Cltizen's Charter -
Municipal Budget 0ffice

1. PROCESSING OF OBLIGATION REQUEST FORM (OR)

The Municipal Budget Office takes responsibility for the obligation request of all offices. The
obligation request is a pre-requisite in payment of claims. The Budget Officer certifies the

availability of appropriation/allotment and funds obligated and with proper spending of all resources
for the ongoing growth of Porac.

P

Municipal Budget Office

Simple

Government-to-Citizens

All offices

1. Vouchers with supporting documents
2. Payrolls and purchase request

3. (3) copies of Obligation Request with
signature of the Department Head

Municipal Budget Office
Ground Floor, Municipal Hall, General Luna Street,
Poblacion, Porac, Pampanga

FEES
CLIENT STEPS AGENCY ACTIONS | TOBE | PROZESSING [ pERsON RESPONSIBLE
PAID
1. Submit voucher/sto | 2. Receives the None 1 minute Budgeting Assistant
the Budget Office. voucher
3. Log the voucher None 1 minute per Budgeting Assistant
voucher
4. Check the None 1 minute Budgeting Assistant
availability of
appropriation/
allotment
5. Prepares Obligation | None 1 minute Budgeting Assistant
Request to charge
against to allotted
account/records
6. The Municipal None 1 minute per Municipal Budget Officer
Budget Officer voucher
signs/notes on the
Obligation Request
7. Detaches 3" copy None 5 seconds per | Budgeting Assistant
of Obligation Request voucher
8. Give the obligation | None 10 seconds Budgeting Assistant
request to client and
sign the log book
2. Receive the 8. Give the None 10 seconds Budgeting Assistant
voucher obligation request to Municipal Budget Office
client and sign the
log book
TOTAL: | None 5 minutes
25 seconds
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