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EEFUBLIC OF THE EHILIPPIMES
DEPARTMENT OF FINAMCE
BUREAL OF CUSTOMS.

AL A

Tnne 26, 2007

CUSTONS MEMORANDUM ORDER -
NO.,_ ol f— P .-
Te: Al Deputy Commissioners
service Dircctors
LDistrictPort Collectors
Livizion Chicfy
And all concerned Officials and Employecs

Subjece: IFrocedyra] Guidelines in the Requisilion, @_mgq&,_ﬂlf:ﬂ:ﬁ_ﬂ;n _and
Monitormng of BOC Accountiable Forms

Ubjectives:

b Lo comply with the COA Andil Chservation Memorandom Nos. AFT- I
W OCOM, AFI-2006-002 CHCOM, and RAF 2007-001 (2006} QOTOM:
2. [o properly monitor the usage uf Accountahle Forms Inventory;
3.1 ensure accurate reporing of income generated from the sale of
actountable Forms wilth monsy value;
# 10 establish the actual amount of Accounlable Fomng Inventory in the
Reaular Agency Book:
- To swietly conform with the Matching Principle of FECORMIZING revemss
and costs;
0. Tu ensure that Aecountable Founs Toventory is physically secured and
cowplerely and aceurately recorded, and;
- Te sirenglhen intemal control TYSlem Over requisition, issuance, repotting,
and moniroging of Acconmtable Forms Inveunlory,

I. Definiton of Terms:

|, Accoumiability — is defiged as ™y person’s obligations to cary oul jts
responsihilities and be answerable for decisions und aclivities ™

2 Avcountable ooy Inveniory - is used to record the cost or AppTop:iale
value of accountable forms acquired/requisitioned far use in the courge of
puverninent operations andfor sale,

4 Awcountable Officer — i ay wificer or enployes of the government who
by enson ol his office or duiy is teguired or is pormitted po hayve cuzbody of
pubiic fonds ar property.

4. LCash Receint Jovunal - s vsed to record Cash receiptsieollections wWihich
are peguired (o be pecorded o the Fegular Agency LRA) books,
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loumal Eniry Voucher LIEY) - is used for all iransactions of fhe
govdimmisnd, whether cach receipts, cashichock disbursemens 0T 1ML cash
banzaciions prepared based on transachon docnments presented,

& Mational Govermnent (NG Book — is used 1o fecord meomedcalivctions

which the agency cannot use and Are required o be remitled 1o fhe Miutiomal

Freagun®

jﬁea;ﬂni__ﬁ;gcﬁ;g_ CBAY Book — is used o record the regular transactions of
the agency like the receipt and wiilizalion of Notice of Cash Allocation
iNCAY and collections of income and other receipts, which the AZENcy can

N5, .

o Repon of Acconnability for _Accountahie Pﬁ_ﬁnwf} — shall be
geparad by the Acconntable Officer 1o FEport on the movement and staius
vl accomiable forms in his possession. The accountable formis include
those with or without money value.

Y. Report of Collechons and Dleposils {RCI) — shall be- prepared by the
Cashiers/Collecling Offcers o et all collections received apd depozity
wadz. The report lists all the Official Receiptz (Ors) jssnad in nLmerical
sealience, includiog the cancelled ones.

. Heporr on the Physzical Count of Tnventories (RPCT) - shall be used o

repcit the physical count of supplics by type of inventory as of given date.

It shows the balance of inventos ¥ Hems per cards and per count and

snege overage, ifany.

Lﬂ‘_l.,_ﬁ!ﬂﬂ_iﬂllm]ﬁﬂwimﬂ} shall be used to request supplies and

milerials that are carried on stock, i

12, Sivek Card - shall be vsed to record al] receipts and issuances of supplies.
I shall be maintined bry the Supply and Property Unil for each iter in
stock. This form serves as a guide in preparing Lhe estimates of (he quantity
«nd descrplion of articles needed and in suarimg awainst overstocking of
supislies and materials. 1t also facalitates physical mvenlory taking,

13, Subsidiary Ledger (SL) — is a book of final entry vontaming the details o

breakdown of the balance of {he contiolimg  account appearmg in the

Lieneral Ledsger (GL). Pastings to the S1. generzlly come from the souree

GOCLINENTS.
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Adminmistrative Provigions:

I For proper monitoring of the movement of Acchuntable Forms, there
shall be desigmated only one Requisitioning Officer of Accountable | OIS
i each prartisubpont, 5

2. However, therc shall be as lnany as reqiired Accountable- Officers who

will be respousible for the issusnce of accouniahle forms 1o anthorized
Clitnis

3. Bl olficers so designated shall be properly bonded in accondance wig
exfchitge miles snd repulatione.

rrced orr b pAGES



%

Erge) w2/~ Fogs

4. ki the case, however, when there is only vne Accountable Officer for a
subpon. hefshe shall likewise sct as the Subpori Requisitioning Officer,

3. There shall be proper turn-over of aceguntabiliies m case of transier of
office of the designated Requisitioning  Officers/Acconntable Officers
propetly -monitored by the Deputy Collector for Adiministration/Pot
Collector of Cusloms,

5. For proper accountability, all documenta/forms/reports used i (he
requisition, issuance, monitoring amd reporling of Accountzble Formg
usaze shall be approvedfoted by the Deputy Collector for Administration
in the case of principal ports and the Port Collector in the case of subpons,

Thie policy of "No RAAF, no Bequisition™ shall be stnctly enforced at all

.'l.'"l\.':"!?_

Opemational Provizions

Requsition of Accountable Forms:
Al By the Redquisiioning Officer of Poris/Subport from the General Services
Diivizion (L350, OCOM:

1. lhe Reéguisitioning Oificer shall prepare the following documents in fous
(4} copies: ;
2. Fequisgion and Tssee Slip (RI3) duly approved by the Dieputy
Cuailector for AdministrationTort Collector.
b, Keport of Accountability for Accountable Forms (RAAF) duly
signed by the Reguisitioning CHiicer and noted hy the Deputy Collector
o Admimstration/Port Collector.

= Upon receipt of the RIS and RAAF, the Supply Officer. GSI-OCOM
zssrgn RIS control mumber in the tollowing manner:

J0-000-0000
|[ J' \—s-erial number (one serjes per year)
[ = *month

vear

i The Supply Officer. GSD-OCOM  shall then 1550 the requested

Avcountable Forms and prepare Tnvoice and Receipt for Acosuntable
Torens (TRAFT. ’
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AL By the Accountable Officer fumy the Requisitioning Officer:

I The accoumtable Officer shali prepare and submil RIS and  wpdated
RaAF m two (2) copies to the Port Requsitioning Officer.

S ile Hequisitioning Officer shall issue the ascountable forms afier
validaiion of the RIS and RAAF.

Issnamee of A countabie Forms;

.1 From supply Officer, GSD-OCOM to the Requisitioning Officer of the
Fort/Sob-ori;

L]

I Accountable Formes shall be issued on a replaceinent basis,

2. I=zounce of sccountshle forms to Requisitiomng Officer of the Pog L5l
Port shall be made in a3 sulficient quantity to meet the short tenm |

as-
ol vequirements o avoid over isstance and ohsolescence,

*  she Supply OMeer, GSD-0xCOM shall marmtain, update, and reamlaly
revienw Stock Card for each type of accountahle fomm.

Issuance of accountable forms from the bulk stocks are o be recorded
mnediately o the Stock Card

B2 Frown the Requisitioning Officer of the Port/Sub-Fort to the Accountahle
Officar’s of PorySub-Port:

b Accountable Forms shall be issned on 2 replacement basis,

issuance of accounlahle forms o Accountable Officers of PortSub. Poc
shall be made in a sufficient yuantity to weet the short term {one-weelk}
[eyuiiements 1o avoid over issuance and obsulescence,

The Jlegquisilioning 10fAcsl, Por L S ab-Tert shall rn:'l'i'ntEj.u.,_
segularty eeview Siock Card for each type of acconmable Sorm.

erpvclate,  warcd

__|.'_

Tsseace of accountable fomis Fum the ull siocks are fo be recorded

nnmediately m the Stock Card. *
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B2, Trom accountable OTicers of Porl/Sub-Port to the snd-users:

L. Accouninble Officers shall issue separate pads/sedes of official receipt
for differsnt nature of colleclions for proper monitoring,

2. Tie shall issue corresponding official receipl for sale of acconntable forms
with miouey value.

. Subanission of Reports: 7
The following are the reporis 1o be submitied regularly:

L. The Mouthly Report of Collections and Deposits (RCI) shall be prepared
by the Accountable Officers (Cashicrs/Collecting Officers) to report all
callzctions received and deposits made o be suhmatted o Accounting
Drivision on or before the 52 day of the following wonth. Attached o it are
capies of Official Receipts issasd.

|-a

The RCT? shall be the basis in preparing Joumnal Entry Voucher (JEV) for
recording in the Cash Receipt Journal to be prepared by the Accounting
Personnel.

L. ‘the Cash Reccipts Record (CRR) shall be used by the Accommtable
Uificer 1o record histher collections and deposits which shall be prepared
and submitted to Accounting Division on or before the 5% day of the
fallovwmg month.

4. The Acconntable Officer’s and Bequisihoning Officer/s shall submnit
Mainkly Repord of Accountability fur Accountable Forms {RAAT), which

details the movement of forms received, issued, and their balances, from
whomi the forms were receives],

i

The Supply Officer GSD-OCOM shall submit Monthly Report of
Issuance of Accountable and Controlled Forms, which include the iame of
recipient of forms, type of accounlsble forms issued, and the series of
accountable foms issued, to the Accounting Thvision, FMO. Atrached o it
are the copy of RAATs submitted by the Requisitioning and Accountahble
Officers.

& The Accowentng Division, FMO shall fornish the Revenus Accounting

Davision (RAD) monthly copy of JEV of forms solds

F. The AT shall report e ineome (will osack-op) generaled Fom the zale
of accountable forms writh monsy walue

-
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(3. Monitorino:

[

1
1.

3

e

5.

f.

The Supply Officer, GSD-OCOM shall rzoularly review all RIS and
BAAF submitted by Port/SBub-Porls as to approval and stock Jevel

requirements, before procurement and issuance of accountable forms is
TEde.

The Accounting Division, FMO shall apalyze, maintain, and update
subsidiary Tedger for Accountable Tonmos,

Antiual mventory levels at each Porl/Sub-Port shall be monitared by the

Supply Cfficer, GED-0COM to prevenl over izsuance of accountable
formns.

{ here shail be & monthly physical inventory count of accountable forms
o be deone by the Reguisiioning Officer, Accountable Officers, Supply
Citheer GSTR-OCOM, assisted and wilnessed by Accounting  Personnel
andior representalive of the Commission on Auwdil.

The BAAF should be reviewed and reconciled w1t]1 the mventory of
accountable forms on a regnlar basis,

The Depuly Collector for Admimistration/Chief, GED shall ensure that all
vanances w the invenlory will be reported for proper investigation.

The Requisitioning Officers/Accountalle Oificers shall retwrn all obsolete
of expired [omus 10 the BequisiGoning Officer/Supply Officer from whom
thee forms were Teceived.

the Supply Cficer, G3D-OCOM should properly dispose reiumed
ohsuleic/inused accoumtable [orms immediately to eliminale accountability

for the saul forms and the sppropniste disposal reported o Accomfing
Dhvigion, FivO.

EFFECTIVITY

This order shail take effect imimediarely.
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