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MEMORANDUM

FOR

FROM

ALL HEADS OF OFFICES, BUREAUS, SERVICES AND UNITS
CENTRAL OFFICE

THE UNDERSECRETARY FOR FINANCE

SUBJECT : FINANCIAL MANAGEMENT GUIDELINES NO. 31.SERIES OF

DATE

2022: GUIDELINES ON SAFEKEEPING AND ATTACHMENT OF
CONTRACTS AS SUPPORTING DOCUMENTS FOR PAYMENTS

22 DECEMBER 2022

Pursuant to the Financial Management Guidelines No. 16 series of 2020, which refers to the
attachment of contracts as supporting documents to the disbursement vouchers for payments
to contractors in tranches, may we reiterate implementing directives, to wit:

1.
2.

3.

The original contract shall be attached to the first tranche of payment to the contractor.
The second and succeeding tranches of payment shall no longer be supported with
the certified true copy of the contracts.

The Head of OBS shall instead issue a certification that the original contract was
attached as supporting document for the payment of first tranche with the following
details:

a. Disbursement Voucher Number

b. Disbursement Voucher Date

c. Authority to Debit Advice (ADA) Number
d. ADA Date

The Finance and Management Service shall provide the information (Item 3) to the
end user and the concerned Designated Finance Officers (DFOs) seven (7) days after
the payment has been made.

Moreover, in reference to Section VII.D of the Administrative Order No. 13 series of 2020 or

the DS

WD Guidelines and Protocols for Contract Drafting, Review, Implementation and

Monitoring, the Legal Service (LS) shall maintain a system of recording of contracts. The
Proponent shall submit to the LS one (1) original contract executed with different stakeholders,

except Procurement Contracts and Contracts of COS/JO workers of DSWD.
In this light, the following shall be the responsible offices for custody and safekeeping of
original contracts:
Particulars Responsible Office
Procurement Contracts Contract Management Section (CMS)
COS/JO workers Contracts Human Resource Management and

Development Service (HMRDS)

Contracts other than procurement and for Legal Service (LS)
COS/JO workers

or your guidance Qd\stnk‘:gompliance.

NTONIO C. CRISANTO JR.
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DRE: [8-APAD - COMM- RGO ¢- TEGHI ¢

TO : ALL HEADS OF OFFICES, BUREAUS, AND SERVYICES (OES)
CEMNTRAL OFFICE

ATTENTION :  DESIGNATED FINANCE OFFICERS

SUBJECT 1 FR} GUIDELIHES RO. 1€, SERIES OF 2020 : ATTACHMENT OF
CONTRACTS OR COPIES THEREOF AS SUPPORTING DPOCUMENT
FOR PAYRIERTS TO CONTRACTORS IN TRAMNCHES

DATE L 25 GUNE 2020

This pertains to tha sltachmiznt of coniracts or certified true copies thereof as supporting
documeznt to the disbursement vouchers for payments to contractors in tranches.

Effective immediately, plaasz be informad of the following:
1. The original contract shall be attached to the first tranche payment to the contractor.

2. Second and suncseding tranches of payment shall no ionger be supporied with the
certified true copy of the conirects. ‘

The Head of OBS shall instead issue a certificaticn that the original contract was
attached e&s supporting document fer the payment of first tranche with the foliowing
details:

(93]

a. Disbhursemant Vouchar Number

b. Dighursemant Voucher Date

c. Authoifiy t¢ Debit Advica (ADA) Mumber
¢d. ADA Date

In order to comp!y with item number 3, H DFCs shell i mmed: 2ly obtain szid informaticn frem
the Accounting Division savzen days efter the paymant has been paid.
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Please be guided accarcingly.
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