1. ISSUANCE OF OBLIGATION REQUEST
The Issuance of Obligation Request is a financial process that certifies the
availability of funds for a specific expenditure or project. This service is a
mandatory prerequisite for legalizing contracts and processing subsequent

payments.
Office of the Municipal Budget Officer
Simple
Government to Government (G2G)
Active Employees and other concerned
Disbursement Voucher Concerned Offices
Request for Quotation
Abstract of Canvass
Acceptance and Inspection Report
FEES
PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS TISAIBDE TIME RESPONSIBLE
1. Submit the 1.1.  Accept the None | 3 minutes Budgeting Aide
disbursement documents and
voucher check the
completeness of
the papers
1.2.  Assign an None | 5 minutes Budgeting Aide
obligation request
number
1.3. Assign the account | None | 5 minutes Budgeting Aide
code per voucher.
1.4. Review and sign
the obligation None | 5 minutes Municipal Budget
request Officer
1.2. Accept the 1.5. Release None |2 minutes Budgeting Aide
disbursement disbursement
voucher with voucher with
obligation request obligation request
TOTAL | None 20 minutes




2. CHECKING OF AVAILABLE FUNDS FOR TRAVEL ORDER
This service involves formal review and certification of budget availability to cover the
projected costs of an official trip. It ensures that necessary funds for per diems,
transportation, and allowances are earmarked before a Travel Order is finalized.

Travel Order

Communication Letter

Office of the Municipal Budget Officer

Simple

Government to Government (G2G)

Active Employees and other concerned

Concerned Office

FEES TO | PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID TIME RESPONSIBLE
1. Submit Travel 1.1.  Accept the None 3 minutes Budgeting Aide
Order with documents and
communication review the
letter availability of
funds
1.2.  Sign the travel None 2 minutes Municipal Budget
order Officer
1.2. Accept the 1.3. Release the None 1 minute Budgeting Aide
travel order
travel order
TOTAL | None 6 minutes




3. CHECKING OF AVAILABLE FUNDS FOR WORKS/PROJECT
PROPOSALS

This service involves the formal verification and earmarking of budget allotments to
ensure that the proposed work or project is fully funded. It confirms that the estimated
costs align with the approved investment plan before any procurement or
implementation begins.

Office of the Municipal Budget Officer
Simple
Government to Government (G2G)
Active Employees and other concerned
Travel Order Concerned Office
Communication Letter
FEES TO | PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID TIME RESPONSIBLE
1. Submit the 1.1. Review the None 3 minutes Budgeting Aide
program of works completeness
and project of the
proposals documents
and accept if it
is complete
1.2. Check the None 3 minutes Municipal Budget
availability of Officer
funds and sign
the documents
1.3. Release the None 2 minutes Budgeting Aide
document
TOTAL | None 8 minutes




