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PROCESSING OF LIQUIDATION OF CASH ADVANCES
PROCEDURE TITLE

suthtion rtingLi da ppoulrecel ofthfrom e qptlsTh process rtsrenauid tiorovedoC ofA as loS tonsubmtouonneatindUIfrom theSCOPE

To define the standard procedure of processing of liquidation

nce with the existing accounting and auditing rules
of cash advances in

accordaPURPOSE

PROCESSINPUT

Processed LR
c0AProcessing of Liquidation of

Cash AdvancesLiquidating
Personnel

orscmpttw STATEMENT:
TheprocessstartsfromthereceiptofdulyaccomplishedLiquidationReportwithattachedrequiredsupporting
documents from the liquidating personnel ui to submission to COA ofapproved liquidation reports'

DetailsPROCESS/ACTM
TY

Responsible
Personnel

Step
No.

Logbook

Checklist

Liquidation
ofCash
Advances
Logbook

Receive and record
incoming logbook
Liquidation report
supporting documents

Review completeness and

appropriateness of suPPorting
documents Per checklist (QP-

R13-FAD-02)

If the Liquidation documents
are complete, record in the
Liquidation of Cash Advances
Logbook and assign
Liquidation Report (LR)

Number, and forward to
Regional Accountant for
further review and certiff
Box C

in the
the

vgith

Receive and
process

Liquidation RePort
with supporting

documents

Accounting Staff1

Liquidation
Report (LR)
and
supporting
documents
Checklist

Process
Sum

Review as to completeness of
supporting documents

a

complete and
determine

Review and Certiry
Liquidation Report

Reglonal
Accountant

Rev. No. Eff, Date Page

documentsReportstarts

PROCESS DESCRIPTION
OUTPUT

LR, SDS

References

. Checklist

If incomplete, return to
concerned Personnel for
compliance of lacking documents
per checklist

If found
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ReferencesPROCESS/ACTM
TY

Responslble
Personnel

Logsheet/calculate actual exPenses

incurred for liquidation and

Sign the Liquidation RePort

Forrn Box C

Record to Process Summary
Logsheet

For liquidated actual exPenses

exceeding amount of cash

advance received, Process
reimbursement according to

QP-R13-FAD-02

For liquidated actual exPenses

less than the amount of cash

advance received, require the

concernned Personnel to PaY

the refund to Cash Section for
the issuance of Official
Receipl Upon received of the

Official ReceiPt from
liquidating personnel, record
to PSL to fully settle cash

advance

Liquidation Report
(LR) and supporting
documents

Prepare the Original Liquidation
Reports with complete
supportin8 documents for
submission to CoA

Submission to CoARegional
Accountant

R13-SP-02Retain Accounting file coPies of
Liquidation RePorts and

su documents

Retain RecordsRegional
Accountant

4

Definition ofTerms:
. LR - Liquidation RePort
. SD - Supporting Documents
. COA - Commission on Audit

Legal Basis
Relevant CoA guidelines (2012-001 dtd.lune 14, 2012)

Government Aicounting Manual (GAM) for National Government Agencies dated fanuary 05, 2016

COA Circular No. 97-002-001 dated February 10, 1997
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QUALITY
PROCEDURE TITLE

Performance lndicators (KPI)Key
Applicable Documents

(e.g. Tracker,
Monltorin8 Log Sheet
Summary Log Sheet,
Report, Memo, etc.)

Responsible for
MonitoIing

Frequency of
Monitoring

Results
Indicator/Formula

(if applicable)Target
Function

obiective

Process Summary
Logsheet

Regional
Accountant

Monthly
(Total number of
Liquidation
submitted within
20s day of ensuing
month/Total number
of Liquidation
submitted) x 100

Timely
submission
of
liquidation
ofcash
advances to
COA within
2Oth day of
ensuing
month

8oo/oTo process
liquidation of
cash advances
with complete
supportinS
documents
submitted by
concerned
personllel
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80% of Liquidation ofCash Advances submitted to COA within 2oth day of ensuing month

CURRENT PERIOD
NOV TotalDECSEPT

INDICATORS
ocTJULMAR IUNFEBIAN
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-th day of ensuing monthobiecuve: 80% of Liquidation of Cash Advances submitted to COA within

Finance and Administrative Division
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Process Summary Logsheet (PSL) '
Liquidation of Cash Advances

QUALITY OBJECTTVE; 800/6 of Liquidation ofCash Advances submitted to COA within 206 day ofensuing month
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Appendix 44

No.LIQIIDATION REPORT

Fund Cluster:
Name:

AMOUNTPARTICULARS

TOTAL AMOUNT SPENT

AMOI-'NT OF CASH ADVANCE PER DV NO. DTD'-
REFUNDEDPERORNO. DTD.-
TO BE REIMBURSED

CBA Certified: Purpose oftravel /

cash advance duly accomPlished

Signature over Printed Name

Immediate Supervisor

Certihed: Supporting
complete and proper

Signature over Printed Name

Head, Accounting Division Unit

No.

Certified: Correctness of the

Signature over Printed Name

Claimant

above data
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