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DEPARTMENT OF ACCOUNTANCY

TERMINAL REPCORT

GENERAL INFORMATION

Activity: Seminar on Business Recording and Bookkeeping
Date & Time of Activity: May 17, 2022

Venue of Activity: Dagdag, Sagada, Mountain Province

Proponents: Accountancy Department

Budget: P 10,950.00

Source of Fund: P 8,400.00 - DT1

2,550.00 - MPSPC

NARRATIVE REPORT

Proper recording of business transaction is very important in every
organization. This is evident by the continuous request of regulatory
agencies for their clienteles. Today’s requested seminar on business
recording and bookkeeping catered business owners classified as micro and
small entities of Sagada through the Department of Trade and Industry.

The activity was started with opening activities such as registration,
opening prayer led by Ms. Rubie Bas-o from the participants and opening
remarks by the DTI Business Counselor Mr. Efren Aguinaldo. After which,
he introduced the speaker then turned over the floor.

Ms. Jenifer N. Damayan proceeded by presenting first the college VMGO,
and the college THRUST where she highlighted the significance of
conducting such activity to academic sectors. She also added some of the
extension services of the other department such as BSOA in relation to
business undertakings. After which, she presented the overall objective of
the activity. She used the presented objective as the map of the activity.
First objective is the basic principles of bookkeeping or record keeping. This
is where she explained the difference of bookkeeping and accounting. Then
she introduced the concept of debit and credit and explained the basic
elements of financial statements namely, asset, liability, equity, income and
expenses where she showed a sample chart of accounts. The sample
account titles in the chart of accounts given was explained one by one to
reiterate the timing of utilization. After giving series of activities to make
sure the participants are following, she introduced the books of accounts.
She explained the difference of the books of the original entry and the final
entry and identified related source documents to let the participants
appreciate the reason behind securing and issuing of business transaction
evidences when in the conduct of business.

On the afternoon, the speaker presented a review on the theory of
bookkeeping which was followed by a short workshop on recording. The
participants were given sample transactions, printed sample book of
accounts and chart of accounts. One by one, the speaker explained the
transaction, how it is recorded and where the transaction was recorded. Ms.
Rodeline Yadyadoc, Ms. Trinidad Pasong and Mr. Efren Aguinaldo roam
around to assist the other participants that were lost during the recording.
Some questions on the recording were answered during this session. After
recording, the speaker proceeded with her discussion. She presented trial
balance, how is it done and why is it prepared. Then she provided an
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overview of the financial statement preparation. With this, open forum
followed. Some gquestions were raised which was answered by the speaker.
After which, the participants were given a chance to share their take-aways.
After sharing, some requested if the DTI can extend funding for their
business. With this, Mr. Aguinaldo explained and shared some of the
programs of DTI for the business entities. He also encourages them to
submit project proposal to different government agencies providing
livelihood programs to communities such as DOLE and DSWD. With this,
the participants requested a training on the preparation of project proposal.
Business counselor Aguinaldo answered that the said training will be
considered during their next planning.

The sharing was followed by the evaluation of the speaker and activity.
Ms. Yadyadoc explained the contents of the evaluation. She also provided
some information on the extension activities of the institution which
includes project proposal preparation through the Business Administration
Department. Finally, the activity was concluded with photo operation.

In totality, the said activity was implemented successfully and utilizes a
total fund of P9,870.00. The P7,320.00 for the food and for the kit supplies
was shouldered by the DTI and the P2,550.00 for the ink and bond paper
which was used in the reproduction of handout and reports was shouldered
by the institution.

PHOTO DOCUMENTATION
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Workshop and Photo Operation

e e — . b —— i £

Beaunful faces of tl:;e t}arhcmants, speaker and ﬁacxhtators after the rai ing.

IV, ATTACHMENTS
(Attendance sheet, Lecture notes, Summary of evaluation, Certificates and

Approved Activity Design)
Prepared by: Noted by:
ELINE V. YADYADOC EL D.PAKIPAC
BSA, Faculty Member Director, E td{%ion Unit
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Recording and
Bookkeeping
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1. To define terms related to
recording and bookkeeping;

2. To explain the principles of
bookkeeping,

3. To introduce books of accounts, e
journal entries, trial balance and
financial statements; and

4. To apply the concepts on
bookkeeping through workshops.
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. To define terms related to
recording and bookkeeping;
To explain the principles of
bookkeeping,
To introduce bocks of accounts, 4
journal entries, trial balance and
financial statements; and
To apply the concepts on
bookkeeping through workshops.
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Terms related to recording and
bookkeeping
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Terms related to recording and
bookkeeping
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 ASSETS
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\ Resources owned
and controlled by
the Organization

&
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e bookkeeping
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| ASSETS :
0 ~J Classified as
.:E either
® CURRENT or
e NONCURRENT
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Resources used
within the normal
operations of the
organization
{within 12 months)
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Terms related to recording and
bookkeeping
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. ASSETS CURRENT
»Cash

»Cash equivalents
»Accounts receivable
FInventories
rPrepayments
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'Terms related to recording and
bookkeeping
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. ; | NONCURRENT
@my % Long-term assets
\ being used beyond
12 months
+ Not easily

converted to cash
within the
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M | ASSETS NON-CURRENT
e \ #Land

s >Building

s >Equipment

» >Furniture and Fixtures
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L obligations which
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give up resources
when settling
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; Terms related to recording and

ibookkeeping

LIABILITIES

®

s

CURRENT
»Accounts payable
»Loans payable
»Income Tax payable
»8SS payable
»Medicare payable
»Salaries payable

bookkeeping

‘Terms related to recording and

k LIABILITIES % Loans payable {payable
|

+% Mortgage payable

NONCURRENT

beyond 12 months after
the accounting period)

Terms related to recording and

bookkeeping
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EQUITY/NET

 The difference between what '
you awn and what you owe

g

which your assets

The amount by

- exceed your
liabilities.
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‘Terms related to recording and
'hookkeeping

/ EQUITY \ | ACCOUNT TITLES
' ACCOUNTS % Name of the owner,
Capital

+ Name of the owner,
Withdrawal

e.g. Juan, Capital
Juan, Withdrawai
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‘iTerms related to recording and
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{ Income - This refers to the
\ | revenue received by an
individual or business

in exchange for

I providing laber, sale of

‘ goods, or through
_; investing a capital.
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Terms related to recording and
bookkeeping
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This represents the
costs, directly or
indirectly contributing
i to the generation of
revenue in doing
business
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Terms related to recording and
ibookkeeping

vaw
a®a

9

| =

\ ACCOUNT TITLES
EXPENSES 4 Cost of Goods Sold
\ % Salary expenses
< Rent expenses
% Advertising expenses
% Utilities expenses
%+ Insurance expenses
< Taxes and Licenses expense
% Interest expenses
- % Depreciation expenses
% Miscellaneous expenses
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Terms related to recording and
bookkeeping
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. FINANCIAL These are written
| STATEMENTS records that convey
\_/k the business
motivities and the
fineneial

performance of the
' company/enterprise.
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M Terms related to recording and

i bookkeeping

A -

bd =

C . = o - e 41
] rmanoiaL ) TV R e
: N STATEMENTS Position (Balance Sheet)

(FS) Statoment of Comprehensi
T [ Stat £
3. Statement of Changes in
Equity
Statement of Cash Flows
§. HNotes to Financial
- Statements
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Terms related to recording and
bookkeeping
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M Statementof . Thig statement provides the
o Financial users an information on the

¢

. Position/Batance financial status of the
Sheet ~., business as of a particular
point in time by showing
the details of the assets of
the enterprise along with
liabilities and owner’s
= capital.
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' Terms related to recording and
:bookkeeping

$18269.

Statementof . This statement is an overall

¢

kd

N  Comprehensive income statement that

M Iacome / Income consolidates standard

o [ Statement “.._ income statement, which

A gives details about the

o repetitive operations of the

A company. This statement

L presents the details of
___ revenue and expenses of the

m (= business enterprise.
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' Statementof . This statement is shows the
N c""‘,"“ in changes in the capital
A Owner’s Equity account of a sole

«» proprietorship even in
Ny partnership type of

: business. These changes
& arise from contributions,

-
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withdrawals, and net

!

Terms related to recording and
bookkeeping
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_ This statement paints a
picture as to how a
\ company’s operations are
running, where its money
comes from, and how money
is being spent. Through this
statement, we can see how
much cash is available to the
company to fund its

~ operating expenses and pay
o & down its
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| Terms related to recording and

® bookkeeping
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b This statement provides
A FNi"t“c::l additional information

L

pertaining to a company’s
operations and financial
position and are considered
to be an integral part of the
financial statements. These
are required by the full
disclosure principle.

.  Statements
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Recording | This refers to the manner of
\ inputting the financial
data/record in the various
books of accounts of the
enterprise.
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Is recording the same with bookkeeping?
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If your answer is no, what might he their
differences?
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Terms related to recording and
bookkeeping
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| Recording ' This can be further defined as
: .~ the creation, collection, and
management of records of a
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Terms related to recording and
bookkeeping
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The art of recording pecuniary
Bookkeeping or business transactions in a
regular and systematic manner,
50 as to show their relation to
each other, and the state of
business in which they occur,
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. The books commonly used are
X | hbook, cash Pt 3
“- ) 43 Y e
e cash disbursement journal,
*

sales/revenue jonrnal, general
journal, and purchases journal.
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1. To define terms related to
recording and bookkeeping;

2. To explain the principles
of bookkeeping;

3. To introduce books of accounts, .~
journal entries, trial balance and
financial statements; and

4. To apply the concepts on
bookkeeping through workshops.

:Principles of Bookkeeping




Principles of Bookkeeping
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. Principles of Bookkeeping

- Bookkeeping, defined

Bookkeeping is the practice of recording and
tracking the flaanclal transactions of a
busiiess where bookiteepers regulaily
summarize this activity into reports that
show how the business is doing. They may
also perform wider tasks such as invoicing,
paying bills, preparing tax returns,
monitoring key performance indicators, and
! providing strategic advice.
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What is the importance of bookkeeping?

¥ Track profit and growth
¥ Better cash-flow
v PEACE OF MIND!

‘ Is bookkeeping the same with
accounting?
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;What is accounting then?

process of recording,
classifying, summarizing,
analyzing & interpreting the

‘Mé_ounﬂ_ng is the systematic

- Areas of Bookkeeping from the
" | Accounting Definition
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To define terms related to recording
and bookkeeping;

To explain the principles of
bookkeeping;

. To introduce books of accounts,
Journal entries, trial balance 7
and financial statements; and
To apply the concepts on
bookkeeping through
workshops,

:Bookkeeping, defined

Bookkeeping is the practice of recording and
tracking the Minzncial transactions of a

busi where bookkeepers regularly

. summarize this sctivity into reports that
show how the business is doing. They may
also perform wider tasks such as invoicing,
paying bills, preparing tax returns,
monitoring key perfi indi

| providing strategic advice,

, and
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Steps to follow in Bookkeeping
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1.Journalizing transactions
2.Posting transactions to the

vaw
Aa®a

* ledger
b 3.Preparing the trial balance
A 4.Preparing the financial reports

5.Reviewing internal control
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X What is your business
s name? and;

L2 3¢

. How long have you been
operating in the industry?
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Do you already have Chart
of Accounts?

$%.

< 2 2O

Chart of Accounts is simply a list of account

names that a business uses in its general
ledger for recording various business
transactions. It provides guidance to
bookkesper, accountants, or other refevant
persons in using specific account names
while entering transactions in journal and
posting them to ledger.

s
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Sample Chart of Accounts
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When we record, we need books of
accounts.

Books of Account

What are books of accounts for?
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Books of accounts are for:

L 24 <
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1 Recording — panabasurat dogiti
transactions maipenggep it kwerbta ken
paspasamctk it organkcsyon it urmno
nga libro.

2. Clessifying — pomangiicsiniesin kadogi posposamcs ket
ogtipLm sigun it lse B troemastion,

3, Suryimerizing — o et dloat Boreactico 5
nairanto o peima uwenne panciramc o pora i
nolciicsea s panchoomot ho

4, Inberpreting~ paranguscs hodagti repaits tapnu
mamTiuen B puchne nga lescsood B orgarssven
mainaig i penpuicio wenne kusarta ken scesoniipuc
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Books of accounts in:

I/

1. Recording — Ceneral Joumnal
2. Clessifying — Leclgers

3, Summgarrizing — Worksheets and Finandal
Reports, like, Income Statement, Stcternent of
Finemcial Condition/Pesition and Statement of
Cashi Flows
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LIST DOWN THE THINGS THAT YOU SEE IN A
BUSINESS.

PAKISURAT YO NU ANYA
DAGIDYAY MAKITKITA YU NGA
ADA ITlI UNEG TI MAYSA NGA
BUSINESS.

LA

L 34 08 04 34 D€ )4

I

-
-

e

-

ASSETS AND LIABILITIES
"

» ASSETS - sansanikwa ti organisasyon nga adaan
iti balor/ value ka kuma iti kwarta (cash],
receivables, furniture & fixtures, equipment,
interest earned from bank savings, office, etc.

» LIABILITIES - utang wenno bayadan ti business

5/17/2022
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WHAT ARE THE ASSETS AND LIABILITIES FROM
THELIST?Y
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ANYA DAGIDYAY ASSETS KEN UABILITIES NGA
ADA IDYAY LISTAAN NGA INARAMID YO?
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LIST DOWN THE NORMAL BUSINESS TRANSACTIONS.
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(PAKISURAT YO DAGIDYAY
KANAYON/NORMAL NGA AR-
ARMIDEN TI BUSINESS)

199

v
%

¢




OO

- - . Deducted (-
- :|“.@E”m‘“

IeIeelolel

¢

¢I6300]

vaw
L

SOURCE DOCUMENTS
PRE-TEST

L 4 L

NU MAIYUNEG TI KWARTA, ANYATI
MAUSAR NGA DOKUMENTO?

i9¢

¢

NO MAIRUWAR TiI KWARTA, ANYA Ti
MAUSAR NGA DOKUMENTO?

s

BOOKS OF ACCOUNTS

-
-

Libro a pakaisuratan/ pakairecordan
dagiti transactiones ti business kas

L€ 3¢
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® kuma iti :
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X 1. Cash Book - libro a pakailistaan/
>

pakaisuratan daguiti naaw awat ken
nagasgastos nga kwarta/ pundo ti
association. Aramiden daytoy ti Cashier.

%
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:: {rample form)
ORICY' CASH . CASH . CASH
2 DATE. PARFICULARS "y | RECEVED GISBURSED BALANCE
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Official Receipt
{sample form)
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o OFFICIAL RECEIPT.
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“This is |ssued ' évéry time the
association receives cash. Ipakita
na ti petsa ti transaction, amount/
gatad ti naawat, sino ti nagapuwan ti

cash, nature/ particulars ti transactions

ken pirma ti immawat ti cash.
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BOOKS OF ACCOUNTS

2. Cash Receipt Book- libro a
pakailistaan/ pakaisuratan dagiti
kwarta nga naawawat ti business.
Aramiden ti Cashier/Bookkeeper.

3. Cash Disbursement Book — libro a
pakailistaan/ pakaisuratan dagiti kwarta
nga nagasgastos ti business. Aramiden
ti Cashier/Bookkeeper.
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Cash Receipt Book
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OATE | OR# . Receivedfrom C Omn C Saes
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Cash Disbursement Book
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TITALS
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Cash Voucher
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This form is wed to support
dishursement of organizations’
funds. Supporting documents such
as receipls, payroll and billings
should be attached to the
voucher.
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Cash Voucher

[sampl=format]
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CASH VOUCHER
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PARTICULARS AMOUNT

elsle

Payment for: 4

1092

Received frony
Approved: — e _infull
payment of the amount
described above.

3

Manager/Owner

Payes
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SALES JOURNAL
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. used for all sales on account
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used for all purchases on account
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BUSINESS TRANSACTIONS
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. On Aprif 16, 2022, the business was able to sefl P10,000.00 worth of
merchandise.
On Aprit 20, 2022, the & 4 J handise worth P3,000.00.

. On Apeit 25, 2022, the business paid P5,000.00 salary of its only employee.

. Om April 29, 2022, the business was able tw sell on acgount, P2,000,00 worth
of merchandise to Suki A,
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.- REINFORCEMENT OF LEARNING

!

AYNA NGA LIBRO TI KAISURATAN

DAGIDYAY MAWAWAT NGA KWARTA?
{Where do we record cash received

by the business?

AYNA NGA LIBRO T! KAISURATAN
DAGIDYAY MAIBAYBAYAD NGA

KWARTA? {(Where do we record cash

payments made)

-
-

pL I

(€

LA

eI

{1
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These are the principle means of communication
to inform about the financial status of the
association for a specific period even without
using long worksheets & forms.

Isu ti nasubok nga woagas nga panangipaksammu
iti kasasaad ti association mainaig iti kabaelan na
maipanggep ti kwarkwarta ken sanikwa na
babaen ti uray ababa laeng nga reports.

28X09.

¢1é

eXelel

SIoIéel

L d
&

vavaY
L2 2

3

*Io6l¢

.

1. income Statement

This shows the performance of the business .
it provides details on total revenue and expenses for a
particular period of time

su ti report nga mangipakita i kasasaad ti business
maipanggep iti ganansya na. Ditoy nga makita ti detalye
nu manu ti revenue ken expenses ti business manipud
keni bookkeeper it fas-ud laeng iti nalkeddeng  nga
tiempo.

5/17/2022

12



2, Statement of Financial Condition
{Balance Sheet} {Comparative}

{t is the financial summary showing the
relationship among assets, liabilities and
equity/networth of the business up to a given
period of time.

isu iti report nga mangipakita ti relasyon ti
kinabaknang ti business ti sanikuwa ken ut-
utang na, isu met iti manipakita iti kabaelan
ken kinapigsa ti business mainaig iti kwarta.

LA

L 3 D

3. Statement of Cash Flow {Comparative)

This shows the total cash receipts and cash
disbursement for a certain period of time.
Isu ti report nga gipakita kadagiti
ken nagastos / rimuar nga kwarta ti business
mantpud keni Bookkeeper iti fas-ud faeng iti
naikeddeng nga tiempo.

Yavaw
“®20l

ald

-
-

4. Statemenit of Changes in Owner's Equity/Fund
Balance {Comparative}

-

iy

5. Notes to Financial Statement

$10169

eleelelolelel

4

5/17/2022
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CHART OF ACCOUNTS

Account Account Titles HEeouht Account Titles
Code Code
100 ASSETS 400 INCOME
110 Cash 410 Sales
120 Accounts Receivable 420 Sales Returns and Allowances
130 Merchandise Inventory 430 Sales Discounts
140 Supplies
170 Equipment 500 EXPENSES
510 Purchases
200 LIABILITIES 520 Purchase Returns and Allowances
210 Accounts Payable 530 Purchase Discounts
220 Notes Payable 540 Freight in
550 Advertising
300 Equity 560 Freight out
310 , Capital 570 Rent expense
320 , Drawings 580 Salaries
590 Utilities
600 INCOME SUMMARY

USE FOR THE PREPARATION OF FINANCIAL

Accoant Account Titles Hocodat Account Titles
Code Code
100 ASSETS 400 INCOME
110 Cash and cash equivalents 410 Sales
120 Accounts Receivable 420 Sales Returns and Allowances
130 Merchandise Inventory 430 Sales Discounts
140 Supplies
170 Equipment 500 EXPENSES
510 Purchases
200 LIABILITIES 520 Purchase Returns and Allowances
210 Accounts Payable 530 Purchase Discounts
220 Notes Payable 540 Freight in
550 Advertising
300 Equity 560 Freight out
310 , Capital 570 Rent expense
320 , Drawings 580 Salaries
590 Utilities
600 INCOME SUMMARY




Account Title: Cash

Account
Code:

DATE |PARTICULARS PR DR CR BALANCE
. . Account

Account Title: Accounts Receivable Code: ____

DATE |[PARTICULARS PR DR CR BALANCE




o SIVLOL

JUNOJ2. Uo saseyaund ||e o} pasn

HSVO 376VAVd
- SINNODJOV

¥a S3ISYHONNd SWyaL ~ 3WVYN Sa3NddNs  3SVHOUNG)

/3

(wuoy ajduwies)

~_TVNYNOM SISVHIANd

- UIEINNN 33¥

31va

CEJEIAR.ED

WILSAS LNIWIDYNYIN ALIVND

§102:1006 OST




GEJEIAR.ClD

WAISAS INIWEOYNYIN ALOYAD

svi0L stoc. Smm oSt

O GO O O O S PR O O N S O B T L R R PN L P B D R R P Ry L TR LR T Lt (DR CCCLRE R

T L e g OO S O B N T R T Py N T P L L ET RV PO Pt SVt POT PR RPRTE et DR [E e L EREE AL R

sasuadxa soj|ddns i . a|qeled #
snoaue||a0sIw sapiBNn . 99O :_ _.Em_?_u_w Seseyaind . sjunodsy :

O O g B R L R TR D T LAY PL LR TP L P U REEE SR P

sLig3a - LgINo o
o RO SR et W S o o
(1ewuo) ajdwes)

}00g JuaWasingsig ysed



CEIEIER-EP,

W3LSAS INIWIOYNYIN ALTTVND

m.noN..noom Omm

L.I.r I o it b
JUunNoO2Je uo mm_mm __m .._O.._. _Ummj ..................................................................... i ________________ |

T - P R T PT S TEr P FOP PN SO PN P TV YR IPSR VR
....................................................................................................................................................

 (u@) aiqea0ey M
(o) saWS  Cgiioony | SW¥EAL  oi@los  #Is 3wa

(wJoj m_QEm&

1TVNANO[l SFIVS




e mmmmww_ﬂquw
Jicacies

¥

v
- ‘9T judy

. s|qentasay

sjunoaoy S useo woiypeneosy  #¥O  3lvd

 suamo ug3a
—— .
(w04 a|dwes)

3oog 1d1923y yse)



R OEIYED

| WALSAS INIWNIOYN I ALITYND

O i . e e | . Gasisicy SikeE YR ._LQ<W

JONVIVE ~@3ISHNESIA  Q3IAIFOTH  ON
HSVO HSVD  HSVD  AOMO

. 300g yseD




1|General lournal

Date Description PR Debit Credit




2|General Journal
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Republic 'of the P-hilippines

Bontoc Campus, Mountaln Provmce

DEPARTMENT OF ACCOUNTANCY

ATTENDANCE SHEET

Title of ACUNYY: \femnar on Businea  Recorehing and Bapkrcgmiy

Date & Time:

Ny 13, 2122
Venue:  pac pas (RGAOA, MIMNTAIN PROVINCE
No. ' NAME GENDER UNIT/OFFICE/ | SIGNATURE
F l LGBOT [ M DEPARTMENT }
1. | Mayd Roeya - | Doy ey %
o | Lowip #o bt / BAy's Mo, &
3. | OmpoL w2 RATNAG - !@W;e@ Shote /Q‘r{
v | 2ile D ~ Lilys coutois B
5. Ma\rqmw# e Lam\'w\pvx / J_QS{\W au géme: W
6. | Evar Lm B. Dawao{ao / S ,AH ’
7 JL\\ = D Q‘ls I*‘C — gﬁp
8. U&%b < WMAMDZI| cull \A\w\d}fﬁ\»& w&"’w =
9. |Er) lope B Dalo e Aol
0. Magelaldna Bocayan - Xf?jffdlﬁ'ffgk L.,
1. | HE PP le  OolLos — oz ee | (A Bl
12 1fade  Svgam - parmPc | XT .
13. P\b\/nc% A -Rosaung, ul W‘Qﬂéﬁﬂf&‘\ h'm"g!/‘-'
14. | wBlE b, ers-o - v ;%«Qav
IS. ’kﬂ\wmlﬂfo ;{'/51% - Dr kd??
16. Rvac A A, 'Pﬂféwﬁ — MespPe 13V
17. | Rodteline V- Yodjodde _ msre | A
18. | Qunirep N DpmesA . MR | A damanar
o >0
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.

MPSPC-QMS -F-026/ 00/ Sept.3, 2018
Page 1 of 5




SEMINAR ON BUSINESS RECCRDING AND ECOKKEEPING

SUMMARY OF ACTIVITY EVALUATION

Date conducted: May 17, 2022

Respondent's Rating TOTAL | MEAN

1[2][3[4[5]6[7[8[9[10[11]12] 1314 ]
1. Objectives and Relevance of the activity
a. Clarity of objectives and relevance of activity to the | 5|5|{5|5|5(|5|4|5/4| 5| 5| 5| 5| 4 67 | 4.79
participants
b. Attainment of the activity objectives 5|5|5|5|5|5|4|5(4| 5|4 |5|5]| 4 66 | 4.71
c¢. Usefulness of the activity/topics to the participants [5|5({5|5|5|5|5|5(4| 554|514 67 14.79
d. Timeliness and immediate applicability S5(5(5(5(5|5|5|5|4| 5|44 |5| 4 66 | 4.71
2. Organizational and preparation
a. Planning and implementation of the activity 5/4|5|5|5|5|5|5|4]| 5| 5|55 3 66 | 4.71
b. Preparation and organizations of the activities 5(4|15|5|5|5|5|5|4| 5|5|5|5|4]| 67 |4.79
c. Ventilation, lighting, equipment and facilities in 5(4|5|5|5(5|4|5|4| 4| 4| 5|5 | 4 64 | 4.57
the venue
d. Appropriateness of the venue of the activity 5/5|5|5|5(/5[4(5[4]4|13]|]4|5]|3]| 62 |4.43
e. Time allotment per activity/topic 5(4|5|/5|5[5|5|5]4| 5|1 4| 3|5|4 64 | 4.57
3. Speakers/ Facilitators
a. Mastery of the subject matter/contenct S[515|5[5(5|5|5I51 515141515 69 | 4.93
b. Use effective means of communicating ideas 5|5(5|5|5|5|5|5|5|5|5|5|5]|5 70 | 5.00
c. Keenness and interest in the conduct of activity 5/5|5|5|5|5|5|5(5|5|5|4|5| 4 68 | 4.86
d. Stimulation of the participant's interest 515]5]|5]|5|5[5(5[5]|5|5]4|5]|5]| 69 |4.93
4. Involvement of Participants
a. Enthusiasm and interest shown S|5|5|5[5]|5]|5|5|/4| 5|54 |5]| 4 67 | 4.79
b. Level of involvement of participants 5(4i{5|5|5(5|5|5|4| 55| 4|51 4 66 | 4.71
5. Overall Evaluation S[5[{5[5|5|{5|5|5|4| 5{4|4|5| 4 66 | 4.71

4.71 = Excellent

DESCRIPTIVE EQUIVALENT: 4.51-5:00 = Excellent; 3.51 - 4.50 = Very Satisfactory; 2.51 - 3.50 = Satisfactory ;
1.51- 2.50 = Fair; 1.00-1.50 = Poor

Comments and Suggestions:
. Suggest for FS Training

. Very good

. Well done and more seminars particularly from FS
. Training for project proposal

. Refresher seminar on Bookkeeping in the future

. Training on FS preparation, computer literacy

0O U WM =

Tallied by:

LINE V. YADYADOC

BSA Faculty Member

. Time was very short. I suggest trainings for making financial statement. Longer Bookkeeping seminar
. Great dynamic combination of the training & perfect timing for the newbie business registrant.




Republic of the Philippines
Mountain Province State Polptechnic College

Bontoc, Mountain Province

ACTIVITY EVALUATION FORM

Title of Activity: Seminar on Business Recording and Bookkeeping

Date Conducted: May 17, 2022
Venue: Dagdag, Sagada, Mountain Province

Using the scale below, please rate the following features of the seminar-workshop:
1 - Poor (1.00-1.50); 2 -Fair (1.51 -2.50); 3 - Satisfactory (2.51 - 3.50)
4 - Very Satisfactory (3.51 — 4.50); 5 — Excellent (4.51 - 5.00)

Rate
‘1. Objectives and Relevance '5/4 /3|21
a. Clarity and relevance yd
b. Attainment of the activity objectives )
c. Usefulness of the activity/topics to the participants /
d. Timeliness and immediate applicability >
| 2. Organization and preparation; Venue
a. Planning and implementing activity ~ '
b. Preparation and organization of the activities pa |
c. Ventilation, lighting, equipment and facilities in the venue | -~ l
d. Appropriateness of the venue of the activity /| -
e. Time allotment per activity/topic -

3. Speaker/Facilitator
a. Mastery of the subject matter /content

b. Use of effective means of communicating ideas |

d. Stimulation of the participants’ interest

| 4. Involvement of Participants |

—
—

c. Keenness and interest in the conduct of training -~
pd
//

a. Enthusiasm and interest shown

b. Level of involvement of participants N |~
5. Overall Evaluation
On a scale of 1 (lowest) to 5 highest, please indicate your
overall rating of the activity by encircling the number that
corresponds to your assessment.

\

[ 7. Please write your valuable comments/suggestions for the improvement of the
| succeeding activities/seminars/programs. What training/s would you suggest for

| future activities?
‘ QUE")’K\QE <§(3T f& ‘*\’S'Cft wn I rig




Republic of the Philippines
Mountain Probince State Polptechnic College

Bontoc, Mountain Province

RESEARCH DEVELOPMENT AND EXTENSION SERVICES

ACTIVITY EVALUATION FORM

Title of Activity: Seminar on Business Recording and Bookkeeping

Date Conducted: May 17, 2022
Venue: Dagdag, Sagada, Mountain Province

Using the scale below, please rate the following features of the seminar-workshop:
1 - Poor (1.00-1.50); 2 - Fair (1.51 -2.50); 3 - Satisfactory (2.51 - 3.50)
4 - Very Satisfactory (3.51 - 4.50); 5 - Excellent (4.51 - 5.00)

Rate
4 3|2 |1

1. Objectives and Relevance

a. Clarity and relevance
b. Attainment of the activity objectives
c. Usefulness of the activity /topics to the participants
d. Timeliness and immediate applicability
2. Organization and preparation; Venue
a. Planning and implementing activity P
b. Preparation and organization of the activities
c. Ventilation, lighting, equipment and facilities in the venue -
d. Appropriateness of the venue of the activity
e. Time allotment per activity/topic
3. Speaker/Facilitator
a. Mastery of the subject matter /content
b. Use of effective means of communicating ideas
c. Keenness and interest in the conduct of training
d. Stimulation of the participants’ interest
4. Involvement of Participants
a. Enthusiasm and interest shown
b. Level of involvement of participants -

NN N\

N NN N

5. Overall Evaluation

On a scale of 1 (lowest) to 5 highest, please indicate your /" 9
overall rating of the activity by encircling the number that (
corresponds to your assessment.

7. Please write your valuable comments/suggestions for the Enprovement of the
succeeding activities/seminars/programs. What training/s would you suggest for
future activities?

(lvvxe WA Lf@;'i) S[A@o’\{" o&é‘.@dtﬁﬂ%’f fﬂwwnf

{—o\’Fmomu@ Qicc?kmm’} lehger @éokwi)wﬁ S0 i




Republic of the Philippines
Mountain Province State Polptechnic College

Bontoc, Mountain Province

ACTIVITY EVALUATION FORM

Title of Activity: Seminar on Business Recording and Bookkeeping

Date Conducted: May 17, 2022
Venue: Dagdag, Sagada, Mountain Province

Using the scale below, please rate the following features of the seminar-workshop:
1 - Poor (1.00-1.50); 2 - Fair (1.51 - 2.50); 3 - Satisfactory {2.51 - 3.50)
4 - Very Satisfactory (3.51 — 4.50); 5 — Excellent (4.51 - 5.00)

I L Rate
1. Objectives and Relevance 5/ 43 [2[1
a. Clarity and relevance o |~ '
b. Attainment of the activity objectives Ed
c. Usefulness of the activity/topics to the participants [ |
d. Timeliness and immediate applicability s |

2. Organization and preparation; Venue
a. Planning and implementing activity ,
b. Preparation and organization of the activities - >
c. Ventilation, lighting, equipment and facilities in the venue | ,
d. Appropriateness of the venue of the activity /
e. Time allotment per activity/topic |
3. Speaker/Facilitator |

a. Mastery of the subject matter/content -~

b. Use of effective means of communicating ideas |

c. Keenness and interest in the conduct of training < | ]
d. Stimulation of the participants’ interest -~ L

| 4. Involvement of Participants
| a. Enthusiasm and interest shown
. b. Level of involvement of participants ~
5. Overall Evaluation
On a scale of 1 (lowest) to 5 highest, please indicate your / I
overall rating of the activity by encircling the number that |
corresponds to your assessment. ‘

| ———— — S — | =

7. Please write your valuable comments/suggestions for the improvement of the
succeeding activities/seminars/programs. What training/s would you suggest for
future activities?

(Heat Dyng mlb_fombimJ"b“ UF%&?TE);MI/IQ < pecfect
—R\min@ %r H\f leﬁmb!é Bue m‘C;g Ve@dmnﬁ




Republic of the Philippines
Mountain Probince State Polptechnic College

Bontoc, Mountain Province

ACTIVITY EVALUATION FORM

Title of Activity: Seminar on Business Recording and Bookkeeping

Date Conducted: May 17, 2022
Venue: Dagdag, Sagada, Mountain Province

Using the scale below, please rate the following features of the seminar-workshop:
1 - Poor (1.00-1.50); 2 - Fair (1.51 -2.50); 3 - Satisfactory (2.51 — 3.50)
4 — Very Satisfactory (3.51 — 4.50); 5 - Excellent (4.51 - 5.00)

Rate |
| 1. Objectives and Relevance 5/ 43 21|
| a. Clarity and relevance - |
[ b. Attainment of the activity objectives - ]
c. Usefulness of the activity/topics to the participants
d. Timeliness and immediate applicability
2. Organization and preparation; Venue
a. Planning and implementing activity
b. Preparation and organization of the activities
c. Ventilation, lighting, equipment and facilities in the venue
|__ ~d. Appropriateness of the venue of the activity
e. Time allotment per activity /topic
3. Speaker/Facilitator
a. Mastery of the subject matter/content B
b. Use of effective means of communicating ideas
c. Keenness and interest in the conduct of training
d. Stimulation of the participants’ interest
4. Involvement of Participants ;
a. Enthusiasm and interest shown
b. Level of involvement of participants
| 5. Overall Evaluation |
On a scale of 1 (lowest) to 5 highest, please indicate your
overall rating of the activity by encircling the number that -
corresponds to your assessment.

\‘\I\‘\"\‘

Ay NN

AYAS

7. Please write your valuable comments/suggestions for the impf'over*rie_rit" of ﬂf;]
succeeding activities/seminars/programs. What training/s would you suggest for |
future activities? a

IRV |
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Republic of the Philippines
Mountain Probince State Polptechnic College

Bontoc, Mountain Province

ACTIVITY EVALUATION FORM

Title of Activity: Seminar on Business Recording and Bookkeeping

Date Conducted: May 17, 2022
Venue: Dagdag, Sagada, Mountain Province

Using the scale below, please rate the following features of the seminar-workshop:
1 - Poor (1.00-1.50); 2 - Fair (1.51 -2.50); 3 - Satisfactory (2.51 — 3.50)
4 — Very Satisfactory (3.51 - 4.50); 5 — Excellent (4.51 — 5.00)

]

Rate
4 3 2|1

1. Objectives and Relevance
a. Clarity and relevance
b. Attainment of the activity objectives
c. Usefulness of the activity/topics to the participants
! d. Timeliness and immediate applicability
| 2. Organization and preparation; Venue
a. Planning and implementing activity )
b. Preparation and organization of the activities
c. Ventilation, lighting, equipment and facilities in the venue
d. Appropriateness of the venue of the activity
e. Time allotment per activity/topic
3. Speaker/Facilitator
a. Mastery of the subject matter/content
b. Use of effective means of communicating ideas
c. Keenness and interest in the conduct of training
d. Stimulation of the participants’ interest
4. Involvement of Participants
a. Enthusiasm and interest shown
b. Level of involvement of participants
5. Overall Evaluation
On a scale of 1 (lowest) to 5 highest, please indicate your
overall rating of the activity by encircling the number that
corresponds to your assessment. | |

By e S Wiva 2 S e

7. Please write your valuable comments/suggestions for the improvement of the
succeeding activities/seminars/programs. What training/s would you suggest for
future activities?

o dom | moTe Sguemers oéﬁw\or\f %w
B 4%




Republic of the Philippines
Mountain Probince State Polptechnic College

ACTIVITY EVALUATION FORM

Title of Activity: Seminar on Business Recording and Bookkeeping

Date Conducted: May 17, 2022
Venue: Dagdag, Sagada, Mountain Province

Using the scale below, please rate the following features of the seminar-workshop:
1 - Poor (1.00-1.50); 2 - Fair {1.51 -2.50); 3 - Satisfactory (2.51 — 3.50)
4 — Very Satisfactory (3.51 - 4.50); 5 - Excellent (4.51 — 5.00)

Rate
4 (3|2 |1

1. Objectives and Relevance
a. Clarity and relevance
b. Attainment of the activity objectives
c. Usefulness of the activity/topics to the participants
L d. Timeliness and immediate applicability
2. Organization and preparation; Venue
a. Planning and implementing activity
b. Preparation and organization of the activities B
c. Ventilation, lighting, equipment and facilities in the venue
d. Appropriateness of the venue of the activity
e. Time allotment per activity/topic
| 3. Speaker/Facilitator
a. Mastery of the subject matter/content
b. Use of effective means of communicating ideas
~ c. Keenness and interest in the conduct of training
d. Stimulation of the participants’ interest
4. Involvement of Participants
| a. Enthusiasm and interest shown
[_ b. Level of involvement of participants
' 5. Overall Evaluation
On a scale of 1 (lowest) to 5 highest, please indicate your
overall rating of the activity by encircling the number that
corresponds to your assessment. 7 |

N \\k\ A R LA N \.\\ W\ o

HEEER

7. Please write your valuable comments/suggestions for the improvement of the
succeeding activities/seminars/programs. What training/s would you suggest for
future activities?

o ]
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Republic of the Philippines

Bontoc, Mountain Province

ACTIVITY EVALUATION FORM

Mountain Province State Polptechnic College

Title of Activity: Seminar on Business Recording and Bookkeeping

Date Conducted: May 17, 2022
Venue: Dagdag, Sagada, Mountain Province

Using the scale below, please rate the following features of the seminar-workshop:

1 - Poor (1.00-1.50); 2 - Fair (1.51 -2.50); 3 - Satisfactory (2.51 - 3.50}
4 — Very Satisfactory (3.51 - 4.50); 85 — Excellent (4.51 - 5.00)

1. Objectives and Relevance

a. Clarity and relevance
b. Attainment of the activity objectives

d. Timeliness and immediate applicability
2. Organization and preparation; Venue

c. Usefulness of the activity/topics to the participants L

a. Planning and implementing activity

b. Preparation and organization of the activities

c. Ventilation, lighting, equipment and facilities in the venue

d. Appropriateness of the venue of the activity

e. Time allotment per activity/topic

3. Speaker/Facilitator

a. Mastery of the subject matter/content |

b. Use of effective means of communicating ideas

c. Keenness and interest in the conduct of training

d. Stimulation of the participants’ interest

' 4. Involvement of Participants

a. Enthusiasm and interest shown

b. Level of involvement of participants

5. Overall Evaluation

On a scale of 1 (lowest) to 5 highest, please indicate your /|

overall rating of the activity by encircling the number that
corresponds to your assessment.

|

| 7. Please write your valuable comments/suggestions for the improvement of the
succeeding activities/seminars/programs. What training/s would you suggest for

future activities?

|
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Republic of the Philippines
Mountain Probince State Polptechnic College

Bontoc, Mountain Province

ACTIVITY EVALUATION FORM

Title of Activity: Seminar on Business Recording and Bookkeeping

Date Conducted: May 17, 2022
Venue: Dagdag, Sagada, Mountain Province

Using the scale below, please rate the following features of the seminar-workshop:
1 - Poor (1.00-1.50); 2 —Fair (1.51 -2.50); 3 - Satisfactory (2.51 - 3.50)
4 — Very Satisfactory (3.51 — 4.50); 5 - Excellent (4.51 - 5.00)

Rate
4 3/ 21

1. Objectives and Relevance
a. Clarity and relevance
b. Attainment of the activity objectives
c. Usefulness of the activity/topics to the participants
d. Timeliness and immediate applicability
2. Organization and preparation; Venue
' a. Planning and implementing activity
b. Preparation and organization of the activities
c. Ventilation, lighting, equipment and facilities in the venue
d. Appropriateness of the venue of the activity
e. Time allotment per activity/topic
| 3. Speaker/Facilitator ]
a. Mastery of the subject matter/content
b. Use of effective means of communicating ideas
c. Keenness and interest in the conduct of training
d. Stimulation of the participants’ interest
4. Involvement of Participants
a. Enthusiasm and interest shown
b. Level of involvement of participants
5. Overall Evaluation
On a scale of 1 (lowest) to 5 highest, please indicate your
overall rating of the activity by encircling the number that
corresponds to your assessment.
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7. Please write your valuable comments?sﬁggeétions_ for the _improvement of the |
succeeding activities/seminars/programs. What training/s would you suggest for
future activities?
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Republic of the Philippines

Bontoc, Mountain Province

ACTIVITY EVALUATION FORM

Mountain Province State Polptechnic College

Title of Activity: Seminar on Business Recording and Bookkeeping

Date Conducted: May 17, 2022
Venue: Dagdag, Sagada, Mountain Province

Using the scale below, please rate the following features of the seminar-workshop:
1 - Poor (1.00-1.50); 2 - Fair (1.51 -2.50);, 3 - Satisfactory (2.51 - 3.50)
4 — Very Satisfactory (3.51 — 4.50); 5 — Excellent (4.51 - 5.00)

RESEARCH DEVELOPMENT AND EXTENSION SERVICES

Rate
. Objectives and Relevance 543 2|1
a. Clarity and relevance v’ N
b. Attainment of the activity objectives v B
c. Usefulness of the activity/topics to the participants v ]
d. Timeliness and immediate applicability | /
. Organization and preparation; Venue _;
a. Planning and implementing activity | v
b. Preparation and organization of the activities J_ v
c. Ventilation, lighting, equipment and facilities in the venue | Vv
d. Appropriateness of the venue of the activity v
e. Time allotment per activity/topic v
| 3. Speaker/Facilitator -
' a. Mastery of the subject matter /content v’

b. Use of effective means of communicating ideas v
c. Keenness and interest in the conduct of training v
d. Stimulation of the participants’ interest v

4, Involvement of Participants v
a. Enthusiasm and interest shown /
b. Level of involvement of participants

5. Overall Evaluation

On a scale of 1 (lowest) to 5 highest, please indicate your
overall rating of the activity by encircling the number that
corresponds to your assessment. \/

7. Please write your valuable comments/suggestions for the improvement of the
succeeding activities/seminars/programs. WhaH{aining/ s would you suggest for

future activities? Mjﬁuuw’t,b«/ﬁm@vé&y%my/\ W m M




Republic of the Philippines
Mountain Province State Polptechnic College

Bontoc, Mountain Province

ACTIVITY EVALUATION FORM

Title of Activity: Seminar on Business Recording and Bookkeeping

Date Conducted: May 17, 2022
Venue: Dagdag, Sagada, Mountain Province

Using the scale below, please rate the following features of the seminar-workshop:
1 - Poor (1.00-1.50); 2 - Fair (1.51-2.50); 3 - Satisfactory (2.51 - 3.50)
4 — Very Satisfactory (3.51 - 4.50); 5 — Excellent (4.51 — 5.00)

Rate
3/ 2|1

1. Objectives and Relevance 5
a. Clarity and relevance
b. Attainment of the activity objectives | A
c. Usefulness of the activity/topics to the participants |~
| d. Timeliness and immediate applicability | /
2. Organization and preparation; Venue '
a. Planning and implementing activity
. Preparation and organization of the activities

b
c. Ventilation, lighting, equipment and facilities in the venue
d
e

]
4

M\

\)

. Appropriateness of the venue of the activity '
. Time allotment per activity/topic
| 3. Speaker/Facilitator
' a. Mastery of the subject matter/content
b. Use of effective means of communicating ideas

c. Keenness and interest in the conduct of training
d. Stimulation of the participants’ interest
4. Involvement of Participants

a. Enthusiasm and interest shown

b. Level of involvement of participants
5. Overall Evaluation

On a scale of 1 (lowest) to 5 highest, please indicate your

overall rating of the activity by encircling the number that
corresponds to your assessment. 5’

NN RIK

N

|
7. Please write your valuable comments/suggestions for the improvement of the

succeeding activities/seminars/programs. What training/s would you suggest for
future activities?




Republic of the Philippines
Mountain Probince State Polptechnic College

Bontoc, Mountain Province

ACTIVITY EVALUATION FORM

Title of Activity: Seminar on Business Recording and Bookkeeping

Date Conducted: May 17, 2022
Venue: Dagdag, Sagada, Mountain Province

Using the scale below, please rate the following features of the seminar-workshop:
1 - Poor (1.00-1.50); 2 - Fair (1.51 -2.50);. 3 - Satisfactory (2.51 — 3.50).
4 - Very Satisfactory (3.51 - 4.50); 5 — Excellent (4.51 — 5.00)

|' ] Rate
1. Objectives and Relevance 5 4 /3|2]|1
a. Clarity and relevance |- |
b. Attainment of the activity objectives < |
c. Usefulness of the activity/topics to the participants ~ |
d. Timeliness and immediate applicability < |
| 2. Organization and preparation; Venue ~
Planning and implementing activity s
Preparation and organization of the activities - |
Ventilation, lighting, equipment and facilities in the venue | .~ |
Appropriateness of the venue of the activity | | s
e. Time allotment per activity/topic : -
3. Speaker/Facilitator S
a. Mastery of the subject matter/content | —
b. Use of effective means of communicating ideas -
c. Keenness and interest in the conduct of training ~
d. Stimulation of the participants’ interest -
4. Involvement of Participants
a. Enthusiasm and interest shown
b. Level of involvement of participants
5. Overall Evaluation
On a scale of 1 (lowest) to 5 highest, please indicate your
overall rating of the activity by encircling the number that
corresponds to your assessment.

|0 oD

\

il

7. Please write your valuable comments/suggestions for the improvement of the
succeeding activities/seminars/programs. What training/s would you suggest for |
future activities?
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Republic of the Philippines
Mountain Province State Polptechnic College

Bontoc, Mountain Province

ACTIVITY EVALUATION FORM

Title of Activity: Seminar on Business Recording and Bookkeeping

Date Conducted: May 17, 2022
Venue: Dagdag, Sagada, Mountain Province

Using the scale below, please rate the following features of the seminar-workshop:
1 - Poor (1.00-1.50); 2 —Fair (1.51 -2.50); 3 - Satisfactory (2.51 - 3.50).
4 - Very Satisfactory (3.51 - 4.50); S - Excellent (4.51 - 5.00)

) Rate
4 3|2 |1

1. Objectives and Relevance
a. Clarity and relevance -
b. Attainment of the activity objectives
~c. Usefulness of the activity/topics to the participants | |
d. Timeliness. and immediate applicability |~
| 2. Organization and preparation; Venue -
| a. Planning and implementing activity <
b. Preparation and organization of the activities =i
c. Ventilation, lighting, equipment and facilities in the venue |
d. Appropriateness of the venue of the activity ' -~
e. Time allotment per activity/topic _ 7

3. Speaker/Facilitator ﬁ
a. Mastery of the subject matter/content | -~

b. Use of effective means of communicating ideas L~

c. Keenness and interest in the conduct of training il
d. Stimulation of the participants’ interest ' e
=
-

4. Involvement of Participants
a. Enthusiasm and interest shown
__ b. Level of involvement of participants
| 5. Overall Evaluation
On a scale of 1 (lowest) to 5 highest, please indicate your
overall rating of the activity by encircling the number that '

corresponds to your assessment. e ‘ ‘
|

7. Please write your valuable comments/suggestions for the improvement of the
succeeding activities/seminars/programs. What training/s would you suggest for
future activities? N

%(/.
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2 Republic of the Philippines
W Mountain Probvince State Polptechnic College

Bontoc, Mountain Province

RESEARCH DEVELOPMENT AND EXTENSION SERVICES

ACTIVITY EVALUATION FORM

Title of Activity: Seminar on Business Recording and Bookkeeping

Date Conducted: May 17, 2022
Venue: Dagdag, Sagada, Mountain Province

Using the scale below, please rate the following features of the seminar-workshop:
1 - Poor (1.00-1.50); 2 - Fair (1.51-2.50); 3 - Satisfactory (2.51 - 3.50)
4 - Very Satisfactory (3.51 — 4.50); 5 — Excellent {4.51 — 5.00)

Rate

1. Objectives and Relevance 4 3 2|1

a. Clarity and relevance

b. Attainment of the activity objectives

c. Usefulness of the activity /topics to the participants

d. Timeliness and immediate applicability

2. Organization and preparation; Venue

a. Planning and implementing activity

b. Preparation and organization of the activities

c. Ventilation, lighting, equipment and facilities in the venue

d. Appropriateness of the venue of the activity

e. Time allotment per activity/topic

3. Speaker/Facilitator

a. Mastery of the subject matter/content

b. Use of effective means of communicating ideas

c. Keenness and interest in the conduct of training

d. Stimulation of the participants’ interest

4. Involvement of Participants

a. Enthusiasm and interest shown

SN NN N

b. Level of involvement of participants

5. Overall Evaluation

On a scale of 1 (lowest) to 5 highest, please indicate your
overall rating of the activity by encircling the number that |/
corresponds to your assessment.

7. Please write your valuable comments/suggestions for the improvement of the
succeeding activities/seminars/programs. What training/s would you suggest for
future activities? —

\V/V:)(VC\MS ‘/O\/\ ek




».  Republic of the Philippines
¥a Mountain Province State Polytechuic College

Bontoc, Mountain Province

RESEARCH DEVELOPMENT AND EXTENSION SERVICES

ACTIVITY EVALUATION FORM

Title of Activity: Seminar on Business Recording and Bookkeeping

Date Conducted: May 17, 2022
Venue: Dagdag, Sagada, Mountain Province

Using the scale below, please rate the following features of the seminar-workshop:
1 -Poor (1.00-1.50); 2 - Fair (1.51 -2.50); 3 — Satisfactory (2.51 — 3.50)
4 — Very Satisfactory (3.51 - 4.50); 5 — Excellent (4.51 - 5.00)

Rate

1. Objectives and Relevance 5 /|3 2|1

a. Clarity and relevance

b. Attainment of the activity objectives 1
c. Usefulness of the activity/topics to the participants

NN+

d. Timeliness and immediate applicability

2. Organization and preparation; Venue

a. Planning and implementing activity V4

b. Preparation and organization of the activities

c. Ventilation, lighting, equipment and facilities in the venue

d. Appropriateness of the venue of the activity

NG

e. Time allotment per activity/topic

3. Speaker/Facilitator

a. Mastery of the subject matter/content

b. Use of effective means of communicating ideas

c. Keenness and interest in the conduct of training

NI

d. Stimulation of the participants’ interest

4. Involvement of Participants \/

a. Enthusiasm and interest shown *

b. Level of involvement of participants n

5. Overall Evaluation

On a scale of 1 (lowest) to 5 highest, please indicate your
overall rating of the activity by encircling the number that \/
corresponds to your assessment.

7. Please write your valuable comments/suggestions for the improvement of the
succeeding activities/seminars/programs. What training/s would you suggest for
future activities?
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Bontoc, Mountain Province

DEPARTMENT OF ACCOUNTANCY

AMPSPCR
DR. REXTON F. CHAKAS ' :1/ MAY 2022 % §
College President

B BY‘: 2 . g '
Mountain Province State Polytechnic College QEECE OF THE m

Bontoc, Mountain Province

Sir:

This is to transmit the activity design of the extension activity on the “Seminar on Business
Recording and Bookkeeping” by the Accountancy Departinent with the Department of Trade
and Industry on May 17, 2022 at Dagdag, Sagada, 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,

ELINE 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)
SSDO {for student activities)
Events Management Office

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



Republic of the Philippines

Bontoc, iviountain Province

DEPARTMENT OF ACCOUNTANCY

ACTIVITY DESIGN

I GENERAL INFORMATION
Activity: Seminar on Business Recording and Bookkeeping
Date & Time of Activity: May 17, 2022
Venue of Activity: Dagdag, Sagada, Mountain Province
Proponents: Accountancy Department
Facilitators: Rodeline V. Yadyadoc, BSA Faculty Member
Department of Trade and Industry Representative
Budget: P 10,950.00
Source of Fund: P 8,400.00 - DTI

2,550.00 - MPSPC

II. RATIONALE

Bookkeeping is important in successfully managing daily operations of a
business. Proper bookkeeping of business transactions will result to fair financial
statements, the end product of accounting. These financial statements are used in
coming up with significant business decisions which will ultimately contributes to the
success of the venturers. However, not all of the business people are fully abreast and
knowiedgeable with records keeping and proper bookkeeping. For instarnice, most
MSMEs had been struggling with their books at the beginning of the year when they
were asked of their total net and gross income when renewing their business permits.
With this, the Department of Trade in Industry designed a seminar on bookkeeping
to assist the venturers. This course will provide an easy-to-understand way of
recording business transactions. It aims to familiarize MSMEs with the basic
accounting that will guide them in improving their businesses.

On the other hand, Mountain Province State Polytechnic College, with its vision
to be a preferred university with developmental culture and inclusive growth, has
been providing expertise services to the community. Through the Financial Mentoring
Hub, the extension program of the Accountancy Department, bookkeeping has been
extended to its clientele. With the current expertise of the department and the current

3

Al o o e 2 |

need of the community, DTI and MPSPC-BSA agireed to conduct seminar on Business
Recording and Bookkeeping. At the end of the seminar, participants are expected to

appreciate the importance of bookkeeping and to be able to use/accomplish their
books.

I1I. OBJECTIVES

At the end of the activity, the participants should be able to:
understand the principles in business recording and bookkeeping;
record business transactions in the proper books of accounts;
prepare trial balance in good form and,
be familiar with financial statements preparation.

ao o

Iv. EXPECTED OUTPUT
At the end of the activity, the participants should have:
a. applied bookkeeping principles in recording business transactions in the proper
books of accounts;
b. prepared trial balance in good form; and,
¢. ideniified some procedures in financial staiements preparation {{hrough sharing).

MPSPC-QMS-F-039/ 01/ October 29, 2020
Page 2 of 4



Republic of the Philippines
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Bontoc, Mountain Province

RESOURCE REQUIREMENTS:
A. Budgetary Requirements:

~ Item Description Quantity | Unit Cost | Total Cost | Source of
[ Fund
1 Meals and Snacks- 17 pax | 400.00 6,800.00 DTI |
participants

2 Brown Envelope 20 pcs 10.00 200.00 DTI
3 Notebook | 20 pcs 25.00 50000 | DTI |
4 Ballpen 20 pcs 20.00 400.00 DTI
5 Permanent Marker 5 pcs 50.00 250.00 DTI |
6 Manila Paper 5 pcs 10.00 ~ 50.00 DTI |
7 Special Paper 20 pcs 10.00 | 200.00 DTI
8 ~ Epson ink #003 1 set 1,500.00 1,500.00 MPSPC

R 9 ~ Bond paper-long 3 reams 350.00 1,050.00 MPSPC

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

‘ Committee/ Number of Persous People Responsible/ Members
_ Task required d
i Coordinator/ DTI staff
Facilitator 3 Rodeline V. Yadyadoc
‘ - Trinidad G. Pasong
. Documentation 2 Rodeline V. Yadyadoc
| Committee i - Trinidad G. Pasong
| Speaker 1 Jenifer N. Damayan
C. Supplies, Property and Equipment Requirements
Property/ Venue/ Equipment [ Date to be used
Supplies '
Laptop May 17, 2022
Projector
Vehicle with driver ]

VI. PROGRAM:

May 17, 2022

I i Time - Activity
' 8:00 a.m. - 8:30 a.m. Registration
| 8:31 a.m. —~ 9:20 a.m. Pambansang Awit

Opening Prayer

Welcome Remarks
Acknowledgement of Participants
Presentation of MPSPC VMGO
Introduction of Speakers
Leveling of Expectations

9:21 a.m. - 10:00 a.m. Seminar-Workshop Proper:
Definition of Accounting Terms and Introduction to
Bookkeeping

10:01 a.m. - 12:00 noon Seminar-Workshop Proper:
Journalizing in the Books of Accounts

12:01 noon - 1:00 pm Lunch Break ]
1:01 pm - 4:00 pm Seminar-Workshop Proper Continuation:
| Preparation of Trial Balance and Financial Statements
' 4:01 pm - 4:30 pm Open Forum and Takeaways
4:31pm - 5:00pm Closing Activities -

MPSPC-QMS-F-039/ 01/ October 29, 2020
Page 3 of 4



Republic of the Philippines
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ontoc, Mountain Province

Prepared by:
ELINE V. YADYADOC

Accountancy Faculty Member

Noted:

e el
CAROLYNE CASTANEDA-IGUID
Coordinator, Events Management

Reviewed:
CHRISTIE LYNNE C. CODO ELMER D.\PAKIPAC
Executive Dean, Bontoc Camp Extension| Unit \Director

Funds Available:

Tk
REXON T. DAMAYAN
Accountant 11

Recommending Approval:

Tt and Extension

Approved:

REXTON F.
College Pre

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

MPSPC-QMS-F-039/ 01/ October 29, 2020
Page 1 of 4
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ay 11, 2022 Bl‘::PS?C RECORDS OFFICE § B pate-112 MAY 2022
0P §B ey s
Dr. Rexton F. Chakas PATE: 1S 200 T oFfE3GE OF THE PRESREN)

College President
Mountain Province State Polytechnic College
Poblacion, Bontoc Mountain Province

Dear Sir;

The Department of Trade and industry-Mountain Province will be
conducting a Seminar on Business Recording and Bookkeeping on the 17t
of May 2022 at Dagdag, Sagada Mountain Province which aims equip
participants with the know-how on recording their business transaction, proper
bookkeeping and to be competitive business owners.

In this regard, may we invite Ms N. Damayan, the Chairperson of the Department
of Accountancy to be our resource person. With her knowledge and experiences, we are
confident that she will extensively impart her knowledge to our participants.

We will be honored to have her and we would appreciate it, if we could retrieve the attached
confirmation stub on or before May 13, 2022.

For queries and information, kindly contact Efren |. Aguinaido, Negosyo Center —~ Sagada,
Business Counselor through this number 0938-371-0826. Thank you very much.

\
vt

Sincerely yours,

Department of Trade and Industry
Poblacion, Bontoc Mountain Province

MOUNTAIN PROVINCE PROVINCIAL OFFICE
Certified 1SO 9001: 2018

2F Wilter Clapp Centrum, Loc-ong, Poblacion, 4 (+83998) 862-4898 4 (+83963) 7921-20588
2616 Bontoe, Mountain Province Y8 www.dti.gov.ph/car B2 CAR.MountainProvince@dti.gov.ph



AT Number: §82 3B - p5- QJ)?%
AUTHORITY TO TRAVEL

NAME: QODELINE V. JADYADO(. argl JEMER N DpMaya: TRwpHD G. PRONG

OFFICIAL STATION:  RCCOUNTANGY  DEPARTMENT
DESTINATION:  (CHGADA |, MOONTRIN _PROVINCE

PURPOSE OF THE TRAVEL:
T0_ppovicle,  TECHNICAL CERUICKS o< ReSpurch  Persoy omdd FCILLTpOR
¢ 4 BOOKKEEPIN &

ESTIMATED EXPENSE: OFFICIAL  TIME

CHARGEABLE AGAINST:

EXPECTED DATES OF TRAVEL: MRy I3, 042

Requested by: W
=~ AUAC
RoOELING - ¥ADYADoC ¢ JenfEER > N. Dsmmsn) | TRINIDRD G.%{\)

(Name of employee/officer)

Recommending Approval:

CHRISTIE LIMNE  C. CoDoD
Unit Hé@d

Funds Available:

REXON T. DAMAYAN
Director for Accounting Services
(Accountant I1I)

Approved by:

REXTON F. h.D.

NOTE:

1. Recommending Approval portion of this form sh
when applicable, before the Division Chief ap .

2. Funds Available portion of thie form shall be initialed by the Director for Budget & Fiscal Planning before the
Accountant signs.

3. Approval ghall be initialed by the Chief of Staff (COS} of the Office of the President (OP) before the College President
finally approves.

MPSPC-HRM-F-001/ 01/ July 22, 2019
Page 1 of 1





