minutes 30 minutes
GEMVAS/Payroll GEMVAS/Payroll GEMVAS GEMVAS GEMVAS
1day printing of 1day|  validation of Preparation of Receipt of 20days | oot the employee and
ayment vgoucher ¢ electronic T25  [* payment voucher [€ notification from the do follovs?uy
pay! (payment voucher) for liability bank P
5 minutes 5 minutes 10 minutes 5 minutes 15 minutes
i liabiity
GEMVAS/Payroll Banking Hall GEMVAS paymens GEMVAS | fnew Pensions
Authorisation of Banking Process Collection of | Dispatching of rension | Dispatching of file to Alex
T25 > 9 > cheque cheque to bank Forbes
5 minutes 1day 15 minutes
Ifleave Payroll iy Pensions p NBFIRA
" - . i 1da)
paymen Dispatching of Submit !_o NBFIRA for y Preparation of
cheque to authority to deduct response
departments liabilities
30 minutes 10 minutes 2 days
o Pensions Pensions
pension | Preparation of payment for isation of
gratuity (T25) T25
10 minutes 5 minutes
| Pensions Payroll Payroll Pensions
Collection of
Dispatching of | ¢ cheque from Submission of batch to Preparation of
cheque banking in lieu of banking batch
gratuity
5 minutes 5 minutes 5 minutes 5 minutes
Alex Forbes BPOPF Alex Forbes BURS Pensions
reparation of  |¢— ssessment of  |¢—| eceipt of tax reparation of tax .
I ion of A f Receipt of P ion of . Recel;;!lsofamh
cheques benefits certificate certificate P
to Alex Forbes
5 days 3 weeks (15 days) 2 hours 2 -3days 5 minutes
v 1day
Department Alex Forbes
tindividual Collection, Receipt and 1 day
cheques dispatching of processing of
cheques benefits
6 days

If government
tiability

30 minutes

Pensions

Receipt of liability
cheque

Pensions

Recovery process

Total Standard Time: Resignation = 66 days
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