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MEMORANDUM CIRCULAR

T0 : ALL HEADS OF CONSTITUTIONAL BODIES,
DEPARTMENTS, BUREALS AND AGENCIES OF THE
NATIONAL GOVERNMENT; LOCAL GOVERNMENT
UNITS: GOVERNMENT-OWNED OR CONTROLLED
CORPORATIONS WITH ORIGINAL CHARTERS;
STATE COLLEGES AND UNIVERSITIES

SUBJECT Hevised Guidelines on the Settlement of Cash Advance
and the Penalty to be Imposed for Failure of an
Accountable Officer to Liguidate Cash Advanee Within
the Preseribed Period

Pursuant to CSC Resolution No. 1900929 dated August 13, 2019, the Commission
resolved to promulgate the following Revised Guidelines on the Settlement of Cash Advance
and the Penalty to be Imposed for Failure of an Accountable Officer to Liquidate Cash
Advance Within the Prescribed Period which provides, as follows:

"Section . Definition of Terms.

a. Cash Advances' — refer 1o advances granted to officers and
employees which may be classified inta: (a) regular cash advances”
and (b} special cash advances ]

b. Liguidation’ — means the recording of the liguidation documenty in
the books of accowmts by the accountani as a credit to the cash
advance account after verifving the same, although not vet audited
hv the andiror,

' Commission on Audit (COA) Circular Mo, $0-331 dated May 3, 1990,

* Those granted to cashiers, disbursing officers, paymasters and 'or property/supply officers for salaries and wages,
commutable allowances, honorariz and other similar payments and petty cash operuting expenses,

* These granted on the explicit authority of the agency heads to duly designated disbursing officers or emplovees
tor ather legally authorized purposas,

fC0A Circular No. S6=004, April 19, | 996,
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e, Settlement’ — means the (ssuance of the Credit Notice by the Awdiror
dfter the audit of the Hguidation documents.

d. Accountable Qfficer® - refers to a public officer or emploves who,
in the discharge of his office, receives money from the government
which he is bownd to laier account for. Transfer separation or
refirement from the government does nof eperate to diseharge the
saidd person from coverage of the definition and corresponding duty
to aeeount for the unligutdated cash advances.

e. Formal Demand - refers o the notice ixsued by the Resident €04
Awditor  to  the  Accountable  Officer  demanding  the
liguidation/sertlement of cash advances.

Jo Delay — refers to the failure of the Accountable (Yficer 1o make a
full fiquidation/sestlement of cavh advances within the prescribed
period, as stated under O Circwlar No. 200 20071 dated Fume 14,
2002

& Gross Neglect of Duty” — refers to negligence characterized by the
want aof even slight care, acting or omitting o act in a situation
where there is a duly to act, not inadvertently but witlfully and
{ntenttonally, with a conscious indifference to conseguences, insofar
as other persons may be affected It is the omixsion of that care that
even inattentive and thoughtless men never fail to give to their own

property,

h. Simple Neglect of Duty® — means the failure of an employee or
official to give proper atiention o a lask expected of him or her.
signifying a disregard of o duty resulting from carelessness or
inditference.

“Section 2. Legal Presumption Against Non-Liguidation of Cash Advance.
Article 217 of the Revised Penal Cody states in wneguwivocal terms that:
“The jailiure of a public officer 1o have duly forthcoming any
pubiic fumds or property with which he iy chorgeable, upon demand by

any duly authorized officer, shall be prima facie evidence that he has
put such missing funds or property fo persomal wve, "

' COA Clrcular Mo. %6-004 dated April 19, 1996

* COA Circular Mo, 201 2-004 dated November 28, 2012,

* Civll Service Commission vs. Jessie V. Rabang (G.R, No. 167763, March 14, 2008),

' Office of the Ombudsman vs. Samson de Leon (G.R. Mo, 154083, February 27, 2003
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“Section 3. Sertlement and Liguidation of Cash Advance®,

A vash advance is seitled and Hgwidaied either by returning the money
acvanced [ unspent, or by the presemtation of repularly accomplished
vouchers, giving satisfactory detail of the items thereon paid which must be in
accordance with the purpose for which the cash advance was granted, and
Jurther supported by proper receipts and other evidence of payment, subject fo
the result of the post-oudit thereaf by the auditor concerned

“Section 4. Liquidation of Cash Advances'",

Tie Accoumiable Officer shall lguidare cash advances within he
Joliowing period:

4. 1. Salaries, Wages, Honoraria and (ther Simifar Paymenty. - within
Sive (3} calendar davs after the end of the day period

4.2 Field Operaiing Expenses - within twenty {20) calendar davs after
the end of the year subfect to replentshmeni as frequently as necessary
during the yeor.

4.3 Petty Cash Fund (PUF) — as soon oy the iisbursements recch
seventy-five percent (73%) or ax needed. the PCF shall be replenisied
which shall be equal to the iotal amauni of expendiiures made
therefrom. In case of termination, resignation, retivement or dismissal
of the PCF custodian, immediarely thereafier.

4.4 Traveling expenses — within thirty (30) calendar davs afier the
return of the afficial'employee concerned to his official station jor local
traved and within sixty ¢60) calesdar davs after the return af the
official’emplovee concerned 1o the Philippines in the case of foreign
travel.

4.5 Special Purpose — ax soor as the purpose of the cash advance has
heen served

“Section 5. Administrative Liabilfty and the Corresponding Penalty for
Failure of the Accountable Officer to Liguidate Cash Advances Within the
Prescribed Period.

*C0OA Circular Wo. 2012-004 dated Movembser 28, 20412,
" Commuisseon on Audit Circular Mo, 200 2-001 dated June 12, 2002
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5.1 An Accoumtable (fficer who, afier jformal demand hy the Siate
Auitor or Aunelit Team Leader, merkey a  full
liguidation settlement/ pavment of the subject cash advance within the
prescribed period stated in the formal demand letrer. with a valid
Justification and no ageravaring circumstances presemt as emimerated
urder Seciton 53 Rule M, 2007 Rudes on Adminiciraiive Coaves in e
Civil Service (2007 RACUS). shall be absolved of any administrative
liahifiry. - Abzgent such valid justificarion, the Accoumable Officer shall
be liable for Simple Neglecr of Duty and imposed the penalty of
suxpension from the government service for a period of one (1) manth
and one (1) dav. On the other hand, the penally of suspension for a
period of three (3) months shall be imposed if, aside from the absence
of such valid juxiification, there are aggravating circumsianoes pregent
amd no mitigating  clreumstances from which  sald  aggravaring
circumsiances may be offser.

5.2 An Accountable Officer who, afier jformal demand by the Stafe
Auditor or Audit Team Leader, makes a partial liguidation of the cash
advance shall he held liable for Simple Neglect of Duty and impased the
penalty of suspension from the governnent service for a peviod of one
(1) mowrch and one (1) dayv, provided that all of the following conditions
are complied with;

a, the partial lguidation of not less than fiity peecent (30%) of
ihe ioial unliguidaied cash advance was made within the
preseribed period stated in the formal demane letier;

b, the Accountable (Nficer s able o present justifving
circumsianee explaining why only partial liguidalion waos
J'J'IHI'JIE'.'

¢ the Accountable Officer has the intention of fully liguidating
the cash advances such as by resorting to a salary deduciion
scheme, or executing o promissory nmote (o pay the
unligutdated poriion of the cash advance. and

d no ageravaling circumsignces are presenl as enumerated
uneder Section 33, Rufe 10, 200 7 RACCS, aor in case there are
aggravating circumstances, the same shall be offset by the
mumber of mitigating cireumstances preseni. However, in
the event that there are ageravating circumsiances presedl
ard  no  midegating  circumstonces  from which  said
aggravating circumsiances may be offser, the penalty of
suspension jor a perted of three (3) months shall be imposed
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5.3 An Accountable Officer who, afler formal demand by the State
Auditor or Audit Team Leader, makes a partial lguidaiion of the cash
atvance shall he held liable for Simple Negleot of Dury and impased the
penalty of suspension from the governmeni service for a period of three
(3} months, provided that all of the following conditions are complied

wWith:

2]

the partial liguidation af not less than fifty percent (30%) of
the total unliguidated cash advance way made within the
preseribed period siaied in the formal demand leteer;

the Accowmiable Officer faily 1o present anyv fustifving
circumstance explaining wiy only partial liguidation way
mrdle;

the Accountable Officer hay the intention of fully Hguidating
the cash advances such ax by resoriing lo a salary dedwuction
scheme, or execuling o promissory note oo pay e
unliguidated poriton of the cash advance. and

il ﬂﬂrﬂ'ﬂ-ﬂ”ﬂﬁ circimsiances are Jresent ds ennmerared
wnder Section 53, Rule 1), 2017 RACCS. otherwise the
penaity of suspension for a period of six (6) monthy shall be
impased,

5.4 An Accountable Officer shall be held liable for Gross Neglecl of
Dty and imposed the penalty of dismissal from the service for the first
affense in any of the folfowing Insiances:

.

the Accountabie (Mficer who, affer formal demand by the
Stare Auditor or Audit Team Leader, fails to make any
liquiciation, whether partial or full, of the cash advances
within the prescribed period stated in the formal demand
leiter;

the Accountable Officer who, ajter formal demand by the
State Awditor or Audit Team Leader. makes partial
liguidation fregavdless of the amowni}) of the cash advarice
bt failed to present any justifving circumstance ard has no
imtention ta fully guidare; and

the Accountable Officer menrioned in Sections 3.2 (c) and
5.3 (o) defonited in the payment of the anliguidated cash
advance.
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“Section 6, Repealing Clause.

Any previous issuances of the Commission that are in conflict with these
Revived Cuidelines arve deemed modified. revised or repealed aecordingly.

“Section 7. Effectivity.

Thiy Memorandum Cirenlar takes effect fifteen (135) dayvs gfier the publication

of CSC' Resolution No. (900920 dated August 13, 2009 in o newspaper of general
circulation. ™

NOTE: CSC Resolution No. 1900929 dated August 13, 2019 was published in

“The Philippine Star™ on September 7, 2019, and shall take effect after fifteen
{15) days from its publication,
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RESOLUTION

WHEREAS, Section 27, Anticle Il of the 1987 Constitution provides that it shall be
the policy of the State 10 maintain honesty and integrity in the public service and 1ake positive
and effective measures against graft and corruption:

WHEREAS, Section 12 (2), Chapter 3, Title I, Subtitle A, Book V of the
Administrative Code of 1987 (Executive Order No, 292} empowers the Civil Service
Commission (CSC) 1o prescribe, amend and enforce rules and regulations 1o carry into effect
the provisions of the Civil Service Law and other pertinent rules;

WHEREAS, the CSC, together with the Commission on Audit (COA) and Office of
the Ombudsman, forged & joint anti-corruption plan called the Solana Covenant in 2004 to
help and support each other in fighting corruption. As part of their collective action, the three
(3} constitutional bodies identified the need to strictly implement the rules on liquidation of
cash advances as this has become a source of graft and corruption in the bureaucracy. Each
constitutional body issued parallel circulars to monitor and impose necessary sanclions
regarding violations of the guidelines on liquidation of cash advances;

WHEREAS, the CSC issued C5C Resolution No. 04-0676 dated June 17, 2004
entitled “Policy Guidelines o Govern the Liguidation of Cash Advances and the Penalty o
be Imposed for Failure of an Accountable Officer to Ligwidore Within the Prescrited
Period”, providing for the rules governing the liquidation of cash advances in aggregale
amounts of Fifty Thousand Pesos (Php50,000.00) and sbove per accountable officer and the
penafty 10 be imposed for failure to liquidate within the prescribed period;

WHEREAS, the CSC, in order o conform with Supreme Court jurisprudence, as
well as set parameters in determining the adminisirative liability of the concerned
accountable officer, issued CSC Resolution No, 1200103 dated January 12, 2012, amending
Rule V of CSC Resolution No. (4-0676 and providing. as follows:

Bawat Kawani, Lingkod Bayani

"~ CSC Buiiding, I8P Road, Batasan Hills, 1126 Quezon City 8 (02) 931 T935/(02) 931-T93/102) 9316092 (B csophilgcsc.govph @ wwwiscgovph
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“NOW, THEREFORE, the Commission hereby RESOLVES o
amend Rule V oof CSC Resolution No. 0H-0676 dated June 17, 2004, ax
Sodlows;

“"RULE V. ADMINISTRATIVE LIARILITY

“Section 8 The failure of an Accourvable (Mficer fo render an accoumnt
in full within the periods prescribed and afier formal demand shall constitute
the adminixirarive affense af Groay Negdeot of Duty punishabie by dismissal
from the service for the first offense. Full Sguideation settlement/pavmens of
the subject cash advanee outside the given periods shall consiitige the offerse
af Simple Neglect of Duty punishable by suspension from the service for one
{1} month and one (1) day to six (6) months for the first offense, and divmizsal
[from the service for the second offense. ™

WHEREAS, there is a need 1o issee a revised comprehensive guidelines in order to
impose a more just schedule of penalties for the administrative offense commitied taking into
account the varying circumstances surrounding the failure 1o lHquidate cash advances;

WHEREFORE, the Commission RESOLVES o promulgaie the following revised
guidelines on the settlement of cash advance and the penalty to be imposed for failure of an
accountable officer to liguidate cash advance within the preseribed period:

Section 1. Definition of Terms,

a. Cash Advances' - refer o advances granted 1o officers and
employees which may be classified into: (a) regular cash advances’
and (b) special cash advances'.

b. Liguidation® — means the recording of the liquidation documents
in the bocks of accounts by the accountant as a credit to the cash
advance account after verifying the same, although not yet audited
by the auditor.

e. Settlement® - means the issuance of the Credit Notice by the
Auditor after the audit of the liguidation documents.

U Commission an Auwdi (COAY Cirenlar Mo, 20-331 dated May 3, 1940,

T Those granted to cashiers, disbursing officers. paymasters ondior property:supply officers for saluries and
wages, commutable allowances, honoraris and other similar paymenis and petty cash operating exgenses.

' Those granted on the explicit authority of the agency beads to duly designated disbursing officers or
empoyees Tor other legally avthoried parmoses.

HO0A Circular Mo, 96-004, Aprl 19, 1996

$ COA Circular Mo, P6-004 dated Apell 19, 1996 C:
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. Accountable Officer* — refers to a public officer or employee

who, in the discharge of hisher office, receives money from the
government which he/she is bound to later account for. Transfer,
separation or retirement from the povernment does not operate (o
discharge the said person from coverage of the defimtion and
cormesponding duty to account for the unliquidated cash advances.

Formal Demand - refers fo the notice issued by the Resident
COA  Auditor to the Accountable Officer demanding the
liquidation/settlement of cash advance.

Delay — refers 1o the failure of the Accountable Officer to make o
full liguidation/settlement of cash advances within the preseribed
period, as stated under COA Circular No. 2012-001 dated June 14,
2002,

Gross Neglect of Duty” — refers to negligence characterized by the
wani of even slight care, acting or omiiting 1o act in a situation
where there is a duty to act, not inadventently but willfully and
intentionally, with a conscious indifference to consequences,
insofar as other persons may be affected. It is the omission of that
care that even inattentive and thoughtless men never fail o give
their own property.

. Simple Neglect of Duty® — means the failure of an employee or

official 1o give proper atiention to a task expected of him or her,
signifving a disregard of a duty resulting from carclessness or
indifference.

Section 2. Legal Presumption Against Non-Liquidation of Cash Advance.

thuind:

Article 217 of the Revised Penal Code states in unequivecal terms

“The failure of a public officer o have duly forthcoming any

public finds or property with which he is chargeable, upon ademend by
any didy authorized afficer, shall be prima facle evidence that he has
pit such missing funcls or property to personal uve. ™

o COA Circular Mo 20 2004 dnped Movember 38, 301,
T Civil Service Commission ve, Resale V. Rabang (G R b 167763, March B4, HKIE)
4 (T of the Oimbuedsman ve, Samson de Leon (U Moo | 54083, February 27, 20130, C
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Section 3. Settlement and Liguidation of Cash Advance”,

A cash advance 15 settled and hguidated either by returning the money

advanced if unspent, or by the presentation of regularly accomplished
vouchers, giving satisfactory detail of the items thereon paid which must be in
accordance with the purpose for which the cash advance was granted, and
further supported by proper receipts and other evidence of payment, subject 10
the result of the post-audit thereof by the suditor concerned.

Section 4. Liguidation of Cash Advances'®.

The Accountable Officer shall liguidate cash advances within the

following period:

4.1. Salaries. Wages, Honoraria and Other Similar Payments. - within
five (5) calendar days afier the end of the day period.

4.2 Field Operating Expenses - within twenty (20) calendar days after
the end of the vear subject to replenishment as frequently as necessary
during the year,

4.3 Peity Cash Fund (PCF) - as soon as the disbursements reach
seventy-five percent (75%) or s needed, the PCF shall be replenished
which shall be equal to the total amount of expenditures made
therefrom. In case of termination. resignation, retirement or dismissal
of the PCF custodian, immediately thereafier.

4.4 Traveling expenses — within thirty (30) calendar days after the
return of the official/employee concerned to his official station for
tocal travel and within sixty (60) calendar days after the retum of the
official/employee concerned to the Philippines in the case of foreign
travel,

4.5 Special Purpose — as soon as the purpose o the cash advance has
been served.

Section 5. Administrative Liability and the Corresponding Penalty for
Failure of the Accountable Officer to Liguidate Cash Advances Within
the Preseribed Period.

Y COA Circulir Mo, 2012-004 dated Movember 28, 2012 C/

I ¢ emmission on Audit Circalar No, 20024401 dated June 14, 2012,
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3.1 An Accountable Officer who, after formal demand by the State
Auditor  or Audit  Team  Leader, makes a
hiquidation/settlement/payment of the subject cash advance within the
prescibed period stated in the formal demand letter, with a valid
justification and no aggravating circumstances present as enumeraied
under Section 53, Rule 10, 2017 Rules on Administrative Cuses in the
Civil Serviee (2017 RACCS), shall be absolved of any administrative
lizbility. Absent such valid justification, the Accountable Officer shall
be liable for Simple Neglect of Duty and imposed the penalty of
suspension from the government service for a period of one (1) month
and one (1) day. On the other hand, the penalty of suspension for a
peried of three (3) months shall be imposed if. aside from the absence
of such valid justification, there are aggravating circumstances present
and no mitigating circumstances from which said agpravating
circumstiances may be offset,

5.2 An Accountable Officer who, after formal demand by the State
Auditor or Audit Team Leader, makes a partial liguidation of the cash
advance shall be held liable for Simple Neglect of Duty and imposed
the penalty of suspension from the government service for a period of
one (1) month and one (1) day, provided that all of the following
conditions are complied with;

a, the partial liquidation of not less than fifty percent {30%%) of
the total unliquidated cash advance was made within the
preseribed period stated in the formal demand letter;

b. the Accountable Officer is able to present justifying
circumstance explaining why only partial liquidation was
made:

¢. the Accountable Officer has the imention of fully
liquidating the cash advances such as by resorting to a
salary deduction scheme, or executing a promissory note o
pay the unliquidated portion of the cash advance; and

d. no aggravating circumstances are present as enumerated
under Section 33, Rule 10, 2017 RACCS, or in case there
are aggravating circumstances, the same shall be offset by
the number of mitigating circumstances presenl However,
in the cvent that there are aggravaling circumstances
present and no mitigating circumstances from which said
ageravating circumstances may be offsel, the penalty of
suspension for @ period of three (3) months shall be

imposed.
one
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53 An Accountable Officer who, after formal demand by the State
Auditor or Audit Team Leader, makes a partial liquidation of the cash
advance shall be held liable for Simple Neglect of Duty and imposed
the penalty of suspension from the government service for a period of
three (3) months, provided that all of the following conditions are
complied with:

i,

the partial liquidation of pot less than fifty percent (50%)
of the total unliquidated cash advance was made within the
prescribed period stated in the formal demand letter;

the Accountable Officer fails to present any justifying
circumstance explaining why only partial liguidation was
miade:

the Accountable Officer has the intention of fully
liquidating the cash advances such as by resorling to a
salary deduction scheme. or excouting a promissory note 1o
pay the unliquidated portion of the cash advance: and

no ageravating circumsiances are preseni as enumetated
under Section 53, Rule 10, 2017 RACCS, otherwise the
penalty of suspension for a period ol six (6) months shall
be imposed.

5.4 An Accountable Officer shall be held liable for Gross Neglect of
Duty and imposed the penalty of dismissal from the service for the
first offense in any of the following instances:

n. the Accountable Officer who, after formal demand by the

State Auditor or Audit Team Leader, fails to make any
liguidation, whether partial or full, of the cash advances
within the prescribed period stated in the formal demand
letter;

the Accountable Officer whe, after formal demand by the
State Auditor or Audit Team Leader, makes partial
liguidation (regardless of the amount} of the cash advance
but failed to present any justifying circumstance and has no
intention to fully liguidate: and

the Accountable Officer mentioned in Sections 5.2 (¢) and
5.3 (c) defaulted in the payment of the unliquidated cash

advance C/
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Section 6. Hepealing Clause.

Any previous issuances of the Commission that are in conflict with this
Guidelines are deemed modified, revised or repealed accordingly.

Section 7. Effectivity.

These Guidelines shall wake effect fifteen (15) dayvs afier its publication in a
newspaper of general circulation,

Chuezon City,
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