
Republic of the Philippines
National Capital Region
Depanment of Education

DI\.'|S|ON Ot' C|TY SCIIOOLS
Misamis Slreet. Bago Banlay. Quezon Citt'

September 11,2012

MEMORANDUM TO:

Secondary 5(hool Principals
Bookkeepers, CashiertDisbursing off icers
All others concerned

You ar€ hereby directed to submit the quarterly Financial and other related reports
on or befor€ Octoberro, ror2. Attached is the List of Reports to be passed.

Please be reminded that failure of the officials/employees (oncerned to comply

with the requirements mandated shall subiect them to penalty imposed under section 2?,

Presidential Decree (P.D.) No. i445.

" (2) Failure on the part of the affi.ids concerned to submit the do.uments ond

reports mentioned herein shcll cutomdticdlly couse the suspension oJ pdyment of their

solqries until they sholl have cdmptied with the requirements ol the Commissi on "

lmmediate and wide dissemination of the Mefiorandum is desired

\
e?-2.-44-.^2

coRAzoN c. RUBlo, cEso vl
schools Division Superintendent



LIST OFREPORTS TO BE PASSED lon or before O<toberio,2or2]

A(counting sectiont

1. Trial Balance

2. Detailed Income Statement

3. Condensed lncome Statement

4. Detailed Balance Sheet

5. Condensed Balance Sheet

6. Statement of 6overnment Lqu'Lv

7. Statement of (ash Fiow

B. Detailed Breakdown of Disbursempnr

9. Scheduled ofAccounts Payable

ro. Schedule of Due to Officers and Employees

tr. Summary of Tax Remittance Advi(e ( per month breakdown)

r2. Statement of NCA Received and UtiliTed (per month breakdown)

11. Analysis of Subsidy lncome from National Coverhment

14. Breakdown and Analysis of Covernment Equity

15. Report of Disbursement

16. Status of Bank Reconciliation Prepared (as of the end of the quarter)

Budget S€ction:

U. Statement of Allotments, Obligations and Balances

18. Detailed Breakdown of Obligations

19. quarterly Financial Report ofoperations

20. Annei A

2r. Annex B


