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DIVISION MEMORANDUM
NO. Okt , s.2021

Assislart Schools Division Sup€nntendent
Chi€f Educatron Sup€rvrsors, CID and SGOD
Public Elern€fltary and Secondary Scnool Heads
All Ohers Conc€med
This Diresion

FROM !.ICTORIA GAZO, PhD,
schools Dlv$

DATE February 24, 21

SUBJECT: GUIDELINES ON THE LIQUIDATION OF SCHOOL MOOE

L D€pEn Order 29, s. 2019 eflided Pmcedual Guidelines on the Management of
Cash Advances for School Maintemnc€ aod Other Op€ratrng Expenses and Progran Funds of
Non-Implementing Units Pursuatrt to COA, DBM and DepEd JoiDt Circular No. 2019 states
thati

l9-2 CDR.fot dishuryements of not le;s thon 75o//, of the drnount gireh as cash
advance sholl be sahnilted os basis Jbr release ol the MOOE cash advance for the
st cceeding monlhs or quarters. 'lhe submission ol CDRS for less than T5oZ of lhe cash
odr@tce grunled mdy he allowed, but only for purposes ol reducing lhe oulslanding

32.2 Subn to the SDO-AU the CDR, togethet wtth slpporung docunents and
o copy of bonk stotenents and patsbooh following Dep[d Order No. 72, s. 2008
entttled, "Montal on S plfied Accouhlng Prccedutes for Noh-Implemenling
Unils." l'he t/bmtssbn of liq idotiorl reprts u\l be consislent wilh lhe

Jreque cy,'limelines\ o{lhe submi\sion ofrcporls lollowing the arylicoble COA rules
dnd regulations on cosh advances, e. g. COA C i rculat 97 -002 doled February I 0, 1997
as reiterated in (:OA Ciralor 2009-002 daled Mdy 18, 2009

2. ln order to ensure compliance of the above mentioned and strengthen htemal
control, this Divi$on sets forth tbe following guidehnes'

2.1. It shall be the responsibility of the School Hesd lo set a cut-off date for tie
issuance of checks for I given month. This shall give ample time for the
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Disbursing Officer arld Senior Bookkeepo in the prcparatio4 review and

submission ofliquidation Report (LR) and requircd supporting documents.

2.2. The Drburshg Ofhcer shall:
2.2.1. Prepare and finalize the Cash Disbursement Register (CDR)
2.2.2. Prepare the LR
2.2.3. Segegate and compile all requ ed supporting docunents
2.2.4. Fotwa the L& CDR ard a[ supponiq documents to dte Senior

Bookkoeper for review

2.3. The School Serior Bool{@eper shall:
2-3.1. Reyiew the completetress a gopdery of all supporting documerts

attached
2.3.2. Ensule correctness ofthe etrtries made in the LR and CDR
2.3.3. Submit the reviewed LR and all required supporting documents to the

DrvNion Omce

2.4. The liquidation for school MOOE shatl be submitted to the Division Office otr
basis. The schedule foI submission is sel below:a

Tiule
E:0G9:00
AM

9:00-10:00

Dry 1 Day 2
BCT Elanentarf School
Malalbalay City Central School
Airport Village Elementary School
Casisang Nalional High School
Carisrng National High School - SHS
Imbayao El€menirry School
Imbayao National High School
lmbayao National Hiah School- SHS
Sta Ana Elernentary School
No. oJ Sclbol Sehiot Bool*eeper: 2

Bangcud Central School
Binalbagar Elementary School
Calawaa Elem€ntary School
Dapulan Elementrry Sohool
Meote Elementary Sohool
Padernal Elementary School
Simaya Integrated School Elementary
Smaya lntesraled School - Secordary
Malagok National Hish School
Manaeok National High School - SHS

No. olSchool Sehior Boohkeepet: 2
Budi Integrated School - Elemenlary
Budi Inl€smted School - Secondary
Budi Intesrated School - SHS
Caburacanan Elementary School
Kulaman Elementary School
Mapulo Elementary School
Tuburan lntegraled School - Elementary
Tuburan Integraled School - Secondary
Zamboangurta Central School
No. of khool Seuor Bookleeper: )

Barangay 9 Elemenlary School
Kalasungay C€ntral School
Kalasungay Nahonal High School
IGla$ngay Natio.al High School SHS
Narid-asan El€mentary School
Kibalabag Elemertary SchooJ
Pighaiugan Elem€rtary School
Silae El€mentary School
Srlae Natrooal Hrsh School
Silae Nauonal Hrsh School -SHS
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Time

l00Gll:00
AM

I lr00-12:00
NN

1.00-21x) PM

2:ftr-3rm PM Bagong Silang EleEentary School Indalasa EleP!]]lqv school

tr[ Dev 2
No. of!;chool Sennr lhokJ,eepet: 2

Largasrhan Elemenlary School
Luookan Elementary School
Managok Central School
Mdrngpatarg Elementdy School
Mrglamin Elementary School
M iglarnin Ndional High School
Miglarnin Nalional High School- SHS
Bangcud Ndional Hrgh School
Banscud Ndional Hrsh School- SHS
Lulungan Hi8h Sch@l

No. ofsclbol Seniot Rooweepet: 2

Capilan Angel lntegrared School -
Elementary
Capitan Angel Integre(ed School -
Se@ndary
Dalwangan Elernentary School
Dalwangan Nsaional Hrgh School
Dalwangan National Hrgh School- SHS
Damitan Elementary School
New llocos Elementary School
Pa&at El€rnerhry School

No. ofktuxl Seniot Rookkeeper: I
Bendolan Element6ry School
Car's€ng Certm.l lnte8rat€d School .

Elemmtary
Casisang Cditsal IDlegrated School -

Secondary
Magsaysay tntegrated School -
Element€ry
Magsaysay lntegraled School Secondary
Mapayag Inte8raled School
Aalaym Central School
Balangbang Elemenbry School
CabarSahan Elernentary School
Lagu,tas Elementary School
No. ofschool Senior lJook*eeper: 2

Apo Macote National High School
Apo MacoteNdional High School - SHS
Isabela Ayala Gonzales Elemartary School
San Martm Agm-lndustrial Hrgh School
San M6nrn Agro'lndustrial High School -

sHs
San Martin Elementary School
San Roque Elementary School
Casrsang Semor Hrgh School

No. ofl;chool Senior Book*ceper 2

Baganao El€rn€ntary School
Kibalabag lntegrEted School - Elementary
Kibalabag Integratod School - Secondary
Kilap-agan Integrated School - El€mentary
Kilap-agan Integraled School - Secondary

Meldog tnlegrded School
Sumpong Central School
Tag-rlanao Elementary School
No oJkhool Senior Rookk"eper: 1

Mabuhay Elementary School
Malaybalay Crty National High School
Malaybalay Crty National High School -

sHs
Panarnucan Elementary School
Sal Jos€ El€rnentary School
Can-aya, Intesrded School - Elementary
Can'ayaD Int€arared School - Secondary
Can-ayan Int€arared School - SHS
Candiisan lntegrated School - Elementaty
Candiisan Integrared School - S€condary
Incrlbog Elementary School
Tinlinaan Elementary School

Sclbol Senior

@
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2.5. A Division Senior Bookkeepq shall be assigned to revie* the submitted LR
ard supportrng documents. The School Senior Bookkeeper must be present at
the time ofreview.
2.5 | lffound incomplete, all documents shall be retumed for compliallce. A

Pmchlist which identifies documents that needs to be submitted, shall
be given. Any deficiency must be complied within the day, otherwise
rt shall be co$idercd 'lat€ '.

2.5.2 If complete, the documents shall be foruardcd to thc Division
Book*eeper tn-Charge and shafl assign Liquidation Repon number aod
stamp the school copy as '.eceived'.

2.6 Schools which fiil to liquidate &s scheduled may submrt on the 20s day
following ttre endofthe applicable month Ifit falls on a holiday/weekend. lhen
it shall be submin€d on the next working day.

2 1 If failure to liquidate pertains to ihe month of Novemb€r, late submtssion may
still be ac{€pted on the last scheduled date ofliquidation for th€ ye3r.

2.8 Schools whrch are trot yet listed in the schedule, shall liqurdate following the
schedule of their assigred School Senior Bookk€eper

2-9 To serve as e for CY 2021. observe rhe qq19s

Morah L.te SubDission
Januarv and

rF ,2021
i March, 2021

1,2021

_ Dry I
Dumayas Elemenlary School
lrlawan Elemmtary School
Lrnabo Central School
Maligaya Elemenlary School
Parwarg Elementary School
Sawaga Elernentary School

Malaybalay City National Soencr H'gh
School
Malaybalay City National Soenc€ H,gh
School - SHS
Pigp&nulahan Elernentar, School
St Peter Elementary School
St. Peter National High School
St. Peter Ndional High School - SHS
No. ofkhaol Senior Bookkcepet: I

Lalawan National High School
Lalawan National High Sdlool- SHS
No. ofschool Senior Roohkeeper: I

Day 2

Dsy 1 Day 2

March 4, 2021 March 5,2021 March22.2021

April5,202l ADril 6, 2021 April20, 2021

May 5. 2021 MLy 6,2021 Mny 20,2021
May.2021 IlJgle1,2021 June 8, 2021 lur,e21.2021
June, 2021 July 5. 2021 y 6.2021 July 20,2021
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Morth Day I
Auzust 5.2021

Dry ?
Auzust 6. 2021

L{te SubmissioD
August 20, 2021

August,2021 Septmber 6, 2021 September 7,2021 Sept€mber 20,2021
September, 202 I October 5,2021 October 6, 2021 October 20, 2021

October. 202 I November 4, 202 I November 5, 2021 November 22. 202 I

December 6.202l Deqqnber 7 , 2021
December l4l15.

2021
Dec€mber 14,2021 Decmber 15.2021 Jarrluary 5,2022

Jul 2021

November.202l

De@mber 202t

2.10 The following are the additional requirements for the lasl liquidation ofthe year:
2.10 I Motrthly Re{-otrciliation Statement as of the tast check issuance.

Example: If the dae ofthe lasr check issued is Dec.ernber 13, 2021, then
the MRS to be submttted is as ofDe{€mber 13, 2021.

2.10 2 Authority to Debit/Credlt Account (Amex G)

3. This memorandum shall uke effect mmediately

TO 
'E 

}OSIED IN III' WIBSITI
Copy tumished. Reqds Sectron

A@utng Udr
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