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Supported with valid documents

Existence of appropriation/budget

Legality of transactions

Approval of transactions



Guidelines
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Complete 
documentation

Agencies may 
impose additional 
documentary 
requirements 

Does not preclude 
reasonable 
questions on –

Funding
Legality
Propriety
Necessity



GRANTING OF CASH 
ADVANCES 

- Certification from 
the chief accountant 
that previous cash 
advances have been 
fully liquidated and 
accounted for in the 
books 
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Traveling Expenses
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REQUIRED DOCUMENTS LOCAL FOREIGN

Office Order/Travel Order
Itinerary of Travel
Certification from the Chief Accountant 
that previous CA have been fully liquidated 
and accounted



Approval for Local Travels

Less than 30 days: 
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Agency Personnel Approving Authority
LGUs
 Municipal or City Government Officials 

and Employees, and Officials and 
Employees of Barangay within their 
territorial jurisdiction

Municipal or City 
Mayors

 Provincial Government Officials and 
Employees, and Mayors or Component 
Cities or Municipalities

Provincial Governors



Approval for Local Travels
30 days or more: 
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Agency Personnel Approving Authority
 All levels of LGU Secretary, DILG or authorized rep.



Maximum Allowable DTE
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Apportionment of DTE
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Travel Within 50-km Radius from POS
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Allowable 
Expenses Stay in Place of 

Assignment

Actual 
Transportation 

Expenses

DTE

Commute Daily from 
Place of Assignment 

to POS/Res

Actual fare

Meals 



Traveling Expenses
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REQUIRED DOCUMENTS LOCAL FOREIGN

Letter of invitation

Flight Itinerary

Quotations from 3 travel agencies or 
equivalent, for plane fare



Documentary Requirements
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Granting of Cash Advance – Traveling Allowances

Additional Documents for Foreign Travel:
• Copy of ICSC rate for DSA 
• Document to show the dollar exchange rate at the date of grant of CA
• Authority to claim representation expenses, as applicable



Documentary Requirements

13

Granting of Cash Advance – Traveling Allowances

Additional Documents for Foreign Travel:
For seminars/trainings
• Invitation to the agency inviting pax, issued by the foreign country
• Acceptance of nominees as pax, issued by the foreign country 
• Programme agenda and logistics information



Liquidation 
of Cash 
Advances
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Documentary Requirements
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Liquidation of Cash Advance – Traveling Allowances - Local

 Paper/electronic plane, boat or bus tickets, boarding pass, terminal fee
In the absence thereof, other documents such as but not limited to, a passenger manifest 
certified by the concerned airline or shipping company.

 Certificate of appearance/attendance
In the absence thereof –

 Back to Office Report or

 Narrative Report on Trip Undertaken or

 Report on Participation



Documentary Requirements
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Liquidation of Cash Advance – Traveling Allowances - Local

 Copy of previously approved IT
 Revised or supplemental OO or any proof supporting change of 

schedule 
 Approved Revised IT, if the previous approved itinerary was not followed
 Certification by the HA as to the absolute necessity of expenses if 

expenses incurred exceeded prescribed rate per day, together with bills 
or receipts

 Liquidation Report



Documentary Requirements
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Liquidation of Cash Advance – Traveling Allowances - Local

 Reimbursement Expenses Receipt (RER)
 OR in case of refund of excess CA 
 Certificate of Travel Completed



Documentary Requirements
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Liquidation of Cash Advance – Traveling Allowances - Foreign

 Paper/electronic plane tickets, boarding pass, boat or bus tickets.
In the absence thereof, other documents such as but not limited to –

 a certified true copy of the passport showing the dates of entry and exit, duly stamped 
by the Immigration Office of the country of destination; or

 a passenger manifest certified by the concerned airline or shipping company.



Documentary Requirements
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Liquidation of Cash Advance – Traveling Allowances - Foreign

 Certificate of appearance/attendance for 
training/seminar/participation
In the absence thereof –

 Back to Office Report or

 Narrative Report on Trip Undertaken or

 Report on Participation



Documentary Requirements
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Liquidation of Cash Advance – Traveling Allowances - Foreign

 Bills/receipts for non-commutable representation expenses
 Certification by the HA as to the absolute necessity of expenses if 

expenses incurred exceeded prescribed rate per day, together with bills 
or receipts

 Copy of previously approved IT
 Revised or supplemental OO or any proof supporting change of 

schedule 



Documentary Requirements
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Liquidation of Cash Advance – Traveling Allowances - Foreign

 Approved Revised IT, if the previous approved itinerary was not followed
 OR in case of refund of excess CA
 Certificate of Travel Completed
 Liquidation Report



• Approved estimates of petty exp for 1 month (initial) 
• Summary of PCVs
• Report of Disbursements
• Petty Cash replenishment report
• Approved PR with Cert of Emerg Pur, if necessary
• Bills, receipts, sales invoices
• Cert of inspection and acceptance
• WMR in case of replacement/repair

Documentary Requirements
Petty Cash Fund
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• Approved trip ticket, for gasoline/fuel expenses, 
together with parking and toll fee receipts, if any 

• Canvass from atleast 3 suppliers for pur. of P1,000 
and above, except purchase made while on travel

• Summary/Abstract of Canvass
• PCVs duly accomplished and signed

Documentary Requirements
Petty Cash Fund

COA Style Guide 23



• OR in case of refund 
• Toll receipts and trip tickets for reimb of toll receipts
• Other SDs that may be required/and or required under 

the company policy depending on the nature of 
expenses

Documentary Requirements
Petty Cash Fund
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Documentary Requirements
Advertising Expenses
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Documentary Requirements
Advertising Expenses
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Documentary Requirements
Advertising Expenses
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Documentary Requirements
Advertising Expenses
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Documentary Requirements
Advertising Expenses
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Documentary Requirements
Advertising Expenses

30



PROCUREMENT OF GOODS, 
CONSULTING SERVICES AND 
INFRASTRUCTURE PROJECTS 

(Regardless of  Mode 
Procurement)



Documentary Requirements
FOR ALL TYPES OF PROCUREMENT

• Approved APP and any amendments thereto 
• Approved contract supported by documentary reqts
under COA Cir 2009-001 and COA Memo 2005-027
 IRR of RA 9184

• Letter request for payment from contractor/supplier

32



Infrastructure Projects 
(Additional Documentary Requirements
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Advance Payment for 
Mobilization Cost
•Irrevocable Standby Letter of 

Credit/Security Bond/Bank Guarantee
•Such other documents peculiar to the 

contract and or to the mode of 
procurement.



Documentary Requirements
Common and Specific to Progress and Final Payments for 

Infrastructure Projects
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SWA

Progress billing statement

Inspection Report by agency’s authorized engineer

Results of Test Analysis, if applicable

Statement of Time Elapsed

Monthly Certificate of Payment

Contractor’s affidavit on payment of laborers and materials



Documentary Requirements
Common and Specific to Progress and Final Payments for 

Infrastructure Projects
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Pictures before, during and after construction of 
items of work especially the embedded items

Photocopy of vouchers of all previous payments

Certificate of completion



Documentary Requirements
Final Payment for Infrastructure Projects

36

As built plans

Final SWA

Warranty Security

Copy of turn-over docs/transfer of project & facilities

Certificate of Acceptance by the Agency
Clearance from the provl treasurer that the corresponding sand 
and gravel fees have been paid



Infrastructure Projects 
(Additional Documentary Requirements

Release of Retention Money
1. Warranty security in form of cash, bank guarantee, 

irrevocable standby letter of credit from a 
commercial bank, GSIS or surety bond callable on 
demand

2. Certification from the end-user that the project is 
completed, inspected and accepted
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38



Tangible items w/c meet the definition & recognition 
criteria of PPE but cost below P50,000 shall be accounted 
in the books of accounts of LGUs as inventory under the 
appropriate semi-expendable property account upon    
purchase and shall be recognized as expense upon 
issuance to end-user.

Recording/Reporting/Accounting 
for Semi-Expendable Property



The following policies apply as follows:
Items which meets the recognition criteria of PPE but cost 
below P50,000 shall be accounted under semi-exp prop account 
upon purchase and as expense upon issuance to enduser.

Semi-Expendable Machinery     49,000
Cash in Bank 49,000

Semi-Expendable Machinery and Equipt Expenses 49,000
Semi-Expendable Machinery 49,000

Recording/Reporting/Accounting 
for Semi-Expendable Property



The following policies apply as follows:
Items acquired prior to CY 2024, previously classified as PPE, still 
in the custody of S/P D/U:

• Reclasify from PPE to semi-expendable property account 
& Close Acc Depn/Impairment to PPA.

Semi-Expendable Machinery     49,000
Machinery                                          49,000

Acc Depn – Machinery       9,800
Acc Impairment Losses- Machinery 10,000
Prior Period Adjustment 19,800

Recording/Reporting/Accounting 
for Semi-Expendable Property



The following policies apply as follows:
Carrying amount of issued semi-expendable items (under the 
new cap threshold) previously classified as PPE shall be 
expensed/charged to PPA:

Prior Period Adjustment 49,000
Machinery 49,000

Acc Depn – Machinery 9,800
Acc Impairment - Machinery 10,000

Prior Period Adjustment 19,800

Recording/Reporting/Accounting 
for Semi-Expendable Property



 Issuance to end-user supported by ICS. 
The following policies apply as follows:

a) Carrying amount of issued semi-expendable items (under 
the new cap threshold) previously classified as PPE shall 
be expensed/charged as follows:
• Accumulated Surplus(Deficit) – NGAs & GCs (non-CPSEs)
• Retained Earnings (Deficit) – GCs (CPSEs)
• PPA and Govt Equity - LGUs

Recording/Reporting/Accounting 
for Semi-Expendable Property



Semi-expendable property shall be classified in two categories:
1. Low-valued items – cost of P5,000 or less
2. High-valued items – cost of more than P5,000 but less than 

P50,000.

Recording/Reporting/Accounting 
for Semi-Expendable Property



 Accountability for semi-expendable property shall be based on 
categorization.  Accountability shall be extinguished as follows:
1. Low-valued items – upon expiration of est useful life, or upon 

return of the property 
2. High-valued items – upon return of item, or in case of loss, 

upon approval of req for relief, regardless of expiration of est
useful life.

Accounting for Semi-Expendable 
Property



Inventory Custodian Slip
Used to issue tangible items

amtg to less than P50,000,
to end-user.

Recording/Reporting/Accounting for Semi-
Expendable Property
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Semi-Expendable 
Property Card

Used to record the
acquisition, issue/
transfer/ disposal and
description/
information about the
asset.

Recording/Reporting/Accounting for Semi-
Expendable Property
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Semi-Expendable Property 
Ledger Card

Used to record the
acquisition, description,
custody, impairment,
issue/ transfer/ disposal,
repair history and other
information about the
property.

Recording/Reporting/Accounting for Semi-
Expendable Property
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Registry of Semi-Expendable 
Property Issued

Used to record the issue,
return, reissue, disposal,
and other information about
the property if returned and
the description/information
about the asset.

Recording/Reporting/Accounting for Semi-
Expendable Property

49



Inventory Transfer Report
Used every time there is a

transfer of invty such as donation,
reassignment, relocation, and the
like from an outgoing officer to
his successor or from one
AO/employee to another of the
same or another entity, or from
one entity/agency to another
entity/agency.

Records, Forms and Reports to be Prepared 
and/ or Maintained

50



Receipt of Returned Semi-
Expendable Property

Prepared by the AO for
returned semi-expendable
property whether
serviceable or
unserviceable.

Records, Forms and Reports to be Prepared 
and/ or Maintained

51



Report of Semi-Expendable Property 
Issued

Prepared at least weekly by the P/S
D/Unit, based on ICS, to
report/summarize all issued semi-
expendable property (by semi-exp
prop no.), and to be used by the
Acctg Div to prepare the JEV
recognizing semi-exp prop issued.

Records, Forms and Reports to be Prepared 
and/ or Maintained

52



Report on the Physical 
Count of Semi-Expendable 

Property
Used to report the

physical count of semi-
expendable property
owned by the entity, by
type of property, in the
custody of the P/S D/U
at a given date.

Records, Forms and Reports to be Prepared 
and/ or Maintained

53



Report of Lost, Stolen, Damaged or 
Destroyed Semi-Expendable Property
Used to report or notify, within 30

days, the loss, theft, damage or
destruction of the semi-
expendable property.

Records, Forms and Reports to be Prepared 
and/ or Maintained

54



Inventory and Inspection Report 
of Unserviceable Semi-
Expendable Property

Used to account for all
unserviceable semi-
expendable property which is
subject to disposal.

Records, Forms and Reports to be Prepared 
and/ or Maintained

55
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