
 

 

1. Claiming of Checks for Payment of Obligation (made through Checks) 

 
Payment of obligations of the Schools Division Office (SDO) is made either through checks or 
List of Due and Demandable Accounts Payable – Advice to Debit Account (LDDAP- ADA). 

The Cash Section of the SDO’s Administrative Unit issues checks to Clients for payments of 
obligation that were made through checks. 
 
This service charter pertains to the steps in the claiming of the checks, and is a continuation 
of the service charter on Payment of Obligation through Checks. 

 

Office or Division: Office of the Schools Division Superintendent – 
Administrative Service – Cash Unit 

Classification: Simple 

Type of Transaction: G2B (Government to Business) 
G2C (Government to Citizen) 

Who may avail: Any Client that DepEd has financial obligations to 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Standard Requirement 

Identification Card - One (1) photocopy of 
any government-issued valid ID of the 
requesting person (ID must have a 
signature). 
This may include, but is not limited to, the 
following: 

• Philippine Identification System 
(PhilSys) ID/ePhilID 

• Passport 

• Driver's License 

• Professional Regulation Commission 
(PRC) ID 

• Philippine Postal ID 

• Unified Multi-Purpose Identification 
(UMID) 

Client 

For an authorized representative 

Authorization Letter – One (1) Original Copy Client 

One (1) photocopy of the requesting 
person’s valid ID (ID must have a signature) 

Client 

One (1) photocopy of the requesting 
person’s valid ID (ID must have a signature) 

Authorized Representative of the Client 

CLIENT STEPS AGENCY ACTION 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Proceed to Cash 
Unit and present 
required documents 
to claim the check. 

1.1 Check and verify 
submitted documents 

None 10 minutes Administrative 
Officer IV, 

OSDS-Admin 
Unit-Cash 
Section 



 

 

 

 1.2 Give Client None 5 minutes Administrative 
releasing logbook and   Officer IV, 
disbursement voucher   OSDS-Admin 
for signing   Unit-Cash 
   Section 

2. Sign releasing 2.1 Check and verify None 5 minutes Administrative 
logbook and signature against the   Officer IV, 
disbursement ID presented   OSDS-Admin 
voucher.    Unit-Cash 
    Section 

 2.2 Release check None 5 minutes Administrative 
    Officer IV, 
    OSDS-Admin 
    Unit-Cash 
    Section 

3. Receive check 
and validate 
correctness of data 
(name of payee and 
amount). 

3.1 Receive the 
official receipt given 
by the Client* 

None 5 minutes Administrative 
Officer IV, 

OSDS-Admin 
Unit-Cash 
Section 

Note: If the Client is a 
supplier*, the Client 
must give an official 
receipt to the Cash 
Division. 

    

TOTAL: None 30 minutes 


