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SIMPLIFIED PROCEDURES IN THE PROCESSING OF CONTRACTOR’S
BILLINGS FOR CIVIL WORKS PAID IN THE CENTRAL OFFICE

DPWH DEPARTMENT ORDER NO. 109, April 10, 1991

Read online (full-text search, related cases, audio case brief): https://batas.org/library/252374567747/

In line with the continuing efforts of this Department to improve its frontline services delivery program, pursuant
to the pertinent provisions of Department Order No. 55 dated 21 February 1991, the following guidelines in the
processing and payment of claims of contractors for civil works contracts paid in the Central Office are hereby
promulgated for strict implementation.

1.0 Billing Review and Disbursement Voucher Preparation

1.1 Project Field Office

1.1.1

Receives and records request for payment supported by all billing documents submitted by the Contractor

1.1.2

Reviews and checks the correctness of the Statement of Works Accomplished (SWA), together with all billing
documents, as well as the mathematical computations

1.1.3

Resident Engineer/Project Engineer/Materials Engineer/Resident Consultant affixes signature in SWA

1.1.4

Prepares Disbursement Voucher (DV)

1.1.5

Forwards SWA and DV to Regional Director concerned

1-3 days

2. Recommend approval of SWA and DV
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2.1 Office of the Regional Director concerned

2.1.1

Verifies correctness of billing

2.1.2

Recommends approval of SWA

2.1.3

Affixes signature in Certificate No. 3 of the Disbursement Voucher (DV)

2.1.4

Forwards DV and all billing documents to Central PMO/Bureau concerned

1-2 days

2.2 Central PMO/Bureau

2.2.1 Reviews and recommends approval of SWA

2.2.2 Affixes signature recommending approval of payment on the face of the voucher

1-2 days

2.2.3 Forwards DV to the Accounting Division, CFMS for processing

1-2 days

3.0 Disbursement Voucher Processing

3.1 Accounting Division, CFMS

3.1.1 Receives, records and assigns DV number
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3.1.2 Reviews supporting documents and the financial aspects of the claim

3.1.3 Accomplishes accounting entries

3.1.4 Certifies availability of funds and correctness of accounting entries in Certificate No. 4 of DV

3.1.5 Forwards DV to Cash Division for preparation of payment check

1-2 days

4.0 Payment check preparation and processing/approval of SWA and DV

4.1 Cash Division, CFMS

4.1.1 Checks completeness of the supporting documents attached to the DV as listed by the Accounting Division
at the back of the DV

4.1.2 Prepares/types payment check

4.1.3 Initials check stub

4.1.4 Forwards DV with payment check to the Office of the Chief, CFMS

0-1 day

4.2 Office of the Chief, CFMS

4.2.1 Reviews and initials DV and payment check

0-1 day

4.3 Office of the Assistant Secretary for CFMS

4.3.1 Reviews and initials DV
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4.3.2 Initials payment check if the amount is more than P500,000.00

4.3.3 Signs payment check if the amount is P500,000.00 or below -

0-1 day

4.4 Undersecretary Concerned

4.4.1 Reviews and approves SWA and DV

4.4.2 Signs payment check if the amount is more than P500,000.00

4.4.3 Countersigns payment check if delegated to do so

1-2 days

4.5 Office of the Secretary

4.5.1 Reviews and approves DV and SWA for first billings

4.5.2 Countersigns payment check

1-2 days

5.0 Payment check releasing and DV custody

5.1 Cash Division, CFMS

5.1.1 Releases payment check to contractor and attaches O.R. to the DV

5.1.2 Submits paid DV to COA Resident Auditor for post-audit

0-1 day
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Total Number of
Processing days

6-17 days

All implementing Offices shall cause the dissemination of the salient provisions of this Department Order to all
contractors accredited in their respective registries of contractors.

All orders, circulars and Memoranda which are inconsistent herewith are hereby revoked, amended or modified
accordingly.

This Order shall take effect immediately.

Adopted: 10 Apr. 1991

(SGD.) JOSE P. DE JESUS
Secretary
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ABOUT BATAS.ORG

Study smarter at BATAS.org
The Philippine bar review and law-school companion built around how your brain actually remembers.

The complete Philippine law library - free for everyone.
More than 100,000 Supreme Court decisions, Republic Acts, and executive issuances - full-text searchable, browsable
by category and year, and always free. No paywall, no login. This PDF came from it.

Audio case-brief lectures.
Any decision becomes a podcast-style lecture - facts, issues, ruling, and doctrine - with read-along highlighting and a
hands-free presentation mode. Study while commuting, working out, or resting your eyes.

Bar review built on the science of memory.
Complete, sequenced courses for all eight bar subjects, narrated like podcasts and reinforced with retrieval practice and
spaced review - the study techniques with the strongest evidence behind them.

The full law-school curriculum.
One subscription unlocks the entire J.D. curriculum - every subject, every lesson, with your progress tracked down to
the paragraph so you can pick up exactly where you left off, on any device.

Mock exams that tell you where you stand.
Timed multiple-choice exams graded instantly, with per-subject score breakdowns and focus suggestions that point you
at your weakest topics first.

A study planner that keeps you on pace.
Set your schedule and BATAS tells you every day whether you are on track for bar day - and exactly which lesson to
take next.

Start free at https://batas.org
The law library is free forever - and your first lesson is one click away.

The text of this document is an official public record and remains in the public domain. Formatting, presentation, and compilation © 2026
batas.org.

Downloaded free from the batas.org Law Library. Share it freely - the library is free for every law student, bar reviewee, and practitioner.
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