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Republic of the Philippines

Department of education
NEGROS ISLAND REGION
SCHOOLS DIVISION OF SAGAY CITY

ETE S

DIVISION MEMORANDUM
No. 337 s. 2025

UPDATED GUIDELINES IN PROCESSING AND SUBMISSION OF
QUARTERLY REQUEST FOR CASH ADVANCE IN THE
DOWNLOADING OF NON-IU SCHOOL MOOE

To: Assistant Schools Division Superintendent
Chief Education Supervisors — SGOD and CID
Publics Schools District Supervisors
Public Secondary and Elementary School Heads
All Others Concerned

i In the provision of quarterly MOOE funds to schools, be guided of the
updated process flow of the preparation and submission of Request for Cash
Advance (RCA) per quarter (see Annex A) wherein the signatories of the letter
request shall now be the School Head, Accountant III and the Schools Division
Superintendent.

2 The attachments to the RCA, the Program of Work (POW) and its
supporting for repair and maintenance expenditures of school
buildings/structures/infrastructures, the Pre-repair Evaluation Report (PER)
for repair and maintenance expenditures of school
machineries/equipment/furniture and fixtures, and List of Supplies and
Other Materials or Supplies, shall now be processed separately (see Annex B
C and D) with the following authorized signatories:

RCA Expenditures Signatory of Documents
-Program of Work (POW)

-Pre-repair Inspection Report (PIR)
Repair and Maintenance -Buildings and Other -Post-Repair Inspection Report (PRI)

Structures / School Infrastructures

Division Engr. llI

Repair and Maintenance -Machinery and

Equipment -Pre-repair Evaluation Report (PER)
(to include ICT, agricultural, communication, -List of Office Supplies

and printing equipment among others) -List of Other Materials and Supplies

Repair and Maintenance -Furniture and (see Annex D for templates)

Fixtures

Office Supplies (commonly used supplies for AO IV - Division Supply Officer

office/school)

Other Materials and Supplies
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Republic of the Philippines

Department of education
NEGROS ISLAND REGION
SCHOOLS DIVISION OF SAGAY CITY

3. The School Head shall ensure the correct and timely processing of the
attachment documents to the RCA and that all PPAs presented on it shall be
implémented as planned, there shall be no realignment of budgeted and
approved expenditures in RCA within the quarter of its implementation.

4. Requested expenditures for programs/projects/activities for the
quarter shall be effectively and efficiently planned and conduct of actual
market survey should be done to have reliable costing of expenditures,
probable cost savings, and to minimize material negative variance of budgeted
cost over actual expenses incurred.

5. There shall be no discrimination in the implementation of this
Memorandum on account of age, school, gender, civil status, disability and
religion or other similar factors/personal circumstances that run counter to
the principles of equal opportunity.

6. Widest and immediate dissemination of this Memorandum is desired.

-~

DANNIE CLAEE M. UGUIL, CESE

OIC - Schools Division Superintendent

Encl: Annex A,Band C.
Reference:
To be indicated in the Perpetual Index
under the following subjects:
memo
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Sitio Chloe, Brgy. Rizal, Sagay City, Negros Occ1denta1
Telephone Nos. 488-02-15; 722-0597/ sagay .001@deped.gov.ph

DejED \g

BAGONG PILIPINAS

= e Bl Lo



eSubmit the RCA with
complete attachments and
signatures to the Division
Office on or before the cut-
offdate for signature of
Acountant as to availability
of funds, and for approval
ofthe Schools Division
Superintendent for
downloading of funds.

sThe SchoolHead, assisted
by School AdAs, shall
spearhead the preparation
and timely submission of
the quarterly Request for
Cash Advance (RCA).

*RCA should be printed in §
copies supported with duly
signed documents as
follows:

Program of Work (POW) and
its supporting,

Pre-repair Evaluation
Report (PER),

List of Requested Office
and Other Supplies,
Agency Procurement
Request (APR) for
commonly used supplies,
and

Realignment letter request
(whenever applicable).

—

Records
Office

eReceive and
record the details
of the RCA.

eProvide tracking
number for
reference.

eForward to
Accounting Office
for checking and
validation.

Accounting

Office

eCheck RCAas to
the completeness
of the documents
and its
attachments and
signatures.

*Verify RCA amount
with BED 3
allocation and
check each items
of expendituresif it
aligns with NEP,
and AIP/WFP,

eForward RCAto
SDS office
validated and
signed as to fund
availability for
approvaland
signature.

Office of the

SDS

eApprove and sign
the RCA.

«QSDS office to
forward approved
RCA to Budget
office.

@B

Annex A

Office

eValidate total
amount of RCA
versus school NEP
allocation.

* Issue Obligation
Request and
Status (ORS).

eForward to
Accounting for
Disbursement
Voucher (DV)
issuance.

e

Timeliness: Complex Transactions
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Annex B

o Program of Work (POW) for Repair & Maintenance of School Buildings/ Infrastructures / Other Structures

e Submit the duly
signed Program
of Work (POW)
with attached
Pre-repair
Inspection
Report (PIR) to
Division Office
for signature of
Division
Engineerlil.

<y

Records Office

eReceive and record
the details of the POW
with PIR.

eProvide tracking
number for reference.

eForward to Engineer ll|
offices .

<y

Division Engr. Office

eCheck and validate the
POW costing and
referenced facility/
building/ structure
requested for repair

eSigned the POW and PIR
recommendatory for
approval

eForward to Records Office

<y

Records Office

eUpdate tracking
details

*Release the signed
POW to school.

-

Timeliness: Simple Transactions



Annex C

e Pre-repair Evaluation Report (PER) for Repair & Maintenance of School Machineries & Equipment, Furniture & Fixtures
o List of Supplies and Other Materials or Supplies

Division Supply

Records Office Records Office

e Submit the Pre-repair
Evaluation Report(PER)
and List of Supplies or
Other Materials or
Supplies duly signed by
School Property
Custodian and School
Head to Division Office
for signature of
Division Supply Officer.

P, -

*Receive and record the
details of the PER and
List of Supplies and
Other Materials or
Supplies

*Provide tracking number

for reference.

eForward to Supply
officer

Office

*Check and validate the
PER for machineries/
equipmnet/ furniture &
fixtures requested for
repair

eCheck and validate the
requested supplies and
other materials/ supplies
with the submitted school
APP/PPMP

eSigned the PER and List
and forward to Records
Office for releasing to
school.

— >

eUpdate tracking details

eRelease the signed PER
and list to school.

-

Timeliness: Simple Transactions
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Annex D

Department of Educati
Negros Island Region

<«NAME OF SCHOOL-

Requesting
Cepartment

Description of wark to be done:
(Type of Equipment/Seral Nurber,
Mease attach pictures)

Materials Noeded: (Estimated)

Deseription of Materials

on

SCHOULS DIVISION OF SAGAY CITY

PIE_E_-REPAI R EVALUATION REPO“T 5
(Mepair & Malntenance of Machineries & Equipment (Office Equipment, 1CT); Fumiture and Fodures)

Date Tnspocted

Pre-Repair Irmpection No

Ex¢mated Amount

Remiarks:

Cortfies that Whe abowe-baled parts/materolaflator needed is necessary to be replaced/instaled/
soplied 1o improve/maintain the aquipment/michine operations for the good of public service

Conducted by Verified by:

School Proporty Custodian

A St By P, Saguy City, Hegres Ccadecid
Ll 64

School Head

Department of Education
Negros Island Reglon
SCHOOLS DIVISION OF SAGAY (1TY

<NAME OF SCHOOL>
LIST OF OFFICE & OTHER SUPPLIES

Office Supplics et o
ITEM DESCRIPTION "
(Name, Type, Class, Thickness, | UNIT QUANTITY | PRICE PER ITEM TOTAT
Size, Dimension, Color) e
Sub Total J
Other Supplies AR
....... e SSRGS '
..... ey
b 1
ki
SO AR
Sub Totwl

Note: Supplies listed above are found in the submitted school Annual Procurement Plan for
Common Supplies Expense (APP-CSE) for CY 2025

Prepared by OK as to APP

ROMIE 1. OSAL
Division Supply Officer

School Property Custodian

(If itams are not found in the Annual Procurement Plan for Common Supplies Expense, attach the
Supplemental APP-CSE)




