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Cash Advance of Special Disbursing Officers (SDOs) " S
I REFERENCES: I,, ] . S
e

a. HPCG Circular # G292 4 29 May 97
b. COA Circular # 97-00¢ td"10 Feb 97
c. Final PCG Operating Program and Budget

S s L
PURPOSE: e

.
.

This SOP prescribeg, the guidelines and procedures in the administration of eash advances of
SDOs of PCG units in order to provide a more efficient and effective control over the grantmg,
utilization and liquidation of cash advances.

..

SCOPE/COVERAGE: e
This SOP shall apply to all FCG DistrictsMajor Units with designated SDOS.
= ) T - o
DEFINITION OF TERMS: ~ *~ ' ‘ s 'y
1. Special Disbursing Ofﬁcer (SDO) one duly designated to disburse funds mtended ior a
specific type of expense, purpose or nature of transaction for a limited period of time. o =%
2. Gash Advances - are those, granted on the explicit authority of the Head of Agency te dury

designated SDOs for legally authorized purpose. Funds obligated for cash advances shall be bas@d on
the object classifications/codes allocated to each District or Major Unit during a gwen penod '

3. - Fuscal Control - an lntegr’anad management measure intended to ensure the safety of pubhc

funds. ‘
~ ‘ ]

4 .. Intemal Control/Audit - b}stem used to check specific fund utilization, authenticity @f

documents, correctness of entry and compliance with prescribed auditorial pohcues and procedures
prior to appmval ot liquidation documents
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reliminary n presented with budget estimates and proposal for ;ushﬂcatlon ‘It is referped to_
as Final OPB when used as control document for execution within the budgetary contratnts

Fragmented OPBs are submitted as revlstons between the Preltminary and Final OPB.
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Maximum Cash Accountability - a fixed ceiling or amount in cash ti ita designated SDO maa

be allowed to have in custody or account as a measure of liability and/or re: ponsrbrlrty imposed by la
or regulation.

7 Responslble Supply Officer (RSO) - an organic uniformed or ci  'n employee of PCG duly

authorized to inspect and record.all itgms procured through over~the-couw purchase (OCP) by therr
Units. . !

8. Cash Book is a record of all transactions invoMng the units’ a||ocatc=d funds being maintalned

by SDOs. . <

‘.} . 0 . . . ) a.. ’

POLICIES: v % i
e o,

1. Cash advances shall be. stn%y used to purchase in ¢cash ,.small and low-value rtems and

services which are emergency in nati -3 and could not be provided by the Command or by any supply
activity afloat or ashore at the time of ?\'eed

2. Payments” out of the cash advance shall be allowed only for amounts not exceedmg
P15,000.00 for each transaction. Splitting of transactions to avoid éxceelit g the ceiling shall not be
. allowed. For individual transactions éxceeding P15,000.00, unit disbursem :nts'shall be throu
preparation and subrission of purchase orders (PO) per Annex H-or work o' ders (WO) to HP%% “for
funding. ltems being requisitioned shall be delivered to the units anly upon #pproval of the POs/WOs
by CPCG. After the: completion of the delivery of supplies and materials o services, corresponding
DVs (Annex K) of approved POs/WOs and'other supporting documents sh=1l be submitted to HPCG
- for the issuance of checks/payment to creditors thmugh the units concemed ® P ¥y
3. The cash advance shall not be used for payment of regular/mana rtory expenses, such as
rentals, subscriptions,!light and water, communication services and the like. \llocated funds which fall
- under these activities will-not be released to PCG units. Instead, the ccriasponding vouchers and
billing statements shall be promptly fo;warded to Headquarters (Attn: CG-4/C ;WCEO) for subseqdeat‘
funding and payment to deserving credltors
€
4, -  The cash advance shall be used solely for the specific legal purpose for which it was granted

Under no circumstances shall it be-used for encashment of checks or for liqt un‘.gtlon of a previoys cash :
advance. * 4 " N

5. Unit Commanders shall desggnate their SDOs with mlnlmum rank of.{.T. Likewise they shall

. designate their respective Responsnble.Supply Officers (RSO) who shall ms;xecl and record alI items
procured thru OCP. . s

6.1 CoAn designated SDOs must be duly bonded by the Bureau of | easury based on therr
recommended Maxlmum Cash Accounfabiity (MCA) ‘ ; ‘ |

SR AT ;
0 'if All SDO's shall maintain their; cash books duly updated and ready for wdit anytrme leewise
RSOs shall maintaln thelr respective log books. '

8. . Cash book efitries (Annex M) should be writtan in ink at the time thn -ransactrons occur, The
voucher or receipt number, name of the debtor or creditor, and the purposé .)f each receiptlpayment
should be shown;clearly under the calimns provided to facilitate verification an«! reference in the future.
To drétingur!;h each day s transactiops, the date should be written in the middi> of the page within the .
“name of debtor or créditor” colurnn m‘imediately above the first entry for the day. S
9. The cashion:hand shall be: balant;ed with the cashbook' et the clos€ of business each day '
" Strict attention to this, detail will minimize losses and.enable the :accountable officer to correct errors.
Cash book for collection shall be ruled a‘nd closed at the end of each month. The ending balance shall
be carried forward as the balance of ¢ash on hand at the beginning of the susceeding month.: Cash
book for disbursements shall be ru|éd» and closed at the fifteenth arid end of e:ich month. The ending

balance shall be carried forward as tﬁe balance of cash on hand at the begir ning of the succeeding
f‘rfteen-day period
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gk . 'T'ransfer‘ of cash advance from one SDO to another shall not bevaliowed.

10. Only duly appointed or. designated SDOs may perform disbu ' ng functions. Officers angd

employees who are given cash advance for official travel need not ' : .designated as Disbursing
Officers. . ’

.

11, No additional cash advances shall be granted to any SDO unfe - the previous cash adv'a‘nce

given to him is settled or liquidated. o *.' PR
. v . % . Y o . ‘

13. Unit Commanders shall hkewrse form their respective Bids and Awards Committee (see Annex
| for Abstract of Bid) for the conduct of bidding of tems to be procured, and Technical and Acceptance
Committee (see Annex J'for TechnrcalIAoceptance Form) for the inspection and acceptance of rtems
delivered. Members of said committees must be officers or senior enlisted personnel who are not

assigned with the Logrstrcs Budget and Fiscal and Procurement Office of the Districts/Major Units. *

‘

14, Ltquldation lor cash advances. covering MOOE allocations for stations and detachme?rt's as

programmed in the OPB must llkewlse lnclude llst of fund support spe i ically grven to statlons and

. detachments. . : L (1or i
“3s. Umt COmmanders shall exercise ﬁscal control to improve the nanagament ‘of respectrve
_resources and ensure the safety of publrc funds _ , o ST,

L0 v
B .h

:16 | The Chlef Accountant PC G shall obltgate all cash advances gre ed to SDOs. HeIShe shall

see that cash advances for a partvr,ular year are not used to pay expenses « ! other years.

: 17 Drsbursement of cash advances shall be audlted by the Coast Gu -+ d Intemal Audit Ofﬁae to

strengthen internal éontrol and lmprove management of resources in acco ! ince with accounting and

- auditing rules and regulations.

. 18, " -The Office of the Coast Guard Comptroller (CG-6) shall oversee 1! proper granting, utrllzatlon

and llqundation (Annex B) of - cash advances based on audltorial polic~ : and procedures and the

' "approved oPB. . .0 - * 5 ok
’ f . : i .-le'

.1. Cash Advance : ; ;’ : ; r,
Yo g The SbOs of dlfferent CG units shall file the DVs (Annex A) of their cash advancesr in.
accordance with the above stated policies and their monthl » MOOE allocatrons. duly
indorsed by the Unit Cemmander
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b, + Aftash advances shal be processed and funded at HPCG lev: 1.

¢! Cash advances shall be recordedlprocessed by the CGFC, 0/< 136,-O/ASO and O/OGIAO

2. _ quuudatlon of Cash Advances

a. The SDO shall liquidate hls cash advance in accordance with COA Circular Nr 97-002 dtd
10 Feb 97. ,«!

b. Al transactions shall-be supported by invoices/receipts and rcorded in the prescr'ibed
cash book. The SDO shall cléar his cash advances by submittin:* the receipts/invoices duly
inspected and signed’ by he RSO, abstract of Over-the-Ccuuter Purchase (Annex )
Certiﬁcate of Emergenq urchase (Annex G) and RIV (Annex 1 ).

c tho ovent the SDO is relleved from .his presént ‘assignme it, he shall clear alt,hls
remalning unliquidated cash advances. The Unit Commander ¢hall then designate #hew
SDO. The newly designated SDO shall comply with the presc: »bed requirements before

he shall be allowed to cash advance ‘

& ' ‘ . ok
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At the start of the cale‘hdar year, a new cash advance may be janted, provlded that g fiste
of expenses against the, previous cash advance Is submitiec ‘o CGIA to detérmine Hts

utilization. However, when no liquidation of the previous cash : dvance is received onor’.
before January 20 of the sald year, the CG Finance: Center wil | e constrained to withhpld *

the SDOs recelvables pending the liquidation of his cash advan:' o

VI EFFECTMITY: o
. .

This SOP takes effect upon approval
2 -
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ANNEXES: . { y
A - CashAdvance Flow Chart = G - Certfication for OCP
B - Ligquidation Flow Chart : H - Procurement C rder Form = '
C - Flow of Proc Docs "5 - Abstract for Elic s Form
~ D - DV Form for Cash Advance | - TechnicalAccetance Form
E - DV Form for Liquidation of Cash Advance- K - DVForm for Ajproved PO -~ " #+ °
F  -. Abstract Form L - RWNForm .
' M - Cashbook enriss v % o
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