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SUBMISSION OB SCEOOL DISBURSEMENT Nf,CORDS TO
COMMISSION ON AUDIT

As per rcquest froE| the Commission on Audit (COA), you are direded to submit one
(l) original copy of the following School Disbusemert Reaords:

l. Check Disburseme Record (CDR) or Checks alld Advices to Debit Account
Record (CkADAR)

2. Report ofAccountability for Acaountable Forms (RAAF)
3. Summary ofCancelled Checks, ifany

These rcports must be submitted directly to COA located at 2d Floor, Malaybalay
City District IV O{Iice, Comer Don Carlos-Guingona Sts., Malaybahy City and the
transmittal must be addrEssed to:

SARAII JANE B. NA}ISA
State Auditor III
Audit Team Leader
Commission on Audit

ln the prelnratioo of these reports, please consider the following:
t. The set of rcports must be arranged chronologicatly oovering only the period of

\rhich you assumed as school head or as disbursing oIfioer ofyour cunent school up
to June,2017. Example: Ifyouwereassign€donAugustIl,2015,rhe the leports to b€ submitted
must be for the period August l, 201 5 to June 30, 201 7.

2. Even ifnot yet liquidated, entries in the reports must still contain all disbusements
made until June 30, 2017.

3. lfyou intend to recoDstruct your reports, do not follow the balances provided by the
Bank since this does not reflect the correct cash balances in your sciool.

4. ln case COA shall visit your school, make sure that school copies are available
including the checkbook and udiquidated Disbus€m€nt Vouchers.

5. You zay check with your Bookkeepers as to the corectness of your reports before
submission to COA.

6. Previously submitted reports werc attached to the tiquidation while these reports are
required by COA for purposes of Cash Exam.

7. COA must receive the complete set ofreports on or b€fore July 17,2Ol7.

L OPLf,NAnIA, CESO VI

For compliance

ED
Sc Dvision Sup€rintendent




