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TO:

DIIISION MEMORANDUM
No. l.ig s. 2023

Elementary and Secondary School Financial Staff
Admrnistrative Offrcer II
AII Othen Concemed

FROM CHERRY YES
Schools sion S nten

DATE: May 23,2023

SUBJECT MII}YEAB WORXSEOP ON TIIE RECONCILIATION AND
LIQUIDATION OF SCHOOL MOOE

1 To comply wilh rhe existing policies, rules and regulations on the preparation of
reports, ac{omplishment of forms related to inventory and liquidation of school MOOE, this
OIfice tkough the Accounting Unrt shall hold a Mid-Year Workshop on the Reconciliation and
Liquidation of School MOOE ort ,lme 6-7, 2023 at Lmobo (lentrul Sehool.

The followrng are the objectives:
a Post-audit and review Liquidation Report, Cash Drsbursement Register and its

suppo ing documents
b. Review and reconcile Monthly Reconciliation Statemente
c. Collect Request for Bank Adjushneots
d. Reconcile the Subsidiary Ledgers maintained by the School and the Divrsion Office
e. Revrse necessary corrections based o[ the findrngs made
f. Validale withholding taxes incuned
g. Verify the corectness of expense recognition ofinventories
h. Reconcile ledger and property cards

3. Expected p@rticipents are the Non-Implementing Unit (Non.lU) Scnior
Bookkeepers, Disbursing Olficers and Non-Teaching School Proparty Custodians. Meanwhile,
the reports and other forms prepared and maintalned by the School Prop€rty Custodian who are

teachers shall be brought to the venue by their respective Disbursing Officers.

4. The registration fee of Sewn Hurulred Tventy Pesos (P 720.00) includrng travel
expenses of the participants are chargeable against the Schoot MOOE subject to the existing
accounting and auditing rules and regulations

For comphance

2

5

Addr.ss: Sayr. Hi-way, Purok 5, C.sisang, Malayb.layCity
Telchx No,: 088-314{094j Telephone No.r 08438-1246
€rn il Addrlss: malavbalav citv@deoed.Eov.ph
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Attachment to Drvision Memorandum No s.2023

Expected Output

Liquidrtion of School M(X)E
May l-31,2021

1. Liquidation Reports
2. Monthly Reconciliation Statements
3. Subsidiary Ledger as of May 31, 2023

Verifi catior of Procured Irveotories
January l-May 31,2023

l. Requisition and Issue Slip
2. Report of Supplies and Materials Issued
3. Semi-Expendable Property l,€dger Card
4. Semi-Expendable Propsrty Card
5 Report of Semi-Expendable Property Issued
6. Copies ofPuchas€ Order, lnspectron and Acceptalce Report and lnventory Custodian Slip

Others

L Request for Bank Adjustment
2. Registry ofAllotments, Obligations and Disbursem€nt
3. Project Procurement Managemont Plan - Consolidated
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Copy firnished: Recards Section
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