DEPARTMENT OF EDUCATION
Region X- Northern Mindanao
DIVISION CF MALAYBALAY CITY

Casisang, City of Malaybalay i e
Telefax # 088-314-0094, E-mail add: dpdmlyblycity@yahoo.com

Website: www.depedmalaybalay.net

March 31, 2015

DIVISION MEMORANDUM
NO. ey , s 2015 ' oLt \
,,ed—MALAYBAi.A‘.’ QT‘? Dz L
RELEASLD
TO: Al Division Personnel APR Q.6 2005 _ q:43
Elementary and Secondary School Heads e T -
This Division
Re: REVISED BUDGET FORMS
1. Pursuant to Commission on Audit Circular 2015-002 dated March 9, 2015, the

following budget forms are hereby revised:

a. From Obligation Reguest to Obligation Reguest and Status (ORS)
b. From Budgetl Utilization Request to Budgel Utilization Request and Status

(BURS)
2. Enclosed herewith are the tempiates of the said forms which are likewise
downloadable in the division website. ’
3. The changes herein stated shall take effect immediately.
4, For guidance and compliance.
EDILBERTQ L. OPLENARIA
OIC-Schools Division Superintendcem,

Copy fumnished: Records Section

FLO/sylm




Annex F

OBLIGATION REQUEST AND STATUS No. -
: Date: o o
Agency Fund:
Payee
Office
Address
Responsibifty Center Particulars MHOIPAR Iét;;ndclﬁ?: Amaunt
! Total
A, |Cert‘rﬁed: Gharges to apifropnahonaliomeant B. l Certified: Akotment available and obligated
necessary. [awiul and under my direct supervigion, and for the purposefadjusiment necessary as
SURRLINY documents vatd, proper and legal indicaled above
Signature Signature
Prinled Name: Prirbec Name:
: Position Position
! Head, Requesting OffioerAuthorized
) Representative .t Head, Budgel UnitAutherized Representaiive
Date Dale )
Ic. L STATUS OF OBLIGATION
Reference Amount
Date Parkculars ORSIJEVIRCHRADAI No. |  UPlgation Paymant NotYelDue | Due and
Demandabla
1713 Chiigation ORS o 6-101-101.2014-01.01 50,600 [ Raleh]
1iz22 Receipt of ITC Equipt [JEY No.2614-01-012 {50,000y 50,000
1/28 Payment ROCE Mo, 201404 028 44,000 {44,000}
1731 Remitflance of Wtax  |TRA No. 001 8.000 (6.005)
Totals 50,60G 50,000 - -

a7



OBLIGATION REQUEST AND STATUS (ORS)

INSTRUCTIONS

The form shall be accomplished as follows:

1. Serial No. - Number assigned io the ORS by the

Budget Section/Unit, as follows:
OFF G- 505000 - DO

-

Scrigl number {one series for
gach year)
*  Month

e Your

—————p UACS Funding Source
Code
Alloiment Class
1 — Personnel Services
2 — Maintenance & Other
Operating Expenscs
3 - Financia! Expenses
4 - Direct Costs
{manuiaciuring and
irading)
& - Capital OQutlays
2. Bate - Daic of receipt
3. Fund - the fund code in wisich the obligation is
to be charged

v

NOTE: ltems 1-3 shall be accomplished by the
Budget Unit upon receipl of contracts, purchase
orders, cinim vouchers and other supporting
documenis

4. Agency - name of the entity

5. Payee - Name of payee or creditor

6.  Office/Address - Name of the office/address of
payee/creditor

7. Responsibility Center — Code of the cost center
where expenses shall be charged

8. Particulars - Briet descripiion of the obligation
requested code for

9. MFO/PAF - Mujor Final Output or Progra
Activity/Project as shawn it e
GAA/SARG/GARO

10. Account Code — the appropriate account tode
according lo the Revised Chart of Accounis in
which the object of obligation shalt be charged

{1, Amount — Amourt of obligation

The three sections of the ORS shall be accomplished
as follows:

Box A - Certification by the Head of Requesting
Office/Authorized Representative that charges to the
responsibility center are proper, necessary, and under
his direct supervision,

48

Box B - Cerification by the Head of Budgel
Unit/Authorized Representative tha! atlptment is
available for obligation based on the Registries of
Allotments, Obligations and Disbursements
{RAQDs} maintained.

Box C— Status of Obligation. It shall serve as the
subsidiary record for obligations to be maintained
by the Budget Unii.

Obligations shall be posted in the Obligation
Column and Not Yer Due and Demandable
Column based on ORS issued. A Notice of
Cbligation Request and Status  Adjustment
(NGORSA) shall be issued to the Budget Unit by
the Accounting Uait for any correction made in
the ORS, as the basis of the Budget Unit in
effecling adjustment in the RAQD. Based on
Joumnal Entry Voucher (JEV) drawn, services
tendered/goods  delivered per Inspection and
Acceptance Report (IAR) shall be posied as
addilien to Due and Demandable Colwnn and @
reduction to Nof Yet Due and Demondable
Cofumn.  Amount of expenses paid shall be
posied in the Payment Column based on JEV
drawn and a reduction on Due and Demandable
column. The money coluons shall be Footed,
balances and ruled upon full payment/setttement.

Aller every transaction, pencil fooling shali be
made to determine available balance. At the end
of the month, each column shali be footed to
arrive at the balances. When the obligation is
fully liquidated, any excess obligation shall be
adjusted or negated both in the Obligation and
Not Yet Duc and Demandable columns.

C. ORS which have been fully liquidsted or wilh zero

balances shall be filed separately from those with
balances.

This form shall bc prepared in three copies to be
distributed as follows:

Original —Budgei Unit (as subsidiary record)
Duplicate Copy — 10 be altached to the DV
Triplicate Copy — Accounting Unit

NOTE: ltems A4 to A1 shall be accomplished by
the Head of Requesting  Office/Authorized
Representative upon submission of claim based on the
Budget/Allotment Allacativn of the Office received
from the Budget Unil.



Annax (G

BUDGET UTILIZATION REQUEST AND STATUS

No.
Date:
Agency Fund:
fPayee
QOffice
Address
Responsibiity Center Particuiars MFOIFAP HACS Code Arviowng
' Total T
A lCertified: Charpes (o budgel necessary. lawiul B. Certified: Budget available and wtilized
and under iny direct superssion; and supporting for the purpose/adjustmant necessary as
documants valid, proper and legat indicated apove
Signature Sigrature
Printed Name: Printed Name: : .
Posilion {Position e .
Head, Requasting DfficesAhosiced Head, Budge! Unit/Authorized
Representative Fepresentative
Date Date — -
[« ! STATUS OF OBLIGATION
Refarence by Amount
{ate Partculars BURS/JEVIRCY, gg\) Utiizatian Paymet Noi Yet Due Due and
Demandabie
113 Utitization BURS No. 6-#01-101-2014-01-01 50.000 50,000
122 Receipt of ITC Equipt {JEY Mo 2014.01-012 (50,000 50,060
1728 Paymeni RCINo. 21441028 44 000 {44 O00)
113t Remiltance of Wiax  [TRA No. 01 6.0 {5.000)
Totals . 50,000 50,000 R Tt

43



A

H.

BUDGE

——r

INSTRUCTIOINS

The form shail be accomplished as follows:
1. Serial No. - Number assigned 1o the BURS by
the Budpet Section/Unit, as follows:
e Q0N TRIG 00000
Seaal nanther {one serics
for each year)
Muonih

_—" Year

e LTACS Funding Svuree
Code

Allotment Ciass

| - Persannel Bervices

2 - Mainienance & Oiher
Operatisg Expenses

3 - Finuncial Expenses

4 - Bircct Cosis

(muamulaciaring and
trading)

6 - Capital Oadlays

2. Date— Date of receipt

¥und - the fund code in which the obligation

is to be charged

L

(5]

»

NOTE: Nems [-3 shalt be accomplished by the
Bndget Unit appst receipt of condracts, purchase
orders, claim vouchers and other supporiing
documents

4.  Apency - nume of the entity

5. Payee - Name of payec or creditor

6. Office/Address - Mame of the office/address
of payes/oreditor

7. Responsibility Center - Code of the cost
cenler where expenses shall be charged

8. Particulars - Brief description of the
abligatioa requested code for

3. MFO/PAY — Major Final Cuiput or 'rograny/
Activity/Project as shown in the Approvy
Budpet

10. Accouni Code - the appropriate account co
aceprding to the Revised Chanl of Accounts in
which the object of ohligation shall be charged

V. Amount — Amamt of ubitization

The fthree seciions of the BURS shall be
accomplished as follows:

Box A — Certification by the Head of Requesting
OMfice/Authorized Representative that charges o
the respansibility center arc proper, neeessary, and
under his direct supervision.

Lex B — Cutilication by he 1lead of Budget
Uniifavthorized Representative that budget §s
available tor milizaton.

JITILIZATION REQUEST AND ST "US (BURS)

Bax € — Status of Utilization. It shall serve as the
subsidiary _record for budgel uiilizations (o be
maintsined by the Budpet Uinit

Budget utilizations  shall be posted in e
Utilization  Coliman and Nor Yer Due  and
Demandable Colwmn based on BURE issued. A
Notice of Budget Uiilization Ruequest and Status
Adjustment (NBURSA)Y shall be issued 1o the
Budget Unit by the Accosaling Unil for any
coreciion made i the BURS, os the basis of the
Budget Unit i effecting adjustiment in the RIS

Rasad on Janmal Lotry Voucher (JUEV)Y drawa,
services rendercd/goods dehivered per Inspection
and Acceptance Report 3AR} shall be posted as
addition W Due and Demandable Colurn and a
redsiction to Neor Yer Due and  Demandable
Cofuwan. Amoundt of expenses pant shall be posied
i Ihe Payirent Calumn based on JEV drawn and o
reduction un Due and Demanduble cotumn, The
morey columns shall be footed. balances and
ruded upon full payment/selliement

After every mansaclion, pencil leoting shail be
made tu deenmine available bakaace. At the cnd
of the wonith, each columie shald be toowed o
arrive at the balances. When the utilizulion is
fully liguidated, any excess balance shull be
acfjusied or negated both in the Linidization column
and Net Yoo Dive und Demandible colimn,

C. BURS which have becn fully liyuidated ov with

zero balances shall be filed separniety from those
with balances.

New BLIRS shalt be preparcd! issued for additonal
ulilizalion.

‘Ihis form shall be preparcd m three copies @ be
distribarted as follows:

Originnal - Budgel Unit {as subsidiary recurd)
Duplicate Copy - to be attached 10 the DV
Triplicate Copy - Aceounting LInt

NOTE: Tems A4 to A1 shull be accomplivhed
by the Hewd of Reguesiing Whce/ Antherized
Representarive upon submission of clain based cn
the Approved Bwdget received from the Budver
Lnit.



