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DEPARTMENT ORDER NO. ~
Ser-ies of 1991 7//!f
TO ALL: Undersecretaries

Assistant Secretaries
Regional Directors
Bureau Directors
Project Directors
Regional Equipment Engineers
District/City Engineers
Fiscal Controllers/Chief Accountants
All Others Concerned
Th is Depar-tment

15 JANUAF~Y 1991

SUBJECT: Submission of Year-End Trial Balances, Closure of
Cash Balances and Other Financial Reports.

Pursuant to COA Circular No. 84-89-C dated January 25,
1984 the Central Office is required to submit the
Preliminary Trial Balance on or before the dates stated
her"ein:

Due Date

1. Consolidated Preliminary Trial Balances 02-14-91
a) Analysis of Account 8-71-170-CO

2. Revised Consolidated Prelim. Trial Balance 03-15-91
Attachments:

a) Statement of Operations
b) Statement of Expenditures
c) Statement of SAA and Funding Checks Received
d) Statement of Income
e) Revised Analysis of Account 8-71-170

3. Consolidated Final Trial Balances 03-30-91
Attachments:

a) Balance Sheet
b) JV(RO & OU) for Reversion of unobligated balance

of CY 1989 extended Allotment for Capital Outlay.
c) JV(RO & OU) for Closure of unobligated balance

of CY 1990 Allotment for Capital Outlay.
d) Copy of Remittance Advice, Approved Disbursement

Voucher and JV for immediate closure of Deposit
Account corresponding to the Cash balance at
year end withdrawn and remitted to the BTR.

e) JV for regular year-end closing entries.

-)

The general journal and all the special journals
shall be closed at the end of office hour on Dec.
28, 1990. On the basi s of these Joun1Cl.ls, the
consolidated Preliminary Trial Balance shall be
prepared for submission to the Central Office on or



:2 .. Revised Consolidated Preliminary Trial Balance..------ .. ------- .. - ..•- .•.•_.- - - .. - .•--_ ..•.. __ .. -- ..-- -·_· .._ ..__ .._ .._.G... .. __ __ .._ __ _..__ .__

The f o l 1owi nq
\-'Jh i c h \-'H?r"t~ n ot;
BalancE-:' shcl.1l
.iour n aLs •

transactions pE-:'rtaining to CY 1990
taken up in the Preliminary Trial
be en tE-:'rE-:'d in the supplemental

a. Releases of allotmE-:'nt receivE-:'d from January 1-31,
1991.

b. Obliqations incurred against allotmE-:'nt recE-:'ived
ff"'C)ITIJanu<::<.r"y1''''':31, l'''?(il.

The above transactions shall be included in the
Revised Preliminary Trial Balance to be submitted
to the CE-:'ntral Office on or before February 28,
1.99 1 • QHL.Y_ Pl':L~ B.s"V_l..~.;I..rltJ 12. fiJ""l:::.Q.!&LE.:!._

Only Closinq Entries shall be taken up in the
Consolidated Final Trial Balance WhICh IS due for
ssubmi e s ion on or: be-For-'E?!'"1ar"ch1~5, 19'71.

To distinguish transactions that were not taken
up in the preliminary and revised preliminary trial
balances two (2) sets of joUr""llals 511211 tJe pr-epar-ed
··F or thE? month of DE';Ct71liibE:>r",:I.'7'90 C:.j.S. ·f 011 m.iS:

a ) F~e,:;]u1';:'.f···,.1DU.r· (I<'::'.1s ._-i:Or- t f' a.fIS<::<.Ct i on s fr om Dec-
E':!mber'l-···::;;:t:l,1990.

b) Supplemental Journals for transactions per-
taininq to CY 1990 which WE:>re
not taken up in the regular
journals including closinq
,:.~nt t- i f;:f·5. FDr" t.his. PUt" POS(~,

t.hE:}iourn a l voUCI""IE~f"ssha lI bE':!
dated on the day it is drawn.
HO\·ieVE~f", thE: pht"'<:\'5€::'"A:.; of
DE":.'cE:inb0:.,t-·~:;l, :I.9ti'O" sl-'Iall be
indicatE:>d below the caption
,.1CJUt-;~hl('IL '·./UUCHER.

Before preparinq thE-:'revised consolidated prelim-
inary trial balance, the personnel-in-charge Df the
trial balance for E-:'ach fund shall rE:>concile with
the Central Office the Sub-allotment, Sub-Advice of
Cash Deposits and the Fundinq Checks rE:>cE:>ivE:>dper
attached schE:>dules. TD facilitate said .recon-
ciliation, a StatE:>ment of Sub-allotment, Sub-advice
of Cash Deposits and Funding Checks received shall
b e p f'"ep dr' t71df Of' e<:l.C:h .r:un d .

In dddition. d list of Funding Checks
corrE:>spondinq to the .5% shdre of the Central
Office for administrativE:> overhead expE:>nses for
NALGU Fund shall be prepared.



4. Separate trial balances for OLD MPW, MPH and
under Funds 101 and 103 shall be submitted to
Central Office even if there are no movements
ready reference and consolidation purposes.

BOE
the
for-

Cash Balances deposited in Current
Accounts pertaining to an unobligated
shall be withdrawn and remitted to BTR per
Joint Circular No. 1-90 dated February 27,

Checking
al Lo t.rnerit;

DOF ..·-DBr-1
1 9CJ'().

6. The Advices of Checks Issued and Cancelled (ACrC)
as of December 31, 1990 shall be submitted to
Government Servicing Banks on or before January 4,
1991. Otherwise, they shall not be honored by the
ban k ,

7. All obligations/vouchers which were not
.]ariuary 4, 1991 sh8.11 be txe,'::'.tE'?dCi.·:S

Payab It!?

paid em
i~1C:c our', t s

For reference and guidance, attached are sample formats
of the various Financial Reports needed to be submitted.

Please be guided accordingly.

4.2 ,JLJi
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