
  

  

  

MEMORANDUM   
  

  
This  pertains  to  the  Department’s  request  for  temporary  authority  until  the  first  quarter  of  CY                 
2021  to  designate  contractual  employees  as  Special  Disbursing  Officers  (SDOs).  Please  be              
informed  that  the  Commission  granted  the  request   (Annex  A) ,  thus,  contractual  employees              
may  be  designated  as  SDOs  until  March  31,  2021  for  the  implementation  of  the  following                 
DSWD   programs   only:     
  

1. Special   Amelioration   Program   (SAP)   under   Bayanihan   1   and   2,   i.e.,   Republic   Act     
(RA)   No.   11469   and   RA   No.   11494,   respectively;     

2. Assistance   to   Individuals   in   Crisis   Situation   (AICS);     
3. Emergency   Shelter   Assistance   (ESA);     
4. Social   Pension;     
5. Cash   for   Work;   and     
6. Unconditional   Cash   Transfer.   

  
In  addition,  please  take  note  of  the  following  conditions/actions  to  be  complied              
with/undertaken   by   the   DSWD   as   required   by   the   Commission:     
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DRN:   FMS-A-COMM-20-12-154895-S   

FOR   :   ALL   HEADS   OF   OFFICES,   BUREAUS,   SERVICES   
Central   and   Field   Office   

FROM   :   THE   UNDERSECRETARY   

SUBJECT   :   FINANCIAL  MANAGEMENT  GUIDELINES  NO.  33,  SERIES  OF  2020:          
DESIGNATION  OF  CONTRACTUAL  EMPLOYEES  AS  SPECIAL        
DISBURSING   OFFICERS   

CONDITION   ACTION/s   NEEDED   

1. Only  contractual  employees     
who  can  take  on  the       
responsibility  and  accountability     
as  shown  in  their  work       
performance.   

For  this  purpose,  only  those  contractual  employees         
with  approved  renewal  of  appointment  for  CY  2021          
shall   be   designated   as   SDOs.  
  

2. Orient  and/or  capacitate  the      
selected  contractual  employees     
designated  as  SDOS  as  to  their        
duties  and  responsibilities  as      
well  as  their  accountabilities,      
and  have  them  sign  an       
undertaking  acknowledging  and     
agreeing  to  such  responsibilities      
and   accountabilities.   

  
  

Prior  to  the  designation  of  the  SDOs,  the  following           
documents,  in  addition  to  the  minimum  requirements,         
shall   be   needed:   
  

1. Certification  issued  to  the  contractual  employee  for         
the  completion  of  the  orientation  on  the  proper          
handling  of  cash  advances  signed  by  the  Head  of           
the  Finance  and  Management  Service  for        
Central/Office  of  the  Assistant  Regional  Director        
for  Administration  (ARDA)  for  the  Field  Office         
(Annex   B) ;   and   

http://www.dswd.gov.ph/


  

  

  
In  summary,  the  following  are  the   additional  supporting  documents  for  the  grant  of  cash                
advance   to   the   contractual   employees   designated   as   SDOs:   
  

1. Approved   renewal   of   appointment   for   CY   2021   for   December   2020   cash   advances;   
  

2. Certification  for  the  completion  of  the  orientation  on  the  proper  handling  of  cash               
advances;   and   
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3. The  contractual  SDOs  should      
be  supervised  by  a  permanently       
appointed  and  responsible    
DSWD   official/employee.   

2. Undertaking  of  acknowledgement  and  agreement       
to  the  SDO  responsibilities  and  accountabilities        
(Annex  C)  signed  by  the  contractual  employee         
and   the   following   officials:   
  
a. Immediate  Supervisor  with  permanent  status       

of   appointment;   and   
b. ARDA  or  the  Regional  Director,  in  the         

absence  of  the  former,  for  the  Field  Offices;          
or   

c. Head  of  Office,  Bureau  or  Service  (HOBS)  for          
the   Central   Office.   

4. Determine  the  amount  of  cash       
advance  that  each  contractual      
SDO   can   handle.   

Only  contractual  employees  with   Officer  position        
levels  shall  be  designated  as  SDOs.  The  Regional          
Director  or  the  Central  Office  HOBS  shall  determine          
the   amount   of   maximum   cash   advance.   

5. Ensure  that  the  contractual      
SDOs  are  bonded,  which  bond       
should  be  adequate  to  cover  the        
amount  of  the  cash      
advance/accountability  of  the     
SDO.   

The  copy  of  the  bond  shall  be  attached  as  a            
supporting  document  to  the  Disbursement  Voucher  for         
the   grant   of   cash   advance.   

6. Require  the  contractual  SDOs      
to  submit  the  pertinent  reports       
accounting  for  the  cash      
advances.   

All  cash  advances  granted  shall  be   fully   accounted  as           
follows:   
  

  

Particulars   December   31,   
2020   

March   31,   
2021   

Submission   of   
Liquidation   
Report   

Until   January   
31,   2021   to   be   
recorded   in   the   

books   of   
accounts   as   of   
December   31,   

2020   

Until   February   
28,   2021   to   be   
recorded   in   the   

books   of   
accounts   as   of   
March   31,   2021   

Refund   of   
Unutilized   cash   
advances   

Yes   Yes   



  

  

3. Undertaking  of  acknowledgement  and  agreement  to  the  SDO  responsibilities  and            
accountabilities.   

  
For   your   reference   and   strict   compliance.   
  
  
  

JOSE   ERNESTO   B.   GAVIOLA   
  
  

WCB/JSC/218   
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Annex   A   
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Annex   B   
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C   E   R   T   I   F   I   C   A   T   I   O   N   
  

This  is  to  certify  that  NAME _________,  POSITION _________,           
with  Contractual  Appointment,  has  satisfactorily  completed  the  orientation  on  the  rules  and              
regulations  on  the  granting,  utilization  and  liquidation  of  cash  advances  as  well  as  the  duties,                 
responsibilities,  and  accountabilities  of  Special  Disbursing  Officers  (SDOs)  conducted  last            
___________________.   
  

This   certification   is   issued   for   the   granting   of   cash   advance   as   SDO.   
  
  

_________________   
Designation   
Date:   ____________   
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Annex   C   
  

U   N   D   E   R   T   A   K   I   N   G   
  

This  undertaking  is  issued  in  order  to  acknowledge  my  designation  as  Special              
Disbursing   Officer   per   Special   Order   No.   _____,   series   of   ____,   dated   _________________.   

  
In  addition,  I  agree  that  as  SDO,  I  have  specific  duties,  responsibilities  and               

accountabilities  pursuant  to  Commission  on  Audit  Circular  No.  97-002,  dated  February  10,              
1997.   
  

Signed:   
  
  

Name:   ________________   
Position:   _______________   
Date:   __________________   

  
To   be   Supervised   by:   

  
  

Immediate   Supervisor 1 :   ________________   
Position:   _______________   
Date:   __________________   
  

Noted   by:   
  
  

Name 2 :   ________________   
Position:   _______________   
Date:   __________________   

1   Name   of   Immediate   Supervisor   with   permanent   status   of   appointment   

2   Assistant   Regional   Director   for   Administration   or   the   Regional   Director,   in   the   absence   of   the   former,   for   the   Field   Offices   or   the   Head   of   Office,   
Bureau   or   Service   for   the   Central   Office   
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