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1. In view of enhancing the work flow efficiently and effectively, the following
directives are hereby issued, to wit:

a. All paid Disbursement Vouchers together with the Report on Checks Issued
(RCI) and list of cancelled, stale, and spoiled checks of the current month shall
be submitted by the Cashier to the Internal Audit Division (IAD) every 5t day of
the following month.

|

b. The IAD shall assess all paid Disbursement Vouchers submitted by the cashier,
ensuring completeness of signatures and documents necessary for payments.
They shall submit the assessed paid Disbursement Vouchers and Report on
Checks Issued to the resident Auditor every 10t day of the following month.

‘ The IAD shall also notify the Finance Division of its submission to the Commission |

on Audit (COA) of the monthly Report on Checks Issued and paid Disbursement |

‘ Vouchers.

c. The cashier shall also separate a copy of paid Disbursement Vouchers,
Obligation Request and Status (ORS), Official Receipts, and other supporting
documents, including the Report on Checks Issued and list of cancelled, stale,
and spoiled checks, and submit the same to the Accounting Section for—"
recording and filing. - A

For information, guidance, and strict compliance.




