
CIRCULAR NR 02-08

GUIDELINE$ FOR THE
PROPER UTULIZATION OF
THE HUMAN RESOURCE

AND MANAGEMENT
PETTY CASH FUND

10 APRIL 2OO8



D e pa rirn e nt of Tra n s po rtati o n 3[d" 9:* * u ni cati o ns

PUNONGHIMPILAN TANOD BAYBAYINI NG PILIPINAS

(Headquarlers Philippine Coast Guard)

139 25th St', Port Area
1018 Manila

HPCG/CG-1

HPCG CIRCULAR
NUMBER O2.OB

Human Resource Management PettY

accountable officer assigned at CG-1

PhilipPine Coast Guard.

10 April 2008

Cash Custodian - refers to a bonded

and duly appointed by the Commandant,

GUIDELINES FOR THE PROPER UTILIZATION OF THE

HUMAN RESOURC;;\ND MANAGEMENT PETTY CASH FUND

',

I. REFERENCE:

Manual on New Government Accounting System (NGAS) for National Government

Agencies Q0A2 Ediiion).

II. PURPOSE:

]To prer"rioe guidelines, set of procedures and requirements for the proper utilization

of the petl-y cash funi for HRM reiated actrvlties for accounting' auditing' and fiscal control as

*"f f ud providing appropriate sanctions for violation thereof'

III. SCOPE:

ThisCii.cularappliestoallPCGHumanResourceManagementRelatedactivities.

IV. DEFINITION OF T[ltMS:

Pettycash_referstoanamountofmoneynotexceedingFIFTEENTHOUSAND
PESOS (p15,000.00) utilized for a single puichase of HRM related activities'

Human Resource Management cash Fund - refers to an amount of money given in

advance by ihe Corimand to the Human Resource Management Petty Cash

custodian subject to replenishment chargeable against appropriate funds'

Rbcerpfs - refers to official receipts as approved by the Bureau of lnternal Revenue

(BrR).



V. GENERAL G IJIDIILIf,,}ES:

lThe|-lumanResourceManagement(HRM)PetiyCashFurrdshallbenranaged
by the llRfu4 Cash cr_;stociian who shall ie unclerlthe direct supervision and control of the

;Lpriv Cni"t oicoast Guard staff for Human Resource Management, cG-1.

2.TheHRMPettyCashFundshallatalltimesbekeptinavaultoftheHRM
Petly Cash Custodian. '

3. The HRM Pett'y cash Fund shall only be utilized for emergency and petty

expenses necessary io restore or maintain the operational and recurring expenses not to

exceed FTFTEEN l-rclsXrvb-pLsos (p15,000.00)forone (1) particulartransaction'

4. Every expenses shall be limited to a maximum of twenty (20) emergency

purchases 
"u"ry 

*""['pending on the need to be determined by the HRM Cash Custodian

subject to the approval of the Deputy chief of coast Guard staff for Human Resource

Management, CG-1.

5.HRMPettyCashFundshallbechargeableagainstCG-1CMF.

VI. SPECIFIC GUIDEL}N]ES:

1. The ,,scLD TO" or "RECEIVED FROM', line on the receipt shall bear the name

of ihe PHILIPPINE CCAST GUARD or PCG'

2. The receipt issued by a business establishment shall contain its Tax

ldentiflcation Number irtru) in order to be considered as a valid transaction and as

supporiing document for liquidatirrg the amount'

3. The total amount of every transaction shall, in no instance, exceed FIFTEEN

THOUSAND PESCS (P15,000.00) per day'

4." Receipts shall be inspected and noted by O/CGIA'

S. Totaled disbursed should not be more than the allotted budget for the particular

item in the aPProved CPB/APP.

6. The ,,Bt'' line found at the last portion of the receipt shall bear the name of the

requesting personnel wiih his affixed signature'

7. All receipts with accompanying liqiridalion do"u*"nt' shall be submitted to the

HRM petty cash cusiocjian within twenty-fo"ur (z+; nours after the reimbursenrent thereof by

the requesting Personnel.

VII. PENALTY CLAUSE:

I Any violation of ihis Circular shall be a ground for denial of succeeding request for

HRM petty cash without prejudice to the filing oiappropriate administrative, civil' or criminal

action,in serious cases to be determined by O/CGIAS'



PCG.i
l

i

Vlll. RECISSIONT
I

I All Circuiars and policies inconsistent with this Circular are hereby rescinded

IX, EFFECTIVITY:

This Circular shall

l

take effect fifteen (15) days upon approval by the Commandant'

BY COMMAND OF ADMIR.AL ABINOJA:

RODOLFO D ISORENA
COMMO PCG
Chief of Coast Guard Staff

LTJG

OFFICIAL:


