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Enclosure No. 1 

LIST OF TRANSACTION WITH CHECKLIST 
(Revised CY 2025) 

 
 

1. SEMI-EXPENDABLE OFFICE EQUIPMENT EXPENSES (5020321002) 
Stapler, Puncher, Calculator, Scissors, Hard Drive, USB, Blank CD, Staple Wire Remover, DLP, 
Projector Screen, ID Laminator, Paper Cutter, Biometrics, Steel Cabinet, Drawer, Bell/Buzzer, 
Monobloc, Office Table & Chairs. 

2. SEMI-EXPENDABLE INFORMATION AND COMMUNICATIONS TECHNOLOGY EQUIPMENT EXPENSES 
(5020321003) 

Desktop, Laptops, Printers, Scanners, Internet Modem/Pocket Wi-Fi, CCTV 
3. SEMI-EXPENDABLE AGRICULTURAL AND FORESTRY EQUIPMENT EXPENSES (5020321004) 

It includes: Threshing and Milling Machines, Plow, Grass Cutting Machines, Farming and 
gardening tools 

4. SEMI-EXPENDABLE COMMUNICATION EQUIPMENT EXPENSES (5020321007) 
Two-way radio (walkie talkie) 

5. SEMI-EXPENDABLE MEDICAL EQUIPMENT EXPENSES (5020321010) 
Thermal Scanner, Automated Alcohol & Soap Thermal Scanner, Alcohol & Soap Dispenser, & 
Hands Free Handwashing Equipment 

6. SEMI-EXPENDABLE SPORTS EQUIPMENT EXPENSES (5020321012) 
Sepak Takraw Ball and Net, Javelin Throw, Discus Throw, Shotput, Lawn & Table, Tennis Ball, 
Basketball Ring/Ball, Volleyball Ball/Net, Chessboard, Badminton. 

7. SEMI-EXPENDABLE FURNITURE, FIXTURES AND BOOKS EXPENSES (5020322001) 
Office tables, cabinets and chairs/Laboratory and workshop tables, benches, chairs and cabinet. 

8. SEMI-EXPENDABLE MACHINERY AND EQUIPMENT EXPENSES - OTHER EQUIPMENT (5020321099) 
Electric Fan, Water dispenser, water tank/drum, sewing machine, fire extinguisher, flag, 
kitchen utensils, Comfort room accessories & fixtures, curtains & table cloth, storage box, 
carpet, gas stove, hardware tools, speaker/sound system, TV (for teaching purposes) and 
electric motor. 

9. TRAVELING EXPENSES - SEMINAR/MEETING (5020101000) 
Teaching or Non-Teaching Staff - within the district, within the division, within the region, 
outside the region 

10. TRAVELING EXPENSES - SEMINAR/MEETING (5020101000) 
School Head – within the district, within the division, within the region, outside the region 

11. TRAVELING EXPENSES - SUBMISSION OF REPORTS (5020101000) 
Teaching or Non-Teaching Staff – within the district, within the division, within the region, 
outside the region 

12. TRAVELING EXPENSES - SUBMISSION OF REPORTS (5020101000) 
School Head – within the district, within the division, within the region, outside the region 

13. TRAVELING EXPENSES – ATTENDING CONTEST (5020101000) 
Pupils / Coaches – within the district, within the division, within the region, outside the region 

14. TRAINING EXPENSES (5020201000) ATTENDING TRAINING 
Registration fees, training fees, honoraria of lecturers, cost of handouts, supplies, materials, 
meals and snacks 

15. TRAINING EXPENSES (5020201000) CONDUCTING TRAINING 
For Purchase of Food Ingredients / Catering / For Paluto 

16. OFFICE SUPPLIES EXPENSES (5020301000) 

Consumable Items such as Bond Paper, board paper, plastic cover, plastic envelop, Computer 
Ink, toner for Xerox machine, record book, Folder, envelop, paper fastener, ballpen, pencil, 
staple wire, paper clips, correction tape, ink, pentel pen, sign pen, scotch tape, push pin, binder 
clips 

17. OTHER SUPPLIES & MATERIALS EXPENSES (5020399000) 
Consumable Supplies Cleaning Supplies, Agricultural supplies it includes Pest Control termites, 
herbicide and insecticide, Marine Supplies, Handwashing & Sanitation Supplies, Medicines, 
Groceries, Ribbons, Liquefied Petroleum Gas (LPG), Purified Drinking Water, Tarpaulin, 
Streamer, ID’s of Pupils, Form 138-A, Medals, Bulb, Extension Cord 

18. OTHER SUPPLIES & MATERIALS EXPENSES (5020399000) Gasoline Expenses for Grass Cutting 
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19. WATER EXPENSES (5020401000) 

ELECTRICITY EXPENSES (5020402000) 

20. POSTAGE & COURIER SERVICES (5020501000) 
21. TELEPHONE EXPENSES – LANDLINE (5020502000) 
22. INTERNET SUBSCRIPTION EXPENSES - PREPAID (5020503000) 
 INTERNET SUBSCRIPTION EXPENSES - POSTPAID (5020503000) 
23. JANITORIAL EXPENSES (5021202000) / SECURITY SERVICES (5021203000) 
24. REPAIRS & MAINTENANCE BUILDINGS & OTHER STRUCTURES (SCHOOL BUILDING) (5021304002) 

Repainting / Provisions of CR, Window, Ceiling, Door, Roofs, Floor, Walls, Gutter / Office of the 
School Head/ Computer Room / Installation of Electrical Wirings/ Water Connection. 

25. REPAIRS & MAINTENANCE BUILDINGS & OTHER STRUCTURES (SCHOOL BUILDING) (5021304002) 
PAYMENT OF LABOR COST – FOR REPAIR Inside the School Building 

26. REPAIRS & MAINTENANCE – SEMI-EXPENDABLE MACHINERY AND EQUIPMENT- (ICT EQUIPMENT) 
(5021321003) 

Repair/Reformat of Laptop, Desktop Computer, DLP, Laptop Charger, Printer, Photocopier, 
CCTV and Scanner. 
REPAIRS & MAINTENANCE – SEMI-EXPENDABLE MACHINERY AND EQUIPMENT- AGRICULTURAL 
& FORESTRY EQUIPMENT (5021321004) Repair of Grass Cutter 
REPAIRS & MAINTENANCE – SEMI-EXPENDABLE – FURNITURE, FIXTURES AND BOOKS (5021322001) – 
Repair of tables, cabinets and chairs, laboratory and workshop tables, benches, chairs and cabinet 
REPAIRS & MAINTENANCE – SEMI-EXPENDABLE MACHINERY AND EQUIPMENT - OTHER MACHINERY 
AND EQUIPMENT (5021321099) 
Repair of sewing machine, speaker/sound system, TV, electric fan and electric motor. 

27. FIDELITY BOND (5021502000) 
28. PRINTING/PUBLICATION EXPENSES (5029902000) 
29. OTHER MOOE (5029999099) 

All Repairs outside of School Buildings Such as Repairs/Provision of: Stage, Flagpole, Makeshift, 
Classroom, Makeshift office of the school head, Flower Boxes, Nursery, Path walk, Subject Park, 
School Signage, Water & Sanitation Facilities, Landscaping, Storage Room, Kitchen/Feeding 
Room, Canteen, Fence, Gate, Shed, Canopy, Transparency and Bulletin Board 

30. OTHER MOOE (5029999099) - Payment of Labor Cost – Repair outside the school building 
31. OTHER MOOE (5029999099) - Outside of School Building – Pakyaw (Labor & Materials) 

Repair/Provision of Concrete Gate, Fence & Concrete Trash Can for Waste Segregation and 
Other Steelworks Outside School Building 

REPAIRS & MAINTENANCE BUILDING & STRUCTURE (5021304002) Pakyaw (Labor & Materials) 
Repair/Provision of Grills for Windows & Doors and Other Steel Works Within the School Building 

32. OTHER MOOE (5029999099) PAYMENT OF LABOR COST – FOR CONDEMNATION/DEMOLITION 
33. OTHER MOOE (5029999099) PURCHASE OF LUMBER 
34. OTHER MOOE (5029999099) PURCHASE OF PU-OD/BAMBOO 
35. OTHER MOOE (5029999099) CUTTING OF LUMBER (within school premises) 
36. OTHER MOOE (5029999099) HAULING OF MATERIALS 
37. OTHER MOOE (5029999099) TRANSPORTATION EXPENSE (immersion of students and sports meet) 
38. OTHER MOOE (5029999099) RENTAL OF SOUND/EQUIPMENT 
39. OTHER MOOE (5029999099) PROVISION OF DEEP WELL OR INSTALLATION OF JETMATIC PUMP 
40. OTHER MOOE (5029999099) RELOCATION EXPENSE 
41. OTHER MOOE (5029999099) SURVEY EXPENSE (for subdivision plan) 
42. OTHER MOOE (5029999099) FOOD PURCHASE OF INGREDIENTS 
43. OTHER MOOE (5029999099) FOOD CATERING 
44. OTHER MOOE (5029999099) INSURANCE (Senior High) 
45. OTHER MOOE (5029999099) ASSESSMENT FEE (Senior High) 
46. OTHER MOOE (5029999099) DOCUMENTARY STAMP TAX 
47. OTHER MOOE (5029999099) CHECK BOOK 
48. OTHER MOOE (5029999099) Daily Wage Cleaning – Labor for Clearing of Trees, Laundry, 

Disinfecting of School Classroom, Spraying of Pesticides, Digging of Holes for waste disposal, 
Grass Cutting, Weeding, Gardening and Landscaping. 5 days is allowed in a month maximum rate 
is only P300/day or 1,500/month. 
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SEMI-EXPENDABLE OFFICE EQUIPMENT EXPENSES (5020321002) 
 
Stapler, Puncher, Calculator, Scissors, Hard Drive, USB, Blank CD, 
Staple Wire Remover, DLP, Projector Screen, ID Laminator, Paper 
Cutter, Biometrics, Steel Cabinet & Drawer, Bell/Buzzer, Monobloc 
Table & Chairs (plastic) 
 
(Semi-Expendable Expense less than P50,000.00) 

 
Less than 2,000 

□ Photocopy of Check Issued 
□ Disbursement Voucher 
□ BIR Form 2307 
□ Sales Invoice/Cash Invoice/Service Invoice 
□ Requisition and Issuance Slip 
□ Purchase Request 
□ Inspection and Acceptance Report 
□ Inventory Custodian Slip 
□ Picture (taken in school) 

 
2,000 and Above 

□ Photocopy of Check Issued 
□ Disbursement Voucher 
□ BIR Form 2307 
□ Sales Invoice/Cash Invoice/Service Invoice 
□ Requisition and Issuance Slip 
□ Purchase Request 
□ Canvass Paper (3 suppliers) 
□ Abstract of Bids 
□ Purchase Order 
□ Inspection and Acceptance Report 
□ Inventory Custodian Slip 
□ Picture (taken in the school) 
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SEMI-EXPENDABLE INFORMATION AND COMMUNICATIONS 

TECHNOLOGY EQUIPMENT EXPENSES (5020321003) 

Desktop, Laptops, Printers, Scanners, Internet Modem/Pocket Wi-Fi, 

CCTV 

(Semi-Expendable Expense less than P50,000.00) 

Less than 2,000 
□ Photocopy of Check Issued 
□ Disbursement Voucher 
□ BIR Form 2307 
□ Sales Invoice/Cash Invoice/Service Invoice 

□ Requisition and Issuance Slip 
□ Purchase Request 
□ Inspection and Acceptance Report 
□ Inventory Custodian Slip 

□ Picture (taken in school) 

 
2,000 and Above 

□ Photocopy of Check Issued 
□ Disbursement Voucher 
□ BIR Form 2307 
□ Sales Invoice/Cash Invoice/Service Invoice 
□ Requisition and Issuance Slip 
□ Purchase Request 
□ Canvass Paper (3 suppliers) 
□ Abstract of Bids 
□ Purchase Order 
□ Inspection and Acceptance Report 
□ Inventory Custodian Slip 
□ Picture (taken in the school) 
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SEMI-EXPENDABLE AGRICULTURAL AND FORESTRY EQUIPMENT 
EXPENSES (5020321004) 

 
Threshing and Milling Machines, Plow, Grass Cutting Machines, 
Farming and Gardening tools 
 
(Semi-Expendable Expense less than P50,000.00) 

 
Less than 2,000 

□ Photocopy of Check Issued 
□ Disbursement Voucher 
□ BIR Form 2307 
□     Sales Invoice/Cash Invoice/Service Invoice 
□ Requisition and Issuance Slip 
□ Purchase Request 
□ Inspection and Acceptance Report 
□ Inventory Custodian Slip 
□ Picture (taken in the school) 

 
2,000 and Above 

□ Photocopy of Check Issued 
□ Disbursement Voucher 
□ BIR Form 2307 
□      Sales Invoice/Cash Invoice/Service Invoice 
□ Requisition and Issuance Slip 
□ Purchase Request 
□ Canvass Paper (3 suppliers) 
□ Abstract of Bids 
□ Purchase Order 
□ Inspection and Acceptance Report 
□ Inventory Custodian Slip 
□ Picture (taken in the school) 
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SEMI-EXPENDABLE COMMUNICATION EQUIPMENT EXPENSES 
(5020321007) 
 
Two-way radio (walkie talkie) 
 
(Semi-Expendable Expense less than P50,000.00)  
 
Less than 2,000 

□ Photocopy of Check Issued 
□ Disbursement Voucher 
□ BIR Form 2307 
□ Sales Invoice/Cash Invoice/Service Invoice 
□ Requisition and Issuance Slip 
□ Purchase Request 
□ Inspection and Acceptance Report 
□ Inventory Custodian Slip 
□ Picture (taken in the school) 

 
2,000 and Above 

□ Photocopy of Check Issued 
□ Disbursement Voucher 
□ BIR Form 2307 
□ Sales Invoice/Cash Invoice/Service Invoice 
□ Requisition and Issuance Slip 
□ Purchase Request 
□ Canvass Paper (3 suppliers) 
□ Abstract of Bids 
□ Purchase Order 
□ Inspection and Acceptance Report 
□ Inventory Custodian Slip 
□ Picture (taken in the school) 
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SEMI-EXPENDABLE MEDICAL EQUIPMENT EXPENSES 
(5020321010) 

 
Thermal Scanner, Thermometer, Automated alcohol & soap 
dispenser, Hands Free Handwashing Equipment 

 
(Semi-Expendable Expense less than P50,000.00) 

 
Less than 2,000 

□ Photocopy of Check Issued 
□ Disbursement Voucher 
□ BIR Form 2307 
□ Sales Invoice/Cash Invoice/Service Invoice 
□ Requisition and Issuance Slip 
□ Purchase Request 
□ Inspection and Acceptance Report 
□ Inventory Custodian Slip 
□ Picture (taken in the school) 

 
2,000 and Above 

□ Photocopy of Check Issued 
□ Disbursement Voucher 
□ BIR Form 2307 
□ Sales Invoice/Cash Invoice/Service Invoice 
□ Requisition and Issuance Slip 
□ Purchase Request 
□ Canvass Paper (3 suppliers) 
□ Abstract of Bids 
□ Purchase Order 
□ Inspection and Acceptance Report 
□ Inventory Custodian Slip 
□ Picture (taken in the school) 
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SEMI-EXPENDABLE SPORTS EQUIPMENT EXPENSES 
(5020321012) 

 
Sepak Takraw Ball and Net, Javelin Throw, Discus Throw, Shot 
put, Lawn & Table, Tennis Ball, Basketball Ring/Ball, Volleyball 
Ball/Net, Chessboard, Badminton. 

(Semi-Expendable Expense less than P50,000.00)  

Less than 2,000 

□ Photocopy of Check Issued 
□ Disbursement Voucher 
□ BIR Form 2307 
□ Sales Invoice/Cash Invoice/Service Invoice 
□ Requisition and Issuance Slip 
□ Purchase Request 
□ Inspection and Acceptance Report 
□ Inventory Custodian Slip 
□ Picture (taken in the school) 

2,000 and Above 

□ Photocopy of Check Issued 
□ Disbursement Voucher 
□ BIR Form 2307 
□ Sales Invoice/Cash Invoice/Service Invoice 
□ Requisition and Issuance Slip 
□ Purchase Request 
□ Canvass Paper (3 suppliers) 
□ Abstract of Bids 
□ Purchase Order 
□ Inspection and Acceptance Report 
□ Inventory Custodian Slip 
□ Picture (taken in the school) 



MOOE LIST OF TRANSACTION AND CHECKLIST 
CY 2025 
9 | P a g e  
 

 
 

 
Republic of the Philippines 

DEPARTMENT OF EDUCATION 
Schools Division of Capiz 

 

MOOE CHECKLIST 
 

7 
 

SEMI-EXPENDABLE FURNITURE, FIXTURES AND BOOKS 
EXPENSES (5020322001) 

 
Office tables, cabinets and chairs/ Laboratory and workshop 
tables, benches, chairs and cabinet. 
 
(Semi-Expendable Expense less than P50,000.00) 
 
Less than 2,000 

□ Photocopy of Check Issued 
□ Disbursement Voucher 
□ BIR Form 2307 
□ Sales Invoice/Cash Invoice/Service Invoice 
□ Requisition and Issuance Slip 
□ Purchase Request 
□ Inspection and Acceptance Report 
□ Inventory Custodian Slip 
□ Payroll (for provision of furniture & fixtures – labor & 
materials) 
□ Program of works (for provision of furniture & fixtures 
– labor & materials) 
□ Acceptance of Finished Minor Repairs (for provision of 
furniture & fixtures – labor & materials) 
□ Picture (taken in the school) 

 
2,000 and Above 

□ Photocopy of Check Issued 
□ Disbursement Voucher 
□ BIR Form 2307 
□ Sales Invoice/Cash Invoice/Service Invoice 
□ Requisition and Issuance Slip 
□ Purchase Request 
□ Canvass Paper (3 suppliers) 
□ Abstract of Bids 
□ Purchase Order 
□ Inspection and Acceptance Report 
□ Inventory Custodian Slip 
□ Payroll (for provision of furniture & fixtures – labor & 

materials) 
□ Program of works (for provision of furniture & fixtures 
– labor & materials) 
□ Acceptance of Finished Minor Repairs (for provision 
of furniture & fixtures – labor & materials) 
□ Picture (taken in the school) 
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SEMI-EXPENDABLE MACHINERY AND EQUIPMENT EXPENSES – 
OTHER EQUIPMENT (5020321099) 
 
Electric Fan, Water dispenser, water tank/drum, sewing 
machine, fire extinguisher, flag, kitchen utensils, comfort room 
accessories & fixtures, curtains & table cloth, storage box, carpets, 
gas stove, hardware tools, speaker/sound system, TV (for 
teaching purposes) and electric motor 
 
(Semi-Expendable Expense less than P50,000.00) 

Less than 2,000 
□ Photocopy of Check Issued 
□ Disbursement Voucher 
□ BIR Form 2307 
□ Sales Invoice/Cash Invoice/Service Invoice 
□ Requisition and Issuance Slip 
□ Purchase Request 
□ Inspection and Acceptance Report 
□ Inventory Custodian Slip 

□ Picture (taken in the school) 
 
2,000 and Above 

□ Photocopy of Check Issued 
□ Disbursement Voucher 
□ BIR Form 2307 
□ Sales Invoice/Cash Invoice/Service Invoice 
□ Requisition and Issuance Slip 
□ Purchase Request 
□ Canvass Paper (3 suppliers) 
□ Abstract of Bids 
□ Purchase Order 
□ Inspection and Acceptance Report 
□ Inventory Custodian Slip 

□ Picture (taken in the school) 
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TRAVELING EXPENSES - SEMINAR/MEETING (5020101000) 
 
Teaching or Non-Teaching Staff - within the district, within the 
division, within the region, outside the region 

□ Photocopy of Check Issued 
□ Disbursement Voucher 
□ Approved Itinerary of Travel (Appendix A & B) 
□ Certificate of Appearance 
□ Authority to travel approved by the agency head 

□ within the District - signed by School Head 
□ within the Division - signed by School Head 

□ within the Region - signed by SDS 
□ outside the Region - signed by RD 

□ Reference/Memo 
□ Certification of Expenses Not Requiring Receipts (COA circular no. 

2017-001 dated June 19, 2017 
□ Paper/Electronic Plane Ticket (if applicable) 
□ Boat Ticket (if applicable) 
□ Boarding Pass (if applicable) 
□ Terminal Fee (if applicable) 
□ Bus Ticket (if applicable) 
□ Official Receipt for Registration Fee (if applicable) 
□ Taxi Official Receipt if more than Php 75.00 
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TRAVELING EXPENSES - SEMINAR/MEETING (5020101000) 
 
School Head – within the district, within the division, within the 
region, outside the region 
 
□ Photocopy of Check Issued 
□ Disbursement Voucher 
□ Approved Itinerary of Travel (Appendix A & B) 
□ Certificate of Appearance 
□ Authority to travel approved by the agency head 

□ within the District/Division - signed by ASDS and 
SDS  

□ outside the Division - signed by SDS 
□ outside the Region - signed by RD 

□ Reference/Memo 
□ Certification of Expenses Not Requiring Receipts (COA circular no. 

2017-001 dated June 19, 2017) 
□ Paper/Electronic Plane Ticket (if applicable) 
□ Boat Ticket (if applicable) 
□ Boarding Pass (if applicable) 
□ Terminal Fee (if applicable) 
□ Bus Ticket (if applicable) 
□ Official Receipt for Registration Fee (if applicable) 
□ Taxi Official Receipt if more than Php 75.00 
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TRAVELING EXPENSES - SUBMISSION OF REPORTS (5020101000) 
 
Teaching or Non-Teaching Staff – within the district, within the 
division, within the region, outside the region 
 
□ Photocopy of Check Issued 
□ Disbursement Voucher 
□ Approved itinerary of travel (Appendix A & B) 
□ Certificate of appearance 
□ Authority to travel approved by the agency head 

□ within the District - signed by School Head 
□ within the Division  - approved by School Head 

□ within the Region - approved SDS only 
□ outside the Region  - signed by SDS only 

□ Reference/Memo (chargeable to local fund) 
□ Certification of Expenses Not Requiring Receipts (COA circular no. 

2017-001 dated June 19, 2017) 
□ Taxi Official Receipt if more than Php 75.00 
□ Bus Ticket (if applicable) 
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TRAVELING EXPENSES - SUBMISSION OF REPORTS (5020101000) 
 
School Head – within the district, within the division, within the 
region, outside the region 
 
□ Photocopy of Check Issued 
□ Disbursement Voucher 
□ Approved itinerary of travel (Appendix A & B) 
□ Certificate of appearance 
□ Authority to travel approved by the agency head 

□ within the District/Division - signed by ASDS and SDS 

□ outside the Division - signed by SDS 
□ outside the Region - signed by RD 

□ Reference/Memo (chargeable to local fund) 
□ Certification of Expenses not Requiring Receipts (COA circular no. 

2017-001 dated June 19, 2017) 
□ Taxi Official Receipt if more than Php 75.00 
□ Bus Ticket (if applicable) 
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TRAVELING EXPENSES – ATTENDING CONTEST (5020101000) 
 

Pupils / Coaches – within the district, within the division, within the 

region, outside the region 

 

□ Photocopy of Check Issued 
□ Disbursement Voucher 
□ Approved Itinerary of Travel (Appendix A & B) 

□ Pupils/ Students – no per diems 
□ Coaches – with per diems 

□ Certificate of Appearance 
□ Authority to travel approved by the agency head 

□ within the District - signed by School Head 
□ within the Division - signed by School Head 
□ within the Region - signed by SDS 
□ outside the Region - signed by RD 

□ Reference/Memo 
□ Certification of Expenses Not Requiring Receipts (COA circular 

no. 2017-001 dated June 19, 2017 

□ Paper/Electronic Plane Ticket (if applicable) 
□ Boat Ticket (if applicable) 
□ Boarding Pass (if applicable) 
□ Terminal Fee (if applicable) 
□ Bus Ticket (if applicable) 
□ Official Receipt for Registration Fee (if applicable) 
□ Taxi Official Receipt if more than Php 75.00 
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TRAINING EXPENSES (5020201000) ATTENDING TRAINING 
 
Registration fees, training fees, honoraria of lecturers, cost of 
handouts, supplies, materials, meals and snacks 
 

□ Photocopy of Check Issued 

□ Disbursement Voucher 

□ Official Receipt for Registration Fee 

□ Memorandum 

□ Certificate of Appearance 

□ Authority to Travel 
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TRAINING EXPENSES (5020201000) CONDUCTING TRAINING 

Main supporting documents: 

 

□ Photocopy of Check Issued 

□ Disbursement Voucher 

□ Division Approved Training Course Design (TCD) 

□ Approved Budget Proposal 

□ Attendance Sheet 

□ Pictures during training 
 Purchase of Food Ingredients 

Less than 2,000 

□ Photocopy of Check 

□ Disbursement Voucher 

□ BIR Form 2307 

□ Sales Invoice/Cash Invoice/Service Invoice or RER 

□ Delivery Receipt or Paktura 

□ Requisition and Issuance Slip 

□ Purchase Request 

□ Inspection and Acceptance Report 

2,000 and Above 

□ Photocopy of Check 

□ Disbursement Voucher 

□ BIR Form 2307 

□ Sales Invoice/Cash Invoice/Service Invoice or RER 

□ Delivery Receipt or Paktura 

□ Requisition and Issuance Slip 

□ Purchase Request 

□ Canvass Paper (3 suppliers) 

□ Abstract of Bids 

□ Purchase Order 

□ Inspection and Acceptance Report 

 Catering 

Less than 2,000 

□ Photocopy of Check 

□ Disbursement Voucher 

□ BIR Form 2307 

□ Sales Invoice/Cash Invoice/Service Invoice 

□ Requisition and Issuance Slip 

□ Purchase Request 

□ Inspection and Acceptance Report 

2,000 and Above 
□ Photocopy of Check Issued 

□ Disbursement Voucher 

□ BIR Form 2307 

□ Sales Invoice/Cash Invoice/Service Invoice 

□ Requisition and Issuance Slip 

□ Purchase Request 

□ Canvass Paper (3 suppliers) 

□ Abstract of Bids 

□ Purchase Order 

□ Inspection and Acceptance Report 

 Paluto 
□ RER 

□ Job Order (Specify Menu & amount per Menu) 
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OFFICE SUPPLIES EXPENSES (5020301000) 

Consumable Items such as Bond Paper, board paper, plastic cover, 

plastic envelop, Computer Ink, toner for Xerox machine, record 

book, Folder, envelop, paper fastener, ballpen, pencil, staple wire, 

paper clips, correction tape, ink, pentel pen, sign pen, scotch tape, 

push pin, binder clips 

 
Less than 2,000 

□ Photocopy of Check Issued 
□ Disbursement Voucher 
□ BIR Form 2307 
□ Sales Invoice/Cash Invoice/Service Invoice 
□ Requisition and Issuance Slip 
□ Purchase Request 
□ Inspection and Acceptance Report 
□ List of Recipients with signature of pupils and teachers (if to 

be distributed) 
□ Picture (taken in the school) 

 
2,000 and Above 

□ Photocopy of Issuance of Check Issued 
□ Disbursement Voucher 
□ BIR Form 2307 
□ Sales Invoice/Cash Invoice/Service Invoice 
□ Requisition and Issuance Slip 
□ Purchase Request 
□ Canvass Paper (3 suppliers) 
□ Abstract of Bids 
□ Purchase Order 
□ Inspection and Acceptance Report 
□ List of Recipients with signature of pupils and teachers (if to 

be distributed) 
□ Picture (taken in the school) 
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OTHER SUPPLIES & MATERIALS EXPENSES (5020399000) 

Consumable Supplies such as Cleaning Supplies, and Agricultural 
supplies it includes Pest Control termites, herbicide and insecticide, 
Marine Supplies, Handwashing & Sanitation Supplies, 
Medicines/Groceries, Ribbons, Liquefied Petroleum Gas (LPG), 
Purified Drinking Water, Tarpaulin, Streamer, ID’s of Pupils, Form 
138-A, Medals, Bulb, Extension Cord 

 

Less than 2,000 
□ Photocopy of Check Issued 
□ Disbursement Voucher 
□ BIR Form 2307 
□ Sales Invoice/Cash Invoice/Service Invoice 
□ Requisition and Issuance Slip 
□ Purchase Request 
□ Inspection and Acceptance Report 
□ List of Recipient (if applicable) 
□ Inventory Custodian Slip (if applicable) 

□ Picture (taken in the school) 

2,000 and Above 

□ Photocopy of Check Issued 
□ Disbursement Voucher 
□ BIR Form 2307 
□ Sales Invoice/Cash Invoice/Service Invoice 
□ Requisition and Issuance Slip 
□ Purchase Request 
□ Canvass Paper (3 suppliers) 
□ Abstract of Bids 
□ Purchase Order 
□ Inspection and Acceptance Report 
□ List of Recipient (if applicable) 
□ Inventory Custodian Slip (if applicable) 

□ Picture (taken in the school) 
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OTHER SUPPLIES & MATERIALS EXPENSES (5020399000) 

GASOLINE EXPENSES FOR GRASS CUTTING 

Less than 2,000 
□ Photocopy of Check Issued 
□ Disbursement Voucher 
□ BIR Form 2307 
□ Sales Invoice/Cash Invoice/Service Invoice 
□ Requisition and Issuance Slip 
□ Purchase Request 
□ Inspection and Acceptance Report 
□ Consumption Report  
□ Picture - Before (same angle) 
□ Picture - During (same angle) 

□ Picture - After (same angle) 

2,000 and Above 
□ Photocopy of Check Issued 
□ Disbursement Voucher 
□ BIR Form 2307 
□  Sales Invoice/Cash Invoice/Service Invoice 
□ Requisition and Issuance Slip 
□ Purchase Request 
□ Canvass Paper (3 suppliers) 
□ Abstract of Bids 
□ Purchase Order 
□ Inspection and Acceptance Report 
□ Consumption Report 
□ Picture - Before (same angle) 
□ Picture - During (same angle) 

□ Picture - After (same angle) 
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WATER EXPENSES (5020401000) 

 
□ Photocopy of Check Issued 

□ Disbursement Voucher 

□ BIR Form 2307 

□ Sales Invoice/Cash Invoice/Service Invoice  

□ Billing Statement 

 
ELECTRICITY EXPENSES (5020402000) 

 
□ Photocopy of Check 

□ Disbursement Voucher 

□ BIR Form 2307 

□ Sales Invoice/Cash Invoice/Service Invoice  

□ Billing Statement 
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POSTAGE & COURIER SERVICES (5020501000) 

 
□ Photocopy of Check 

 
□ Disbursement Voucher 

 
□ Sales Invoice/Cash Invoice/Service Invoice 
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TELEPHONE EXPENSES – LANDLINE (5020502000) 

□ Photocopy of Check Issued 

□ Disbursement Voucher 

□ BIR Form 2307 

□ Sales Invoice/Cash Invoice/Service Invoice 

□ Bill 

□ Certification as to Official Calls 
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INTERNET SUBSCRIPTION EXPENSES – (5020503000) 
PREPAID 
 
□ Photocopy of Check Issued (if direct payment to supplier) 
□ Disbursement Voucher 
□ BIR Form 2307 
□ Sales Invoice/Cash Invoice/Service Invoice ONLY from Cellular 

Store, Loading Station, General Merchandising, Sari-Sari Store, 
Computer/Gaming Store 

□ Photocopy of Gov’t. Elementary School Profile) GESP Form 
validated by Division ICT Officer & Planning Officer. (Box 7. Data 
on Internet Connectivity Page 28 of 54 pages 

□ Certification from the school ICT that the school site has no 
internet service provider and concurred by the Division ICT (every 
semi-annual) 

 
INTERNET SUBSCRIPTION EXPENSES - (5020503000) - POSTPAID 

□ Photocopy of Check Issued 
□ Disbursement Voucher 
□ BIR Form 2307 
□ Sales Invoice/Cash Invoice/Service Invoice 
□ Bill 
□ Certification from School ICT Coordinator (monthly) 
□ Certification from the School ICT that the school has internet 

connection stating the downloading and uploading speed and 
concurred by the Division ICT. (every semi-annual) 
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JANITORIAL EXPENSES (5021202000) 

SECURITY SERVICES (5021203000) 

□ Photocopy of Check Issued (for P4,000 – 5,000 Salary) 
□ Disbursement Voucher (for P4,000 – 5,000 Salary) 
□ Payroll 
□ DTR signed by the School Head 
□ Contract or Memorandum of Agreement (MOA) signed by the 

School Head & the Contracting Person and must be witnessed 
by the PTA President and District Supervisor (for Elementary 
Schools), Brgy. Official (for Junior & Senior High) 

□ 1st payment – original copy 
□ 2nd & succeeding payment – photocopy 

□ Photocopy of valid ID 

□ Certification from the PTA President (for 4,000 & 5,000 salary) 

 
If hired thru Agency 
□ Photocopy of Check Issued 
□ Disbursement Voucher 
□ BIR Form 2307 
□ Statement of Account 
□ Sales Invoice/Cash Invoice/Service Invoice 
□ Notarized Contract, if applicable 

□ 1st payment – original copy 
□ 2nd & succeeding payment – photocopy 

□ Photocopy of valid ID 
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REPAIRS & MAINTENANCE BUILDINGS & OTHER STRUCTURES 
(SCHOOL BUILDING) – (5021304002) 

PAYMENT OF MATERIALS - FOR REPAIRS WITHIN THE SCHOOL 
BUILDINGS & OTHER STRUCTURES. 

Repainting / Provisions of CR, Window, Ceiling, Door, Roofs, 

Floor, Walls, Gutter / Office of the School Head/ Computer Room 

/ Installation of Electrical Wirings/ Water Connection, and other 

repairs and maintenance expenses related to school buildings 

and other structures. 

Less than 2,000 

□ Photocopy of Check Issued 
□ Disbursement Voucher 
□ BIR Form 2307 
□ Sales Invoice/Cash Invoice/Service Invoice 
□ Requisition and Issuance Slip 
□ Purchase Request 
□ Inspection and Acceptance Report 
□ Program of Works 
□ Picture of the area to be repaired/provided 
□ Picture of materials (taken in the school)  

2,000 and Above 
□ Photocopy of Check Issued 
□ Disbursement Voucher 
□ BIR Form 2307 
□ Sales Invoice/Cash Invoice/Service Invoice 
□ Requisition and Issuance Slip 
□ Purchase Request 
□ Canvass Paper (3 suppliers) 
□ Abstract of Bids 
□ Purchase Order 
□ Inspection and Acceptance Report 
□ Program of Works 
□ Picture of the area to be repaired/provided 
□ Picture of materials (taken in school)  
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REPAIRS & MAINTENANCE BUILDINGS & OTHER STRUCTURES 
(SCHOOL BUILDING) – (5021304002) 

 
PAYMENT OF LABOR COST - FOR REPAIRS WITHIN SCHOOL 

BUILDINGS AND OTHER STRUCTURES. 

Repainting / Provisions of CR, Window, Ceiling, Door, Roofs, Floor, 

Walls, Gutter / Office of the School Head/ Computer Room / 

Installation of Electrical Wirings/ Water Connection, and other 

repairs and maintenance expenses related to school buildings and 

other structures. 
 

□ Photocopy of Check Issued 

□ Disbursement Voucher 

□ Payroll 

□ Job Order 

□ Program of Works 

□ Acceptance of Finished Minor Repairs 

□ Colored Pictures – Before (same angle) 

□ Colored Pictures – During (same angle) 

□ Colored Pictures – After (same angle) 

□ Photocopy of Laborer’s Valid ID 
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REPAIRS & MAINTENANCE – SEMI-EXPENDABLE MACHINERY AND 

EQUIPMENT - (ICT EQUIPMENT) (5021321003) – Repair/Reformat of 

Laptop, Desktop Computer, DLP, Laptop Charger, Printer, 

Photocopier, CCTV and Scanner. 

 
REPAIRS & MAINTENANCE – SEMI-EXPENDABLE MACHINERY AND 

EQUIPMENT - AGRICULTURAL & FORESTRY EQUIPMENT 

(5021321004) - Repair of Grass Cutter 

 
REPAIRS & MAINTENANCE – SEMI-EXPENDABLE – FURNITURE, 

FIXTURES AND BOOKS (5021322001) – Repair of office tables, 
cabinets and chairs, 

laboratory and workshop tables, benches, chairs and cabinet 

 
REPAIRS & MAINTENANCE – SEMI-EXPENDABLE MACHINERY AND 

EQUIPMENT - OTHER MACHINERY AND EQUIPMENT (5021321099)  

Repair of sewing machine, speaker/sound system, TV, electric fan and 

electric motor. 

 
□ Photocopy of Check Issued (if applicable) 

□ Disbursement Voucher 

□ Payroll (if applicable) 

□ BIR Form 2307 (if applicable) 

□ Sales Invoice/Cash Invoice/Service Invoice or RER 

(if school is hardship post for ICT Equipment) 

□ Equipment Diagnostic Report (for ICT Equipment) 

□ Job Order 

□ Inventory Custodian Slip/ Acknowledgement Receipt of 

Equipment (to verify that the equipment is property of the 

school) 

□ Program of Works (for repair of furniture & fixtures) 

□ Acceptance of Finished Minor Repairs (for repair of furniture & 

fixtures) 

□ Pictures – Before (taken in the school) (for repair of furniture & 

fixtures) 

□ Pictures – During (taken in the school) (for repair of furniture & 

fixtures) 

□ Pictures – After (taken in the school) (for repair of furniture & 

fixtures) 

□ Photocopy of Laborer’s Valid ID 
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FIDELITY BOND (5021502000) 

 
□ Photocopy of Check Issued 

□ Disbursement Voucher 

□ Deposit Slip 

□ Authority to Accept Payment (ATAP) – Bureau of Treasury 

 
Republic of the Philippines 

DEPARTMENT OF EDUCATION 

Schools Division of Capiz 

 

MOOE CHECKLIST 
 

28 

PRINTING/PUBLICATION EXPENSES (5029902000) 

Less than 2,000 
□ Photocopy of Check Issued 
□ Disbursement Voucher 
□ BIR Form 2307 
□ Sales Invoice/Cash Invoice/Service Invoice 
□ Requisition and Issuance Slip 
□ Purchase Request 
□ Inspection and Acceptance Report 
□ List of Recipients (itemized and signed by teachers), if applicable 

2,000 and Above 

□ Photocopy of Check Issued 
□ Disbursement Voucher 
□ BIR Form 2307 
□ Sales Invoice/Cash Invoice/Service Invoice 
□ Requisition and Issuance Slip 
□ Purchase Request 
□ Canvass Paper (3 suppliers) 
□ Abstract of Bids 
□ Purchase Order 
□ Inspection and Acceptance Report 
□ List of Recipients (itemized and signed by teachers), if applicable 
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OTHER MOOE (5029999099) 

 
PAYMENT OF MATERIALS - FOR REPAIRS OF SCHOOL FACILITIES 
OUTSIDE OF SCHOOL BUILDINGS AND OTHER STRUCTURES 

 

Repairs/Provision of: Stage, Flagpole, Makeshift Classroom, 
Makeshift Office of the School Head, Flower Boxes, Nursery, Path 
walk/Foot walk, Subject Park, School Signage, Water & Sanitation 
Facilities, Landscaping, Storage Room, Kitchen, H.E or Feeding 
Room, Canteen, Fence, Gate, Shed, Canopy, Transparency Board 
and Bulletin Board 

 
Less than 2,000 
□ Photocopy of Check Issued 
□ Disbursement Voucher 
□ BIR Form 2307 
□ Sales Invoice/Cash Invoice/Service Invoice 
□ Requisition and Issuance Slip 
□ Purchase Request 
□ Inspection and Acceptance Report 
□ Program of Works 
□ Pictures of the area to be repaired/provided 

□ Pictures of materials (taken in the school) 
 

2,000 and Above 

□ Photocopy of Check Issued 
□ Disbursement Voucher 
□ BIR Form 2307 
□ Sales Invoice/Cash Invoice/Service Invoice 
□ Requisition and Issuance Slip 
□ Purchase Request 
□ Canvass Paper (3 suppliers) 
□ Abstract of Bids 
□ Purchase Order 
□ Inspection and Acceptance Report 
□ Program of Works 
□ Pictures of the area to be repaired/provided 
□ Pictures of materials (taken in the school)  
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OTHER MOOE (5029999099) 

PAYMENT OF LABOR COST – FOR REPAIRS OF SCHOOL FACILITIES 
OUTSIDE OF SCHOOL BUILDINGS AND OTHER STRUCTURES 

Repairs/Provision of: Stage, Flagpole, Makeshift Classroom, 
Makeshift Office of the School Head, Flower Boxes, Nursery, Path 
walk, Subject Park, School Signage, Water & Sanitation Facilities, 
Landscaping, Storage Room, Makeshift Kitchen or Feeding Room, 
Canteen, Fence, Gate, Shed, Canopy, Transparency Board and 
Bulletin Board 

 
□ Photocopy of Check Issued 

□ Disbursement Voucher 

□ Payroll 

□ Job Order 

□ Program of Works 

□ Acceptance of Finished Minor Repairs 

□ Colored Pictures – Before (same angle) 

□ Colored Pictures – During (same angle) 

□ Colored Pictures – After (same angle) 

□ Photocopy of Laborer’s ID 
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OTHER MOOE (5029999099) 

 
 PAKYAW (PACKAGE-MATERIALS & LABOR) - FOR REPAIRS OF 

SCHOOL FACILITIES OUTSIDE OF SCHOOL BUILDINGS AND OTHER 
STRUCTURES. REPAIR/PROVISION OF CONCRETE FENCE/GATE AND 
CONCRETE TRASH CAN FOR WASTE SEGREGATION AND OTHER STEEL 
WORKS OUTSIDE THE SCHOOL BUILDING. 

REPAIRS & MAINTENANCE BUILDINGS & OTHER STRUCTURES 
(SCHOOL BUILDING) – (5021304002) 

 PAKYAW (PACKAGE – MATERIALS & LABOR) FOR REPAIRS WITHIN 

THE SCHOOL BUILDINGS & OTHER STRUCTURE. REPAIR/PROVISION 

OF GRILLS WINDOWS & DOORS AND OTHER STEEL WORKS WITHIN 

THE SCHOOL BUILDING. 

 
Less than 2,000 

□ Photocopy of Check Issued 
□ Disbursement Voucher 
□ BIR Form 2307 
□ Sales Invoice/Cash Invoice/Service Invoice 
□ Job Order 
□ Requisition and Issuance Slip 
□ Purchase Request 
□ Inspection and Acceptance Report 
□ Program of Works 
□ Acceptance of Finished Minor Repairs 
□ Colored Pictures – Before (same angle) 
□ Colored Pictures – During (same angle) 
□ Colored Pictures – After (same angle 

2,000 and Above 
□ Photocopy of Check Issued 
□ Disbursement Voucher 
□ BIR Form 2307 
□ Sales Invoice/Cash Invoice/Service Invoice 
□ Job Order 
□ Requisition and Issuance Slip 
□ Purchase Request 
□ Inspection and Acceptance Report 
□ Canvass (3 suppliers) 
□ Abstract of bids 
□ Purchase Order 
□ Inspection & Acceptance Report 
□ Program of Works 
□ Acceptance of Finished Minor Repairs 
□ Colored Pictures – Before (same angle) 
□ Colored Pictures – During (same angle) 

□ Colored Pictures – After (same angle 
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OTHER MOOE (5029999099) 

 
PAYMENT OF LABOR COST – FOR CONDEMNATION/DEMOLITION 
 

□ Photocopy of Check Issued 

□ Disbursement Voucher  

□ Payroll 

□ Job Order 

□ Recommendation Letter from Municipal Engineer 

□ Letter of Approval for Demolition/Condemnation from SDS 

□ Colored Pictures – Before (same angle) 

□ Colored Pictures – During (same angle) 

□ Colored Pictures – After (same angle) 

□ Photocopy of Laborer’s Valid ID 
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OTHER MOOE (5029999099) PURCHASE OF LUMBER 

 

Less than 2,000 

□ Photocopy of Check Issued 
□ Disbursement Voucher 
□ BIR Form 2307 
□ Sales Invoice/Cash Invoice/Service Invoice 
□ Requisition and Issuance Slip 
□ Purchase Request 
□ Inspection and Acceptance Report 
□ Program of Works 

□ Picture (taken in the school) 

2,000 and Above 
□ Photocopy of Check Issued 
□ Disbursement Voucher 
□ BIR Form 2307 
□ Sales Invoice/Cash Invoice/Service Invoice 
□ Requisition and Issuance Slip 
□ Purchase Request 
□ Canvass Paper (3 suppliers) 
□ Abstract of Bids 
□ Purchase Order 
□ Inspection and Acceptance Report 
□ Program of Works 

□ Picture (taken in the school) 
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OTHER MOOE (5029999099) PURCHASE OF PU-OD / BAMBOO 

Less than 2,000 
□ Photocopy of Check Issued 
□ Disbursement Voucher 
□ BIR Form 2307 
□ Sales Invoice/Cash Invoice/Service Invoice or RER 
□ Requisition and Issuance Slip 
□ Purchase Request 
□ Inspection and Acceptance Report 
□ Program of Works 

□ Picture (taken in the school) 

2,000 and Above 
□ Photocopy of Check Issued 
□ Disbursement Voucher 
□ BIR Form 2307 
□ Sales Invoice/Cash Invoice/Service Invoice or RER 
□ Requisition and Issuance Slip 
□ Purchase Request 
□ Canvass Paper (3 suppliers) 
□ Abstract of Bids 
□ Purchase Order 
□ Inspection and Acceptance Report 
□ Program of Works 

□ Picture (taken in the school) 
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OTHER MOOE (5029999099) 

 
CUTTING OF LUMBER (within school premises) 
 

□ Photocopy of Check Issued (If applicable) 

□ Disbursement Voucher 

□ RER 

□ Job Order (specify bd. ft.) 

□ Permit from DENR 
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OTHER MOOE (5029999099) 

HAULING OF MATERIALS 

□ RER (Specify Distance) 

□ List of items to be hauled 

□ Picture 
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OTHER MOOE (5029999099) 

 
TRANSPORTATION EXPENSE (immersion of students) 
 

□ Photocopy of Check Issued 

□ Disbursement Voucher 

□ RER (specify distance) 

□ Attendance 

□ MOA signed by the School Head and TESDA Accredited 

establishments (immersion) 

□ Certificate of Completion 

 

TRANSPORTATION EXPENSE (Sports Meet) 

□ RER (Specify the venue) 

□ Attendance Sheet of the participants 
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OTHER MOOE (5029999099) 

RENTAL OF SOUND/EQUIPMENT 
 
Less than 2,000 
 

□ Sales Invoice/Cash Invoice/Service Invoice/ RER 

□ Job Order (if with operator) 

 

2,000 and Above 

□ Photocopy of Check Issued (if applicable) 

□ Disbursement Voucher (if applicable) 

□ BIR Form 2307 (if applicable) 

□ Sales Invoice/Cash Invoice/Service Invoice/RER 

□ Canvass Paper (3 suppliers) 

□  Abstract of Bids  

□ Purchase Order 

□ Job Order (if with operator) 

□ Inspection and Acceptance Report 
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OTHER MOOE (5029999099) 
 
PROVISION OF DEEP WELL OR INSTALLATION OF JETMATIC PUMP 
 

□ Photocopy of Check Issued 

□ Disbursement Voucher 

□ Payroll 

□  Job Order 

□     Program of Works 

□ Acceptance of Finished Minor Repair 

□ Colored Pictures – Before (same angle) 

□ Colored Pictures – During (same angle) 

□ Colored Pictures – After (same angle) 

□ Photocopy of Laborer’s ID 
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OTHER MOOE (5029999099) 

RELOCATION EXPENSE 

□ Photocopy of Check Issued 

□ Disbursement Voucher 

□ Sales Invoice/Cash Invoice/Service Invoice 

□ Canvass Paper (3 surveyors) 

□ Abstract of Bids 

□ Contract 

□ Sketch Plan signed by the surveyor 
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OTHER MOOE (5029999099) 

SURVEY EXPENSE (for subdivision plan) 

□ Photocopy of Check Issued 

□ Disbursement Voucher 

□ Sales Invoice/Cash Invoice/Service Invoice 

□ Canvass Paper (3 surveyors) 

□ Abstract of Bids 

□ Contract 

□ (Photocopy of Subdivision Plan – Approved by the DENR 

Regional Office) if applicable 
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OTHER MOOE (5029999099) 

FOOD PURCHASE OF INGREDIENTS 

Less than 2,000 

□ Photocopy of Check Issued 

□ Disbursement Voucher 

□ BIR Form 2307 

□ Sales Invoice/Cash Invoice/Service Invoice or RER 

□ Delivery Receipt or Paktura 

□ Requisition and Issuance Slip 

□ Purchase Request 

□ Inspection and Acceptance Report 

□ Logbook/Attendance 

□ District Memorandum (if applicable 

 
2,000 and Above 

□ Photocopy of Check Issued 

□ Disbursement Voucher 

□ BIR Form 2307 

□ Sales Invoice/Cash Invoice/Service Invoice or RER 

□ Delivery Receipt or Paktura 

□ Requisition and Issuance Slip 

□ Purchase Request 

□ Canvass Paper (3 suppliers) 

□ Abstract of Bids 

□ Purchase Order 

□ Inspection and Acceptance Report 

□ Logbook/Attendance 

□ District Memorandum (if applicable) 
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OTHER MOOE (5029999099) 

FOOD – CATERING 

 

Less than 2,000 

□ Photocopy of Check Issued 

□ Disbursement Voucher 

□ BIR Form 2307 

□ Sales Invoice/Cash Invoice/Service Invoice 

□ Requisition and Issuance Slip 

□ Purchase Request 

□ Inspection and Acceptance Report 

□ Logbook/Attendance 

□ District Memorandum, if applicable 

2,000 and Above 

□ Photocopy of Check Issued 

□ Disbursement Voucher 

□ BIR Form 2307 

□ Sales Invoice/Cash Invoice/Service Invoice 

□ Requisition and Issuance Slip 

□ Purchase Request 

□ Canvass Paper (3 suppliers) 

□ Abstract of Bids 

□ Purchase Order 

□ Inspection and Acceptance Report 

□ Logbook/Attendance 

□ District Memorandum, if applicable 

FOOD - PALUTO 

□ Photocopy of Check Issued (if applicable) 

□ Disbursement Voucher (if applicable) 

□ RER 

□ Job Order (Specify Menu) 

□ Logbook/Attendance 

□ District Memorandum, if applicable 
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OTHER MOOE (5029999099) 

INSURANCE (Senior High) 

□ Photocopy of Check Issued 

□ Disbursement Voucher 

□ Sales Invoice/Cash Invoice/Service Invoice 

□ List of Students 

□ Photocopy of Policy 

 
Republic of the Philippines 

DEPARTMENT OF EDUCATION 
Schools Division of Capiz 

 

MOOE CHECKLIST 

 
45 

OTHER MOOE (5029999099) 
 

ASSESSMENT FEE (Senior High) 

□ Photocopy of Check Issued 

□ Disbursement Voucher 

□ Sales Invoice/Cash Invoice/Service Invoice 

□ List of Students 
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OTHER MOOE (5029999099) 

 

DOCUMENTARY STAMP TAX 

□ Photocopy of All Documentary Stamps 

Republic of the Philippines 
DEPARTMENT OF EDUCATION 

Schools Division of Capiz 
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OTHER MOOE (5029999099) 

 

CHECK BOOK 

□ Sales Invoice/Cash Invoice/Service Invoice 
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OTHER MOOE (5029999099) 

 
Daily Wage – Labor for Clearing of Trees, Laundry, Disinfecting of 

School Classroom, Spraying of Pesticides, Digging of Holes for waste 

disposal, Grass Cutting, Weeding, Gardening and Landscaping. 

 
5 days is allowed in a month maximum rate is only P300/day or 

1,500/month. 

 
□ Photocopy of Check Issued 

 
□ Disbursement Voucher 

 
□ Payroll 

 
□ Job Order 

 
□ Picture (before) 

 
□ Picture (during) 

 
□ Picture (after) 

 
□ Photocopy of Laborer’s Valid ID 


