OFFICE OF THE BUDGET OFFICER
SERVICES

A'



D 4

Allotment (CAFOA)

1. Issuance of Certification On Appropriations, Funds, and Obligation of

OFFICE OF THE MUNICIPAL BUDGET OFFICER

Simple Transaction

Government to Citizens (G2C)

Concerned Citizens

1) Disbursement Voucher, Payroll or
Purchase Request

1) Municipal Budget Office

AGENCY

CLIENT STEPS ACTIONS

FEES | bROCESSING
TO BE TIME
PAID

PERSON
RESPONSIBLE

Present document Verify allotment for

needed the request None 1 minute Budget Staff
Issue CAFOA None 2 minutes Budget Staff
Signature of N 1 Minute MGDH1(Budget Officer)
one
Department Head
TOTAL : 4 minutes




D 4

2. Issuance of Petty Cash Number

OFFICE OF THE MUNICIPAL BUDGET OFFICER
Simple Transaction

Government to Citizens (G2C)

Concerned Citizens

1. Petty Cash Voucher Municipal Budget Office
CLIENT STEPS AGENCY TEES | PROCESSING PERSON
ACTIONS PAID TIME RESPONSIBLE
\Ij;euscehr:rPetty Cash Verify allotment for 1 minute
the request None Budget Staff
Issue Petty Cash 1 minute
Number None Budget Staff
Signature of 1 minute ,
Department Head None MGDH1(Budget Officer)
TOTAL : 3 minutes




