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GENERAL INFORMATION
Activity: Seminar on Bookkeeping and Financial Management
Date & Time of Activity: February 16, 2022; 8:00am-5:00pm
Venue of Activity: Cable Café, Lower Locong, Poblacion, Bontoc,
Mountain Province
Proponent: Accountancy Department
Budget: P10,000.00
Source of Fund: P 7,800.00 (OWWA)

2,200.00 (MPSPC)

NARRATIVE REPORT

Overseas Filipino Workers was one among the party affected by COVID
pandemic the most. Some were terminated and were even repatriated.
OWWA acted on this by providing livelihood assistance to all affected OFW
and their families. To ensure that this assistance worked its purpose, the
OWWA-DOLE with MPSPC conducted Seminar on Bookkeeping and
Financial Management.

The activity started with registration followed by preliminary activities.
Welcome remarks was given by Hon. Viola P. Okko, the Committee
Chairman of Civic Society Organization of LGU Bontoc. Her remarks
provided an inspiration to the participants to work as one towards the
attainment of the organization’s goals. This was followed by the overview of
the activity and expectation setting BY Ms. Remedios Caceres, OWWOII and
the Tulong PUSO Focal.

The lecture proper followed after preliminaries. Before proceeding with
her lecture, Ma’am Jenifer N. Damayan shared the MPSPC VMGO. On this,
she highlighted why the Department of Accountancy take off and granted
the request of OWWA to be the resource speaker of the said seminar. After
which, she proceeded with her first lecture. She presented general objectives
of the seminar then proceeded with Financial Management. For the
participants to appreciate more the lecture, she let them shared their initial
knowledge on financial management. After presenting the overview of
financial management, she facilitated the money raising game. This aims to
let the participants appreciate outsourcing of funds. She then link the Do’s
and Don’ts of Financial Management to the game. This was followed by her
lecture highlighting the importance of accounting system in the
organization. The bulk of the lecture focused on the guides for better
accounting system. The morning session ended with the question and
answer portion covering the first lecture.

After lunch, the speaker proceeded with her lecture on Bookkeeping. She
started by presenting the topic objective then iterated the importance of
financial records keeping. After which, she explained the definition of
accounting. From the definition, she cull-out the bookkeeping part. Then
presented the processes of bookkeeping. For the participants to have a
better understanding on bookkeeping, she presented the difference of
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accounting from bookkeeping then presented various activities. The
activities aimed to present the activities commonly met during their day-to-
day transaction. After identifying the business transactions applicable to the
organization, the speaker presented the different Books of Accounts. She
explained one by one the proper use of the books. She then proceeded with
the how’s of recording. She used the transactions identified in the earlier
activities in presenting how transactions are accounted for in the books of
accounts and how these are summarized. After recording and summarizing,
the speaker shared the inventory list form from the BIR. Inventory list are
being submitted as one among the reportorial requirements to the Bureau
after the end of the normal operating year. The speaker guided the
participants on how to properly fill up the form. After which, she encourages
questions and clarifications from the participants. After answering and
where there are no more concerns, the floor was turned over to the
facilitator Ms. Rodeline V. Yadyadoc for the evaluation of the activity.

Before the evaluation were conducted, Ms. Yadyadoc led a Thank You
Clap for the speaker for sharing a relevant and timely knowledge. Evaluation
followed. The evaluation tool was explained by the facilitator. Awarding of
certificates by Ms. Remedios Caceres, OWWOII and the Tulong PUSO Focal
Person followed after evaluation. Then closing remarks led by Ms. Jenelyn
W. Caluza, MDO/PESO of Bontoc concluded the activity. However, service
was not yet over. While some were rushing home, some of the participants
stayed for some queries on auditing matters. MPSPC resource person and
facilitator dismissed after answering their queries. Indeed, another fruitful
activity was done!

PHOTO DOCUMENTATION
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Preliminary Activities

Hon. Viola P. Okko, the committee chairman of CSO-LGU Bontoc giving her

opening remarks (left) and Ms. Remedios Caceres, Tulong PUSO Focal from
OWWA region(right) on the overview of the activity.

) MS. Jenifer N. Damayan presenting her lecture on financial management and
bookkeeping (up - left). She presented books of accounts and explain how it is being used
(up - right). Further, she explained the step by step process of bookkeeping (down).
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Closing Activities

certificates, closing remarks and group pictures.

IV. ATTACHMENTS

(Attendance sheet, Lecture notes, Summary of evaluation, Certificates and
Approved Activity Design)

Prepared by: Noted by:

RQ%ELINE V. YADYADOC D.

BSA, Faculty Member Directo E%Se sion Unit
MPSPC-QMS-F-028/ 00/ Sept. 3, 2018
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~ Republic of the Philippines
‘Department of Labor and Employment
OVERSEAS WORKERS WELFARE ADMINISTRATION
o Cordillera Administrative Region

Simple Bookkeeping/Records Keeping and Financial Management
Course for Tulong PUSO Grant Availees

Venue: Cable Café, Lower Loc-ong, Poblacion, Bontoc, Mountain Province

Date: February 16, 2022

PROGRAM OF ACTIVITIES
ACTIVITIES PERSON IN CHARGE
| 8:00-8:30am Registration Facilitator - .|
8:30-9:00 am Preliminary Activities Facilitator '
Welcome Remarks Hon. Viola P. Okko

Committee Chairman — CSO

Overview of the Activity and | Facilitator
Expectation Setting

| 9:00-12:00 nn Presentation of MPSPC VMGO
Ms. Jenifer N. Damayan
Lecture and Workshop: Resource Speaker
Financial Management
1:00-4:00 pm
Lecture and Workshop: Ms. Jenifer N. Damayan
Simple Bookkeeping/Records Resource Speaker
| Keeping
|
| 4:00-4:60pm Open Forum . Facilitator ,
4:30-5:00 pm Awarding of Certificates Ms. Remedios Caceres
OWWO I1/TULONG PUSO Focal
Closing Remarks MS. Jenelyn W. Caluza
MDO/PESO of Bontoc

2 Floor,Gestdan Centrum, #80 Bokawkan - @, AMA anm
Road cormer, Upper P, Burgos, Baguio City 53- GWWA, ang
Hotlines: 09175001294/09999949296
Landline: {074} 422-1809
Official Email: car@owwa.govph

miyembro protektado.”
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ATTENDANCE SHEET
Title of Activity: (EMINAR 0f BOOKKEETWG % FINANCIAL MANASEMENT
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18, o
19.
20.
21.
22.
23.
24,
25.
CERTIFICATION

This is to CERTIFY that the above is the true and correct attendance list of the
participants/facilitators/secretariat of the above-mentioned activity.

This is to CERTIFY that the meals/snacks claimed for payment by the caterer was served to the above
participants.

End user
MPSPC-QMS -F-026/ 00/ Sept.3, 2018
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February 10, 2022
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DR. REXTON F. CHARAS

College President i & DATE ;1 4 FEB 2322 | §
Mountain Province State Polytechnic College BY’ Pg-p!

Bontoc, Mountain Province QFEXCE OF THE m

Sir:

This is to transmit the activity design of the extension activity on the “Seminar on Bookkeeping
and Financial Management” by the Accountancy Department with the Overseas Workers

Welfare Administration - DOLE on February 16, 2022 at Poblacion, Bontoc Mountain Province
for your perusal and approval.

Thank you very much and we are hoping for your approval of the conduct of this activity.

Respectfully yours,

R LINE V. YADYADOC
BSA Faculty Member

ce: VPAA (faculty and student activity design)
Executive Dean (faculty and student activity design)
VPAD (staff)
VPRDE {for RDE activities)
VPRGL (for RGL activities}
GAD (for GAD appropriated activities)
88DO (for student activities)
Events Management Office

MPSPC-QMS-F-039/01/ October 29, 2020
Page 1 of 4
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DEPARTMENT OF ACCOUNTANCY

ACTIVITY DESIGN
GENERAL INFORMATION
Activity: Seminar on Bookkeeping and Financial Management
Date & Time of Activity: February 16, 2022
Venue of Activity: Poblacion, Bontoc, Mountain Province
Proponents: Accountancy Department
Facilitators: Rodeline V. Yadyadoc, BSA Faculty Member
Jayson E. Imatong, BSBA Faculty Member
Participants: Tulong Puso Program Beneficiaries
Budget: P 10,000.00
Source of Fund: P 7,800.00 - OWWA

2,200.000 - MPSPC

RATIONALE

COVID 19 pandemic has brought everyone challenges. OFW for one felt the effect
of this pandemic. Some were even repatriated. With this, the Overseas Workers
Welfare Administration-DOLE acted and extended assistance through the Tulong
PUSO Program. Tulong PUSO Program is a one-time group livelihood grant for
registered OFW or group whose member OFWs were repatriated due to COVID 19. To
ensure that the group maximizes the benefits received, OWWA intends to conduct an
activity focusing on simple bookkeeping and financial management to provide
essential knowledge and skills on managing and sustaining their group enterprise.
Knowledge in financial management provides guidance on properly managing their
resources. However, management is not complete without proper bookkeeping.
Bookkeeping allows venturer to see the result of the business operation. It allows
them to understand how the venture is going with the aid of the final output of
bookkeeping which is the financial statements. These financial statements can be
used by financial managers to analyze the business status and craft appropriate
business strategies to maximize the business profit. Indeed, knowledge on financial
management and bookkeeping is necessary when putting up a business.

On the other hand, Mountain Provinee State Polytechnic College, with its vision
to be a preferred university with developmental culture and inclusive growth, has
been extending its expertise to the community. Through the Financial Mentoring Hub,
the extension program of the Accountancy Department, financial management and
bookkeeping has been extended to its clientele, With the current expertise of the
department and the current need of the community, OWWA and MPSPC-BSA agreed
to conduct seminar on Bookkeeping and Financial Management.

OBJECTIVES

At the end of the activity, the participants should be able to:

NQ

a. be oriented with the basic principles of financial management;
b. be familiar with the significance of bookkeeping and bookkeeping process; and,
c. be familiar with the BIR reportorial requirements applicable to the organization.

EXPECTED OUTPUT

At the end of the activity, the participants should have:

a. identified how the principles of financial management is applied to their
organization (through sharing);

b. understood the significance and process of bookkeeping (through workshop and
sharing}; and,

c. identified BIR reportorial requirements applicable to the organization (through
sharing}.

MPSPC-QMS-F-039/01/ October 29, 2020
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Bontoc, Mountain Province

RESOURCE REQUIREMENTS:

A, Budgetary Requirements:

B. Human Resources
(Indicate committee members, coordinators, ushers/ usherettes, marshals, etc)

Item Description Quantity | Unit Cost | Total Cost | Source of
Fund

- 1 Meals and Snack 20 pax 310.00 | 6,200.00 OWWA

2 Brown Envelope 20 pes 10.00 200.00 OWWA

3 Notebook 20 pes 25.00 500.00 OWWA

4 Ballpen 20 pcs 20.00 400.00 OWWA

5 Permanent Marker 5 pes 50.00 250.00 OWWA

6 Manila Paper J pcs 10.00 50.00 OWWA

7 Special Paper 20 pcs 10.00 200.00 OWWA

8 Epson ink #008 1 set 1,500.00 1.500.00 MPSPC

9 Bond paper-long 2 reams 350.00 MPSPC
I Total | sl

Committee/ Number of Persons People Responsible/ Members
Task required
Coordinator/ OWWA staff
Facilitator 3 Rodeline V. Yadyadoc
Jayson E. Imatong
Documentation
Cominittee 2 BSA Students
Spcakcer 1 Jenifer N. Damayan
C. Supplies, Property and Equipment Requirements
Property/ Venue/ Equipment Date to be used
Supplies
Laptop February 16, 2022
Projector
VI. PROGRAM:
| February 16, 2022
Time Activity
8:00 a.an, — 8:30 a.m. Registration
8: 31 am. - 9:00 a.m. Pambansang Awit
Opening Prayer

Welcome Remarks
Acknowledgement of Participants
Presentation of MPSPC VMGO

9:01 a.m. - 10:00 a.m. Seminar-Workshop Proper:

Introduction of Financial Management

10:01 a.m. - 12:00 noon Seminar-Workshop Proper:

Simple Bookkeeping / Records Keeping

12:01 noon ~ 1:00 pm Lunch Break

1:01 pm - 4:00 pm Seminar-Workshop Proper Continuation:

Simple Bookkeeping / Records Keeping

4:01 pm ~ 4:30 pm Open Forum and Takeaways

4:31pm — 5:00pm Closing Activities

MPSPC-QMS-F-039/01/ October 29, 2020
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Prepared by:
ELINE V. YADYADOC

Accountancy Facuity Member

Noted:

CAROLYNE CASTANEDA-IGUID
Coordinator, Events Management

Reviewed:

CHRISTIE LYNNE C. conong\é ,/

Executive Dean, Bontoc Camp

Funds Available:

<l
REXON T. DAMAYAN
Accountant IIT (_j{

Recommending Approval: -
/

ANNIE G SAIL F. EKID
Vice President for Reseaych Development and Extension

.f'

Approved: e 3

REXTON F. CH.AKXS :
College President _

Note:

1. For activities to be conducted at Tadian but the activity design is processed in
Bontoc, please furnish the Tadian Executive Dean a copy of the approved activity
design before the conduct of the event.

2. Furnish the Events Management Office a copy of the approved activity design for
advertisement and publication of the event.

3. If Activity Design is prepared by a faculty member, the Department Chairperson
shall affix his/ her initials on the reviewed before the Executive Dean shall sign
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P, % Republic of the Philippines

y Oy OVERSEAS WORKERS WELFARE ADMINISTRATION
£ 5.2+  Depariment of Labor and Employment
Janunry 21, 2022
REXTON F. CHAKAS, Ph, D, A DS D
SUC President i M @ & P E |
Mountain Province State Polytechnic College EOr ;'%V &
DAT, 2 4 AL
THRU: M. JENNMIEER N. DAMAYAN By . W ko
Facuity member s o T DRPRTIED
MPSPC-Bontos Campus
R E R ;‘ \i E z;’
tVis. ZRIDA B. BALCITA
Faculty member MPSPC-RECSRDS OFFICE
MPSPC-Tadian Campus e -
nATR £ A4 AT
Dear President Chaltas:

/

Greetings!

The Overseas Workers Welfare Administration {OWWA) intends to conduct a Simple
Bookkeeping/Records Keeping and financial Management Training on February 16, 2022 in
Bortot, Mountain Province and February 17, 2022 in Tadian, Mountain Provinte from 9:00am-
5:00pm for the Tulong PUSO Grant avsilees. The Tulong PUSO Program Is a one-time group
livelihood grant for registered OFW Qrganization or group whose member OFWs were
repatriated due 1o COVID-19. The activity will enable the partitipants to have an essential
Knowiegge and skills on Now 1O Manage any sustain their groupn entarprise and will eventually
lead them to fully attain their objective to gain additionat incame for the members of the
asgotiotion and generste emnployment among (s members,

In view of this, we respectfully request for a Resource Person from your good sffice to discuss
“Simple Bookkeeping/Recards Keeping and Financial Management™ to help the OF\Ws and their
dependents to properly manage their group lvelihood project.

We would appreciate it very much if you could confiemn your attendance on or before January 31,
2022 and should there be any clarlfication, please contact Ms. Jenelyn L. Ngolab at
(19517070933(smart)/09151524599(globe), Family Wellare Officer of QWWA-Mountain Provinee
field Office.

Your usugl suppor is greatly appreciated.

Thank you and best regards.
Sincerely.
LUZVIMINDA €. TUMALIUAN
s g mz»mhhm Officerfin-charge, RWO-CAR
= g —m‘m&‘
OWAWA Center, 7th 8¢, Cor. FB. HamsauSl. WM a*

Pasay Crly 1300 P.O. Box. Manila Philippines m———

Torambetinas S04 TEOS 6m M4 | Crmrer CEA CE A4



Repubiic of the Philippines

OVERSEAS WORKERS WELFARE ADMINISTRATION
Department of Labor and Employment

simple Bookkeeping/Records Keeping and Financial Management
Course for Tulong PUSO Grant Availees

Venue: To be identified (Bontoc, Mountain Province)
To be identified (Tadian, Mountain Province)

Date: February 16, 2022 (Bontoc, Mountain Province)
February 17, 2022 (Tadian, Mountain Province)

PROGRAM OF ACTIVITIES
TIME ACTIVITIES PERSON IN CHARGE
8:30am-9:00am | Preliminary Activities Facilitator
Welcome Remarks Chief of Programs and Services Division
CQverview of the activity and Expectation
_| Setting

9.00am-10:00am | 1. Financial Management (Nn’s and Mountaln Province State Polytechnic
Don'ts) College
-planning
-organizing
-directing and controlling financial
activities -

10:00am-11:00am | Simple Bookkeeping Mountain Province State Rolytechnic
-introduction and significance College
-book of accounts '
-steps in recording

11:00am-12:00nn | Simple bookkeeping/records keeping Mountain Province State Polytechnic
(Workshop on Journalizing & Preparation | Coliege
of Ledger)

Lunch
1:00pm-4:00pm | Continuation of Discussion Mountaln Province State Polytechnic
Financial Statement College
-introduction and importance
-workshop in preparation of financial
statermnent
Presentation & Critiquing of Outputs
| 4:00pm-4:30pm__| Open Forum Facllitator
| 4:30pm-5:00pm__| Closing Remarks Regional Director

OWWA Center, 7th St. Cor. F.B. HarrisonSt R A O
Pasay City 1300 P.O, Box, Manila thppm;.-s . gt e Ty

Tmnkline 891-7601 to 241 Fax, 551-8 .
“Sa OWWA, an ive ’
24!7 Peraﬁan cemer goa-essz , ang miyembro protektado.

Hotlines: 551-6641:551-1560
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Republic of the Philippines
Department of Labor and Employment
OVERSEAS WORKERS WELFARE ADMINISTRATION

Cordillera Administrative Region

Presents this

Certificate of ppreciation

fo

JENIFER N. DAMAYAN

For sharing her invaluable knowledge and expertise as Resource Speaker
during the training on “Simpilified Bookkeeping and Financial Management

for Tulong PUSO Grant Availees” in Mountain Province.

Given this 16t day of February 2022 at Cable Cafe, Loc-ong,
Poblacion, Bontoc, Mountain Province.

LUZVIMINDA C. TUMALIUAN

OIC-Hegional Director
RWO-CAR




Republicof the Philippines
Department of Labor and Employment
l OVERSEAS WORKERS WELFARE ADMINISTRATION
Cordillera Administrative Region

CERTIFICATE OF APPEARANCE

This is to certify that _KODELINE V. Y#RD-/ADOC of __MPSPC
appeared in Cable Café, Lower Loc-ong, Poblacion, Bontoc, Mountain Province on

February 16, 2022 for the purpose of facilitating the “SIMPLIFIED BOOKKEEPING AND
FINANCIAL MANAGEMENT” conducted by the Overseas Workers Weifare
Administration, Mountain Province.

Issued this 16™ day of February 2022 at Cable Café, Lower Loc-ong, Poblacion,
Bontoc, Mountain Province

/
j‘
LUZVIMINDE C. TUMALIUAN
OIC-Réfional Director
OWWA-CAR

i,

OWWA-CAR _

2% Floos Gestdan Centrurm, #20 Bokawkan W JARIA ; i ch sinbald ¥
Road cornet, Upper #. Burgas, Baguio City Sa OWWA, ang miyembro protektado.
Hotlines: 09175001294/09999949206

tandline: {174} 422-1809

Offaal Emant car@owwa gov.ph





