
FLOWCHART OF PAYROLL PREPARATION FOR JOB ORDERS 
 
 
 

Step 1.  MISO OFFICE 
 

 
 
 
 
 
 
 
 
 

Step 2.  ADMINISTRATIVE SERVICES OFFICE 
 
 
 
 
 
 
 

                                                                              Encoding of Deductions 
                                                                                                                                                     Checking of Contract of Service 
                                                                                                                                                     Checking of any increase in wages 

 
     

 
 

                                                                                    Signed DTR                                         Not signed DTR 

                                         
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

START

TTTTT

TTTT 

Print Daily Time Record 

by importing Data from 

Biometrics System 

Distribute DTR job order  

to be checked and 

signed by the supervisor 
End 

START

T 

Initial Preparation of 

Payroll 

Received  
DTR 

Returned to job order 
concerned, if DTR is not 
returned back, job order 

will not be included in the 
payroll 

End 

Preparation of Payroll 

Double checking of figures 
in the payroll before the 

process printing 

Preparation of 
Obligation/Cash Request 

and Disbursement 
Voucher 

Signing of OR/CR/DV by 
the Admin. Services 

Director 

Forward the OR/CR, DV & 
Payroll to the Budget 

Office  

Attachments: 
Duly Signed DTR 
Contract of Service 
 

End 



Step 3.  BUDGET OFFICE 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 4.  ACCOUNTING OFFICE 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

                                                                                                                        
 
 
                                                                     

 
                                                                     Above 200,000 

 
 
 
 
 

                      Below 200,000 

 
 
 
 
 
 
 

 
 

START 
Received OR/CR, DV & 
Payroll and checking its 
required attachments 

Obligate Payroll  to its 
fund charging 

Signing of the Budget 
Director to the 

Obligation/Cash Request 

Forward the OR/CR, DV & 
Payroll to the Accounting 

Office 

 

End 

START 
Received OR/CR, DV & 
Payroll and checking its 
required attachments 

 

Conduct pre-audit on the 
payroll and its supporting 

documents 

Prepare JEV for the 
transaction 

Signing of the Budget 
Director to the 

Disbursement Voucher 

Forward the OR/CR, DV & 
Payroll to the Accounting 

Office 

 

Identify 
amount 
of DV for 
approval 

Forward  the OR/CR, DV & 
Payroll and checking its 
required attachments to 
the President’s office for 

approval 
 

 

Forward  the OR/CR, DV & 
Payroll and checking its 
required attachments to 

the VP for Admin. & 
Finance Office for approval 

 

 

End 



Step 5.  PRESIDENT’S OFFICE/VP FOR ADMIN. & FINANCE OFFICE 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 6.  CASHIERING OFFICE 
 
 
 
 
 

 
 
 
     

  

 
 
 
 
 
                           

 
 
 
 
 
 
 
 
 
 
 
 

 * If MDS – 24 hours clearing 

   If non MDS – same day 

START 

Received OR/CR, DV & 
Payroll and checking its 
required attachments 

 

Forward the duly 
approved OR/CR, DV & 

Payroll to the Cashiering  
Office 

 

Signing of the Payroll by 
the President/VP for 

Admin. & Finance 

End 

START 

Received the duly 
approved OR/CR & Payroll  

 

Identify Fund for the 
Payroll 

Preparation of 
Disbursement Voucher 

Preparation of Check 
/ACIC for the 

payment of salary 

 

*Forward the DV/Check 
and Proof list to the Bank 

 

End 

Forward the Proof 
list/Check/ACIC to signing 

authority 

Proof listing of the 
Payroll 


