
PUNONGHIMPILAN TANOD BAYBAYIN NG PILIPINAS
Headquarters Philippine Coast Guard

139 25th Street, Port Area
1018 Manila

HPCG/CG4

STANDING OPERATING PROCEDURE

NUMBER 02- 171

17 Feuuaty 2017

GUIDELINES ON THE GRANTING. UTILIZATION. REPLENISHMENT AND
LIQUIDATION OF CASH ADVANCE FOR PETTY OPERATING EXPENSES

I. REFERENCES:

A. Government Ac€ounting Manual (GAM)

B. Treasury Circular No. 02-2009 dated August 6, 2009

II, PURPOSE:

This SOP prescribes the guidelines on the granting, utilization, replenishment

and liquidation of cash advance for petty operating expenses in accordance with lhe
Government Accounting Manual (GAM) and other pertinent rules and regulations.

r. scoPE:

A. Every officer, non-ofiicer and non-uniformed personnel ofthe Philippine Coast

Guard (PCG), regardless of the status of their appointment shall, whenever
the nature of the duties performed by such of{icer, non-o{ricer or non-

uniformed personnel permits or requires the possession, custody or control of
petty cash funds for which he/she is accountable

B. Officers, non-officers and non-uniformed personnel of the PCG discharging

their duties in a foreign country.

IV- DEFINITION OF TERMS:

A. Accountable Offlcer - an offlcial or employee who permits or requires the
possession, custody or control of public funds or properties for which he or

she is accountable.

B. Petty Cash Fund (PCF) - refers to the amount granted to duly designated

Petty Cash Fund Custodian (PCFC) for payment of authorized petty or

miscellaneous expenses which cannot be conveniently paid through
checks/LDDAP-ADA.
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C. Petty or Miscellaneous Expenses - consisting of small payments for
maintenance and operating expenses which cannot be paid convenjently by
check or are required to be paid immediately.

D. Petty Cash Fund Custodian (PCFC) - is a duly designated accountable otficer
to administer the petty cash and it is his/her duty to account for the expenses
incurred out of petty cash fund.

E. Imprest System - is a form of financial accounting system. The most common
imprest system is the petty cash system. The base characteristic of an
imprest system is that a fixed amount is reserved, which after a certain period
of time or when circumstances require, because money was spent, it will be
replenished. Replenishment of the petty cash fund shall be equal to the total
amount of expenditures made there from.

F. Reimbursement Expense Receipt (RER) - is used to support the expenses
which cannot be conveniently issued ofiicial receipts/invoice.

G. Petty Cash Voucher (PC\4 - is a form used to document a disbursement or
Payment from a petty cash fund.

V. POLICIES:

A. The PCF shall be entrusted, in addition'to their duties and responsibilities, to
the follow,ng:

1. HPCG
a) Deputy Central Staffs
b) Deputy HsG

2. Major/Functional Commands
a) Logistics Officer of MajorlFunctional Commands
b) Deputy of Sub-Units/Group

3. District
a) Logistics Officer of HCGD
b) Deputy Assistant Station Commander or POIC Logistics
c) Assistant Sub-Station Commander or POIC Logistics

4. Special/Technical/Other Units
a) Logistics Otficer

5. PCG offices in foreign countries
a) The PCG foreign service officia!, or more than one (1) PCG personnel,

the semnd highest ranking PCG foreign service ofiicial.

B. When the nature of operations of the PCG uniuoffice does not require fund for
petty operating expenses or the petty operating expenses is being catered by
its mother unit or another unit, there is no need for PCF.
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c.

D,

The PCF to be set up shall be sufficient for the recurring petty operating
expenses of the PCG unit for one (1) month. lt shall be maintained using the
lmprest System.

All replenishments shall be directly charged to the expense account and at all
times, the PCF shall be equal to the total cash on hand and the unreplenished
expenses.

The PCF shall be replenished as soon as disbursements reach at least 75%
or as needed.

F. The following are the accounting policies regarding cash advance for PCF:

1. Upon release of the PCF, the PCFC shall immediately withdraw the whole
amount from the bank and keep the cash inside a safety deposit box;

2. The PCFC shall separate the PCF from the regular cash
advances/collections and shall not be used for payment of regular
expenses such as rentals, telephone and internet bills, subscriptions, light
and water bills, purchase of supplies and materials for stock purposes, and
the likei

3. Payments out of PCF, which shall be made through a Petty Cash Voucher
(PC\0(An,rex A), should be allowed only for amounts not exceeding
F15,000 for each transaction, except when a higher amount is allowed by
law andior speciflc authority by the COA;

4. Splitting of transactions to avoid exceeding the ceiling shall not be allowed,

5. The PCFC shall be ready for surprise cash audit by the Resident Auditor
at all time;

6. All disbursements out of PCF shall be covered by duly accomplished and
approved Petty Cash Vouchers (PCV) supported by cash invoices, official
receipts, Reimbursement Expenses Receipt (RER) (Arnex 8) or the
evidence of disbursements; and

7. The unused balance ofthe PCF shall not be closed/refunded at the end of
the year. The fund shall be closed only upon reliet, termination, separation,
retirement or dismissal of the Petty Cash Fund Custodian (PCFC), who in
turn shall refund any balance to close his/her cash accountability.

G. At the end of the year, the PCFC shall submit to the Accounting Division/Unit
all unreplenished Petty Cash Vouchers (PCVS) for recording in the books of
accounts.
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VI- DOCUMENTARY REQUIREMENTS:

A. The documentary requirements for PCF activities are as follows:

1. Granting of Petty Cash Advance:

a. Authority of an accountable officer issued by the Higher Headquarters
indicating the maximum accountability and purpose of cash advance
(for initial cash advance);

b. Certification from the Accountant that previous cash advances have
been liquidated and accounted for in the books; and

c. Approved application for bond and/or Fidelity Bond for the year for
cash accountability of P5,001.00 or more as provided under Treasury
Circular No. 02-2009 dated August 6, 2009.

2. Additional documentary requirement for initial cash advances:

a. Approved estimates of petty expenses for one ('1) month.

3. Replenishment of PCF:

a. Disbursement Voucher (Annex C);

b. Obligation Request and Status (ORS) (Annex D); and

c. Paid PCVS and suppo(ing documents

4. Liquidation of PCF:

a. Report on Paid Petty Cash Vouchers (RPPC\4 (Annex A;

b. Approved purchase request with certificate of Emergency Purchase if
necessary;

c. Bill. receipts, sales invoices

d. lnspection and Acceptance Repo( (lAR) (Annex n:

e. Wasle Materials Report (WMR) (Annex G) in case of replacemenurepair;

t Approved Trip Ticket, for toll and parking fees;

g. Canvass from at least three suppliers ,or purchases involving P1,000
and above, except for purchases made while on official travel;

h. SummaryiAbstract of Canvass:



i. lnventory Custodian Slip (lCS) (Annex H) for purchase of semi-
expandable equipment.

j. PCVS duly accomplished and signed;

k. Official Receipt in case of refund; and

l. Such other supporting document that may be required.

B. The PCFC shall prepare the RPPCV and maintain the Petty Cash Fund
Record (PCFR) (Annex f) to monitor and control the granting and utilization of
the fund. The RPPCVS shall be the basis in the preparation of the DV to
replenish the PCF.

VII- PROCEDURES:

The procedures and sequence for disbursements through Petty Cash are as
follows;

Area of
ResDonsibilitv

seq.
No

Activity

Establishment of PCF

Various Units
PCFC

2

Receives the approved PCF from the CG Finance
Center/Unit. Records in the PCFR the date, particulars,
reference and the amount of check in the 'Cash
Advance'column.

Keeps cash in a safety vault.

Utilization of cash Advance from PCF

Requesting
Personnel

3 Accomplishes Box I columns 'Particulars' and 'Amount'
and Box A "Requested by" poftion of ihe PCV.

Unit
Commander/
Commanding
Officer

4 Signs Box A "Approved by' portion of the PCV and
returns to Requesting Personnel.

Requesting
Personnel

5 Submits the required documents to the PCFC for the
release of fund.

PCFC 6

7

Receives from the Requesting Personnel the PCV duly
approved by the unit commander/commanding offlcer.

Upon release of ihe petty cash, signs in Box B "Paid by"
portion of the PCV.

Requesting
Personnel

8 Receives petty cash and signs in Box B "Cash Received
bv" portion of the PCV.
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PCFC I
10

lssues Copy 2 of the PCV to the Requesting Personnel.

Files the original of PCV awaiting liquidation.
Liquidation of cash Advance from PCF

PCFC 11

12

13

Receives from Requesting Personnel Copy 2 of the PCV
logether with supporting documents. Checks and
reviews completeness of documents such as the date,
amount and nature of expenses Paid.

lf complete, retrieves the original ol PCV from flle and
fills up Box ll "Total Amount Granted', "Total Amount
Paid per ORylnvoice/RER", and "Amount Refunded/
Reimbursed" portion of the original and Copy 2 of PCVS.

Checks the appropriate boxes for "Received Refund" or
"Reimbursement Paid" portion and signs Box C of the
PCV,

Requesting
Personnel

14 Checks and fills up the appropriate boxes for "Liquidation
Submitted by" and "Reimbursement Received by" upon
submission of necessary supporting documents and
receipt or reimbursement of cash, if any, and signs Box
D of the PCV.

PCFC 15 Returns Copy 2 of the PCV to the Requesting Personnel.

Retrieves PCFR from file and records paid PCVS. Fills
up the following columns: date, PCV No., name of
payee, nature of payment and the amount in the
'Disbursements' and 'Cash Advance Balance' columns.
Files the original PCV together with the supporting
documents.

Reolenishment of PCF

rUFU 18

20

Retrieves from file the original of the PCV together with
the supporting documents. Checks the completeness of
all PCVS for replenishment.

Based on the paid PCVS and supporting documents,
prepares the RPPCVS in two copies. Signs the
"Certification" portion of the RPPCV. The RPPCVS shall
serve as the basis in the preparation of the DV to
replenish the PCF.

Based on the RPPCVS, prepares DV in four copies and
ORS in three copies. FoMards Copies 1-4 of the DV,

original of the RPPCVS and PCV, and supporting
documents to Authorized Ofilcial for review and
signature.
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l

Authorized
Official

21 Signs in Box A portion of the ORS and DV.

PCFC 22 Forwards Copies 1-4 of the DV, Copies 1-3 of ORS,
originals of RPPCVS and PCVS and supporting
documements to Budget Division/Unit for recording of
obligation.

A/ote - The RPPCVS shall be distributed as follows:

Oiginal - COA Avditor, through the Accounting
Service Offce/Unit, together with the
original copies of the paid PCVs and
supporting documents

CoDv 2- CG Finance Center/Unit

Vlll. RECISSION: This SOP rescind HPCG SOP Number 01-05 dated 03 March

2005.

lX. EFFECTIVITY: This procedure shall take effect upon publication.

BY COMMAND OF COMMODORE GARCIA:

OFFICIAL: BON DAN CHAN
COMMO PCG

Chief of Coast Guard Staff

LIEZE
LCDR fcfu
Coast Guard Adjulanf-

ANNEXES:

A - Petty Cash Voucher (Appendix 48)
B - Reimbursement Expense Receipt (Appendix 46)
C - Disbursement Voucher (Appendix 32)
D - Obligation Request and Status (Appendix 1'1)

E - Report on Paid Petty Cash Vouchers (Appendix 49)
F - lnspection and Acceptance Report (Appendix 62)

G - Waste Materials Report (Appendix 65)

H - lnventory Custodian Slip (Appendix 59)
| - Petty Cash Fund Record (Appendix 50)
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Appendbc 18

PBTTY CASH VOI]CEER

Edtit, Name r

Fund Cluster:

No,

Date

mc€ :

:

Respotrsibiliry Cetrter Code:

I. To beflled o,tt upo ruque{t IL To befrlled oat upoi liquidqtion

Particulars Amount
otal Aoount Granted

otai Amourt Paid per
OR/lnvoice No. _

Amount Refunded/
(Reimbtllsed)

L) Requested by:

Signature over Prhted Nanoe

Name of Requestor

Approved by:

SigDature over Priirted Name
'Name of Immediate Superyisor

e_l
Ll tucerved Re[unJ

tf Reimbursemenl P.tid

Sipature over Printed Name
Petti Cash Custodian

Paid by:

Signature over Printed Name
Petty Cash Custodiatr

Cash Receited by:

Signature over Printed Name

Payee

Date:

DI
E Liquidationsubilttte(1

tf Reimburse e t Receivetl by:

Sigoatire over Printed Name
Payee

Date:

F
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A. The forn shall be accomplished as follows:

l. tnlily Name name of*e adenc) enun
2. Fund Cluster the fuad cluster

name/code in accotalance wirh the UACS
3. No. rumber assig11ed to the PCv by the

PCFC It sha1l be nurnbered as follows:

0000- 8Q!8-00-0000lll*ti
L=

PETTY CASH VOI.JCHER
(Pcv)

IAISTRUCIIONS

l0 Bor B - Paid by - shall be signed by

the PCFC

11 Box B - Cash Received by shall be

signed by the recjpient of cash

Il. To be fiUed out upon liquidation

12. Total Amount Grant€d the amount
of cash receiv€d by the claimant

13 Total Amout Paid Per OR/lnvoice
the total amount paid

3 Date - date otthe pr€paration ofPcv
a Prlee/Omce and Addrsss

name/ofrce/address of payee/employee

requesting cash advanc€ charged to the

PCF
5. Responsibility Cetrter Code- the cosv

responsibility center code ofthe requesdng
office

I. To be filled out upon request

6. particulars biel description of the

nature o, disbursement/expense
7. Amount- amountofpetty cash requested

8. Box A - Requesxed by shall be signed

by the Requestor
9 Bor A - App.oved by - shall bo signed by

the lnmodiate Supeflism ofthe Requestor

as sho[n in the OR/invoice presented

14 Amnunt Re{unded/Reimburscd
the differolce betlveen the total
amounl grunted less amount spent

15. Bon C the PCFC sha1l check the

app.opriate box for "Receiv€d

Refund' or "Reimbursement Paid"
afld affix his,6er signature

16 Box D - the payee shall check the

apprcpriate box for "Liquidation
Submitted" andTor "Relrnhnsement
Received by'' and aJ[x hisl1er
signature

?art I shall b€ filled out uPoo request of
the petty cash advance and Part U shall be

filled out upon Iiquidatton .

The PCv shall be prepared in t\,vo copies

distributed as foilo\rs:

to be attached io dle RPPCV
togethe. with tbe supporing

PCFC file

Serial nurber (ofle

Month

Petiy Carh
Custodian Code

No.

Onginal

Copy 2

B,

C.
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AppenJd 16

REIMBIJRSEMENT EX}ENSE Rf, CEIPT

tity Neme:

t€:

Cluster :

No. :

RECEI\iED Aom

(O lfi c ial D e s i t?at ilrn)

(P,____ )
(In Word, | (in l'igrcs)

jn paymetrt for
(Pqments lot sltbsi:tterce, senice:,

rental ot tdlttpo atiolt sholtkl sbw irtchtsive dales,

ounhse. Astuncc. ilclusite poiltts of tawl, etc.)

PAYEE

Narne/Signature

Address

Name/SignafiIe

Ad&ess

WITNESS
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REIMBURSEMENT EXPENSE RECEIPT
(RER}

,.It/s?? aJCI 70trs

A. Tt€ RER is used to support the expenses which calmot be conveDiendy issued omcial
recoipts/invoic€. It shall be submitted to the Accour ing Division/Unit together with the
LR and other supporting documents. It shall be prcpared by fund cluster.

B. Tlis fom shall be accomplish€d as fotlows:

l. Entity Na e the name ofthe ageDcy/entit]
2. Date the date ofthe rcceipt
,1. X'udd Cluster - the fund cluster mme/code based on the UACS in which th€

disbusement shall be cha.rged
4. RER No,-the mrber assi$ed to the RER
5. Name - the name ofthe olficiayemployee who traveiled
6. Olficid Desigaation the official designation or position of the ofiicial/employee

who b-a\elled
7. In words - the arnomt ilr words ofthe acma] pa]ment made b) lhe ollciauemployee

who travelled
8. ln figures - the amomt in figures ol the actual paynent made by the

offi ciaYempioyee who travelled
9. Palrnents - the pal.ments for subsistence, services, relrtal or Aanspofiation which

show inclusive dates, purposg aLstancq inclusive points ofuavel, etc.
10. Payee - the name, signature and the address ofthe payee
1 1 . lvitaess * the name, sig[ature and the ad&ess of the witness to the actual payment

made by the ofEciaVemployee who ttave)led
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Appendix 32

f,otity Nane

DISBURSEMT,NT VOI]CHER

lr,tos o,*r nc.*qctrl ch@k fl-o Iotheb eLlse a*ii)

ORSBURS No i

I,{TOPAP

Csul<i l-\!rd!. r r.b Ar$nr n@\.JN. lo@.rJ !c r.d,ho(m) diarsle

Pnficd Nmc Desrgrahon md S'enatue ofsnp4iso

D. lApprcv€d for Payment

f: suljal to Aulbn! to Deblt A6ur {r{cn applicable)

E Srrpodins d@mals coDpleG ed dout cl|med

Hcad Ac@uiilg UdvAu$orizcn Repr€Mlatirr Ag@cy Hcad,/ ultolzcd Rqresotratir.

Ba!( Nafre & A€oeiNMb*

olio[l R*hr No & Dardolho Docuots

9
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B,

DISBURSEMEN? VOUCHER
(Dv)

INSIRUa 77()MS

The DV is a form used lo pay an obligation to employeevindividuals/agercievcredirors fbr goods

purchased or services rendered. It sha.ll be prepared by the Requesting Ofiicstlnit The Accountiig
Divisionrunir sha1l stanp oo the face ofthis form the date of receipi Som the tequesring unit

This lorm shall be accomplished as follows:

1. Entity Nrme- name ofthe agency/entity
2. Fnud Cluster - the fund clusler name/code in accordance wilh UACS in which the disbusement

should be charged
3. Dnte- daie ofpreparation oftheDv
4. DV No. number assigned ro the DV by the Accouniing Divisiodllnit ll shail be numbered as

5. Mode ofPayment - put a check "!" mafk in the appropiate box olihe mode of paynent (MDS

Checlq Conlnercial Cheok, ADA, Other,
Payee name olthe payee/cr€d;tor
TlN/Employee No. - Tax Identjfication Number (Tn\D of the claimennlldentification Nunber

assigned by the agency Xoihe omcer/employee
8. ORS/BLTRS No. - ihe serial number oflhe ORS or BURS supponing the DV
9. Address address ofthe claimant

10. Particdars brief descnption of the disbursement
11 Respoosibility Center (Office,thif./Project and Code) the ofiice/unirproject and code

Serial Number (one series for each yeao
Monlh

assigned !o the cost center where the disbusement shail be charged

MFO/PAP MFO or PAP as shown in the GAARD/SARO/GARO
Amoutrt amount of claim
Certi{i€d (Box A} - cenification by the responsible ofiicer having direct supervision and

knowledge ofthe facts of the transaction.

6
'1

t2.
13.
14.

15. -A.ccdurting Entry (Bor B) - the respective accounting enky for the disburement
16. Certified (Box C) - certification by the Head of Accouniing Unit or bivher aulhorized

represenlative on the availabilily ofcash, subject to ADA, on lhe completeness olthe $.rpporting

documents and the proprieiy ofrhe amoulll claimed.
The cedry,ing ofiicer shall affx his/her signaiure and indicale his/her name and

positioi/desitsnation, and the dale ofsignin& on the spaces provided
17 Approved for Paymetrt (Box D) approval by the Head oflhe Agency or hlyher Authorized

Representative on the paymed covered by the DV.
The approving oflic€r shall afiix iris/her signature and indicat€ his/het name and

position/desigmlion, and the date of signing on the spaces provided

18 Receipt of Psyment (Bor Il) - acknowtedgmeni by the clai ant or hivher duly authorjzed

representaaive for the receipi ofthe check/ADA/cash and the date ofreceipt The claimant/paye€

shalt aff1x his/her signalure on the spac€ provided and shali indicate the number and the date ol
rhe check, bank nane and account number, and OR nuntber and date oth€r r€leva.t documenls

issued to acknowledge the receipi ofpayment
19 JEV No. and Dnte - number and date ofthe JEV covering the DV

C The DVs siall be prepared in fou. (4) copies tobe distribuied as followsr

OrigiMt COA, through Accounting Divisiorrunit togerher with the supporting
documents for submissionlothe Auditorlor post audit

(:opr 2

Copr 3
Copj I

- Cash Treasurytrnit
Accounting Division/Unit

- Payee
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Appendir I I

OBLIGATION REQTIEST AND STATUS

:__J cerii6.d: chirgs tolppropialio allmdaft
d*ssa4. lalvtul and edq hy dier supeMsioarnd
rualiorrirg dddats ratid, !o!d dd legal

1la4 Requesring OfFce/ urldrituJ
Repr6eDlatilc

e lc..ffcd: Alrormft av.ilable d{t oblisled
for tLe pusxdadiBrdre necessary as

i!di@1ed abore

l]ad. Budeel Diisio./UnirAu$o.]rd
RepEsatatir€

STATUS OF OEIICATION

F
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OBLIGATION REQUEST AND STATUS
toRs)

INSTRLICTlONS

This fbrm shall be used by the Requesting/
Originating Ofilccs in the utilizaiion oftheir approved
budget allocations per GAARD and other budget
laws/authorily Ii shall be maintained by fund cluster.

The fonn shall be accompiished as follol\,s:

L Serial No. - number assigned to rhe ORS by the
Budset Divisionrunit. as followsr

The three sections ofthe ORS shall be accomplished
as follows:

Bor A -Ccrtificaiion by the Head ofRequesting
Oftice/Authorized Representative that charges io
appropriations/allotments are necessary, lawful
and under hivhe. superr'isioq ard supporting
documents are valid. proper ard legal

Bo! B - Certification by the Head of Budger
Divisionrunit/Aulhorized Representarive that
allotment is available and obligated for the
purpose/adjustment necessary is as indicared

Bo1 C - Stalus of Ohligation. It shail serve as
the subsidiary ledger for obligations to be
raintained bl, the Budgei Divisiontunil

Obligations shall be posted in r\e Obligattan
Cohnln based on ORS issued. A i\"odce of
Obligaiion Request and Status Adjustmenr
(NORSA) shall be issled to the Budget
Division/Uril by the Accounting Divisionrunit
ibr any correcaion made in the ORS, as the basis
of ihe Budget Divisionrunit in effecting
adjrslmenr 'n rhe RAOD sen'ce,
rendered/goods delivered ard acoepted per
INpection and Acceplance Report (IAR) shall be
porrcd h the l'dyble Colrr,, based on Journal
Entry Voucher (JED drawn. Amount of
expenses paid shall b€ posted in $e Palnent
Column based on IEV drawn. Thus, Balance of
obligatio, slull be generated in the last cotumns.
wherh€r lbl l'rr rre (Obligation Iess Payable) or
D e and Denandable (Pxyable Iess Paymen!}

After every transaction, pencil lboting shall be
made to determine available baiance At the end
of the rnonth. each column shall be foored ro
ardve at the balanc€s Any elcess obligation over
rhe dr,hu^emell shalt be adurred (ne-ati'e
eniry) in Section C of lhe ORS and recorded in
rhe RAOD

ORS ivhich have been tully liquidared or with zero
balances shall be filed separately from rhose wirh

This folm shall be prepared in three (l) copies to be
dislributed as follows:

Senal nunber (one sqies p€r
ftDd clulter lor cach :'ed)

UACS Flnding Soucc
Code

0l - PEsosel Senices
02 - Mainlenarce &

orher Operaring

03 Fidancial Evenses
06 Capilal Outlals

2. Date - date of receipl of the ORS by the Budget
Division^init

i Fund Clusler lhe fund clusler namecode in
accordance with rhe UACS in which the obliaation
is to be charged

NOTE: Ite \ l-3 shtl be acconplished h! Lhe Btdgct
Dfisian/Unit ryon rcceipt of cmnaci, pu/ch6e
atule^, .lditn touche/s otd othet sltupatung

4. f,ntity Name- name ofthe agency/entity
5. Payee - name of paye€ or creditor
6. Oflic€/Address - name oflhe ofice/address of

7. Responsibility Center - code of the
cost/.esponsibility center where expenses shall be
ch3rged

8 Particulars brlef description of the obligation

9 MFO/PAI - Major Final Ourput or Program-/
Activity,?rojecr as shown i, ihe
CAARD/SARO/GARO

10 LIACS Objert Code - the appropriat€ obj€c1

:ij; .:,..rr#;* 
, ccs ir uhich rhe oorisa,ion 

L

ll. Amoutrt - amount ofobligation

NOTE: Item I to ll shall bc dcconplishe.l b! the Head
ol Req@stths olli.e:A lhonzed Re?NNentunw

Pon tub $non of claih bdsed oh the
Bu.tg?LAttahent Auacakon of ,he Ollce receile.t
f/o the B dEet Djvhiofllrlit

Budset Dilisioo/Lhit (as SL)

- to bc ailachcd lo the DV

- AccNnting Dilisio U!i1

D.

Copy 2
Copr 3



Appendix 19

REPORT ON PAID PETTY CASII VOUCHERS
P€riod Covered

trntity Name:

Fllnd Cluster:
Report No:

Sheet No.:

6

Daie
Petty Cash

CERTIFICATION

I hereby certify to the correctness of drc above information.

Petty Cash Custodial Date
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REPORT ON PAID PETTY CASH VOUCHER
(RPPCV)

]NSTR{]CTIONS

B.

The RPPCV shall be prepaled by &e PCIC to rcpledsh his,4rer PCF. Al1 liquidated PCvs
shall be aitached tog€ther with all the supporting docunerrts.

This iEpolt shall be accomplished as follows:

l. Period Coveied - period covercd by tte report
2. [ntity Name - name ofthe agenoy/effity
3. Fund Cluster - the imd cluster name/code ill accordance with the UACS
4. Report No. - rcport number assigred which shall bo as followsi

000-0000-00-000

Serial trrn]lber (one series for each year)
Month
Yea{
Petty Cash Custodian Code

Sheet No. the sheet number rhich shall be one series per year
Date - date ofthe PCv
Petty Cash Vourher No, the sedal number of lhe PCV to be presented il1 nllmerical
order

8. Particulars nature ofdisburseflents/expmses as shown in the PCV
9- Amount - amouot paid coverod by dre PCV
I0. Certification - name and signature ofthe designated PCIC alld date ofsigrdng

C. At fie end of tle year. the PCFC shall prepare RPPCV coverirg all paid PCVS for
rcpledshment alld subnrit the same to tle Accounting Divisionrunit for the recordrng of
e4)enses incured.

D. Tte PCFC shall Feparc this rcport ir two copies distributed as follows:

Original - COA Auditor, th@ugl the Accotmting Diyisionrunit, as attachrnert
to the DV together with the origioal PCVS aod supporting
docurnents
PCFC file copy

5.
6.
7.

Copy 2
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Appendix 62

INSPECTION AND ACCEPTANCE REPORT

Entity Name : Fund Clustcr .

Supplier :

R€quisitioning OfEce/Dept. :

Rcsponsibili! Ce,rer Code l

L{R No. i

Uhi, Quontitr

INSPECTION ACCEPTANCE

Inspected. verified and found in order as to

E 
quenriiy and specifications

lnspection Oficer/Inspection Committee

_ CompLete

! 
o*,r,r" spec,ryquanfly)

Supply and/or Property Custodja,

6
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INSPECTION AND ACCEPTANCE REPORT
(laR)

]NSTRLICllONS

A. The IAR is a repof submitied by the Inspection Officer/Committee and the Supply and/or
Propefiy Custodian on the inspection ard acceptance, respectively, of ihe putchased
supplies/goods/equipment/property.

B. This report shall be accomplished as follows:

1. Entily Nsm€ - nane ofthe agency/€ntity
2. Fund Cluster - imd cluster oarne/code iII accordance with the UACS
3. Supplier name of the supplier of supplies/goods/equipmeot/properq/
4- PO No./Date rumber and date of tte Puchase Order
5. Requisitioning Office/Dept - narne ofthe Requesting Offic€Departnent
6. Resporsibility Center Cod€ code assigned to the cost/lesponsibility cent€r
7. L{R No. - ournber of the IAR
8. Date - date oftbe IAR
9. Iovoicc No. - number ofthe Invoice
10. Date date ofthe Invoice
11. Stock/Properf No. - stocl/property number of the item as govided by the Sqply

and,/or Ploperty Divisiontl it
12. Descripfion - bief desffiption or details ofthe item/s purchased
13. Unit- unit ofmeasuEme[t such as piece, roll, bo\ reafl, etc.
14. Quantity number ofunits puohased such as one unit, 10, 20, etc.

C. The Inspection Oflicer/Committee shall sig& speciry tie date ofinspocfion, aod put a check
"y'" mark the "Inspection" portion ol the IAR, indicatiflg that he/she has iitspec€d, ve fied
arrd found in order the items deliver€d as to quantlty and specifications.

D. The Supply ard/or Pmperqr Custodian shall acknowledge receipt ofdre items by indicating ia
the "Acceptance" portion ofthe IAR, his,her nam€, sigratDre, date ofacceptance, and a check
"y'" rnark whetlrer the delivery is complete or partial as to quantity(specify quantity receiveq
ifpartial).

E. The lAR shall be prepared in four (4) copies disJributed as followsl

Original Supplier (to be attached to the DV)
CoW2 - InspectionOffrcer/Committee
(:oO,3 Accounting DivisionLhit (to be attached to the JEV setting up payables)

CoW4 Supply and/oi Property Division/lhit's frle
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WASTE MATERII.LS RI,PORT

TIEMS FOR I}ISMSAI

I
3

7

9

TOTAI,

sigratue olcr Piinr.d Nmc ol Sllpll
md,/or PDpert Cnslodi&

SignanE o\M lrintsl Nme ofl leod of
ABory/Flntir, or ltsAd Audbrized

RepreHtati!e

CERIIrICAIE OF INSPECTION

I hercby sr6, thrr ihe propeny mD€rated abore vs dislond oIB tulous:

Ilmr _ De$royed
ildn _ Sold at prival€ s.le
iteD _ Sold dpublic rcli.n
h€@ TimGrcd iirtrout asl1o (Nme of the AqesEnti&l

---s,su.-rerm7ffi-Nee-e-
Ins.dllm offier

3icrsffi<mFffimmT
Wirnsr

ir

r6l



WASTE MATERIALS REPORT
(wMR)

lNSTRUCTIONS

A. The WMR shall be used by the Supply and./or Properry Custodian to rcport all waste materials
previously talen up ill the books of accounts as assets or in his,ftsr custody so that they ma,v

be properly disposed of and derocognized fiom the books.

B. lt shall be accomplished as follows:

1. Entity Name name ofthe agetrcy/eltity
2. Fund Cluster - the futrd cluster name/code in accordanc€ with the UACS
3. Pl,ice ofStorag€ ex8ct locetion ofthe iterB/s for disposal
4. Date date ofthe preparation ofthe report
5. Item - elrtry number in the repofi
6. Quentify trumber ofitem/s being reported as waste materiars
7. Unit - unit ofmeasuremeot ofitem/s being rcported as waste materiavs (i-e., piece, roll,

box, ieam, etc,)
8. Description name and description ofit6rD,/s being reporfud as \aast€ materials
9. Record of Sales-OfIicial Receipt-No. - official reoeipt nurnber covering the sale of

wasie materials
10. Record ofsales-Oflirial Receipt-Date - date ofthe ofllcial receipt coveriag the sale ol

waste materials
11. Record of Sales-OIlicial Receipt-Amount - amount received fo. waste materials sold

based on the OR
12. Total total amount of sales

13. Certified Cotect - printed name and signatwe ofihe Supply and,/or Propeny Custodian
14. Disposal Approved pdnted name and signatue of the Head of the Agency,/Entity or

his&er authorized rcpresontative

CERTIFICATE OF INSPECTION

15. Indicate the coresponding item number of the waste material in the lirc opposite the
mode of disposal made whether destroyed, sold at pdvate sale, sold at public auctjon,
'and/or transferred without oost.

16. Certifred Correct - printed name atrd siSnature oftho Inspection Offic€l ooncemed

17. Witness to disposal -?dnted l1ame and siglah[e ofthe person authodzed to wimess the

disposal ofthe waste material/s

C. This report shall be preparcd in three (3) copies dishibuted as follows:

Original ChiefA..ountant+IeadofAccountingDivision4jnit
Cop! 2 Supply atrd/o( Property Custodian's file
Copy 3 - COA Audito.
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Appe dix 59

INVENTORY CUSTODIAN SLIP

Entity NaEe:
Fund Cluster : ICS No :

Quantity Unit Descriptior Inventory
Item No.

f,stimated
Useful Life

Unlt
Cosi

Total Cost

ived from:

Signature O!er Printed Name

Posiiior/Offce

Date

Signature Over Printed Name

Position/Office

$
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INVENTORY CUSTODIAN SLIP
ircs)

INSTR{ICTIONS

A. The ICS is a form sed by the Supply and/or koperty Custodian to issue tangible rtems
amoutiog to less thall P] 5.000 io end-user to establish accountabilrty over them.

B. Tbis form shall be accomplished as follows:

1. Entity Name - mrne ofthe agency/entity
2. Fund Cluster - fund cluster narne/code in accordance with UACS
3. ICS No. contlol number assigned by the Supply and/or Property Divisionrurit
4. Quantity - number of units of the inveitory item issued to the employee or eM-user

concemed
5. Unil - urit of measuemmt of goods/properry reque$ed (i.e.. piece, ro11, box, ream,

etc.)
6. Amounti

. Unit Cost -- Lrnit cost of the invenlory itein

. Total Cost the total cost of the hventory item (Qua[tity x Unit Cost)
7. Desaription brief description or details of the items issued to the erployee

concerned including serial numbe, in case of semi-expondable properry
8. lnventory ltem No. - properly number assigned to the inventory item issued
9. Eslimated Useful Life estimated useful life of the item issued

C. This folm sLall be signed and date.d by the designated Supply aDd/of kopert-v Custodian
on the "Recebed Ji,ot t ' portion and by the recipier or end-user of the ilveniory on the
"Recei,ed by" poni.o\.

D. The ICS shal be prcpared in t\ro (2) copies distnbuted as follows:

Original Supplyard,/orPropertyDivision/Unit
Copy2 Recipient or end-user ofthe inventory

lJ0



PETTY CASf, TUI\-D RXCORD

CERTINICATION

I herq!. diry d*r dN nnosdins is r otrmr dd qinpkt lsdd 01 oI osli dv{.es l*red md

dlsbumcs mrd. b! m. ii ny c,psc,ty &\ I'eD arsh FtrDd cu$\di6 of . . dndng dE priod
h , ilclusivd * dst d r ihe cordlondins sl'rms

NeHnd Sigmbrc olteqv c.8dt Futrd

' 
,rr"

F,

i3l



PETTY CASH FUND RECORD
' (PCFR)

lNS?RUCT]ONS

A. Each PCFC shall maintarn dlis PCFR to reco.d hieher cash advance, util;ation and
.eplenishment maale ard to monitor the PCF balance All fansactions for the day shall be
recorded irmediately.

B This form shall be accomplished as follows:

I Etrtity \sme name offie agency.enlrD
2. Fund Cluiter the fund cluster name/code in accordarce wi*r the UACS
3. Pete Cash Fund Clstodian/Official Designation/Station - name of ttre Pet[, Cash Flmd

Custodra.l hrVher desrgnatron :ud slanon
4 Dale dat€ ofthe sou.ce alocument
5. Referetrce/Check/Pcv No. - rcfercnce document used as the basis in ,ecording the

granting/replenishment and utilization of PCF
6. Payee - name of the payee
7. NEtu re oI Pay ment - bdef descriptiofl of the natur€ of payment
8 Cash Advance/Repleabhments Received - amoLmt of cash adl,anc€/replenishments

received by the PCFC
9 Disbursements - amout ofexp€nses paid by the PCFC
10. Cash Advance Balance - the difference betw€en the Debit and Credit columas which sball

be equal to the amomt ofcash jn the hands ofthe PCFC.

C Tte reco.d shall be certified by the PCFC at the end of eacb month or *hen required to do so
by p.oper comp€ient authonty, as follows:

"CERTIT'ICAI'ION

I hereby ceftify that the lbresoins is a corrcct atul cohplere rccod ofa @sh adwnces
receite.l and disbwsenenle nade by ne in hy epacity as Perry Cash Fa d Custodian af

o\rane of Aeencr) dunng the period flon
, inclwiye, as indica@l in the corresporulhs cohinns.

Nane a .l Signaturc o{Pety Cash Fund
Custodia,t
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