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TO Al Burcau Officials and Crmployees

SUBIECT:  Puolicies, Rules, Requlations and Procedures in the Disbursemenl of
Employee Payrolls

AL General Policies

1. Disbursemant of employee payroll shall now be done via the Land Bank of the
Fhilippines {LBP) issued RFID-enabled AT Card

2. This will cover all BOC regular employees whose basis of compensation is on a inonthly
basis. BOC casuals and those on [ob-contracts. on he olher hand. shall contin e io be
paid through individual Disbursement Vouchers

3. Accordingly. disbursernent of employee payroll shall now be on a bi-monthly basis, thal
is, every 15" and end of the month only.

13, OpeningiClosing of Accounts:

1. The Administation Office shall cayse fhe upening of a single BOC Payroll Fund

Account, a regular non-interest bearing account with Land Bank of the Philippines, the
authorized government depository bank.

2. All BOC employees shall be required o open a Savings Account with ATM Access with
the Land Bank of the Philippines

3. The apening andlor closing of such accounls <hail be conlinuously coordinaled by
HRMD in the case of OCOM and the Administralive Division/Unil in the case of

porlfsubport.  Once an employec is separaled from the service, such account shall be
automatically closed.

C. Preparation and Submission of Daily Time Records:

FPending the implementation of lhe automated limekeeping system which is parl of the
Enterprise Resource Planning (ERP) of the BOC E-Cusioms Project, the Tollowing procedural

steps and guidelines in the manual preparation and submission of Daily Time Records shall be
observed:

1. Each employes shall he required 1o manually prepare and submit his/her maonlbly Daily
Time Record (DTR) using C5C Form Mo. 49,

2. The duly accemplished and signed monthly DTR shall be submilled o HEMD (for
Ocom) or Adininistrative Division/Unit (for ports & subporis) nol later than the 5™
working day of the following month as required under CMO 27-2007
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It shall then be the responsibilily of Hizn Fhdministralive Division o forward any
information contained in the said DT that will affect tho Payment of the salaiies 1o the

concemed Dishbursing Officer, 2.0, leave withou| PaY, with such information forwarded
net later than the 15" gay of (e month,

Such information shall then pbe reflacied in the Processing of the ||El-lx[ month’s payroll.
For example, the DR for January 1-31 shaj be submifted o HEMD/Administralive
Division not |ater than Fabruary 5. the informalion report of which shan be submiltad o
e Disbursing Officer nol laler than February 15, ang such infurmation shal be
reflected in the March payroll. Non-submission of DTI2 for January shall alsg meary
non-payment of salaries for March in accordance wilh the "No Daily Time Recorg
(DTR), No Payment of Salary Policy".

D. Preparation and Provessing of Payrolls:

£
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The respective Risbursing Oficer of aach ﬂIT:in:e.fpr:r[.fsub-J:mrt shall prepare the mionthly
payroll in accordance wilh the prescribed format hereln attached, indicating Jmonyg
olhars, tha nel fake home pay for the fist and second half of 1he month, the individyal
authorized deductions arid lhe Intal authorized salany.

The monthly Payroll shall be submiiag to fhe Acounling Division N soft (disketle or
email} and harg Copies with the Hequest for Funding nol Ialer lhan the 5™ of the rnontl.

For example: The Payroll for the month of January shall he submilled not lgie thamn
January 5

Upon receipt of the pavioll,  the Accounting Divizion  shal prepare the lolluwing
Disbursement Vouchers: a) Payroll fund transfer of net take home pay for the 1% hair
and the second halt of the month wilk conesponding  Dehil Advice; and b) Cash
Advance of remittances and governmenl shar

- The DVs shall he Pracessad and approved in ACCordance with exisfing accounting and

auditing rules and regulations by the concerned olficos.

it shall then be he responsibility of the Accounting Division to submit the Debit Advice
to Land Bank of the Fhilippines. south Harbor Branch attaching the yeneraled indpvidyal
lisl of eMployees by nﬂ;c@fpmt!m.rl:rpurr willy their respective take home Pay nol Jater
than the 13" of ;e tnanth Tor the first [z Pavioll and not later than the 28" of the
month for the second half pavicll.  On the other hand, the Rudget Division shal he
responsible for preparing and submiitting 1he MNolice of Cash Mlocalion cove ing Cash

Advance of Remitlances and Government Share Tor fisbursement in the concemed
nﬂ'ru:n:r!pnrl."subpurt

The concernad Disbursing Officer shall alzo coordinale wilh he Land Bank Brapch
nearest their respective Porfsubport where hefshe will alza subimnit the same individuzl
list of employess wip, their respective take home pay not later than the 13™ of (he month

for the first hair Payrall and naot later than the EE'}: of the month for the second half
payroil.

Land Bank of fl)n Philippines shaj tause the transfer of fhe indicated net fake [

i eacl; of the employes AT Account which shall pe made available for witld,
the 15™ and on (he last day of each rnonih,
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8. A copy of the monthly payroll duly signed by lhe designated official and ainployeas lo
cerfify the services rendered of the personnel listed in fthe payroll shall be submilled 1o
the Accounting Division for 1ecord and other purposes not later than the 5% of fhe

following monih, For example: The duly signed payroll for 1he month of January shall
be submitled nol laler than Febrsary 5.

F. Lifectivity

1

The rules, regulalions and procedures hercin mescribed shall apply on the payroll  for
september 2009 and henceforth,
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Activily X

PAYROLL MILESTONES:

1. Opening of a_EingiE-
BOC Payroll
Account with LBR

2. Opening of Savings | Al current personnel to be

Account  with
L3R Branches

ATM  with

3. Opening of Savings
Account with ATM  wilh
LBP branches

4. Closing of Savings
Account

_RHEFI_‘?_HEJHE personioffice

Fund |

5,

| Division/Unil
| concermed

Deacline

Administration Office

coordinated
HIRMD/respective
Addiinistrative
Division/Unit I

by

Al newly  appointed |
personnel to be
coordinaled by

HEMDrespective
Aciinistrative
Dirvision/Unil

All separated employess
lo be communicated by
HEMD/Administrative

with  the-
Disbursing
Officer and LB branches

Preparation and | All personnel te
submission of  monthly | HRMD/Administrative .
DTR L1 | Division/Unit M= |
.  Submission of DTR | HRMD/Administrative
report  that may affect | Division/Unit to concermed
payment of salaries Disbursing Oilicer .

i Preparalion and | Concerned Disbursing
submission  of  maonlhly | Officer o Accounting
payroll in accordance with | Divigion, Ocom

formal prescribed | I

8. Preparalion and | Accounting  Division  and

processing of DVs

Budget Division

9. Submission of Debit
Advice wilh yenerated list
of employees wilh net take

home pay

10. Submission of Notice
ol Cash Allocation
covering Cash Advances
of Reinillances ared
Government Share

11. Preparation anil
subrmission of individual
list of employees wilh net
lake homa pay

12, Submission of duly
signed monthly payroll |
cerlifying to the services

renderod

Accounting  Division in
L BP South Harbor

Budget Division to
conceinead Diesbursing
Officers
Concerned Uishuming_
Officer to LBP Branch

|
Concerned Dhsbursing

Officor
Division

o Accounting

Droie

Augusl 31, 2000

-

Within® 5 days
assumpticn

from

Last day of sevice of the |
separated employes

5™ ot the Tollowing month
15™ of the lollowing month

ST ol the monlh

Wilhin 5"
month ..
13" of the month for the
1* hall payroll;

28" of the monh for the
2™ hall payroll

13™ of the

I o the monlh

13" of the month for the
tirst half payroll;

28" of the month for the
second half payroll
5™ of the following month
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