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Department o{ ®Dutatto«
Region  V

scriooLs DI\/IsloN oF soRsoGON

November 04, 2024

DIVISION MEMORANDOM No. 4EJ s. 2024

SUBMISSION OF CLAIMS

To:      Assistant schools Division superintendent
Chiefs - cO, ScOD
Unit and Section Heads
School Heads - Elementary and Secondary
All Cthers Concerned

1.   In order to maximize fLinds and prepare financial reports on time, an Disbursement
Vouchers, duly obligated and with complete COA required attachments for all claims
(rs, MOOE, and CO) must be forwarded to the Finance Unit - Accounting Section
immediately to facilitate disbursement sutyect to accounting and auditing mles and
regulations.

2.   Below are the due dates for stlbmissinn of haims:

November 29, 2024 - All clains from January to November 15, 2024
December 13, 2024 - AIL claims from November 16, 2024 to December 12, 2024

3.   Process owners and program coordinators are instructed to inplement and monitor
their PPAs within the prescribed tindine to avoid hpsing of funds.

4.   Secondary schools with fiscal autonomy are also instructed to maxinize f(mds and to
I)rapare financial reports to be submitted to COA, DBM, and other oversight agencies
within the prescribed timeline.

5.   For strict comphice
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