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SchoolsDivision Superintendent

UPDATED CHECKLIST OF DOCUMENTARY REQUIREMENTS
FOR SCHOOL MOOE LIQUIDATION

February 2, 2026

[

In line with the continuous effort to improve the accuracy and timeliness of liquidation of Regular
MOOE and other Special Funds, this Office hereby issues the Updated Checklist of Documentary
Requirements to be observed by all schools and concerned personnel.

The updated checklist is intended to:
a. Standardize the documents to be submitted for liquidation;
b. Minimize errors and deficiencies:
c. Facilitate faster review and processing; and
d. Ensure compliance with COA rules and DepEd policies.

The School Head/Accountable Officer shall submit liquidation reports to the Accounting Section
on or before the 5th day of the following month for audit and verification, as stipulated in Item

H.1.1 of the Manual on Simplified Accounting Guidelines and Proced ‘ :
Units/Schools, Version 2008, and Procedures for Non-Implementing

Attached is the updated checklist of requirements that must be included in each disbursement. You
may also scan the QR code below to access the printable checklists and templates..
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Republic of the Philippines
Deparement of Edhucation
Region V- Bicol
SCHOOLS DIVISION OFFICE OF LIGAO CITY

Office of the Schools Division Superintendent

5. Liquidations with incomplete or non-compliant documents shall be returned to the concerned
school for completion.

6. A copy of the bank snapshot/bank statement shall likewise be submitted on the first (1st) working
day of the following month for monitoring and reconciliation purposes.

7 The use of these checklists and templates shall be effective starting February 2026.

8. For information, guidance, and strict compliance.
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MOOE CHECKLIST

mmim

Fes
Dlshursemer!t Voucher
[ Photocopy of Checkis
[ Approved Travel Order
I~ emorandum (chargeable to school mooe)

[~ Official Receipt (OR)
| Deposit Sip

| Complete
- Incomplete
Reviewed by

L A W S LSt ETTY

MOOE CHECKLIST
ELECTRICITY EXPENSES (5020402000)

Disbursement Voucher
[ BIR Form 2307

[~ Photocopy of Checkis
—— Statement of Account / Billing Statement

[~ Invoice ! Official Receipt

Beprssis @ 8 ————

e e e e )

MOOE CHECKLIST

Disbursement Voucher

Photocopy of Check/s

Appﬂwed Ihnerary of Travel (Appendix 45)
bie to school mooe)

Approved Travl! Drder
Centificate of Travel Compieted tAppenubt 47
Certificate of A /Attend ipat
[ Paper/Electronic plane/Flight ticket
Eoat or Bus Tickets
| Boarding Pass
Terminal Fees
[ Official Receipt (OR)
===
R b Exp Receipt (RER) - for
expenses amounting to more than Php 300 but not
| exceeding Php 1,000
Centification of Expenses not Requinng Receipts

| (CENRR)] - expenses amounting 1o Php 300 or less
| DocumentationPictures

[1]

_Campieie

Reviewed by

Complete
: Incomplete
Reviewed by
-]
it o ke
e B S S N b €TV
MOOE CHECKLIST
With Students
Disbursement Voucher

[~ Photocopy of Checkls

i Approved linerary of Travel (with signature of
students) - Appendix 45

List of students/participants 4 no deritied i the memo)
Memorandum (chargeabie 1o school mges)
Approved Travel Order

Certificate of Travel Completed (Appendix 47)
Centificate of Appearance/Atlendance/Participation
Paper/Electronic plane/Flight ticket

Boat or Bus Tickets

Boarding Pass

Terminal Fees

Official Receipt (OR)

Documentation/Picture

RAARARAAER

| Compiete
- Incomplete

Reviewed by
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MOOE CHECKLIST

Disbursement Voucher
BIR Form 2307

Photocopy of Check/s )
— Statement of Account / Billing Statement

Invoice ! Official Receipt

Complete
[~ Incomplete

—

Reviewed by

INTERNET
WIFI /Postpaid

D o € bt e
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MOOE CHECKLIST _

Disbursement Voucher

— BIR Form 2307

— Photocopy of Check/s

—— Statement of Account / Billing Statement
— Invoice / Official Receipt

Complete
[~ Incomplete

Reviewed by
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MOOE CHECKLIST
|ELECTRICITY EXPENSES (5020402000)

Disbursement Voucher
[ BIR Form 2307

[~ Photocopy of Check's
Statement of Account / Billing Statement
[~ Invoice / Official Receipt

Complete

Incomplete

Reviewed by

Doognrioenial o Fomorn

MOOE CHECKLIST
|MOBILE EXPENSES (5020502001)
Reimbursement of Mobile Load

Disbursement Voucher
[~ Photocopy of Check/s
[ Statement of Account (SOA) / Bil
T Invoice / Official Receipt or machine validated
| statement of account
Certification that indicates the actual number of days
of work performance in a month and affirms that the
expenses incurred were official in nature and
necessary in the performance of duties and
| responsibilities
b Duly Signed Daily Time Record (DTR)

Note: Maximum Monthly Provision for School Head
is Php 1.000 prorated based on the actual # of days
of work performance

Ref: Qepay Order No 36 3 2025 dated December 23, 2026

Complete
': incomplete

Reviewed by
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MOOE CHECKLIST

| EXPENSES (5020502001) \
Reimbursement of Mobile Load for School Personnel
Disbursement Voucher
:P!w!ocopy of Check/s
| School Memo

Statement of Account (SOA) / Bill
— invoice / Official Receipt or machine validated
statement of account
— Certification that indicates the actual number of days
of work performance in a month and affirms thal the
expenses incurred were official in nature and
necessary in the performance of duties and
responsibilities
™ Duly Signed Daily Time Record (DTR)

Note: Maximum monthly provision for school staff,
authorized by the School Head notto exceed
Php 300.00
f Deped Order No. 36 5. 2025 dated December 23, 2025

Complete
Incomplete

Reviewed by

Y

i BIVIRNTE OFFICE OF LIIAD C1TY

MOOE CHECKLIST
JANITORIAL EXPENSES (5021202000)
Utility Worker
| Disbursement Voucher

Photocopy of Check/s
Job Order Contract
Form 48 (DTR) - signed by the school head
Accomplishment Report

AN

Complete
incomplete

Reviewed by

[ -}
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MOOE CHECKLIST
Watchman
|_ Disbursement Voucher
| Photocopy of Checki/s
Job Order Contract

Form 48 (DTR) - signed by the school head
Accomplishment Report

Complete
Incompiete

Reviewed by

Bt 8 B b
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MOOE CHECKLIST
FIDELITY BOND EXPENSE (5021502000)
FIDELITY BOND SE
Disbursement VVoucher

[ List of Accountable Officer

Form

Authority to Accept Payment (ATAP)

Official Receipt / Deposit Ship

Confirmation Letter

Designation Order

Special Order (in case of Increase of max cash
| accountability)

RN

Complete
Incomplete

Reviewed by.

General Form No. 57 (A) / Fidelity Bond Application
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MOOE CHECKLIST MOOE CHECKLIST

Hauling/Delivery of Supplies

Disbursement Voucher

_Photmy of Check/s

— OR/ CENRR/ RER / Acknowledgement Receipt
— Pictures ( Origin. Delivery, School )

TRANSPORTATION AND DEL. EXPENSE (5029904000)
Hauling/Delivery of LAS/Modules
Disbursement Vouchet

™ Photocopy of Checkis

— OR/ CENRR! RER / Acknowledgement Receipt

— Pictures of Logbook/Appearance per pick up point

[ Memorandum
| Complele
= - __lnmmphele
v—-[" le Reviewed by
Reviewed by
ES -
Fomer T 3 e o i
TN DIV (SR (¥ LML EITY LS DEVIRRR EFICR O LI CTTY
MOOE CHECKLIST MOOE CHECKLIST =
Payment for Petty/Emergency Exponses [Hauling/Delivery of SBFP Produclts
Disbursement Voucher Disbursement Voucher
|___Photocopy of Check/s Pholocopy of Check/s
Summary of Various Reimbursement OR/ CENRR/ RER / Acknowledgement Receipt
Purchase Requesl with PR#

[ Memorandum (with
Pictures . andum (with schedule of delivery)

- Pictures of Logbook/Appearance per pick up point
| Sales Invoice / Official Receipts /RER/ AR
[ Inspection and Acceptance Report

Complete
Incomplete
Complete :
Incompiete Reviewed by

Reviewed by:
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MOOE CHECKLIST "mm _‘]®

Procurement of Other Supplies

Disbursement Voucher

BIR Form 2307

Photocopy of Check/s
Authoxity 1o Procure (if delegatad 1o End Liser)
Purchase Reguest with PRE
BAC Resolution (If there's a change in the MOP)
Request for Quotation (atieast 3 supplhers)
suance Receipl 4

< | . 1

||

L1

P FF g

Mayor's PermitBusiness Permit. Annual ITR Tax Clearance
Pru';‘p-n Registration (in the absence of any 1 of the elgitilies,
attach justification signed by SH)

[ Abstract of Quotabon

Purchase Order

Requisition and lssue Skp
Pictures of Materials (unboxed) - should be inspected by alieas!
3 members of the school inspeclorate feam

Note. Procurement mus! be by marke! scoping. duly
| refiected in the PPMP & APP. and must nol exceed 2,000,000

[
e OIS TR (1§ b

MOOE CHECKLIST

urchase of Drinking Water

Disbursement Voucher

Pholocopy of Check/s

BIR Form 2307 (if applicable)

Autharity ta Procure (if delegated to End User)
Purchase Reques! (PR) - with PR Number
BAC Resolution (If there is a change in the MOP)
Purchase Order (excepl if rembursement)
Delivery Receipt (DR ) ff applicable

| Official Receipt (OR)

|___Inspeclion and Acceplance Report (1AR)
|___Requisition and Issuance Slip (RIS)

| Piclures/Documentation

RRRALAR

Complete
|___Incomplete

Reviewed by

- Procurement must be supported by market scoping, duly
Lﬂxradm the PPMP & APP. and must not exceed 200,000

e

LA ETE N G T § SAAs SEYY
e —

o | EETe

Procuremaent of Other Supplies

Disbursement Vouches

= BIR Form 2307 (If applicable|

Photocopy of Checkis

Authority 1o Procure (f delegated to end user)
Purchase Reguest with PRE

BAC Resolution (If there's a change in the MOP)
Purchase Order (except f reimbursement)
Delivery Recegt (f apphicable)

Official Receipt | Sales Invorce! RER / AR

1]

AN

Inspection and Acceplance Report

Requisition and Issue Sip

I pictures of Materals {unboxed) - shoukd be inspecied by atieast
3 members of e school inspectorate leam

|___Complete

L Incompiete

Reviewed by

INde Procurement mus! be supported by market scoping, duly
fiected in the PPMP & APP. and must nol exceed 200,000

i

rchase of Drinking Water
Disbursement Voucher
Photocopy of Check/s
BIR Form 2307

Authority to Procure (if delegated to End User)
Purchase Reques! (PR) - with PR Number

BAC Resolution (If there is a change in the MOP)
| Request for Quolation (RFQ)

Issuance Receipt

Abstract of Qoutalion

Purchase Order (PO)

Delivery Receipt (DR) per delivery dale
Inspecton and Acceptance Report (IAR)

T Official Receipt (OR)

| Requisition and Issuance Slip (RIS)

|___ Pictures/Documentation

AN

|___Complete
| ___incompiete

Reviewed by,

Nole. Procurement must be supported by market ng. duly

reflected in the PPMP & APP. and mus! not exceed 2,000,000




[ BIR Form 2307

Memorandum (chargeable 1o MOOE)

Actiwty Proposal (spproved by SDS)

Autharity 1o Procure (ff delegated to End User)

Puchase Request (PR - macate amourt pet panmenuPRS
mwmmmwnmmmmp}

R

Purchase Order (excep! # rembursement)
_—

Deitvery Recept (DR}
— Oftcial Recept (OR) / Saes Invoice [RER! AR
[ inspection and Acceptance Repor (1AR)

Narratve Report
Pictutes of meals sevved
mmw[nmwmwummr:mu

Complete
Incomplete

Reviewsd by

Mate Procurement must be supported Dy marke! scopng. duly
refiecied in the PPAIP & APP. and must nol exceed 200,000

[ BIR Form 2307
[ Photocopy of Checkis

Memorandum (chargeable to MOOE)

Activity Proposal (approved by SDS)

Authority 1o Procure (if delegaled 1o End User) )

B r gl o 4 lm} = " 1 per p PRE

;;Acaammlhueuammmmﬂ
Reques! o Quotation (RFQ) - atleast 3 supplieriservice

| provder

| Issuance Recept
Avsiract of Qoutation

[ Updaled Suppliers’ Engituities
Mayor's ?".uw."‘ Permit. A ITR, Tax C
Pmomwamlmumdm1 of the

9 . attach | ton signed by SH)

Purchase Order (PO)

Delivery Receipt (OR)

Inspection and Accept Report (IAR)

[ Official Recept (OR) / Sales invoice RER/ AR

Natrative Report

Pictures of meals served
Anernmsr\edtwthmg-m.mgwwwmnm

RN

Note Procurement mus! be supporied by market scoping. duly
reflected in the PPMP & APF. and must not exceed 2,000,000

[
o e b T O LA Y

~ MOOE CHECKLIST

| Pischasa B (PR) - i, s e PR
and A Report (AR - delaied

| mgredentsitems/meny

| Official Receipt (OR) / Sales invoice /RER’ AR

| Narrative Report

| Pictures: Ingredients, Cooking, and Meal Served
|___ Anendance Sheel (with Log-in. Log oul and Gender column)

| Complete

Note: Procurement must be supported by a Marke! Scaping ana
reflected in the PPMP & APP

et o hms—
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MOOE CHECKLIST

| Photocopy of Checls

Memorandum (chasgeable to MOOE)

| Actvity Proposal (approved by SOS)
Purcnase Heg: (PH) -

per pa
inspection and Acceplance Report (AR - detaited
| mgredwnts/temsimenu

| Official Recespt (OR) | Sales Invoice /RER! AR

| Namatve Report

| Pictures. Ingredionts, Cooking. and Meal Served

| Attendance Sheet (with Log-in, Log oul and Gender column)
Compiete

Incomplete

Reviewed by

Nete: Procurement must be supported by a Market Scoping and
duly reflected in the PPMP & APP




R SUACANAEY
| Distursement Vou
| BIRForm 2307
[ Photocopy of Check/s
Memarandum (chargeable 1o MOOE)
Actvity Proposal (approved by S0S)
Authornty 1o Procure (i delegated 10 End User)
Purchase Reques! (PR) - indcale amount pet pax/menu PR
Hcmmulhmdmmw|
Regues! for Quotaticn (RFQ] - atleast 3 supplerisenice
| providet
Issuance Recept
[ Abstract of Qoutatien
Updated Suppliers’ Ebgibililes
Mayor's PermiBusiness Permil. Annual ITR, Tax Cleatance,
ww:mmmmm-nﬂuﬂm
_ oligiblibes, altach justhcation signed by SH)
[ Purchase Order (PO)
_annml (DR)
[ inspection and Acceptance Report (IAR)
Official Recep! (OR) / Sales invoce /RERV AR
[~ Narrative Report
Pictutes of meals served
I Aiendance Sheel (with Log-in. Log oul and Gender columt)

AN

| Complete
Incompiete

Reviewed by

Note Procurement must be supporfed by market SCoping. duly

reflectod in the PPMP & APP. and must nol exceed 2,000,000

e el

s v ey e e

Pre and Post Repair |

+ (Ssgned by Technician, Propert
CustodianiCT Coordinator for ICT related fems, ang School H:d.lr
Dfficial Recoint | RER AR
Pictutes {Before. Durng and After)

B

hote £ must be
7 by market
refiected in the PPME 8 APP. a1 must hot exceed 3 0,000

o R

MOOE CHECKLIST o

A F;

Disbursement Vouchet
of Check/'s

BIR Form 2307

Memarandum (chargeatie 1o MOOE)

Acuvity Proposal (approved by SDS)

Authorty to Procure (if delegated to End User)

[ Purchase Reques! (PR) - indrcal 1 per paximenu/PRE

___BAC Resolution (If the mode of procurement changes)

AN

Purchase Order (excepl | rembursement)
Delivery Receipt (DR}

Ofticial Receoipt (OR) | Sales Invoioe /RER/ AR
Inspection and Acceptance Report (IAR)

1]

__Matmmmpm
[ Pictures of meals served
fendance Sheet (with Log-n. Log out and Gender column)

-

i Complele
= Incomplele

Reviewed by

Proc must be supported by market scoping. duly
| eniected in the PEMP & APP. and mus! not exceed 200,000

PAIR & MANT. MACHINERY & EQUIPT. (5021306000) |

LABOR - RM ICT Eqpt Office Eqpt.. othe
g " qpt. other Machinery, etc.{ 1.000

| Desbursement Voucher
Photocopy of Checkss
| Job Order Contract

Pre and Post Reparr Inspecton (Signed by Technician, Proparty
| CustoganiCT Coordinator for ICT related flems and School Head)
| Officondt Recenpt - REFY AR

| Pictures (Before During and After)

| Compiete
|___ Incompiate
Reviewed by
Note Pro it must be —_—
e ol
i the PPMP & APP and Mor!orumawi::&




N
Distursement Vouchet =
[ BIR Form 2307 (f appicable) o
e — Work
38T Approved Program of s
Approved Program o Works | o G e
[ Purchase Request combined with materiats & labor) [ Puichase Request with PR# (combined with mater
[ Resoluton nxnx{d pwemw} | BaC Resoluton (It fhe mode ol procurement changes)
_:;cm" Orgger iuoq)! f remmbursement) | Roquest for Quotaton (atieast 3 supphers)
[ Issuance Recopt
PAKYAWAN Vsl o
—* - U&uycnl’gmmmmn Annual TR Tax Clearance,
mnmnmuhmdw‘! of the eligbilities
Contrac! eement __.\mhmnl:ahmwnv SH)
_‘i mmnou:dw [ Abstrisct of Quotaten
I Certiticate of Completion (signed by GPTA President. Schod A
Head and Division Engineer) -
 pictures (Belors. During and Afer for Labor 8 addl picture for Duivery Roceipt (i applicable)
—'mn‘i‘wt Invorce | ™ inspoction and Acceptance Report
[ s I — Offical Recerpt | Sales Invorce | RER [ AR
0 of ortrackr —— PAKYAWAN: {Intent. Nobice 1o Procoed. Pakyaw Contract)
™ Cerificate of Completon (signed by GPTA President. School
Head and Division Enginoer)
™ Prctutes (Belore During and Alter for Labor & addtl picture for
maternals|
I Photocopy of 1D of contractor (# applicable)
Complete | Complete
[ incomplete [ incomplete
Reviewed by Reviewed Dy
Proc. must be suppored by market scopng, duly mmdnﬂumwmmm
”menmsm.mmwmnmdmm | roflected in the PPMP & APP, and must not exceed 2.000.000

o | Disbursement Voudher
mpmmﬂm;‘ ._BIR Form 2307
[ BIR form 2307 | Protocopy of Check/s
[ Memorandum (chargeable to MOOE) '__Mu'nmmdun (chargeabie 1o MOOE )
| Actwiy Proposal (spproved by SD5) [ Actiwity Proposal (approved by SDS)
| Aushonty i Procure (f deiegated lo End Uses) | Authonty 1o Procure (f delegated to End User)
Purchase Request (PR) - ndcate amournt per panmenu PRE Purchase Request (PR) - ind) per pax'menuPRE

|__BAC Resclution (If theve i3 a charge in the MOP| :BMRmtllmmnusaMmth@l

Request for Quotation (RFQ) - atleast 3 supplier/service
Purchiase Oroer (ercep! f rembursement) i

I——anary&wol DR = ecop!
E_— (DR} Issuance R
|___OfMcai Recop! (OR) / Saies invoice RER! AR [ Abstract of Qoutation

Inspection and Acceplance Report (1AR) Updated Suppliers' Ebgibiities

Mayor's PermivBusiness Permil. Annual ITR, Tax Clearance.

Narratve Repont Whm"w, s signed i+ i
—wauﬂmﬂm g -y sy i
= Purchase Order (PO)

| Aftencance Sheet (with Logn, Log out snd Gender columns) [ Delivery Receipt (DR)

| Inspection and Acceptance Report (IAR)
Official Receowpl (OR) / Sales invoice 'RER/ AR
Natrative Repoit

Pictures of meals served

[
[
[ Attendance Sheet (with Log-in. Log out and Gender columns)

| Comglete
I
| Incompiete | Compiete
| Incompiete
Reviewsd by Revewed by
Note Proc mus! be market B, R o
efacted m the PPMP & APP. o0 must ol excecd 300,000 e 2 Do Lo o S MorRel Socpn

reflacted in the PPMP & APP. and mus! nol exceed




