CASH DISBURSEMENTS REGISTER (CDReg)
FIDUCIARY FUND
INSTRUCTIONS

A. The CDReg shall be used by field offices without complete set of books to record, monitor and report transactions involving the cash advances/payments charged thereto, and liquidating thereof by disbursing accountable officer.
B. It shall be accomplished as follows:
1. Entity Name – name of the agency/entity
2. Station – name of court station
3. Address – where the court station is located

4. Fund Cluster – the fund cluster name/code in accordance with the UACS
5. LBP Account No. – the LBP account number of the fund
6. Name of Clerk of Court/Accountable Officer – name of the clerk of court/accountable officer of the single sala court or the office of the clerk of court, in case of multi-sala court
7. Official Designation – the official designation of the accountable officer
8. Contact No. – the mobile number of the accountable officer and/or landline number of the court station
9. Register No. – the number assigned to the register by the Accounting Division/Unit of the Central/Regional/Division Offices and Operating Units
10. Sheet No. – sheet/page number of the register
11. Date – date of the source voucher
12. DV No. – number assigned to DV
13. Related OR No. – OR issued when the cash bond or deposit is made
14. Recipient of Cash Bond – name of the recipient of the amount refunded/returned
15. Cash in Bank - Amount:
· Withdrawals – amount withdrawn from the bank or the amount of the check issued, if current account.
· Received by the Recipient – the amount given or refunded to the recipient
· Balance – the difference of Withdtrawal Made/Amount of Check and Received by the Recipient
16. Breakdown of Disbursements:
· Public Bonds (Cash Bail Bond) – amount of the cash bail bond posted
· Superseadeas Bonds & Other Indemnity Bonds – one of the Private Bonds, the amount of supersedeas bond or indemnity bond posted
· Consignation/Rental Deposits – one of the Private Bonds, one of the Private Bonds, the amount of Consignation or rental deposits posted
· Expropriation – one of the Private Bonds, the amount deposited for the lot owners
· Election Case Deposits – one of the Private Bonds, the amount deposited for the revision of ballots and related expenses
· Execution of Writs– one of the Private Bonds, the amount deposited for the execution of particular writ/s
· Bidder’s Deposits– one of the Private Bonds, the amount deposited by the bidder
· Others – account description, UACS object code and the amount paid for other recurring expenses (to be specified by the agency)
17. Certified Correct – name and signature of the Accountable Officer
18. Subscribed and Aworn to – name and signature of the Presiding/Executive Judge or Acting/Pairing Judge if there is no PJ/EJ
C. The “Others” columns shall be used for payment of other expenses which are not classified under the previously enumerated columns, summarized/recapitulated immediately after the totals using the format below: 

	Recapitulation:
	

	Account Description
	UACS Object Code
	Amount

	
	
	
	

	Total
	
	
	


D. The total of the Withdrawals column must always be equal to the sum of the totals of the ‘Breakdown of Disbursements’ columns.

E. Two (2) copies shall be accomplished with supporting documents. The first copy shall be submitted by the Accountable Officer to the Accounting Division, Financial Management Office, Office of the Court Administrator for recording of the transactions in the books of accounts. The second copy shall be filed for audit purposes.
F. This Register shall be totaled, balanced and ruled. The ruling shall be made in the line immediately after the last entry of all money columns.
G. Upon receipt of the certified register, the Accounting Division/Unit at the Central/Regional/Division Offices and Operating Units shall check entries to the corresponding paid DVs/supporting documents and assign number to the register as follows:

000 – 0000– 000
                                        
  Serial Number (one series a year)       

                                      
  Year 

                                                   
  Accountable Officer’s Code
118


