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To Public Schools Disrrict Supervisors
Secodary School AdminisEalors (Non-Irnplementing Urits)
Elerneotary School Admisistators
All oonc€m€d

SUB]ECT SCEf,,DULE FOR AUDIT OF TSI QUARTER SCEOOL M(X)E
LIQUIDATION

Due to the limited workforce in the Accounling Unit, the audit of liquidation for the
l"'Quarter MOOE shall be conducted during the scheduled time and date on April 4-5, 2017
at the Multi-purpose Hall. Furthermore, please be guided on the following:

l. The applicable checklist must be attached and placed before cvery Disbursemed
voucher.

2. The Accountable Omcer must be prcsent during the audit.
3. Upon receipt ofthe liquidatiorL the Bookkeeper shall then check the liquidation

immediately.
4. Once the liquidation is deemed in order, it shau b€ stamped rerrived by the

Receiving Section.
5. In case there are any discrepancies, the liquidation shall be retumed immediately

for compliance.

Attached is the schedule for audit and checklist. Accountable Officers who were not
able to submit during the scheduled time and date is de€med '[ate' and shall follow the
normal course of audit. Schools with financial staff, schools which have alrcady liquidated
and schools which were not able to receive their MOOE are not included in the schedule.

Compliance is hereby enjoined.
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Em: Schedule for Audit
Ch€.klist

EDJLBERTO L OPLENARIA, CESO VI
$,1 

Scboots oivision Superintendent

I



SCHEDULE FOR AUDIT
1st Suattet Sch(r/l MOOE Ljquidation

Tuesday, ANl04 m17

Wednosdfry' ANl0d N17

Time Sciool Bookke€p6r
8:00 AM Bendolan Elementary School A. Palulao

Can-ayan lntegrated School N. Salqa
Malapgap Elementary School J. Romanillos

9:00 A[,1 Mapayag Elsmentary School A. Palutao
NsY, llocos El€mentary School N. Salga
San Roque Elementary School J. Romanillos
[,lalaybalay City National High School J. Gamia
Apo Mmte Nalional High School J. Tubeo
Miglamin Elomentary School C. l\,ladrcnero

10:00 AM Kibalabag Elementary School - Far East A, Palutao
Kapitan Angel Elementary School N. Salsa
San Martin Elementary School J. Romanillos
[rabuhay Elementary School J. Garcia
San Martin National High School J. Tubeo

11r00 AlVl Silae Elemenlary School A. Palutao
Dalwangan Elementary School N. Salga
Malaybalay City Central School J. Bautista
Managok C€ntml School J. Romanillos

Panamucan Elementary School J Garcia
Barangay I Elementary Schml i. Tubeo

Time School Bookkeep6r

8:00AM Manalog Elementary School A. Palutao

Palpat Elementary School N. Salga
Pademal Elementary School J. Romanillos

Airporl Village Elern€nlary School J. Tubeo
Bangcud Central School C. Mdronem

8:30 AM Kibalabag Elementary School - North A. Palutao
g:00 AM Baganao Elementary School A. Palubo

Zamboanguila Central School N. Salga

Malaybalay City National Scionce Hiqh Schml J. Bautista

Linabo Central School J. Romanillos

Casisang C€ntral School J. Garcia

Natid-asan Elementary School J. Tubeo

Dapulan Elementary Schml C. Madrcnem

10:00 Al\4 Simaya Elementary Schml A. Palutao

Mapulo Elementary Schml N. Salqa

Paiwaiq Ebmentary Schml J. Romanillos

Cabangahan Elementary School J. Tubeo

Calawag Elementary Schml C. Madronero
'11:00 AM Lalawan Elementary Schml A. Palulao

Tuburan Elementary School N. Salga

Sawaga Elementary School J. Romanillos

Magsaysay Elementary School J. Tubeo



LIOUIDATION REPORT

ADA No.

Date

Amounl

Cash in Bank Register (ClBReg) - January, 2017

Cash in Bank Register (ClBReg) - February, 2017

Cash in Bank Register (ClBReg) - March,2017

Checks and ADA Disbursement Record (CkADADR) . Jaruary, 2017

Checks and ADA Disbursement Recod (CkADADR) - February, 2017

Checks and ADA Disbursement Record (CkADADR) . Mrch, 2017

Repoi of Checks lssued (RCl) - Jan! ary,20'l'7

Report of Ghecks lssued (RCl) - February,20'17

Report of Checkr lssued (RCl) - March, 2017

Report of Accountability for Accountable Forms (RAAF)- January, 2017

Report of Accountability for Accountable Forms (RAAF) - February, 2017

Report of Accountability for Accountable Forrs (FIAAR . l,larch, 2017

Summary of Cancelled Checks - January, 2017

Cancelled Checks

Summary of Cancelled Checks - February, 2017

Canelled Checks

Summary of Cancelled Checks - March, 20'17

Cancelled Checks

BAC CERTIFICATIOil ON PROCURED GOODS & SERVICES



ELECTRICITY

1 Photocopy of Aclual Check lssued

2 Disbursement Voucher
3 Bill/Statement of Account
4 Of{icial Receipt

5 WHT Certificate

Remarks:

ELECTRICITY

1 Photocopy of Actual Check lssued

2 Disbursement Voucher

3 Bill/Statement of Account

4 Official Receipt
5 WHT Certificate

Remarks:

I
ELECTRICITY

1 Photocopy of Actual Check lssued

2 Disbursement Voucher

3 Bill/Statement of Account

4 fficial Receipt

5 WHT Certificate

Remarks:

ELECTRICITY

1 Photocopy of Actual Check lssued

2 Disbursement Voucher

3 Bill/Statement of Account

4 Oflicial Receipt

5 WHT Certificate

Remaks:



|i{TERNEI (E srins Line}

1 Photocopy of Ac(ua, Check lssued
2 Disbursement Voucher
3 Bill/Statement of Account
4 Official Receipt

5 WHT Certificale

Remarks

INTERITIET leriatns t_inel

1 Photocopy of Acfual Check lssued

2 Disbursement Voucher
3 Bill/Statement of Account
4 Ofiicial Receipt

5 WHT Certiflcate

Remarks:

I

INTERNET lexiaing t-ine1

1 Photocopy ofActual Check lssued

2 Disbursement Voucher

3 Bill/Statement of Account

4 fficial Receipt

5 WHT Ceffficate

Remarks:

INTERNET lexiaing t-ine1

1 Photocopy of Actual Check lssued

2 Disbursement Voucher

3 Bill/Statement of Account

4 Offlcial Receipt

5 WHT Certificate

Remarks:



WATER

'l Photocopy ofActual Check lssued

2 Disbursement Voucher
3 BilUStatement of Account
4 Official Receipt

Remarks:

I
WATER

1 Photocopy ofAcfual Check lssued

2 Disbursement Voucher

3 Bill/Statement of Account

4 Official Receipt

Remarks:

I
WATER

1 Photocopy ofActual Check lssued

2 Disbursement Voucher

3 Bill/Statement of Account

4 fficial Receipt

Remarks:

WATER

1 Photocopy ofActual Check lssued

2 Disbursement Voucher

3 Bill/Statement of Account

4 fficial Receipt

Remarks



SUPPL|ES (PS.DBM)

1 Photocopy ofActual Check lssued

2 Disbursement Voucher

3 Agency Procurement Request

4 Price Quotation & Stock Availability

5 Delivery Receipt

6 Official Receipt

7 lnspection and Acceptance Report

8 lnventory Custodian Slip

Remarks:

SUPPLES (PS.DBM}
'I Photocopy of Actua, Check lssued

2 Disbursement Voucher

3 Agency Procurement Request

4 Price Quotation & Stock Availability

5 Delivery Receipt

6 Official Receipt

7 lnspection and Acceptance Report

8 lnventory Custodian Slip

Remarks:

SUPPLES (PS.oBM)

1 Photocopy of Aclual Check lssued

2 Disbursement Voucher

3 Agency Procurement Request

4 Price Quotation & Stock Availability

5 Delivery Receipt

6 Official Receipt

7 lnspection and Acceptance Report

8 lnventory Custodian Slip

Remarks:



suPPLtEs (oTHER SUPPLTERS)

1 Photocopy ofAcfua/ Check lssued
2 Disbursemenl Voucher

3 Official Receipt/Sales lnvoice
4 WHT Certificate

5 BAC Resolution

6 Purchase Request

7 Request for Quotation (1)

8 Request for Quotation (2)

9 Request for Quotation (3)

10 Abstract of Canvass

11 Purchase Order
12 Charge lnvoice

13 lnspection and Acceptance Report
14 lnventory Custodian Slip, lraporcauo

15 PhilGeps Certificate/Deposit Slip
16 Philgeps Posting , it abow i,o,ooo

Remarks

SUPPL|ES (oTHER SUPPLIERS)

1 Photompy of Acfual Check lssued

2 Disbursement Voucher

3 Official ReceipUSales lnvoice

4 WHT Certificate

5 BAC Resolution

6 Purchase Requst
7 Request for Quotation (1 )
8 Request for Quotation (2)

I Request for Quotation (3)

10 Abstract of Canvass

11 Purchase Order
12 Charge lnvoice

13 lnspection and Acceptance Report

14 lnvenlory Custodian Slip, ireppti'"tt"

15 PhilGeps Certificate/Deposit Slip

1 6 Philgeps Posting , it above fi,oN

Remarks



supplrEs (EXCLUSTVE DTSTRIBUTOR)

1 PhotocopyofAcfua, Check lssued

2 Disbursement Voucher

3 Official ReceipUSales lnvoice
4 WHT Certilicate

5 BAC Resolution

6 Purchase Request

7 Purchase Order
8 Charge lnvoice

9 lnspection and Acceptance Report
'10 lnventory Custodian Slip, ,irappricaore

1 1 Philceps Certifcate/Deposit Slip
'12 Certi{icate of Exclusive Distributorship, ir aptaa

Remarks:

suppLtEs (EXCLUSIVE DISTRIBUTOR)

1 Photocopy of Acfual Check lssued

2 Disbursement Voucher

3 Official ReceipUSales lnvoice

4 WHT Certilicate

5 BAC Resolution

6 Purchase Request

7 Purchase Order

8 Charge lnvoice

9 lnspeclion and Acceptance Report

10 lnventory Custodian Slip, irqppr,icaDle

'l 1 PhilGeps Certificate/Deposit Slip

12 Certificate of Exclusive Distributorship, ir appric*a

Remarks:



HoNORARIA UATcHrrtA ruTtLtry irAN)

'l Photocopy of Acfual Check lssued

2 Disbursement Voucher
3 WHT Certificate

4 Payroll

5 Notarized Contract

6 Daily Time Record

7 Log Book

8 Accomplishment Report

Remarks:

HOI'IORARIA UrrcHMAli/uTrLrTy irAN)

1 Photocopy of Actual Check lssued

2 Disbursement Voucher

3 WHT Certificate

4 Payroll

5 Notarized Contract

6 Daily Time Record

7 Log Book

8 Accomplishment Report

Remarks:

HONORARIA rwlrcHMANruTrLrTY irAN)

1 Photocopy of Aclual Check lssued

2 Disbursement Voucher

3 WHT Certificate

4 Payroll

5 Notarized Contract

6 Daily Time Record

7 Log Book

8 Accomplishment Report

Remarks:



TRAVEL

1 Photocopy of Aclue, Check lssued

2 Disbursement Voucher

3 Approved ltinerary o, Travel
4 Certificate of Travel complebd
5 MEMo: RegionauDivision

6 Travel order
7 Cerlificate of Appearance
8 official Receipt (if any)

I Bus Tickeb (if any)

10 Reimbursement Expense Receipt (if any)
'l'l Plane TlckeUBoarding PaGsy'Itrmind F6 fir.Dyl

Remarks:

TRAVEL

1 Photocopy ofActua, Check lssued

2 Disbursement Voucter
3 Approved ltinerary of Travel

4 Certificate of Travel Completed

5 MEMo: RegionauDivBion

6 Travel order
7 Certificate of Appearance

8 Offcial Receipt (if any)

I Bus Tid(eb (if any)

10 Reimbursement Expense Receipt (if

1'l Pl6n€ Ti*€UBoardiru Pa€€/T€minal F6 (d.ny)

Remarks:

TRAVEL

1 Photocopy of Acrua, Check lssued

2 Disbursement Voucier
3 Approved ltinerary of Travel

4 Certificate ofTravel Completed

5 MEMo: RegionauDivision

6 Travel order
7 Cerlificate ol Appearance

8 Omcial Receipt (if any)

9 Bus Tickeb (if any)

10 Reimbursement Expense Receipt (if

11 Plan€ Ti*€UBoarding Pac{tdminal F.o {ir.iy)

Rema*s:



MEALS AND SNACKS

I Photocopy of Acrrra, Check lssued
2 DisbuBement Voucher
3 Official ReceipUSales lnvoice
4 WHT Certificate

5 BAC Resolution

6 Approved Training Design
7 School Memorandum

8 Purchase Request
I Request for Quotation (1)

10 Request for Quotation (2)

1'l Request for Quotation (3)

12 Abstract of Canvass

13 Purchase Order
14 Charge lnvoice
15 lnspection and Acceptance Report
'16 Attendance Sheeb
17 PhilGeps Certificate/Deposit Slip

Remarks

TIEALS AND SNACKS

1 Photocopy of Acfual Check lssued

2 Disbursement Voucher

3 Official Receipt/Sales lnvoice

4 WHT Certificate

5 BAC Resolution

6 ApproYed Training Design

7 School Memorandum

I Purchase Request

9 Request for Quotation (1)

10 Request for Quotation (2)

1'l Request for Quotation (3)

1 2 Abstract of Canvass

13 Purchase order
14 Charge lnvoice

15 lnspection and Accephnce Report

16 Attendance Sheets

1 7 PhilGep Certifi cate/Deposit Slip

Remarks



EHtl
H

SUPPLIES (FOR REPAIR)

1 Photompy of Acara, Check lssued

2 Disbursement Voucher

3 Official Receipvsales lnvoice
4 WHT Certifcate
5 Approved Program of Woric
6 Certificate of Project Completed

7 Certificate of Acceptance

I Repo( of lnspection by District n

I Pictures - BEFoRE
'10 Pictures - AFTER

11 BAC Resolution

12 Purchase Request

13 Request for Quotation (l)
14 Request for Quotation (2)

1 5 Request for Quotation (3)

1 6 Abstract of Canvass

17 Purchase order
'18 Charge Invoice
'19 lnspection and Acceptance Report

20 Philceps C,ertificatelDeposit Slip

Remarks

suPPLtEs (F0R REPAIR)

1 Photocopy of Act{ra, Check lssued

2 oisbursement Voucher

3 offcial Receipusales lnvoice

4 WHT Certificate

5 Approved Pmgram of Works

6 Certificate of Prolect Crmpleted

7 Certifcate of Acceptance

8 Report of lnspection by District lnspector

9 Pictures - BEFORE

10 Pictures - AFTER

11 BAC Resolution

12 Purchase Request

13 Request for Quotation (1)

14 Request for Quotation (2)

1 5 Request for Quotation (3)

1 6 Abstract of Canvass

17 Purchase order
18 Charge lnvoice

19 lnspection and Acceptance Repott

20 Phil@ps Certificate/Deposit Slip

Remarks



LABoR (FOR REPATR)

1 PhotocopyofAcfual Check lssued

2 Disbursement Voucher
3 Payroll

4 Job Order

Remarks:

LI

LABoR (FOR REPAIR)

1 Photocopy ofActual Check lssued

2 Disbursement Voucher

3 Payroll

4 Job Order

Remarks

LABoR (FOR REPAIR)

1 Photocopy of Acfual Check lssued

2 Disbursement Voucher

3 Payroll

4 Job Order

Remarks:

H
LABoR (FOR REPAIR)

1 PhotocopyofActual Check lssued

2 Disbursement Voucher

3 Payroll

4 Job Order

Remarks:



COIIIMUNICATION (Ertstins uno)

'l Photocopy ofAcfual Check lssued

2 Disbursement Voucher

3 Bill/Statement of Account

4 fficial Receipt

Remarks:

COMMUNICATION (Existins Lin )
'l Photocopy of ActuaI Check lssued

2 Disbursement Voucher

3 Bill/Statement of Account

4 fficial Receipt

Remarks:

COMMUNICATION (aiffns Lin.)

1 Photocopy ofActual Check lssued

2 Disbursement Voucher

3 Bill/Statement of Accounl

4 O,fficial Receipt

Remarks

COMMUT{ICATION (Errtine une}

1 Photocopy ofAcfual Check lssued

2 Disbursement Voucher

3 Bill/Statement of Account

4 Official Receipt

Remarks:




