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1.0 PURPOSE 

The purpose of this procedure is to provide guidelines on the effective 
implementation on the collections and disbursements of the Commission and shall 
keep book of accounts (Warrant Register), records and reports. The said reports 
shall submit to Accounting and COA Office. 

 
2.0 SCOPE 

The scope of this procedure covers Collection and Deposit, Cash Advances and 
Check Preparation and Issuance 
 

3.0 DEFINITION OF TERMS 
3.1 Cash Advances – Advances granted to officers and employees who may be 

classified into: (a) regular cash advance – those granted to cashier’s, disbursing 
officers, paymasters and/or property/supply officers for salaries and wages, 
commutable allowances, honoraria and other similar payments and petty cash 
operating expenses; (b) Special Cash Advances – those granted on the explicit 
authority of the Agency Heads to duly designated disbursing officer or employees 
for other legally authorize purposes. 

3.2 Outstanding Check – checks issued by the Agency which are not been encashed/ 
transact to the bank by the payee. 

3.3 Disbursement Voucher – a form used to pay an obligation to 
employees/individuals/agencies/creditors for goods purchased or services 
rendered. It shall be prepared by the Requesting Office/Unit. The Accounting 
Division/Unit shall stamp on the face of this form the date of receipt from the 
requesting unit 

3.4 General Fund– Fund which is available for any purpose to which the legislative 
body may choose to apply and is composed of all receipts or revenues which are 
not otherwise occurring to other funds. 

3.5 Notice of Cash Allocation (NCA)– Cash authority issued by the DBM to central, 
regional and provincial offices and operating units through the authorized 
government servicing banks of the MDS, to cover the cash requirements of the 
agency. 

3.6 Report of Cash Disbursement –This report is prepared by the Disbursing Officer to 
liquidate his/her cash advances for payment of salaries, wages, honoraria, 
allowances, and other personnel benefits, current operating expenses, and 
special purpose/time-bound undertakings. It shall be maintained by fund cluster 

3.7 List of Due and Demandable Accounts Payable –Authority to Debit Accounts - 
The LDDAP-ADA is an accountable form used as an authorization issued by the 
NGA/OU to the MDS-GSB instructing the bank to debit a specified amount from its 
available NCA to pay the creditors/payees listed in the upper portion of the 
LDDAP-ADA. 

3.8 Special Disbursing Officer – A Cashier or any employee that will be bonded that is 
designated by the Agency to pay out various transaction of a specific project. 

3.9 Report of Checks Issued -This report shall be used by the Disbursing Officer to 
report daily or as often as necessary his/her disbursements made through checks. 
It shall include cancelled checks and be maintained by fund cluster. 
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3.10 Cash Disbursement Journal -This special journal is used by the Cashier’s Office to 
record the disbursements made by the Disbursing Officer. It shall be maintained 
by fund cluster. 

3.11 Advice to Debit Account -This report shall be used by the Office to report daily or 
as often as necessary his/her disbursements made through ADA. Transactions 
giving rise to payment by check or through this are payments for obligations 
incurred by the Agency, cash advances, granting of financial assistance, payment 
to suppliers and other claims and payables of the Agency. 

3.12 Report of Collection and Deposit - The Collecting Officer/Cashier shall prepare 
this report to record his/her collections and deposits to the GSB as of specific date 
and shall be maintained by fund cluster. 

3.13 Order of Payment -The Accounting Division/Operations and Maintenance Office 
shall prepare this form based on a Bill and it shall be prepared for each payor.   

3.14 Advice of Checks Issued and Cancelled - The ACIC is a report prepared and 
submitted at least daily by an agency/entity to the bank partners to enable the 
payees to encash/negotiate the issued checks. The advice shall be promptly 
submitted to the bank partners.  

3.15 Report on Paid Petty Cash Vouchers - The RPPCV shall be prepared by the 
PCFC to replenish his/her PCF. All liquidated PCVs shall be attached together 
with all the supporting documents.  

3.16 Petty Cash Fund Record -Each PCFC shall maintain this PCFR to record his/her 
cash advance, utilization and replenishment made and to monitor the PCF 
balance. All transactions for the day shall be recorded immediately. 

3.17 NSDF –National Sports Development Fund. It shall be used for the National 
Sports Development Program sourced various transactions in accordance with 
Section 26 of R.A. No. 6847 

3.18 MDS – Modified Disbursement System 
3.19 NSA –National Sports Association 
3.20 Financial Assistance –Granting of financial assistance to the NSAs, Athletes and 

other parties concern in response to their respective request. They shall secure a 
Statement of Undertaking in order to release their check. 

3.21 Official Receipt –a form in exchange of the monetary transaction to reflect into the 
Agency’s fund after collection. 

3.22 PNB –Philippine National Bank 
3.23 LBP –Landbank of the Philippines 
3.24 Check/Bank Check -A check is a written, dated and signed instrument that 

contains an unconditional order from the drawer that directs a bank to pay a 
definite sum of money to a payee. 

 
4.0 REFERENCE DOCUMENTS 

4.1 Philippine Sports Commission Operations Manual 
4.2 GOVERNMENT ACCOUNTING MANUAL (GAM) For National Government 

Agencies Volume II 
4.3 Department of Budget Management AI 
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5.0 PROCESS FLOW 

 
Collection and Deposit  
 
All cash and checks collections receive will be supported by an official receipt issued 
by the Collecting Officer. The said collections for the day should be deposited the 
following day. 
 

 
RESPONSIBLE 

 
FLOW CHART REFERENCE 

 
 
 
 
Accounting Division/ Client 
 
 
 
 
Cashier Staff/s 
 
Accountable Officer 

 

 
PSC Operations Manual 
 
Order of Payment Form 
 
Official Receipt 
 
Government Accounting 
Manual for National 
Government Agencies 
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Cash Advances 

Advances from petty cash or other various projects of PSC will be released only if 
the person making advances has an approved cash/petty cash advance form 
signed by Executive Director or DED-AFMS. Liquidation is only 1 week from the 
date of cash/petty cash advance was released.  
 

 
RESPONSIBLE 

  
FLOW CHART REFERENCE 

 
 
 
 
Requesting Party 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Disbursing Officer/ Petty 
Cash Custodian 

  
PSC Operations Manual 
 
Petty Cash Voucher Form 
 
Cash Advance Form 
 
Report of Cash 
Disbursement 
 
Government Accounting 
Manual for National 
Government Agencies 
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Check Preparation and Issuance  

All vouchers ready for check issuance will be received only from DED-AFMS 
provided that such vouchers were duly signed by authorized signatories (Chairman, 
chief Accountant and Executive Director). Once the check was already prepared, 
signed and ready for releasing, Cashier will call the client to pick up the check. 

 
 

RESPONSIBLE 
 

FLOW CHART REFERENCE 

 
 
 
 
 
Cashier Staff 
 
 
 
 
 
 
 
 
 
 
Authorized Signatories 
Office (Chairman and 1 
Commissioner) 
 
 
Cashier Staff 

 

 
PSC Operations Manual 
 
Disbursement Voucher 
 
Report of Check Issued/ 
Released and Unreleased 
 
Advice of Checks Issued 
and Cancelled 
 
LDDAP ADA forms 
 
Authorization Letter 
 
Official Receipt 
 
Government Accounting 
Manual for National 
Government Agencies 
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6.0 PROCEDURE 

6.1 Collection and Deposit  
All Cash checks collections receives will be supported by an official receipts 
issued by the Collecting Officer.  

6.1.1 Ask order of payment to the: 
6.1.1.a Accounting Office for refund (Cash Advance/ Financial Assistance by 

NSA/ Pre-payment travel) 
6.1.1.b Operations and Maintenance Office for venue rental, manpower fee, 

notarial services and; 
6.1.1.c Bids and Awards Committee Office for Bidders Bid Bonds 

6.1.2 Make sure that the order of payment forms is signed by the authorized 
signatories. 

6.1.3 Double check the signatories and amount of payment for the issuance of 
Official Receipt 

6.1.4 Issue Official Receipt by authorized Collecting Officer. 
6.1.5 Said collections for the day will be deposited the following day. 
6.1.6 The Collecting Officer should update his/her file to report daily collections 

through form of Report of Collections and Deposits and Cash Receipts 
Record. 

6.1.7 By the end of the month, the Collecting Officer should submit the said reports 
to the Accounting Office for recording. There should be also a separate 
Summary of Monthly Collections for easy tracking of files as the need arises.  

6.2 Cash Advances 
Advances from petty cash or other various projects of PSC will be released only if 
the person making advances has an approved cash/petty cash advance form 
signed by Executive Director or DED-AFMS.  

6.2.1 The requesting party should accomplish a petty cash/ cash advance form from 
the Cashier’s Office.  

6.2.2 Submit the petty cash/ cash advance form for approval of authorized 
signatories/Official. 

6.2.3 Releasing of Petty Cash/Cash Advance 
6.2.4 Upon released, the cash advance should be liquidated after 1 week. 
6.2.5 Upon liquidation, the Petty Cash Custodian should maintain a Report of Paid 

Petty Cash Vouchers in order to replenish the cash advance under his/her 
accountability for continue operation of the agency. In addition, all Cash 
Advances made to a Special Disbursing Officer should be liquidated only to 
them. After collecting the liquidations, the Special Disbursing 
officer/Accountable Officer should prepare a Report of Cash Disbursement 
and refund all excess cash (if there is any). Replenishment report will also be 
prepared if the Petty Cash custodian will receive liquidated documents and 
collate at least 50-75% of the total amount of petty cash advance. 

6.2.6 The liquidation report shall be submitted to the Accounting Office. If not 
liquidated, the salary of the concerned person shall be hold by the Cashier’s 
Office. 

6.3 Check Preparation and Issuance  
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All vouchers ready for check issuance will be received only from DED-AFMS 
provided that such vouchers were duly signed by authorized signatories 
(Chairman, Chief Accountant and Executive Director). 

6.3.1 The vouchers are received from the DED-AFMS Office. Vouchers should be 
signed by the authorized signatories as such as the Chief Accountant, 
Executive Director and the Chairman.  

6.3.2 If the signatories are complete, the office shall prepare the checks, advice of 
check issued and cancelled and LDDAP ADA. LDDAP ADA are payments 
directly to the supplier, utility and persons if the fund is coming from the 
General Fund MDS 201. This process allows the agency not to issue check 
thus, crediting the amount directly to their LBP Account.  

6.3.3 After preparation, the checks, advise of check issued and cancelled and 
LDDAP ADA will be forwarded to the authorized signatories such as one 
Commissioner and the Chairman of the Agency. 

6.3.4 The checks, advise of check issued and cancelled and LDDAP ADA shall go 
back to the Cashier’s office for double checking and for signature of the Head 
Cashier. 

6.3.5 The Cashier’s Office will call the client informing that their check/LDDAP ADA 
is already available for pick up/ has been credited into their account. 

6.3.6 In claiming checks, the client should present their valid identification card to 
verify their credentials. Official receipts shall be also issued to the Agency in 
exchange of the checks and LDDAP ADA (suppliers/NSAs/utility). 

6.3.7 Claiming checks through authorization without any identification, they should 
seek for approval of the higher officials and if once approved, checks will be 
released and will be marked as “For Payees Account Only”. 

6.3.8 If the NSA will claim their check (Financial Assistance), the office should verify 
first to the Accounting Office if the NSA has an unliquidated Financial 
Assistance. 

6.3.9 If there’s no outstanding unliquidated fund, the checks shall be released in 
exchange of their Official receipt.  If not, the checks will be hold until they are 
cleared in the Accounting Office. 

6.3.10 Report of Issued Checks should be prepared by the staff and certified by the 
head of the Cashier’s Office for both NSDF and General Fund. Along with this 
report is the Report of Released Checks that is updated daily and weekly, and 
the report of Unreleased Checks by the end of the month. All mentioned 
reports shall be submitted to the Accounting Division, Budget Division and 
COA. 
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7.0 FORMS ATTACHED 
 

Report of Cash Disbursement 
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Report of Paid Petty cash Vouchers (Replenishment Form) 
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Report of Checks Issued/ Released and Unreleased 
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Petty Cash Form 
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Cash Advance Form 
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LDDAP-ADA 
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CHECK ADVISE GSB 
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ORDER OF PAYMENT 
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Report of Collections and Deposits (Monthly) 
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Cash Receipt Record 

Report of Collections and Deposit (Daily) 
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Prepared by/Date: Reviewed by/Date: Approved by/Date:  

 

 

MAYBELLE T. PANIS 
Acting Head, 
CASHIER’S OFFICE 
4/5/2021 

 

 

ANNA CHRISTINE S. 
ABELLANA 
HEAD, SEA AND AIR 
TRAVEL UNIT (QMR) 

 

 

ATTY. GUILLERMO B. IROY, JR. 
OIC - EXECUTIVE DIRECTOR 
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