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Republic of the Philippines
Department of Education

CARAGA REGION X111

J. Rosales Avenue, Butuan City

September 24, 2018

MEMORANDUM

TO - All Officials, Personnel and Staff

SUBJECT : Guidelines on the Reimbursement, Granting and Liquidation of Cash
Advances of Travel Expenses

Pursuant of COA Circular No. 2012-001 dated June 14, 2012 entitled
“Prescribing the Revised Guidelines and Documentary Requirements for Common
Government Transactions”, to facilitate the timely, accurate and appropriate planning,
execution and reporting of fund utilization and in preparation with the shift to Annual
Cash-Based System in FY 2019, the following guidelines are hereby made to take
effect on October 1, 2018:

a. Travel shall cover only those that are urgent and extremely necessary, will
involve the minimum expenditure and are beneficial to the agency and/or the
country.

b. No cash advance shall be given unless for a legally authorized specific purpose.

c. No additional cash advance nor reimbursement of travel shall be allowed to any
official or employee unless a proper accounting of the previous cash advance
for travel given to him is first liquidated and/or settled.

d. Cash advance and reimbursement of travel expenses shall be made only upon
submission of proper and complete supporting documents per checklist for
cash advance/reimbursement of travel expenses provided by the accounting
unit.

e. Transfer of cash advances from one Accountable Officer to another shall not
be allowed.

f. Claim for reimbursement of travel expenses shall be submitted to the Budget
Unit within thirty (30) days after the end of each travel, otherwise, it will not be
processed or reimbursed.

g. Claim for reimbursement of travel expenses of teachers or personnel from
division office shall submit the documents already pre-audited by the division




accounting personnel or by the bookkeepers assigned in their respective
district. The regional office focal person or program coordinator will be
responsible for the compliance.

. The accountable officer shall liquidate cash advance for travel within 30 days
after the return of the official /employee concerned to his official station for local
travel and within 60 days after the return of the official /employee concerned to
the Philippines in the case of foreign travel.

For information, guidance and compliance.

FRANCIS CESARB B AS ESQV
OIC-Regional Dir




