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TO:  Chief Education Supervisor and Staff, Curmiculum Implementation Division
Chief Education Supervisor and Staff, Schools Govermance and Operations Division
Elementary and Secondary School Principals
All Others Concemed
This Division

Re: Dissemination of Unnumbered Memorandum from the City Government of
Malaybalay Relative to Year-End Closing of the City Books of Accounts for
CY 2017

1. Enclosed is the Unnumbered Memorandum from the City Government of Malaybalay
dated September 26, 2017 entitled Year-End Closing of the City Books of Accounts
CY 2017. In view thereof, the following dates are set for compliance of all
concerned:

October 13, 2017 - Last day for processing of Purchase Request

November 17, 2017 - Last day for processing of Puschase Order (PO)

December 8, 2017 - Last day for liquidation of cash advances

December 22, 2017 — Deadline for submission of listing of payables to the Budget
Office

December 29, 2017 - Last day for submission of listing of payables from the Budget
Office to the City Acocountant’s office

2. For guidance and strict compliance.

. OPLENRRIA, CESO Vi
Is Diyision Superintendent

Encl. as stated
Copy fumished: Records Section, Budget Section, Accounting Section
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OFFICE OF THE CITY ACCOUNTANT
OFFICE OF THE CITY TREASURER
OFFICE OF THE CITY BUDGET
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In order to facilitate an orderly and timely closing of the Books of Accounts and
submission of the Year-End Financial Reports of the City, the following dates or cut-off periods
are hereby set FOR COMPLIANCE of all concerned:

October 13 Last day of processing of Purchase Request
November 17 Last day for processing of Purchase Order (PO)
December 8 Last day for liquidation of cash advance for travel, special and

Regular disbursing officers; 2017 Disbursement vouchers,
payrolls. Last day for processing of Approved Contract and
Memorandum of Agreement, with Obligation receipt (ObRe).

December 22 Deadline for submission of listing of payables by office to the
budget office for services actually rendered and goods delivered.

December 29 Last day for submission of listing of payables (CERTIFIED
- OBLIGATIONS) from the Budget Office to the City Accountant’s Office. Last day for
- submission to the City Accountant’s Office from the City Treasurer’s Office of all paid voucher,
payrolis and reports of collections and deposits. Obligations of the same cannot be charged to the
ensumng year’s appropriation. No money shall be paid out of the local treasury except in
pursuance of an appropriation ordinance or law (Sec. 305).

We will not assume responsibility for any obligations not reported and or liquidated
within the aforementioned dates. Obligations of expenditures will only be recorded in the books
if supplies have been actually delivered and services actually rendered pursuant to COA Circular
No. 2003-001 dated June 17, 2003, otherwise known as the Manual on New Government
Accounting System (NGAS) FOR Local Government Units.

CARLITO @\ JUAREZ e ARCH A O
City A tant City Treasurer City Budget Officer






