
HPCG/CGIA 08 April2009

STANDING TING PROCEDURES
001-09

PCG SOP No. 01-99 dtd 25 Feb 99

Cir. No. g7-O}2dtd 10 Feb 97 as amended by COA Cir' Nl'
dtd 13 Jul 06

75, RA9498 (GAA2008)
172-183, Art, 2, GAAM Vol. I

Government Accounting System, s-02

This soP prescribes the guidelines and procedures in lthe

r of cash advances of sDos of PcG units in order to provid,ir a

Thi
Units and ial Units with designated SDOs.

prepared to
units wh I [s

under lleir

NUMBER

ll. PURPOSE

1.
ack

document

a.

b.

G-

d.
e.

mt of Transportation and Communications
IMPILAN TANOD BAYBAYIN NG PILIPINAS

(Headquarters Philippine Coast Guard)
139 25th Street, Port Area

1018 Manila

gement Receipt of Equipment shall be
the receipt of equipment issued to individuals or

more effi and effective control over the granting, utilization and liquida ion

of cash

SOP shall apply to HPCG and all PCG Operating Units, Supltort

ilt.

IV

directly re
custody.

for preservation of said equipment while

2.
the

lan and Budget (APB) - refers to the document that cont lins

, control programs for resources and functions, bur lgrat

proposal program of expenditures. lt is called Preliminary APB wlnen

presented with budget estimates and proposal for justification based ort

National nditure Program (NEP) published by the Department of Burlget
and agement. lt iS- refened to as Final APB when used as cotltrol

lor execution within the budgetary constraints based on Ger reral

Appro Act.



3. Cash
Agency to
obligated
allocated to

5. Fiscal
the safety

)s * are those granted on the explicit authority of the Head rof

designated SSOs for legally authorized purpose' Fun Is

ndrrn""s shall be based on the account cod;)s

and each of the Operating Units, Support Units a ld

Special U during a given Period.

Cash Di Record - is a record of all transaclions involving I te
4.
dis of cash arising from the advances made by SDOs'

- An integrated management measure intended to enst tre

public tunds

6. lnternallControl/Audit - system used to check specific fund utilizatitlrn

authenticity j of documents, correctness of accounting entries e ncl

accounting and auditing rules e ncl

liquidation of cash advance.
compliance I with Prescribed
regulations prior to granting and

tangible
Custodian SliP

covered by
with life of more
considered equipment.

8. Cash countability - a fixed ceiling or amount in cash that a designalled

be allowed to have in custody or account as a measure ofSDO may

- shall be prepared upon issuance of snrall

approved Requisition and Issue Slip (R S)
than one year but small enough to btl

liability a responsibility imposed by laws and regulations.

9. Post- r inspection - mandatory inspection conducted by CGIA or

counterp official of units after completion of repair prior to payment.

10.
cou

rir lnspection - mandatory inspection conducted by CGIA or
otficial of units based on work request prior to Start of repait as

required auditing rules and regulations.

11. Supply Officer (RSO) - an organic uniformed or civiian
employee {t eCC duly authorized to inspect and record all procurem i:nt

3ctiv1i9s i i:l,diis -1,-?l-lT- :"^Tflry'.h::^:::,T:,llT lT:,_r."h, F:llnspection , and Acceptance Committee created by the Unit. For

iiebC,iljr,
such shall pe undertaken by Coast Guard lnternal Auditor.
HPCGandlTenantUnits' over-the-counter purchases, inspection of

f Z. SpeciJI Disbursing Officer (SDO) - one duly designated to disburse funds
intended fdr a specific type of expense, purpose or nature of transaction f'tr a
limited neripd of time.

ll

13. Splittirlg - is the breaking up into smaller quantities and amounts for the
purpose oft evading or circumventing the requirements of law. Splitling
occurs wh{n purchases or requisition of the same or related itr lrns

were ma{e at the same time by the same end-user



V.

1. Cashiladvances shall be strictly used to purchase in cash, small alrld

fow-vafue itdms and services which are emergency in nature and could not te

provided Oyltne Command or by any supply activity afloat or ashore at tle
time of

2,P
allowed
over-the-
P15,000.00
allowed
counter

4.
which

there is no
designated

and
disall
cards,
presented

3. The advance out of unit s Direct Support Fund may be used lior

arlmandatory expenses, such as rentals, subscriptions, li11h1tpayment of
and water,
Office shall

services and the like. The Accounting Serv 'cer

maintain measures and control to prevent double payment of

mandatory ls of the different Coast Guard Units.

sh advance shall be solely for the specific legal purpose

granted. Under no circumstances shall it be used

Officer
as SDO, provided, he/she had undergone Fund Accountable
inar or related courses that can make them understand i,rnd

be de

[or
lfor

The
itr

nts out of the cash advance for Petty cash Fund shatl De

for amounts not exceeding P15,000.00 for each transaction of

ter purchases. However, bulk purchases of sDos exceeding

iino cash advance out of the unit's Direct Support Fund may :re

ttiig of transactions to avoid exceeding the ceiting of over-tt e-

rsei out of Petty Cash Fund shall not be allowed'

in audit. Likewise, RSOs shall maintain their respective st:ck
Requisition and lssue Slips and record books to b'0

the conduct of audit.

encash of checks or for liquidation of a previous cash advance.

5" The ndant, PCG shall designate SDOs with minimum rank of
LT upon ation of their Unit Commander. However, in cases wlrotl

available LT assigned in a particular PCG Unit, an ENS may bt:

appreciate e policies, processes and responsibilities involved in the hand ing

and di of cash. Likewise, Responsible Supply Officer (RSO) s tall

in every unit who is tasked to inspect and record procurem i:nt

of over- nter purchases. Receipts/invoices of purchases thru C l3P

must bear signature of the RSO with a word "inspected" above their na me

the name of the unit embossed in rubber stamp to o\ roird

6. Alt signated SDOs whose total cash accountability is not less tiitant

P5,000.00
maximum
Command

be bonded. The amount of bond shall depend on the
sh arcountability of the Special Disbursing Officer as fixed by fhe

, PCG. The amount of bond shall be in accordance with the
Schedule i by the Bureau of Treasury .

7A appointed or designated SDO shall start with a new Crlsh
Dis Record (CDR). Before discharging his duties, the new S DO

shall be by the Accountant and the Auditor on the proper recordin ; of
the and other matters related to his work. All SDOs s lretll



Cor"rnrn"ndnCcornting System shall be used. The form and its entries m ly

O" 
"n"oo"Oiin 

gre computbr. However, hard copy of CDR should always le

maintain
anytime.

on file.

9. The
Record at

10. Only
functions.
travel need

13. Unit
manageme

advances
months.

16. The
the proper
accounting

ED

cash Disbursement Record duly updated and ready for au iit

form of cash Disbursement Record as prescribed in Nt rw

on hand shall be balanced with the Cash Disbufserllorr]t

close of each business day. Strict attention to this detail tvill

of respective resources and ensure the safety of public funds

a particular month are not used to pay expenses of p io,r

granting, utilization and liquidation of cash advances based on

and auditing rules and regulations and the approved APB.

Advance

SDOs of CG operating and support units shall file the DVt; of
ir cash advances in accordance with the above stated poli:iers

within their monthly Direct Support Fund allocation. C ash
ances shall be supported by authenticated copy of HF CG

minimize and enable the SDO to correct erors' Ce shr

Relord shall be closed at the end of each month. The endingt

balance s
beginning

be carried forward as the balance of cash on hand at llre
the succeeding month.

duly appointed or designated SDOs may perforrn disburs ng
advance for offit rialand employees who are given cash

be designated as Disbursing Otficers.

11. No cash advances shall be granted to any SDO unless lhr:

previous advance given to him is settled or liquidated

Tran of cash advance from one SDO to another shall not be

all

Commanders shall exercise fiscal control to improve rlhe

12.

14. The Chief of Staff for Comptrollership shall sign obligaliion
request all cash advances granted to SDOs. He shall see that c lsln

15 Di rsement of cash advances shall be audited by the Coast Gt ''iar'd

lnternal to strengthen intemal control and improve managemen of
resources arcordance with accounting and auditing rules and regulationt .

of Assistant Chief of Staff for Cornptrollership shall overilee

VI

Orders designating the SDO of the unit indicating therielrt



ir maximum cash accountabilitY,
Bureau of Treasury

copy of approved
and itemized

bond frc m
list rrf

funded iat

steps 1or
Accountitg

ndrtures

cash advances shall be centrally processed and

" The flow of documents shall follow the

ursement System under the New Government

2. of Cash Advances

sDo shall liquidate his cash advance in accordance w th

iCOn Circutar Nr" 97-002 dtd 10 Feb 97. All cash advanci:s

ishoutO be fully liquidated at the end of the year. Except or

lpettv Cash, the SDO shall refund any unexpended balance to lLre

icashierlQollecting Officer who shall issue the necessary offic ilail
i---"'-"
Ireceipt.
I

fl

flAll transactions shall be supported by invoiceslreceipts e nd

irecorded in the prescribed Cash Disbursement Record. I he

lSnO shall liquidate his cash advances by submitting l1rer

jreceipts/invoices duly inspected and signed by the RSO (in lieu of

lCCtnl and other supporting documents enumerated in Annex I t.

j

I

fltn tne event the SDO is relieved from his present assignment, lhe

Jshall clear all his remaining unliquidated cash advances. I lher

iUnit Commander shall then recommend to CPCG the designatr'on

!iot a new SDO. The newly designated SDO shall comply with lhe
ll ^-^^^;*^, -^^,,i-^*aa+^ la^f^.^ l-.a al.rall l-ra allmrraz{ *a malza n:rc}rprescribed requirements before he shall be allowed to make cirLsh

advance.

At the start of the calendar year, a new cash advance may be
granted, provided that liquidation report is received on or bef rre
January 20 of the said year.

Failure of the SDOs to liquidate their cash advances within i:he

prescribed period shall be a valid cause for the withholding of
their salary until fully paid pursuant to paragraph 9.2 and 9.i orf

COA Cir Nr 97-002 dtd 10 Feb 97.

in conflict with this SOP are hereby rescinilled

b.

c.

vil.

accordingly.



vlil.

takes effect uPon aPProval.

BY COMMAND OF ADMIRAL TAMAYO:

LT
Coast

ANNEXES:

PCG
Adtutant

A - Cash Flow Chart
B_Li Flow Chart
C - DV Form Cash Advance
D - Cash Di

Expenses
and lssue Slip

ENRICO EFREN A EVANGELISTI'
CAPT PC(li

Chief of Coast Guard Staff

G - lnventory Custdiqn SliP

H - Certificate of lnspection/Acceptance
l- Certificate of Emergency Purchase
J - Work Request
K - Request for Pre-Repair lnspection
L - Report of Waste Materials



T

CASH ADVANCE FLOW

ANNE}I

SDO- Prepare DV
lor Caslr Advance

AC of S, CIC-6

Fundingi Otrligatkin
- For
lecor

CGIA - Pre-
Audit/Fiscal

Control

F ina:rce - For
Check

Approval of Cash
Advalce Vottcher
(Sea Sigrring Auth)

I cG I'ro"r,r.
+-*- | c)fr'ice

I vonrton

renl

g

Accounting
Cash lilo.,r,

Approval & Sigring
of Check

(See Sigrring Auttr)

Finance.- Release
of Check to SDO

Sigmng Authority:
CCGS - P9,999.99 and belor,v
VCA - - P10.000.00 up to P49,9
VCO - - P5(),000.00 up to P99.9
CPCIG - P100,000 00 up to P20

999
9.99
t

Supporting Documents for Cash Advanc
- Authenticated copy of Specia
* Aulhenticated copy of Appro
- Scliedules/Breakdou.n of Esti

Order as SDO
:d Bond
rated Expenses

A

l
l



ANNEX ::}

LIQUIDATION FLOW CHAR

& Docunlents {o support liquiclation,

lases oFSupplies, Malerials, Parts and

Report of Disbursements
- Summary of, Expenses

Allproved Requisition and Issue SIi
Receipts/Sales Invoices dulv noted
CGIA/RSO
Certifi cate ol' Emergencl' Purchase
C ertifi cate o (' Inspec:tiodAccepl
lnventory Clustodizur Slip (if requir
Acknorvledgenlent Recerpt ol Equi
Canvass proposal fiom at least 3 su

purchases nrore than PI -5.000.00)
Abstract ol Clanvass (lbr pu'chases
P l-5,000.00)

r of Equipnient

- ReportolDisbursements
- Sumnraty ol'Erpenses
- Receipts/Sales Invoices dr"rly noted

CCIAlRSO
- Pre/Post Repair Inspection l{eport
- Work Request
- Clost Estinrale
- Certificalion of tlrrit CO or Authori

Represenlative
- Waste Material Report (it anv)

COA AudLtor
Post Audit

Accoturting -
Pr<rcessinglltecor

dirrg in .TEV

(l(lln Pre
AudiVSystems
(lomplianctr

d signed b1'

(il required)
liers (lor

sigrred by



& Documents to support liquidation:

yment of Mandatories:

- Report of Disbursement
- Summary of Expenses
- Receipts/[rivoicesiBillings
- Certification of Unit CO or A

Represenl.ative

,ment of Calering Service:

Report of Disbursement
Summarl, of Expenses
Receipts/Invo ice/Bill ings
Canvass proposal fiom at least 3

Abstract of Canvass

Contract
Certification of Unit CO or Au
Representative

Gu"\f l-<+*



SBURSEMENT VOUCHER

PHILIPPINE COAST GUARD / DOTC

OF D/SBURSEMENT

Advance I otn", Paynrents

PARTICULARS

in the amount of

Amount

Approved For F-ayment

Arnount in Words

Flead of Agency/Authorized Repr

CASH FLOW FI

PASSED IN

ANNEX C

MODE OF PAYMENT

l-l Commer.ial check [ ] oth.,

Responsilrility
Center

AIIIIOUNT

P x:, xxxx.xx

P rxxxx.xx

Received Payment P

Signature Over Printed Name/l

Check l.lo

osition

No

Bank l\lame: LBP. South

JEV No

llarbor. Manila

Date:

NTA NR:

AMOUNT:

DATE:

AL CONTROL

DATE
AMOUNT OF

lnternal Auditor

Name of Claimant

, . " PESOSTo cash
only ,. . ..

necessary, la*,ful and
direct supervisiorr

CERTIFIED. Supportihg
proper, and cash available

MR ROGELIO F

under n]y

complehe and



ANNEX D
CASH D/SEURSEMENT REC

Officd

Name of Payee Nature of Payment

CERTIFICATION

that the foregoing is a correct and comple record of all cash advances
by me in my capacity as Special Disburs

during the period fr
o{

inclusives, as indicated in the corres



A. 'I'hrs lonn s

I
2 A

3.

4

5.

('r

7

N

ofYr

r.vhi

The record
rvhen requi

Eacli Dis
this record
lor the da ,

8

9.

CASH I}ISBURSEMENTS RECOR

INSTII.(IC77ON.S'

li be accolnplished as follou,s:

Agen - rlar11e ofltlie agencl,
table Ollice/Ollicial Desi gnation/S
ng Ofricer. designation ancl station.

Date
Refer

date ofthe soilrce docunrents

Disb

yroll No./DV No. - reference
TCCOT of tlre gra nt ing/i ep lenis luuent auef uti lizat

of Payee - name ol the payec

Natr of Payment - brief de scription ol the n
Cash tlvance Received - amount of cash

Disb ts - anrount ofcaslr advance rece
C-a cIr Advartce Balance * tlre clifferense bet

slrall be equal to lhe atnorrrrt of cash in lhe

I he certified by the Disbursing Offi
to do so by proper competent authorifi,

Offi celAcco unta-ble Offi cer/Peflr,
monitor the cash advance/Petty Cash
.ll be recorded immedialely.

CDR)

- name olthe Accountalrle

urent used as the
i af cash ac{rratce

basis in he

oIpa1'ment

rcceivcd by the Disliurs ng

by the f)isbursing OfTicer
r the DebiL aird Credit colur rts

of the Disbursing Officer

at the end of each month, or

i Custodian sliall niainf ,riri

nd balance. All tra:rsacti,rns
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,SSUANCE



MPILAN TANOD BAYBAYTN
(Headquarters Phi I ippine Nar,y

139 25th St., Port Area
l0lB Manila

t olTransportation and Clom ons

ANNEX G

PILIPINAS

SLIP

ICS No.:

Estimatr d
Useful L fe

e Over Printed Name

PositionlOffice

Description

Received fro

Printed Nalne

For Use of Propefty

EI\TORY CUSTOI}IA

Inventory
ItemNo.



TNVENTORY CUSTODTAN SLtP (tC

tljsrRUCr/olis

This form spall be accomplished as follows.

Agenc logo and letterhead - narne, addre
* assignec'! control nunrbertne

Qu - number of units given to the c
the i

A

3
Unit -

1

2
3

ntory item with estimated useful life
nit of measuremerit

Desc tion - brief description or details
CONC employee, including serial numb
serial ber

Item No. - assigned property nu
issued

d Useful Life * estimated useful lifei
l

I

The ICS I be prepared irr two eopies distribu
Original-
Duplicate

ly and Property Unit
apy - Recipient or user of the

fhis form hall he sigrred and dated by the des
the " from" portion and the recipient or
ack receipt by signing on the "Rece

6.

and logo of the agency

rned employee or user c f

more than one year

the items issu'ed to th ,l

in case of equipment wit r

er of the inventory iter r

the item issued

as follows

ted Propert-y Officer o r
ser of the inventory sha ll
y" portion.



SETS THAT
INVENTORI

HIAY EE
ES

il

t

Llsr oF TAFILTBIE

ite board
jLqrylp !y a,iju;tqq9-ii[!

remover

Board

slq Lqqgrq to_r),_$qpp!!s_q

ENSIDERED AS

Economic Useful
Life (in vears

Description

A. Office
q

5
I
.)
J

a
.1

q

q
3
?

_C_qpv Hql
Cutter

27 I Water H

C. Medical" Der

Dressin

I



nsqleqK f-ej99s,le-a!
Enema C
Flash

J

5

aiqht Stout Elevator

Dental double end

Tackle
Utilitv Ca

qq_

qt
65

_tL
71

1i"
Plastic I

D. Textbook and

E. Militarv and P

E

3

3.

6

2

5

tr

5

qi e nls f_qf ,Qgl Jepsratgl
!gam

structiona! Materlals

eS

Helmets



81 Beret 2

v
B3

Blanket _i
3Boots

B4 Bullet Prr Vest trJ

85 Collapsib Barracks E
J

B6 Combat { 3

87 Compasr 3

8B Flashligh 3

89
90

Gun !-lolr
Handeufl

r 5
E

91 Huntinq I 5
o, Junqle B OS 5
g3 Medica[l idman Kit 4J

94 Mosquitc Net ._)

95 Niqht Vis n Goggle 3

96 Pillow an Pillow case 3

97 Pistol Be 3
98 Probrator r)

.)

99 Protectiv Shields (CDM) 3

100 Radio Be ,tery Pack 3
101 Raincoa
102 Steel He net 5
103 Sword 5

5104 Telescop t

10s Tent J
106 Trurnche ns 5
1A7 Water C nteen 2

F. Other Supplier

Comnul rr Feripherals
108 Computt t cover az
109 Computr r Screen 5

110 Diskette itorage 2
111 Mouse )
112 Mouse F ad 2
113 Printer ( able q

114 Printer l- -.ad 5
1'15 Printer S raring device 5
116 Surqe P ltector a

i)

Commo Janitorial Supplies
1
L117 Dust pa

118 Mop har le 2
119 Pail 2
120 Trash C 6

121 Was ket q

v



Other lnr entory ltems
122 Tea Set 3

3123 Cups anr Saucers
124 Desk Tra \-)

125 Dinner pl tes 3
126 Emeroen iv li0ht ,

J

127 Ruqs, ca oets and mats tr

128 Spoon ar d forks 5
129 9tq-ol

Pitcher a
5
3130 id Glass Confectionary

Hardwal and Construction Supnties
131 Hammer 5
132 Saw 5
133 Plane 5
134 Paint roll r ___ 1

1135 Paint bru h
136 Chisel 5
137 Lonq nor ; pliers 5

Electricr Supplies
138 Extensio Cord 2

G. Scho ol Chairs Desks and Tables (Wood)
139 Chairs 5
140 Desks EJ

141 Tables 5

H. Monobloc Fur riture
142 Chairs 5
143 Tables 5



This is io
to quantity and s
delivery per &

Further
condition.

This

ent of Transportation and Com
PU NGHI MPILAN TANOD BAYBAYIN

(Headquarters Philippine Coast
, 139 25th Street, Port Area, M

CERTIFICATE OF ACCEPT

that the undersigned inspected,
cations and said Supplier(s) has

Requisitiorr and lssued Slip
with the amount of [(Amount in words)

that said itenrs clelivered and re

is issudd for whatever legal

--

ANNE} H

cations
PILIPINAS

ard)

and found in order as
atisfactorily completed he

da ed

I

by this unit in gr od

it may serve.

Acceptance Committee



ANNE,( I

artment of 1 rarrsportatiorr and Cont rrications
PILIPINAS

rd)
NGHI MPILAN TANOD BAYBAYIN

(Headquariers Phitippine Coast G
139 25tt' Street, Port Area, Man

CATE OF EMERGENCY P
f'r^+^L/d tE

RCHASE

ln acco with the provision of Section 439,
ing Manual, it is cedified that the

e '1 of {he Governmr}n!
Itccounting and
equipment:

pplies, materials, parts e nd

have been purcha under stress of emergency

The purcha of those items vgere absclutely inCi able and urgent and tcr

the regular manner CIf the procurement be detrimental to pu ,lir:

It is cert
purchase.

that the price paid for were the obtainable at the time of

(Head of Agency o orized Representative)

PU

acquire the same
service.



ANNE): JI

nt af Transpcrtation and Ca
HIMPILAN TANOD BAYBAYIN

(Fleadqr,rarters Philippine Coast
1e16 rlqth q1 Dnr* Araa
t JJ 4J Lrr,, I Ut t nt uq

1018 Manila

ninalinnc

PILIPINAS
erd)

Serial No./Plate No

(Reoair/Rehabii ion)

Item Nr

Date:

Job 0rder

JOB /WORK REQUE

(Reqr-resti OFficer/End [Jser)

SCOPH Oi, WORK

material s. spare/replacement parts fo the folloivingProvicle I

I

2.

-1

4

.5

()

-li- K-x-x-x-;{-x-x-x- Nothi ng Foilor,ris x-x-x-x-r-x-)i

CERTIFICATION

llIIS IS L'LIRTIFY lhat tlie Jr-rb llerluest staterl atrcr

due to non-avaiiabi y of materials and equrpment to conduct
calnot be ek,ne by 1lris Lu ril

.iob

RECOIVIMENDE APPROVED BY

0llicer

(Logrsl R Otticer) it CO/('orrrnrzurder)



t of lronsportolion ond C icotions
PUNONGHIMPILAN TANOD BAYBAYIN NG ILIPINAS

d)

ANNE) K

Loglsiics Officer, (Nome of Ur rll)

(Dote)

Counlerporl Officiol of Unit

{Dote)

Amounl

Unil Audilor

(Heodquorlers Philippine Coost
139 25t' St., Port Area

1018 Manila

Brond/
Seriol/Engine Properly N

Acquisition Acquisi
Noture of LostDote of Lost

(Attoched C of Lotesf Job Ordet/

DEFFCIS/COMPLAINTS:
Nolurc ond Ssopo ol Work lo ba donc:

WORK TO BE
To provide and materials/spares/replacenrent pafts for the repair

with the follorving SCOPE OIr WORKS BE TX)NE

-x-x-x-x-x-x-No1h ing Fol lcrws-x-x-x-x-x-x-x-x-x-

Requesled by:

.SCR IION OF

PRE-REPAIRT

FII'IDINGS:

PRE-INSPECTED BY:

Meclronlcol Prop

(Doie)

POST REPAIR:

Job Order Ncr

lnvoice No
Amount per

FINDINGS

REQUESI IOR PRE-REPAIR INSPEC

RTY:

OFFICE OF IHE CGIA

Cost:

t.
2.

3.

4.

5.

I{OTED BY:

lrrspecior lnternol Audilor, PC

Technicol lnspeclor

(Dote)



ANNE) L

RECORD OF SALI

CO/Commander

of as follows

ition

WASTE MATERIAL R

PHILIPPINE C

I ITEMS FOR DISPOSAL

Place of Storage

x-x-x-x-x-x- onlv items -x-x-x-x-x-x-x-x-x

TOTAL
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