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I.O OBIECTIVES

l.l Establish guidelines in the Finance Section particularly on paying invoices
(thru check payment), collection and banking, preparation, issuance and
release of payments, payables (mandatory contributions), payroll and other
financial matters involve in SMWD.

2.0 scoPn

This procedure defines the responsibilities and authorities for all payables and

financial obligations of SMWD including the process of recording and classifying its

financial transactions.

3.0 RI,FERENCES

3.1

3.2

3.3

3.4

3.5

ISO 9001:2015 Section 7.4,7 .4.1,7 .4.2,7.4.3

Procedure for Communication

Procedure for Resource Management

Procedure for Purchasing

Procedtre for Documented Information

4.0 RESPONSIBILITIESANDAUTHORITTES

Division Manager (Finance Division), Senior Corporate Accountant, Financial

Planning Analyst, Corporate Budget Officer,Internal Control Officer, Cashier, Clerk

Processor

5.0 PROCESS
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PROCESS FLOW 04.01

PROCBSS FLOW OF BILLING ENTRY TO JOTJRNAL VOUCHER

r BILLING

Source Documents

Summarizing
Documents

Books of
Original
Entry

Water Bill

(Customer

Accounts)

Daily Billing

Summary

(Customer

Accounts)

Journal Entry

(Finance DiMsion)

Billing Adjustment

Memo

(Customa
Accounts)

Monthly Billing

Adjustments
Summary

(Customer

Accounts)

Journal Entry

(Finance

Division)
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PROCESS F'LOW 04-02

CASH

Source Documents

Summarizing
I)ocuments

Official

Receipts

Collection of

Water Bills

{Customer)

Cashier
Cashier

Other Receipts

Journal

Entry

Cash

Receipts

Register

Cashieis

Collection

Sumrnary

Collection

Adjustment

lt/emo

(Customer

Accounts)

Monthly

Collection

Adjustments

Summary

(Customer

Accounts)

Daily Collecto/s Report

(Finance Division)

Water Bill

(Paid

Customer)
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Books of
Original

Entry
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PROCESS FLOW 04-03

CHECK DISBURSEMENTS
(A)

Summarizing
Documents

Books of
Original

Entry

I
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Working

Fund

Voucher

Supporting

Documents

Check

Register

REGULAR CHECK DISBURSEMENT

Suppliers/Contractor Other Check Disbursement

Supporting

Dooumenls

Request

for

Payment

Supporting

Documents

(P.R., P O &

rAR)

Disbursement

Voucher

Working Fund

Source Documents

Working Fund

Voucher

Summary


