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MEMORANDUM
TO : ALL DISTRICT COLLECTORS

DEPUTY COLLECTORS

CHIEF, COQLLECTION DIVISION

NATIO OLLECTING OFFICERS

OTHERE CERNED

B
FROM :  REY LEONARDO B. GUERRERO %%IEBOC-UZ-O%B
~Gommissioner " P- A

SUBJECT : Updates/Guidelines In Handling Cash Collections

Received By National Collecting Officers
DATE z 11 July 2022

To effectively implement Treasury Circular No. 2-2022 dated 31 May 2022
with subject “Guidelines in National Deposited Collections and Issuance of
Certification of Deposited National Collections in line with the Enhanced National
Government Collection and Disbursement System (NGCDS) of the Bureau of the
Treasury” and to further reiterate the provisions of Customs Memorandum Order
(CMO) No. 05-2013 with subject “Policies, Rules, Regulations and Procedures in
the Handling of Government Moneys and Funds’, the following guidelines
should be strictly observed:

A. Before the National Collecting Officer perform his/her collections
function: f

1. As Accountable Officer of the Bureau, the assigned National Collecting
Officer shall be bonded with the Bureau of Treasury, Fidelity Bond
Division, in accordance with CMO No. 05-2013

2. The Collecting Officer should first apply for NCO ‘Code at Bureau of
Treasury Region which has jurisdiction over their Collection District /
Port by accomplishing the downloaded application form.
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3. Once the downloaded application form is properly filled-up, attach the
Fidelity Bond confirmation and send it to the corresponding BTr
Region. The BTr will then reply for the assigned NCO Code.

SAMPLE OF FIDELITY BOND CONFIRMATION FROM BTR REGION

Transmifial No.  O1€-2t-10-2537

101472021
Datz
AGENCY CODE: A5490
THE DISTRICT COLLECTOR 3
Bureais of Cuatorns i _;7 Vﬁ
Moniln
Sir:

Thiis is to inform you that the request for bonding andior canceliafion of bonds of the following acoountable officials
mwwmm;nwmmmwwwmﬂmhmnwmmmt

Officers maintained by DISTRICT | of this Buresau.
(DRl Provireay Ofice)
Nase and Position af Effoctive Date
Bonsed Pubis Otfietrs o Fte e cmt of BOND| -
ESPEJD, JOEL T, CCC-POM D1E-21-8263R 1.500,000.00 $1H02021 | 11102022
SIGNATORY
DELA CRUZ, JESURA B, CGE-POM D1E-21-8254R 1.500,000.00f $ 1104214 { 111062022
SPECIAL COLLECTING OFFICER
LORICO, TERESITAP. CCC-POM DHE-21-82658 1.500,000.00 111102021 | 117902022
SPECIAL COLLEGTING OFFIGER
LAPIO, MITZ) LISSETTE L, LAGUNA DIE-Zt-B256R. T50,000.00 10/08/2021 | 100872022
ACTING COLLECTING OFFICER
ROXAS, ABEYRON A. LAGUNA NtE-21-B267R 750,000.00 10/08/2021 | 10082022
ACTING COLLECTING OFFICER
YOOI,

The coverage of appraved band is one year from date af issue to be renewed on or before the anniversary date,
otherwise bond is automatically cancelied.

Plense notify this Office if thare are mmmmmeMdmmmm
period of the bond.
Very truly yours,

ROSALIA V. DE LEON
Treasurer of the Phifkppines

’ LW! ce  COA Resident Auditor
‘ CTOOUOIC, Bistrict |

SAMPLE REPLY OF NCO CODE FROM BTR REGION FOR REFERENCE
NUMBER 2

e Lourdes S, Tating <Istating@treasury.govph> < & € & ~
To: Amy Knstina Alonzo Mon 04/07/2022 3:04 PM

Hi,

Plewse e NCO CODE:
CODE  LASY NAME FIRST HAME L] AGY CODE AGY NAME
Department of firamce {DOF Bureau of
Custom-COLLECTION DISTRICT Ui - A - PORT OF
DI003Y  DEL& ZRUZ HAUSA F 11002:C00002 MANILA
Department of Fingnce (DOF)- Buresu of
Customy-COUECTION DISTRICT 4 - A - PORT OF
170035 LERICS TERESITA P 110021000002  NANILA
For mare info piease refer to this: IC02-2022

Thank you.
1g the World's Best
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4. Attend training/briefing regarding the duties and responsibilities and the
reportorial requirements of a Collecting Officer to be conducted by
Interim Training and Development Division (ITDD) or Chief of the
Collection Division or equivalent unit where he/she is assigned.

B. Additional Reportorial Requirements of Collecting Officers _as
prescribed in the New Government Accounting Manual:

1. Attach the Order of Payment or any equivalent document as basis of
the amount to be collected and for subsequent issuance Bureau of

Customs Official Receipt.

Collections for the day should be deposited within the day or any
collection after a deposit had been made shall be deposited in the next
banking day. The deposit slip MUST contain the following information:

a. Cash or Check Deposit

b. BOC Deposit Account No.3402-2804-08
c. Reference Number 1 or location of your Port or UACS Code (Annex

A)

d. Reference Number 2 or NCO Code provided to you by BTr (Sample

1)

e. Merchant Agency Name — BTR- Re

Customs

f.  Name of the Collecting Officer

g. Amount of deposit

SAMPLE DEPOSIT SLIP TO LANDBANK

ONCOLL PAYMENT SLIP

Merchant Account Number (BOC) — Given: 3402-2804-08

1 ‘Thisisyour racelpt when machine validated

{% LANDBANK
el PRYMENT SLIP

0710112022

gular Agency Fund/ Bureau of

7
i

MEHT I Y EFOS

BODE Pron o BTR - Reguler Agency Fund / Bureau of Customs |

Referenie N

110021000003 (SAMPLE ONLY SEE REFERENCE NO. 1)

JOHN ARMAN PRIETO (Collecting Officer’s Name)

Reference Nimbe:

PJO366
kmEmVSEEBTrM‘ - Reply on NCO Code)
Redetenwe Humber 3{Mumanc
Ampnt

Php12,000.00

> (v

Reference Number 1 UACS CODE - See Attached Reference Number 1
Reference Number 2 NCO CODE - Btr Reply
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3. Submit a Monthly Report of Collection and Deposit (RCD) within five
(5) days after the preceding month of collection using the COA
prescribed format (Annex B) and Cash Receipts Record (CRRec)
(Annex C) together with following supporting documents:

3.1. BCORs Yellow (Revenue Accounting Copy) with attached
Order of Payment in lieu of List of Deposited Collection,
validated deposits slip, Bank or BTr — NCR or Region
certification.

3.2 BCORs Blue (COA’s copy) with attached Orders of

Payment, validated deposit slip, Bank or BTr (NCR or
Region) Certification and Cash Receipt Record.

3.3 BCORs Green — Port Copy

3.4 BCORs White — Payor Copy
It shall the responsibility and accountability of the Chief of Collection or
equivalent unit to monitor and ensure compliance thereof,
Note: To ensure uniformity, Revenue Accounting Division will provide soft copy of

RCD and CRRec in excel format.

ANNEX A - LIST OF CHOICES FOR REFERENCE NUMBER 1

o Maty Grace Roselee B. Doctor
To: Ammy Kristina Alonza

Ce: Emilio facinto

Hi Ms, Ammy,

Below is the list of UACS Organization code of B0C for your reference, thank you.

LowerLavi Operaing Ut UACS | Sams | g |

(Certra Olice 000000 [Ake B

(Cobection Diskictl -4 -Part of lana 1002100007 4
(Cokection Distict 1 - B - Mania Infemabanal Contar

arent of Fnancs (DOF) _jBureau of Customrs P 00200000 Wk BONAU
Depariment of Finance (DOF) _|Rureas of Cushms INationa! Capital Region (RCR) (Coliecion Disict i - Ninoy Aqumo Inerectonat Aiporl_ [1002100000¢_[Ackve__ NONAU)
Depariment of inance {DOF) _|Bureay of Cuskams {Region i - oons (Cotiecion Dstic | - Pt of Sa Femando 10000001 _[Ache  NONAU
of Finarce of Cusloms o A - o Dbick 4V - Porlof A 1#10021000015 NONA
of Finance (DOF of Cushoms jon Bt Cenirl Lizon 00 kit XU - Part of Suic HOO1000014_ ok o
spariment of Finance (DOF) of Custms jor 11 - Centz Lz [Gakeckon Diskict XV - Part of Clak WOR0NE  [Adve  INONAU
D of Financs (DOF) _[Buresau of Customs [Region Bt - Centrat Lurno [Cobecion Diskicl XV - Fort of imay WOHO00T  |adve  NONAU
: (Coechion Diskic 1V -Portof Bakamgas 021000005 |Ackee U
Diskict X - Por of Zambaangs HOOZ1000012_ fAckve U
(Cabeckion Diskict ¥ - Port of Lagaspi HOOZO0000 _[Ack 1
Caliecion Diskict V1 - Portof bl OO0 ackve  ONA
(Cateckion Oisict Vi-Partof Cay 10021000008 [Ackve  NONAU
DY VI - Post of Feciobar 10021000003 [Ackive o
{Region X - Nortrers Nindanao (Cokiection Diskict X - Port of Cagayan é2 On 10000001 [Ackive U
!Reghn)ﬁ-ﬂam (Cabeckion Diskict ¥l - Fortof Bavan 'Ezmomn ctive gmmu
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ANNEX B - AMMENDED RCD SAMPLE
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ANNEX C — CASH RECEIPTS RECORD (CRRec)

CASH RECEIPTS RECORD

Eafity Mant 1 e s Sheerlin:

Fond Chasters Wears —
T —— T —— Swaten
BACS Code
Referonce: Nokre Vndeporiied
Duic | MO0 | P | rorar | oniotose | orCatiais | Oon | Dot |0

CERTIFICATION

¥ heacly cenify o sy sflicie) oath that the foregoingis o comerct nd comsploie rocond
dﬂuhmd&vdhwwnhw%u_lw___, of
—(Nmmccfiecaey

imche o 3

W

Nawmr ot Stygstdure

R COPY
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