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November 13, 2025

MEMORANDUM ORDER

No.

Series of 2025

SUBJECT - PROCEDURES AND GUIDELINES ON THE GRANT, UTILIZATION,

REPLENISHMENT AND LIQUIDATION OF PETTY CASH FUND

I. PURPOSE

In the interest of service and in order to address minor and urgent petty expenses
necessary/essential to carry out the Bureau’s day-to-day operation. The Petty Cash
Fund (PCF) is hereby established to provide operating units with sufficient cash to
cover one (1) month of their minor expenditures thereby optimizing operational
efficiency and improve the use of the Bureau'’s fiscal resources.

II. BASIS

The guidelines and or policies on establishing and utilizing public funds are
provided in the Section 35-41 of Government Accounting Manual Volume I and COA
Circular No. 2012-001 dated June 14, 2012.

1I1. SCOPE

All designated Petty Cash Custodian in the Bureau of Plant Industry Central Office.

IV. DEFINITION

Imprest System - an accounting system for paying out and subsequently
replenishing petty cash.

Petty Cash Fund (PCF) - the amount granted the duly designated Petty Cash
Custodian for payment of authorized petty or miscellaneous expenses which
cannot be conveniently paid through checks/LDDAP-ADA.

Petty Cash Custodian (PCC) - duly authorized permanent employee responsible
for the payment of the Division/Section/Unit petty or miscellaneous expenses.

Petty Cash Voucher (PCV) - the form used to disburse funds out of petty cash fund
(Appendix 48)

Report on Paid Petty Cash Voucher (RPPCV) - the report prepared by the Petty
Cash Custodian to replenish the PCE All liquidated PCVs shall be attached together.
(Appendix 49)
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Petty Cash Fund Record (PCFR) - the report prepared and maintain by the Petty
Cash Custodian to record the cash advance, utilization and replenishment made
and to monitor the PCF balance. All transactions for the day shall be recorded
immediately. (Appendix 50)

Petty Cash Fund Register (PCFReg) - the report prepared and maintain by the
Petty Cash Custodian to record the cash advance, utilization and replenishment
made and to monitor the PCF balance. All transactions for the day shall be
recorded immediately. (Appendix 51)

Petty Cash Replenishment Report (PCRR) - a summary list of the paid petty cash
vouchers that is prepared to support the request for replenishment of the cash
fund. (Annex A)

V. POLICIES

The following accounting policies for Petty Cash Fund shall be strictly

observed:

a. The PCF to be set up shall be sufficient for the recurring petty operating
expenses of the agency assigned sub-grouped offices for ONE MONTH.

b. Itshall be maintained using the Imprest System.

c. The PCF shall not be used for payment of regular expenses such as rentals,
subscriptions, light and water bills, purchase of supplies and materials for
stock purposes, and the like.

d. Payments out of PCF, which shall be made through a Petty Cash Voucher
(PCV) (Appendix 48), should be allowed only for amounts not to exceed
P15,000 for each transaction, except when a higher amount is allowed by
law and/or specific authority by the COA.

e. Splitting of transactions to avoid exceeding the ceiling shall not be allowed.

f. All disbursements out of PCF shall be covered by duly accomplished and
approved PCV supported by the following:

e Sales/Cash Invoices, Official Receipts

¢ Inspection and Acceptance Report

e Waste Material Report in case of replacement

e C(Canvass from three suppliers for purchases involving P1,000 and
above, except for purchases made while on travel

e Other documents may be required as evidence of disbursements

g. The PCF shall not be used for payment of payment of the following;:

Contract of Service and Job Order salaries

Meals

Per diem, travelling expenses

Plane fare

Toll fees or RFID replenishment

Communication allowance

e Semi-expendable expenses
h. Only payments of small amounts may be made through the PCF. The

following are the allowable expenses/expenditures under PCF but not
limited thereto: ‘
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e Drinking water

e Minimal/Minor repairs (eg. air condition cleaning, hardware
supplies, vehicle repair like vulcanizing, spare parts replacement)

e Emergency purchase of supplies (with Certificate of Emergency

Purchase)

Printing of Tarpaulin

Notarial fees

Postage and courier fees

Parking fees

Emergency purchase of fuel/ gasoline while on official travel

Agricultural supplies (petty in nature)

LTO Registration of RP Vehicles

Emission Testing of RP Vehicles

Tokens (petty in nature)

Gas tank refill

Laundry of beddings

Others, (subject for assessment of the petty cash custodian and

finance).

i. Transfer of PCF from one PCC to another is not allowed.

j. The PCF for a particular year shall not be used to pay prior year expenses

k. PCF can be replenish when the disbursement reach at least 75 percent or
as needed.

l. Replenishment of the PCF shall be equal to the total amount of
expenditures made there from.

m. The unused balance of the PCF shall not be closed/refunded at the end of
the year. The fund shall be closed only upon termination, separation,
retirement, or dismissal of the Petty Cash Custodian. The incoming
Custodian shall be granted a new PCF.

n. All replenished PCV shall be submitted to the Accounting Section at the
end of the year for recording in the books of accounts.

® ®© ¢ © o @& o o @ o o o

VI. PROCEDURES

The disbursement procedures for petty cash, as delineated in Section 38 of
Chapter 6 of the Government Accounting Manual, are as follows:

Establishment of PCF

Area of Responsibility | Seq. | Activity

No.

1 Receives the approved check from the Cashier for

the establishment of PCF. Records in the PCFR the

Petty Cash Fund date, particulars, reference, and the amount of check
Custodian in the “Cash Advance’ column.

2 Encash check in GSB and keeps cash in a safety vault.
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Utilization of Cash Advance from PCF
Area of Responsibility | Seq. | Activity
No.
Requesting Personnel 3 Accomplishes Box [ columns 'Particulars’ and
'Amount’ and Box A "Requested by" portion of the
PGV,
Immediate Supervisor | 4 Signs Box A "Approved by" portion of the PCV and
returns to Requesting Personnel.
Requesting Personnel 9 Submits the required documents to the PCFC for the
release of fund.
6 Receives from the Requesting Personnel the PCV
duly approved by the Immediate Supervisor of the
Petty Cash Custodian Requestor.
7 Upon release of the petty cash, signs in Box B "Paid
by" portion of the PCV.
Requesting Personnel 8 Receives petty cash and signs in Box B "Cash
Received by" portion of the PCV.
9 Issues Copy 2 of the PCV to the Requesting
Petty Cash Custodian Personnel.
10 Files the original of PCV awaiting liquidation.
Liquidation of Cash Advance from PCF
Area of Responsibility | Seq. | Activity
No. ]

11 Receives from Requesting Personnel Copy 2 of the
PCV together with Supporting Documents (SDs).
Checks and reviews completeness of documents
such as the date, amount and nature of expenses
paid as shown in the SDs.

If incomplete, returns to Requesting Personnel for
completion of needed SDs.

Petty Cash Custodian 12 If complete, retrieves the original of PCV from file
and fills up Box Il "Total Amount Granted”, "Total
Amount Paid per OR/Invoice No.", and "Amount
Refunded/ Reimbursed" portion of the original and
Copy 2 of PCVs.

13 Checks the appropriate boxes for "Received Refund”
or "Reimbursement Paid" portion and signs Box C of
the PCV.

Requesting Personnel 14 Checks and fills up the appropriate boxes for
"Liquidation Submitted by" and "Reimbursement
Received by” upon submission of necessary SDs and
receipt or reimbursement of cash, if any, and signs
Box D of the PCV.

15 Returns Copy 2 of the PCV to the Requesting
Personnel.

EFFECTIVITY DATE: AUGUST 15, 2023
FORM NO: BPI-QMS-KMT-F1
REVISION NO.: 5

@www.buplant.da,gov.ph ﬁlBureaUOfPlanttndustry e m‘




% OF JAS-ANZ
f”‘ Department of Agriculture o
@ BUREAU OF PLANT INDUSTRY ;Gr

/]

)
W

7 692 San Andres St., Malate, Manila, Philippines 4
"% Email Address: info@buplant.da.govph IS0 9001:2015 Certified
BAGONG PILIPINAS '*»mn-'j Tel. No. (02) 8521-7650, (02) 8353-6976 Quality Management System

7
%/

&

Petty Cash Fund 16 Fills up the date, PCV No., name of payee, nature of
Custodian payment, and the amount in the “Disbursements”
and "Cash Advance Balance' columns of the Petty
Cash Fund Record

17 Files the original PCV together with the SDs

Replenishment of PCF
Area of Responsibility | Seq. | Activity
No.

18 Retrieves from file the original of the PCV together
with the SDs. Checks the completeness of all PCVs for
replenishment.

19 Based on the paid PCVs and SDs, prepares the
RPPCVs in two copies. Signs the "Certification”
portion of the RPPCV.

20 Based on the RPPCVs, prepares DV in four copies and
ORS in three copies. Forwards Copies 1-4 of the DV,
original of the RPPCVs and PCV, and SDs to
Authorized Official for review and signature.

Petty Cash Fund
Custodian

Authorized Personnel 21 Signs in Box A portion of the ORS and DV.

Petty Cash Fund 22 Forwards Copies 1-4 of the DV, Copies 1-3 of ORS,
Custodian originals of RPPCVs and PCVs and SDs to Budget
Division for recording of obligation.

VII. DESIGNATED PETTY CASH CUSTODIAN

e One Petty Cash Custodian shall be assigned per sub-grouped offices;
The designated PCC for each office shall be a permanent employee;

e PCC shall be bonded and will be responsible and accountable for the
payment of petty or miscellaneous expenses of the concerned division and
assigned offices.

e PCC shall monitor and submit the required reporting documents in
accordance with auditing and accounting rules and regulations.

VIII. DOCUMENTARY REQUIREMENTS
A. Grant of Petty Cash Fund

Obligation Request Status/ Budget Utilization Request Status(ORS/BURS)
Disbursement Voucher

Approved Request letter
Approved estimates of petty expenses for one month
Approved Work and Financial Plan

EFFECTIVITY DATE: AUGUST 15,2023
FORM NO: BPI-QMS-KMT-F1
REVISION NO.: 5

@www.buplant.da.gov.ph 0/Bureau0fPIantlndustry




_

' ff. %fr,h Department of Agriculture
N2 BUREAU OF PLANT INDUSTRY
lﬂ‘“ / 692 San Andres St., Malate, Manila, Philippines
- 1,, f 3 Email Address: info@buplant.da.gov.ph
BACONG PILIPINAS "Iﬁ'"_mﬂp" Tel. No. (02} 8521-7650, [02) 8353-6976

e Memorandum Order designating the PCC

JAS-ANZ

&

150 9001:2015 Certified
Quality Management System

e Certification from the Chief Accountant that previous cash advances have been

fully liquidated and accounted for in the books
e Bureau of Treasury Confirmation Letter of Bond

B. Liquidation of Petty Cash Fund

Liquidation Report

Summary of Petty Cash Voucher

Report of Disbursement

Bills, receipts, sales invoices

Certificate of inspection and acceptance

Report of waste materials in case of replacement/repair

except for purchases made while on official travel
Summary/Abstract of Canvass

Petty Cash Vouchers duly accomplished and signed
Official Receipt in case of refund

under the company policy depending on the nature of expenses.

IX. EFFECTIVITY

Canvass from at least three suppliers for purchase involving 1,000 and above,

Such other supporting documents that may be required and/or required

This memorandum shall take effect immediately upon approval. All provisions
under Memorandum Order no. 88 s. 2024 shall remain in effect unless superseded.

Done this_[# day of _orthjer  2025.

77
/

GERALD GLENN I(PANGANIBAN, Ph.D.
Director
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Appendix 48
No. :
PETTY CASH VOUCHER
Entity Name : Date :
Fund Cluster:
Payee/Office : Responsibility Center Code:
Address :

I. To be filled out upon request

II. To be filled out upon liquidation

Particulars

Amount

Total Amount Granted

Total Amount Paid per
OR/Invoice No.

Amount Refimded/
(Reimbursed)

A | Requested by:

< O

Signature over Printed Name
Name of Requestor

Approved by:

[]

Name o

Signature over Printed Name

Received Refund

Reimbursement Paid

fImmediate Supervisor

Signature over Printed Name
Petty Cash Custodian

B | Paid by:

o]
[]

Signature over Printed Name
Petty Cash Custodian

Cash Received by:

[ ]

Date:

Signature over Printed Name

Liquidation Submitted

Reimbursement Received by:

Payee
Date:

Signature over Printed Name

Payee
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Appendix 49
REPORT ON PAID PETTY CASH VOUCHERS
Period Covered
Entity Name: Report No:
Fund Cluster: Sheet No.:
Date VeHy Caph Particulars Amount

Voucher No.

CERTIFICATION

I hereby certify to the correctness of the above information.

Petty Cash Custodian Date
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Appendix 50
PETTY CASH FUND RECORD
Entity Name :
Fund Cluster:
Petty Cash Fund Custodian Official Designation Station
Cash Advance/
Reference/ X 3 -
Date Check/ PCV No. Pavee Nature of Payment Ilcplrmu!mcnu Disbursements | Cash Advance
Received Balance
CERTIFICATION
I hereby certify that the foregoing is a correct and complete record of all cash advances received and
disbursements made by me in my capacity as Petty Cash Fund Custodian of during
the period from o . inclusive, as indicated in the corresponding columns.
Name and Signature of Petty Cash Fund
~ Date
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Appendix 51
PETTY CASH FUND REGISTER
Department/Agency : Petty Cash Fund Custodian :
Sub-Office/District/Division: Fund Cluster:
Municipality/City/Province: Sheet No. :
BREAKDOWN OF PAYMENTS
PETTY CASH FUND -
(10101020) PERSONNEL MAINTENANCE AND OTHER OPERATING
PCV/ SERVICES EXPENSES
Date Particulars
Check No. Sabiries nd W Traveling Office Wil Blectrict Telephone
Receipts | Payments | Balance | ., e Expenses- Supplies ) o fc ety Expenses -
Casual/ Contractual Ll Expeties Expenses Expenses Landine
() ) (50101020) [ (50201010) [ (50203010) [ (50204010) | (S50204020) [(5020502002)
TOTALS
(Signature over Printed)
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AnnexA
SUMMARY OF PETTY CASH EXPENSES
OFFICE:
FUND SOURCE:
PERIOD:
REFERRENCE ACCOUNT CODE ACCOUNT TITLE AMOUNT
PCF ADA/CHECK NO. Php
5-02-03-990-00 Other Supplies XX
5-02-99-990-99 Other MOOE XX
TOTAL EXPENSES: XX
BALANCE XX
Prepared by: Noted by:
PCC DIVISION CHIEF/ SECTION CHIEF
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