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November 19, 2025 

COl'fDUCT OF LIVE-DI YEAR-EJIID BEIIDIAR-WORKSROP OR TBB 
PREPARATION, RECORCILIATIOII, ARD SUBIIISSIOlf OF FllfAKCIAL 

AlfD BUDGETARY REPORTS 

TO: School Principals of Implementing Unit (IU) Schools 
Senior Bookkeepers of Implementing Unit (IU) Schools 
All Others Concerned 

1. To ensure the timely, accurate, and systematic preparation and 
submission of financial and budgetary reports for the year-end closing, 
this Office announces the Live-in Year-End Semtnar-Worbhop on the 
Preparation. RecondHatlon, and Suhmiufon of lPlnanclal and 
Budgetary Reports. 

2. The primacy goal of this activity is to capacitate the participants on the 
latest guidelines, reconciliation procedures, and best practices nece888IY 
to close the fiscal year with zero discrepancies and full compliance with 
COA rules and regulations. 

3. The cletal1a of the Sftrniuar-Worbhop are u follows: 
• Activity Title: Live-in Year-End Seminar-Workshop on 

the Preparation, Reconciliation, and Submission of 
Financial and Budgetary Reports 

• Dates: Januruy 7-.9,2025 

• Venue: TBD 

• Participants: All Senior Bookkeepen of Implementing Unit (IU) 
Schools within the jurisdiction of DepEd Tacloban City Division. 
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4. The participants are expected to bring the necessary documents 

including but not limited to the latest Statement of Allotment, Obligati~ 

an~ Balances (SAOB), Bank Reconciliation Statements, and hard/soft 

copies of all monthly financial reports for reconciliation purposes. A 

detailed liet of required documents will be provided in a succeeding 

advisory. 

5. Registration fee of Six Thousand Pesos will be collected from the 

participants to cover the expenses incurred relative to the conduct of the 

training, such as board and lodging, meals, materials, and other 

incidental expenses of the facilitators and Secretariat and shall be 

charged against the Division/School MOOE, subject to the usual 

accounting and auditing rules and regulations. 

6. Travel and other incidental expenses of the participants shall be charged 

against the respective School MOOE, also subject to the usual 

accounting and auditing rules and regulations. 

7. Immediate and wide dissemination of this Memorandum is desired. 
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