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RESOLUTION NO. 2017-222
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RESOLUTION AUTHORIZING THE ESTABLISHMENT OF A PETTY CASH FUND IN SOME

OFFICES OF THE CITY GOVERNMENT OF NAGA, SUBJECT TO COMEEE&EQI'%F
EXISTING ACCOUNTING AND AUDITING RULES AND REGULATIONS:- ’

Sponsor: Hon Salvador M. Del Castillo

WHEREAS, a request for the establishment of 3 etty Cash Fund
was submitted to the Sangguniang Panglunsod of the City of Naga to
cover the immediate needs of some offices of the City, such as those
urgent and small amount of eéxpenses being incurred in its day to day
operations;

WHEREAS, this matter was referred to the appropriate committee
and after its deliberations, the committee recommended for the
establishment of the petty cash fund in the various offices of the
City;

NOW, THEREFORE, on motion of Hon. Salvador M. del Castillo,
seconded by Hon. Cecilia Veluz-De Asis, Hon. Mila S.D. Raquid-Arroyo
and Hon. Julian C. Lavadia Jr.;

BE IT RESOLVED, as it is hereby resolved to authorize the

e€stablishment of g Petty cash fund in the following offices of the
City of Naga, wviz:

NAME OF PETTY CASH Amount of
CUSTODIAN PCF (in Php)

Ms. Estelita Sanico P 100,000.00

Ms. Annabel Va rgas 150,000.00

Ms.Pinky Inocencio 50,000.00

Ms. Evangeline Manalo 40,000.00
5._Naga City Hospital
LET COPIES of this resolution be furnished His Honor, the City
Mayor for his approval, the City Treasurer, the City Accountant and
all concerned offices for their information and guidance,

APPROVED
Adopted: April 4, 2017

Xxx XXX XXX

WE HEREBY CERTIFY to the corrgctness of the going resolution.
ﬁ
GIL A.

LA TORRE
~ Secretary to the
Sangguniang lungsod

APPROVED:
JQHN G. BONGAT | | |.
ity Mayorl"J»X\l"v\:l
2/F City Hall Building, Juan Miranda Avenue, Concepcion Pequeia, Nagra City

® 473-20-51 + 473-20-49 www.facebook.com/spnagacity



CITY GOVERNMENT OF NAGA
PETTY CASH FUND GUIDELINES AND PROCEDURES

2 g8 DEFINITION OF TERMS

Petty Cash Fund (PCF) is & fund administered by a named custodian
for use by one department for a specified purpose

Petty Cash Custodian (PFC) is an authorized and bonded
dccouttdble officer responsible for Saleguarding petty cash funds
under his cor her control.

Petty Cash Voucher (PCV) - is rhe form used to disburse funds out

of petty cash fund (Annex A)

Patty Cash Replenishment Raport (PCRR) 1S a4 summary list of the
paid petly cash vouchers that i3 prepared Lo support the raguest
for replenishment of the petty cash fund (Annex B)

Petty Cash Register (PCR) - is the report maintained by Petty Cash
Custodian  to  monitor and Summarize  the petty  cash fund
eslablished/replenished  and the disbursements charged thereto
(Annex C)

II. GUIDELINES FOR ESTABLISHMENT OF PETTY CASH FUND

l) Petty cash! tund may be established for petty operating
capenses consisting of small payments for maintenarnce arnd
operal ing expenses which cannot bea paid conveniently by check

Or dre required to po paid immediately (Sec. d. 1.4, oA

Ciroular 897- 02}

21 The  cash  advance shall be sufficient for the recurring
erxpenses of the aqenc? for one month. The accountable officer

may request replenishment o the c-sh advance when Lhe
disbursements reach ar least 75%, or as the need requires, by
submitting a  replenishment voucher with ail supporting

aocuments duly summarized in 4 report of disbursements (Sec.
4.3.1, COA Circular 97-062)

3) PelLy Cash Fund Shall be sct up at the beginning of the y2ar.
An Obligation Request (ObR) shall be prepared for the furd,
recorded in the registers and obligaley as Other Expenses.

(Sec. 83, IX, LTOM)

1] The cash advance shall Dot bDe use Or payment or regular
2Xpenses, such as rentals, subscriptions, light and water andg
the like. Payments out of the cash advance shall be allowed
only fer amounts not axceeding specific amounts for each

fransaction as indicated in this guideline.

2) The pelly cash fund was established Lo reimburse personnel
Wwhoo need Lo make inexpensive emergency purchases. The
Saragunlang Panl ungsod will zel the amount of pelly cash Lo

pe  established and Lhe maxi fmum amount allowoed [(or cach
mailntenance and operaling experise (o be disbursed [ rom the
Peliy Cash Fund.
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i) The cash advance shall ke used solely for the specit

III.

No Cash advance shall be given unless for a legally speciflic
purpose (Sec. 4.1.1, COA Circular 97 n0Z)

Mo additional cash advances shall be allowed to any official
or employee unless the previous cash advance given to him is
tirst settled or a proper accounting thereof 1s made (Sec.

e

S a

dg.1.2, COA Circular 9/-002)

Only permanently appointed officials shall be designated as
disburaing officers. Flected officials may be granted a cagh

advance only for thei nff1:¢ul traveling expenses (Sec.
9.1.4, COA Circular 87 062)

Jnly duly appointed or designated disbursing oftficers may
perform disbursing functionz. Officers and employees who are
given cash advances for ofticial travel need not be designated
as Nisbursing Officers (Sec. 4.1.5, COA Circular 97-002)

Transtfer o § advance [rom one Accounlable O Lcer
(AQ) to ancther shall nob be allowed (Sec. 4.1.6, QDﬁ Circular
37-002)

tig
legal purpese for which it was granted. Under no circunstance

shall it be used for encashment of checks or for liquidation

o ~ 2

:f o previous cash advance (Sec. 4.1./, COA Circular 97 uGz)

2) Ferty Cash Funds are to be maintained using an Imprest

System that means a fixed amount is always reserved, which
after 4 certain period of time or when circumst ances reqguire,
because money was spent, it will be replenished.

GUIDELINES FOR DISBURSEMENTS OUT OF PETTY CASH FUND

Payments oul of Petry Cash Fund shall be made through Lhe useo
of approved Petty Cash Vouchers duly supported by official
receipts and cother required documents.

An official or employes who wishes to be reimbursced for a
purchase must complete all information on the Petty Cash
Voucher. Petty Cash Vouchers should be written in ink o
prevent alteratien, and be safeguarded by the potty-cash

custodian.

Petty Cash reimbursement must be issued to/received oy the
pcrson an expended the cash., Attach receipt Lo |ﬁe form ans
highlight the‘amount to be reimbursed. All receipls must be

attached and itemized on the [orm because cnly the amount
listed on the receipls will be replenished.

All paid Petty Cash Vouchers shall be recorded in the Cashbook
on a daily basis and summarized in the Petty Cash Fund
Register to check Lhe available palance of the petly cash

fund ¢n hand.
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5) Officials and employees are ot aliowed to use the petty-cash
tund Lo cagh berscnal checks Cr to receive PCIsOnaL credit
didvances or “I0U*! g,

= 1 = - ~ - i z L e e e
6) Reimbnrsement « For the purchase of Clijce supplies, dles

For an approved elergency, wil) Le allowed, A Requisition
and Tssue Slip for supplics and materials must first be
approved by the fjﬂperHWHﬂwaHft ST !

General Services Department 1 ha N sloock s availabla baiore

Purchase,

and certified p Mo

Disbursements should  strict} oy Mply  with the 4] Lorwed
cxpenditures Althorized by The  Sanggunian Paniungsod,
Splitring of 1y AlS4Ct lons to aveid exceeding the geil | rg

shall not bpe dllowed (5a¢ . 4.3

A Circular 97-002)

Iv. GUIDELINES FOR REPLENISHMENT AND LIQUIDATION oOF PETTY CASH
FUND

1) The PeEC will brepare the Petty cash Replenishment Report
(PCRR) tpnat iists aj} paid Party Cash

replenishmen. .

2) The PCC wi 11 attach atil Paid Petty Cask Vouchers Logelher

»
Wilh ]} fecelpts  apg document s which suppert employoo
reimburseman s Lo Lhe PCRR.

1) The PCC wij) ensure that alj Support ing document s 4pe compl et e

And amount s Are talliaed wit h the PCRR. iny ObR to record e
actial expenses shall be drawn and will he submitted together
With the py for replenishmenr Lo the City Budget Office tor
Yecording jp the registries and - forwarde:d ko the (it

ACCoOUNT e Office fur-LL=“€n5inﬁ of the RPayiient .
1) A Disby F3gment Vougcher Shall be pnpe pared by

Zustodiap duly Supperted by the PCRR nce i

2l least 14y Of the Pctty cash fung,

f . - ™~ L]
Yy Lash Fundg

shall pe fCturned to the Local Treasurecr together With the
Ii.quidatiﬁrg thereof, (1X, Sec, 23, L70OM)

2) At thoe ena cf the Year, alil balances of the Potty

&) Al the start. of anp Ensuing vegy Cr & new casp advance Mmay he

ranted, Provided that a list. of exXpensag A34ins!. Lhe

SO

Previongs
advance g Submitied, Hnwav&r, when e quu}dqriun of
the preyi WHS Cash advance

18 received L or before January
r Lhe Rucuuntant shall Cause the wWithholding @i the

115 AQ's
Salary (Sec, 2.9, COA Circular 9y 002)

4

'} The Petly Cast Custoudian will he designat e by e City Mase
L be an authorizeq Acuouwtabje Dfficear {AD) .
2) Bach a0 With a tota] cash acccuntabiiity of PZ2,000.00 O more

shall pe Donded, The dilount of bond shal depend op the totay
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6)

a)

VI.

=

0)

e

Accountability of the officer as fixed by the Head of the
Agency (Sec. /.1, COA Circular 97-002)

The amount of band necessary for the cash accountability of
the A0 shall boe in accordance with the schedule of cash
accountability and bond issued by the Bureau of the Treasury
(Sec., 7.5, COA Circular 97-¢002)

A newly designated PCC shall open and maintain a Cashbook to
record all Lransactions on a daily basis or as Lransaction
Qucurs, He  may  record edach invoice/ receipt /voucher
individually or the total disbursements for the day depending
on the volume of the transactions.

Thes AD shsl | reconcile the book balance with the iAsh on hand
daily. He shall foot and close the books at the end ot each
month. The A0 and the Accountant shall reccecncile their pooks
of accounts at least quarterly (Sec. 6.3, COA Circular 97-
302)

The PCC should balance the fund eacth day Lo ensure Lhat Lhe
avallable cash and the approved petty cash vouchers tally.
The PCC will be asked Lo reconcile any variations in hi: r
report and in the Pet.ty Cash Reqgister after reconciliation of
recerds with rhe Account ant.

0
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'he cashbooks shall be kept at the Qffice of the AQ and then
placed inside the safe Or cabinet when not in use. It may be
taken from his custody only by the Auditor or an official

Auly authorized by the Agency Head, who shall issue the
( :

lecessdry receipl (Sec. 6.4, COA Circular 97-002)

Wwhen the A0 Ceases to be one, the cashbook shall be submitted
to the Accountant or the Treasurer (for local government
units) and shall form part of the accounting records. No
clearance shail be i1ssued to an AOQ if he fails to submit the
¢ashbook as required (Sec. 6.5, COA Circular 97 002

All disbursements out of petty cash fund shall be covered
by duly dpproved Pelly Cash vouchers supported Ly cashn
invoice, officig) receipts or other evidence 0f disbursements
requi red under applicab|e account ing and auditing rules and
requlations. The PCC shal not disburse funds out of petty
cash without the necessdary supporting documents.

LIST OF ALLOWED PETTY OPERATING EXPENSES

These are the allowed maintenance and ope raling expenses that

Can be disbursed out of rhe petty cash fund and the maximum allowed
per reimbursament :

1) Traveling kExpenses - Local (50201-010) tor tares within the

City of Naga not to crcecd PLOO.0C per month

2) Office Supplies Expenses (50203-010) - purchases on emergency

basis (approved emergencies) only not to exceed P5,000.00 per
single receipt
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VII.

2)

Food Supplies m¥penses (50203-050) amount paid for daily
tood consumpl ion Dy  NCH, OLLI, and NCCH not  to exceed
P7,500.00 Per single invoice or RER
Other Supplies and Materials Expenses t50203-990;) - amaount
paid  for Cooking gas  andg other materials not  to evcead
£3,000.00 per sitigle recsaipl
Pastage and Courier Services (20205-010) amount paid for
mailing document s and letters
Repalrs ang Maintenance Machinery and Equipment (50231 3- 050
T Amount  paid for minor repairs of office equipment  and
Machineries not Lo exceed F5,000.00
Repairs angd Maintenance - Transportatisn Equipment (5021 32-
060j amount paid for minor repairs of authorized aovearnmeant
vehicles notr Lo eareed PLO, 00000 Ber transqacting
Other Maintenance and Operating Expenses (50293-990) - amount
Laid  for Ofther Meain! enancea Aridd Cperat ing expenses  pnot
classified not to exceod '5,000. 00 per receipt
Denations and Solixitatiuns (for ©MO only) aid  to
individuals ANd arganizal ions ot Lo exceed P5,000.00 each
Claimant
) Aid to Fami lies ang Tndigents inp Crises Situations
(AFTCH) - fMmount paid by CSWDO fror indigents four the f(_');i.if._')wing
Assistance;

. Food - not (o gdcead P500. 00 eqach

b, Transporta;inn - depends on Ehe dest ination bt Med s i mum

AmMount. is for FH, 000,00

C. Burial Net to exceeod F10,000.00 each
ﬁ.chicines ot Lo ercecd P10, 000.00 cach

©. Education - not to cxcepd P3,000.00 ecach

. ﬁmwrgnnﬁy Shelter (for fires victbims) - Ma<imum  of

F5,000.00 for Partially damaged houses ang P15, 000.00
Ffor houses wilh Lola) damages

CHECKLIST oF MINIMUM REQUIRED SUPPORTING DOCUMENTS

The oash ddvarnce disbursement voucher shall be SUpported with

the tuilwwing document g

a) Copy ot authority by the Agency llead (atrachment te'initiag
-ash advance)

bi Copy ot dAPproved application tor bhonag (attachment ¢t
initial cash advance)

<) Purchase Requesar shawing Approved  ostimates Ol petty
exXpanses for One month

d) Obligat jon Requast Fecording estimat e “eipenses as “Other

Foapensas”

The disbursemert s out of Petty cash Lo will pa Supported

with the following document s

al Petty Cash Vonchers dUly Approvecd Anc cert jf e

b)) Approveg Requisition andg 1ssue 31ip wirh the Certificate
of Emvrgenay Purchase, it necessary

C) OfFticial Receipts, SHles invoices, reimbirsement QNpense
receipts (RER) as evidence of Dayment

dl Certificate of Augeptance/Inspection

) OLticiay Business Slipe with Certificate of ARPSArgnos

)Muntniy/Quarteriy Itinerary of Trave| (Appendix 2 .and £)

for fares Within the City of Naga
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9) Pre and Post Repair Inspection Report for minor repairs,
except for repairs done during travel

h) Such other supporting documents as are required by tLhe
nature of the eoxpense

The ;iﬂnishmen: voucher or ligquidation report will he

supported by the totlowing document s

a) retty Cash Re plenishment Report

b) Paia fft*y Cash Vouchers with comp let e support ing document s

<) Cbhbligation Kegquest detailing actual Sapenses  and  the
reiated MOQE CxXponse codes

d) Petty Clash bund Register S oF dat e ol

replenishmenr /liguidation



