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Section 2(2), Article
lX-D of the 1987
Constitution

Section 25(4), Chapter
2, Title 1 of
Presidential Decree
(PD) No. 1445
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Suspension of the Application of COA Circular No. 2023-004 dated June 14, 2023,
Prescribing the Updated Documentary Requirements for Common Government
Transactions, amending COA Circular No. 2012-001 dated June 14, 2012



Section 4, PD No. 1445. Fundamental Principles governing
the financial transactions and operations of any government
agency.
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1. No money shall be paid except in pursuance of an appropriation law
or other specific statutory authority

2. Use solely for public purposes
3. Trust funds shall be available and may be spent only for the specific

purpose
4. Fiscal responsibility shared by all those exercising authority over the

financial affairs, transactions, and operations
5. Disbursements or dispositions should bear the approval of the

proper officials
6. Claims against government funds shall be supported with complete

documentation
7. Faithful adherence to all pertinent laws and regulations
8. Observance of GAAP and practices as well as sound management

and fiscal administration, provided they do not contravene with
existing laws and regulations
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Local Travel

Traveling Expenses

• Duly approved Office Order/Travel Order
• Duly approved Itinerary of Travel
• Certification from the Chief Accountant that previous cash 

advances have been fully liquidated and accounted for in the 
books

• Quotation of plane fare for similar dates, from at least three 
airline companies/travel agencies or its equivalent. In case of 
less than three quotations, a certification by the claimant 
attesting to such circumstance, signed by his/her supervisor

• Letter of invitation of the host/sponsoring agency/organization



6

Liquidation of Cash Advances

Petty Cash Fund
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Liquidation of Cash Advances

Traveling Expense
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2024 General Appropriations Act
General Provisions
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Transfers of Funds

• Duly approved Schedule of Fund Release to
NGO/PO/CSO

• Approved Summary of Budgetary
Requirements

• Performance security for infrastructure project
• Copy of signed Memorandum of Agreement
• Certificate of registration
• Document showing that the NGO/PO/CSO has

equity equivalent to 20% of the total project
cost

• Copy of the OR/eOR/AR or equivalent
• Certification from the Accountant of the

source agency that the previous fund transfer
had been liquidated and accounted for in the
books (staggered release)

Fund Transfers to Non-Government Organization/People's Organizations/ 
Civil Society Organizations (NGOs/POs/CSOs)
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Transfers of Fund 
(Source Agency)

Fund Transfers to Implementing Agencies
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Transfers of Fund 
(Source Agency)

Fund Transfers to Implementing Agencies

 Registered Land
o Copy of Transfer Certificate of Title (TCT)
o Certification from Implementing Agency  

 Unregistered Land
o Certified photocopy of the Tax Declaration in the name of the

Government Agency
o Certification by the Register of Deeds/Land Registration Authority

of the non-existence of the TCT
o Notarized Affidavit of ownership by the pertinent LGU Assessor



First Salary
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Salary  (Individual Claim)

• Certificate of Appointment duly
attested by the Civil Service
Commission (CSC) or its equivalent

• Assignment/Re-Assignment order, if
applicable

• Certified copy of Oath of Office
• Certificate of Assumption
• Statement of Assets, Liabilities and Net

Worth
• Approved Daily Time Record (DTR)
• Bureau of Internal Revenue (BIR)

withholding certificate
• Payroll Information on New Employee

(PINE) or any equivalent document
• Authority from the claimant and

identification documents, if claimed by
a person other than the payee

Additional Requirements for 
transferee (from one government 

agency to another) 

• Clearance from money, property and
legal accountabilities from the
previous office

• Certified copy of paid disbursement
voucher of last salary received
and/or Certification by the Chief
Accountant for the breakdown of last
salary received and remittance of
statutory deductions from previous
office

• Certificate of leave credits
• Service Records
• BIR Certificate of Compensation

Payment/Tax Withheld
• Approved/paid Home Development

Mutual Fund (HDMF) and PhilHealth
Forms
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2024 General Appropriations Act
General Provisions
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Loyalty Cash Award/Incentive/Service 
Recognition Award

Under COA Circular No. 2023-004

Certificate from HRO/U that the claimants
have not incurred more than 50 days leave
without pay within the preceding 5-year
period, as the case may be, or proof of
eligibility to receive incentive/service
recognition

Under CSC Memorandum Circular No. 6, s.
2002

An official or employee who incurred an aggregate
of not more than 50 days authorized vacation
leave without pay within the 10-year period shall
be considered as having rendered continuous
service for purposes of granting the loyalty award.
In the same way, an official or employee who
incurred an aggregate of not more than twenty
five (25) days authorized vacation leave without
pay within the 5-year period may qualify for the 5-
year milestone loyalty award.
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Allowances, Honoraria and Other Forms of 
Compensation

Terminal Leave Benefits

• Agency Clearance from money, property and legal
accountability from the Central Office and/or from the
Regional Office of last assignment

• Ombudsman Clearance
• Certified photocopy of employees leave card with

computed leave credits as at last date of service by
the Personnel Division/Unit/Office/ Admin /Human
Resources Office/Unit

• Approved leave application
• Complete service record
• Statement of Assets, Liabilities and Net Worth

Certified photocopy of appointment/NOSA showing
the highest salary received if the salary under the last
appointment is not the highest.

• Computation of terminal benefits duly signed/certified
by the Chief Accountant

• Applicant's authorization (in affidavit form) to deduct
all financial obligations with the employer/agency LGU

• In case of resignation, employee's letter of resignation
duly accepted by the Head of the Agency.

Additional requirements in case of death
• Death certificate issued by PSA □

Marriage Certificate issued by PSA
• Birth certificate of all surviving legal

heirs issued by PSA
• Designation of next-of-kin
• Waiver of rights of children 18 years

old and above, if applicable
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Extraordinary and Miscellaneous Expenses
• Certification executed by the official concerned

that the amount claimed was spent for the
purpose and in the amount not exceeding the
limit indicated in the general provisions of the
GAA

• Relevant Invoices/Receipts, if the amount
claimed was spent for the purpose and in the
amount exceeding the limit indicated in the
general provisions oft he GAA

• Minutes of the meeting if used for the purpose of
meetings, seminars and conferences

• Attendance Sheet
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Procurement of Goods, Consulting Services 
and Infrastructure Projects

• Certified copy of the page of the approved Annual
Procurement Plan (APP) or Supplemental APP where
the particular Goods, Consulting Services and/or
Infrastructure Projects subject of payment is
indicated.

• Certified copy of the submitted Contract or Purchase
Order stamped "Received" by COA of the documentary
requirements required by COA Circular No. 2009-001
dated February 12, 2009 and COA Memorandum No.
2005-027 dated February 28, 2005 (Annex A-T) and
any future amendments thereof

• Letter request for payment from contractor/supplier

For all types of procurement
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Procurement of Goods, Consulting Services 
and Infrastructure Projects

• As-Built Plans
• Final SWA
• Warranty Security*
• Certificate of Completion
• Copy of tum-over documents/transfer of project and facilities such as motor

vehicles, laptops, and other equipment and furniture included in the contract to
concerned government agency

• Certificate of Acceptance by the Agency*
• Final Inspection Report of the Agency's authorized Engineers and/or Inspectorate

Team
• Statement of Time Elapsed
• Pictures/Geotagged Photos before, during and after construction of items of work

especially the embedded items

Infrastructure Projects
Final Payment
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Procurement of Goods, Consulting Services 
and Infrastructure Projects

Procurement of drugs and 
medicines

• Certificate of product registration from Food and Drug
Administration (FDA)

• Good Manufacturing Practice (GMP) Certificate issued by the
Philippine FDA if locally produced/manufactured, or GMP
Certificate issued by the FDA of the country of origin if
imported

• Batch release certificate from FDA
• If the supplier is not the manufacturer, certification from the

manufacturer that the supplier is an authorized
distributor/dealer of the product/items

• License to Operate from FDA (whether as a manufacturer,
importer, seller or distributor)

• Certification by the Medical Officer that medicines and drugs
requisitioned is included in the PNDF Current Edition

• Delivery Receipt/Invoice bearing Lot Nos. and Expiry Dates of
the drugs and medicines
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Procurement of Goods, Consulting Services 
and Infrastructure Projects

 Job Order or Contract
 Bill/Statement of Account
 Copy of newspaper clippings

evidencing publication and/or
CD/DVD in case of TV/Radio
commercial

 Copy of Approved Agency Media
Plan, if any

Advertising Expenses
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