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PURPOSE:

To establish a documented procedure in the verification of payments made

through the UnionBank Checkwriter Facility, an online bank-assisted check disbursement
facility using Manager’s Checks.

SCOPE:

This procedure covers all payments to local suppliers of goods and services made

through the UnionBank Checkwriter Facility.

PERSONS RESPONSIBLE:

This SOP shall be observed by all Financial Audit Department personnel of Dr.

Pablo O. Torre Memorial Hospital.

GENERAL GUIDELINES:

1

Payments made through the UnionBank Checkwriter Facility must reconcile with
the Disbursement Vouchers prepared by the Accounting Department.

All uploads of disbursement made through the bank’s portal must be supported

by a Payable Summary Report duly approved and authorized by the following

signatories:

21 “A” Signatories — VP- Chief Operating Officer and President/CEO

22 “B” Signatories — Corporate Finance Officer, Treasury Manager and
Controller

The signatories shall be determined by the amount of the disbursement as follows:

3.1 P50,000 or less — two of the “B” signatories or one of the “A” signatories in
conjunction with any one of the “B” signatories.

32 P50,001 — P2,999,999 - any one of the “A” signatories in conjunction with
any one of the “B” signatories.

3.3  P3,000,000 and above — two of the “B” signatories
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4 Subsequent release of Manager’s Check issued by the bank must be evidenced by
the acknowledgment receipt signed by the payee with an attached Official Receipt.

PROCEDURE:

1. The Financial Audit ensures that Disbursement vouchers are prepared in
accordance with the existing accounting policy. Each disbursement vouchers must
be enclosed with the necessary supporting documents such as Sales Invoice,
Delivery Receipt and Purchase Orders, and must be signed by the appropriate
signatories.

2. Financial Audit also checks if the information in the disbursement vouchers
accurately reflects the name of payee, invoice amount and withholding taxes.
Journal entries are also verified for correctness.

3. Once the disbursement vouchers’ completeness and accuracy are verified,
Financial Audit examines the Payable Summary Report prepared by the
Accounting Clerk which contains the disbursement voucher no., name of payee
and the amount of check to be generated by UnionBank Checkwriter Facility. The
information in the Payable Summary Report must correspond to the details
indicated in the individual disbursement vouchers.

4. Financial Audit inspects the signatures attached in the Payable Summary Report
which signifies that the data and figures written therein are checked by the Chief
Accountant, and approved and authorized by the appropriate signatories.

5. Once payment is released by the bank, the Claimed Manager’s Check Report shall
be requested by Accounting Department from UnionBank. Financial Audit shall
ensure that all Manager’s Check claimed by the suppliers indicated in the Claimed
Manager’s Check Report are supported with acknowledgment receipt signed by
the payee or his duly authorized representative, and a Collection/Official Receipt.
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1. Ensures that Disbursement vouchers are prepared
in accordance with the existing accounting policy.

2. Checks if the information in the disbursement
vouchers accurately reflects the name of payee,
invoice amount and withholding taxes.

3. Examines the Payable Summary Report prepared
by the Accounting Clerk which contains the
disbursement voucher no., name of payee and the
amount of check to be generated by UnionBank

Chediae i bty Financial Audit Staff

4. Inspects the signatures attached in the Payable
Summary Report which signifies that the data and
figures written therein are checked by the Chief
Accountant, and approved and authorized by the
appropriate signatories.

5. Ensures that all Manager’s Check claimed by the
suppliers indicated in the Claimed Manager’s
Check Report are supported with acknowledgment
receipt signed by the payee or his duly authorized
representative, and a Collection/Official Receipt.
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Ensures that Disbursement vouchers are
prepared in accordance with existing
accounting policy

Checks if the information in the disbursement
vouchers accurately reflects the name of
payee, invoice amount and withholding taxes

'

Examines the Payvable Summmary Report
prepared by the Accounting Clerk which
contains the disbursement voucher no. ,name
of payee and the amount of check to be
generated by Union Bank Check writer
Facility

v

Inspects the signatures attached in the
Payable Summary Report which signifies that
the data and figures written therein are
checked by the Chief Accountant, and
approved and authorized by the appropriate
signatories

v

Ensures that all Manager’s Check daimed by
the suppliers indicated in the Claimed
Manager’'s Check Report are supported with
acknowledgment receipt signed by the payee
or his duly authorized representative, and a
Collection/ Official Receipt
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