Republic of the Philippines
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National Capital Region
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May 8, 2015

DIVIS;ON MEMORANDUM
No. s. 2015
To: Administrative Officer V, ACMVmH/M‘

Public Schools District Supervisor
Elementary and Secondary Public School Principals '
Elementary and Secondary Public School Bookkeepers/Disbursing Officers

Subject: INTERNAL CONTROL ON FINANCIAL MANAGEMENT

In keeping with the constitutional mandate of the Commission on Audit and to promulgate
accounting and auditing rules and regulations including those pertaining to prevention of irregular,
unnecessary, excessive or extravagant expenditures in utilization of MOOE funds, the Schools
Division Office specifies the following internal rules and processes:

. Liquidation Requirements (to be included in all Liquidation reports)

" Repairs and Maintenance

Pre and Post Inspection Status Report by the Inspection Team (with photo
documentation of repair status)

Composition : Mr. Bony G. Abalos
Mr. Eden L. Paras
Mr. Bernie A-Swain
Engr. Ednnie Santos
= Supplies/Materials
- Monthly summary of supplies (school supplies, cleaning aids and
others) purchased

II. Manner of Purchases
=  Priority store is DBM-Procurement Service(PS)
* In case of Non-Availability of Supplies in DBM-PS
*Attach Certificate of Non-Availability of Supplies (CNAS)
= Legitimate stores as alternative options in case supplies (ex. National
Bookstore, SM stores, Puregold, etc.)

-attach at least 3 abstracts of canvass
-online canvasses are acceptable but with ‘conforme’ signature
-other legitimate suppliers are acceptable with valid receipts (pls.
refer to Revenue Memorandum Circular No. 2-2014 dated January
13,2014)

* RER will not be accepted unless purchases include vegetables and other
commodities found in wet/dry markets. RER for the purpose must be duly
signed by the store owner or vendor and the name of the store is specified.
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*Liquidations are subject to accounting pre-audit and by evidence, disallows
excessive or overpriced purchases

Purchases above five thousand pesos (P5,000.00} and above are subject to
mandatory government taxes

Tax Computations VAT 5% / 1% ( goods)
5% / 2% (services)

NON-VAT 3% /1% (goods)
3% / 2% (services)
Manner of Inspection
*= Inspection and Acceptance Reports are always provided
- To be signed by -Inspection Officer (counter signed by any of BAC
members/BAC Chairman)
Acting Supply Officer / School Property Custodian
e With required Attachments:
-Sales Invoice (signed by Inspection Officer)
-Delivery Receipts (if delivered and duly signed)
-Official Receipts /Collection Receipts

III. PHILGEPS REQUIREMENTS

* Procurement of supplies and Materials as Inventories including repairs and
maintenance (Amount totaling to Php50,000.00 and above) NOTE: Please
refer to the attached Annex A of COA Circular 2005-002 for the list of
inventoriable items _

* Threshold for School Repair that is within the jurisdiction of the School
Procurement Committee is maximum of fifteen thousand pesos only
(P15,000). Beyond this amount, the BAC of Schools Division Office takes
over in the repair transactions

= RA 9184 is also observed for Venues/Catering Services

* Disbursements will be disallowed for non-compliance to RA 9184 and/or
PHILGEPS posting

Submission of Monthly Report of Disbursement must be submitted every 5% day of the
following month.

These policies shall take effect immediately.

For guidance and strict compliance <

NERIS$SA L. LOSARIA, C€5° VI
OIC-Schools Division Superintendent
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