
FINANCE ORIENTATION

(Updated 01.17.2024)



Role of Finance

 In charge of the financial records, day to day 
services related to the inflows and outflows of 
resources and oversight of the financial health.

 Responsible for managing the systems of internal 
control and providing support to all staff in order 
to comply with laws, regulations, ethical standards 
and internal procedures.



Institutionalize and Promote

 Transparency

 Honesty

 Fairness



Dealing with Accounting Records

BIR and external audits require submission of original 
documents (Revenue Regulations (RR) No. 17-2013) - Dealing 
with the “Preservation of Books of Accounts and Other 
Accounting Records”

Original documents should be sent via courier to the 
office. Courier cost will be covered by ZFF 
substantiated by official receipt



POLICIES ON CASH ADVANCE
and LIQUIDATION



Cash Advance

Checklist of Documentary Requirement:

• Duly approved and signed Travel Assignment Order with flight details and 
accurate Budget Code 

• Duly approved Cash Advance Estimated Expense Summary
• Breakdown (meals, taxi, mileage, meeting cost)
• Meeting Cost (number of expected participants and purpose)

Timeline of submission: Six (6) working days prior to travel.



Cash Advance

Reminder:
• Lodging, Vehicle rental and Training Supplies should be paid through 

ZFF (send bill arrangement) and will not form part of staff Cash 
Advance or liquidation

• For Cash Advance with Lodging, Vehicle rental and Training supplies, 
please justify and request approval of Director

• For meeting cost above Php2,500, attach approved justification.



Cash Advance

Preparation of  TAO

• TAO should be dated prior to the activity date



Taxi fare

Upon filing of Cash Advance:

Per way Amount

One Php 300

Note:

• Upon filing of Liquidation, Actual amount based on Official 
receipt (Grab is preferred)



Bus fare

• Upon filing of Liquidation, Actual amount based on Bus Official 
receipt/ticket

Amount No. of KM

Php 10 First 4 kms

Additional Php 3 Succeeding kms

Upon filing of Cash Advance:

Note:



Meal Allowance

Official business functions or fieldwork:



Cash Advance

Compliance:

• Submission of original liquidation documents (ex. Official Receipts) prior to 
processing of new Cash Advance

• Incase that the documents are in transit, new Cash Advance will be process 
subject to the submission of the following:
• Liquidation summary
• Scan copy of OR’s
• Proof of return of excess cash
• Transmittal receipt (courier receipt)



BIR  Revenue Regulation on Documentation Requirements



Liquidation

Checklist of Documentary Requirement:

• Duly approved and signed updated Travel Assignment Order with flight 
details and accurate Budget Codes (if there is amendment)

• Liquidation Report summary
• Official receipts or Sales Invoice (Under the name of Zuellig Family 

Foundation)
• Petty Cash form as per Sec.237 NIRC 
• RER form 2 (for meals, mileage and specific expenses with regular fare)
• Proof of return of excess cash or proof of deposit/Bank transfer
• Other needed documents (depending on the type of expense)

Timeline of submission: Within five (5) working days from last day of travel.



Submission of ORs to Finance

Guidelines:

• Attach on a bond paper the ORs. (Note: Please avoid using glue for attaching ORs).
• Arrange according to expense type (ex. Meals and Transportation) and put 

the date of activity.
• Ensure sending of scan copies of documents to assigned Finance Asst. per unit 

and copy furnish Finance Associate prior to sending of hardcopies to Finance.
• Address the documents to the assigned Finance Asst. per unit and ensure 

indication of Zuellig Family Foundation on the transmittal.



Submission of ORs to Finance
Dated and with Type of Expense: 
“March-Meals”

ORs are arranged and tape on a bond 
paper

ATTACHMENT OF ORs



Submission of ORs to Finance

Sample: Assigned Finance 
Asst. (TCI unit)

Scan copies of documents

Sample: Assigned Finance 
Assoc. (TCI unit)

E-MAIL



Finance Unit Assignments (Liquidation)

Unit/s Finance Assistant Finance 
Associate/Expert

LHS, IPHSDP, ZFFI, HRIMSA, 
CorpCom

Cathyrain Ramirez Reynan Balisacan

KGJF, S&P, Nutrition 
Portfolio,PD,BAP

Kristine Damaso Jannela Galias

TCI Oliver Edisan
Wellmar Cabanilla

Maria Donna Faye 
Divinagracia

UNFPA Cathyrain Ramirez Ivy De Leon



Submission of ORs to Finance

Sample: Assigned Finance 
Asst. (UNFPA)
ZFF name and address

Sample: Name of Sender 
(Staff)

TRANSMITTAL (LBC)



RER Form 2
• It is used for transportation expenses using Public Transportation without ORs (LRT, MRT or 

Jeep) 
• It is used to show itemized meal claims
• It is used to indicate details for mileage claims.



Liquidation
Liquidation Checking Timeline

Day Activity

Day 1
Receiving of  Liquidation and Excess cash, if any; log to online 
tracking

Day 2-7 Checking by Book keeper

Day 8-10

Review and Approval of Finance Associate [or returns for 
clarifications, incomplete attachments, lacking approvals, as 
applicable]

Day 11-13 Validation of Finance Manager

Day 14-19 Routing for signatories 

Day 20
Payment for excess or closure of CA for those with  returned excess 
cash

[assumption-complete and correct documents]
not including returns and needed replies
Note: Routing days depends on availability of signatories.



Taxi fare

Upon filing of Liquidation:

• Actual amount based on Official receipt

Documentary Requirement:

• Taxi
 Thermal receipt with readable amount and date
 Written receipt under "Zuellig Family Foundation/ZFF"

•  Online Car Services e.g Grab/MC Taxi
 E-receipt with complete details and point to point destination



Bus fare

Documentary Requirement:

• Bus Official receipt/ticket

Upon filing of Liquidation:

• Actual amount based on Official receipt/ticket



Meal Allowance

Official business functions or fieldwork:



Meal Allowance

Additional:

In instances when the staff is on overnight travel, early or 
late departure and arrival of flights due to work exigencies.

*Duly approved by Manager/Director
*Indicate time of travel in RER 2 to verify claim if meals.



Meal Allowance 

Documentary Requirement:

• RER form 2 duly approved by immediate supervisor 
substantiated with the ff.:
• Official receipts (under the name of Zuellig Family 

Foundation), dated during travel period
• Petty Cash Expense Form for meals below Php100.00 

duly signed by vendor, dated during travel period
• Grocery receipts, dated one week before travel up to 

end date
• For Staff EB and LD claims, please provide additional 

disclosure of travel time in RER 2.



Additional Option for Substantiation per 
Sec. 237 NIRC
For Meal expenses without ORs (Below Php100.00):

This form will be used if the eatery/food establishment cannot provide OR. The 
amount should not exceed P99 per transaction.

Petty Cash Expense [for Meals below P100]

Date:___________________      

Transportation [Please indicate time]       Amount:_______________________________

Time: _________________       Location: _______________________________________

[Barangay, Municipality/City]

Purpose/Activity: ____________________________________________________________

Received by: ________________________________________________________________

[Signature of Seller/Vendor]



Substantiation Rules for Meals [February 
2019]

 With reference to Section 34 of National Internal Revenue 
Code (NIRC) on substantiation requirements, ZFF staff is 
required to submit official receipt for all meal allowances 
reimbursement or liquidation while on a Travel Advisory 
Order or on official business function.

 2.1 Meal allowance official receipt, as intended for its purpose, 
may include but not limited to the following: 

 (1) Official receipt of pre-planned grocery food items intended 
to be consumed while on official business function or on Travel 
Advisory Order.

 (2) Restaurants, eatery, and other food establishment official 
receipts where staff utilized his or her meal allowance.



Meal Allowance 

Exception:

• When meals are provided by the hotels (complimentary
breakfast).

• When meals are provided during training where ZFF or
ZFF partner covers for the meal.



Taxi & Special Trips (Tricycle, Pedicab, Habal)

Documentary Requirement upon filing of liquidation:

• Actual amount based on Official receipt (Grab is preferred)
• If no OR, please make use of the Petty Cash Expense Form for 

transportation below Php100.00 duly signed by driver



Additional Option for Substantiation per 
Sec. 237 NIRC
For Transportation expenses without ORs (Below Php100.00):

This form will be used if a special trip has been made and the driver cannot issue 
official receipt. The amount should not exceed P100 per transaction.

Petty Cash Expense [for Transportation below P100]

Date:___________________                                                                        

Transportation [Please indicate time]            Amount:_______________________________

Time: _________________           Location: 
_______________________________________

[Barangay, Municipality/City]

Purpose/Activity: 
____________________________________________________________

Received by: 
________________________________________________________________

[Signature of Seller/Vendor]



Vehicle Lent by Partners

Expense Allowable Amount Form

Gas/Fuel 1500.00/day Official receipt

Honoraria 500.00/day
Service Contract to 

Driver



Gasoline Reimbursement

Documentary Requirement:

• RER form 2 duly approved by immediate supervisor
• In RER form 2, the plate number, make and model of the personal car 

should be disclosed. (Using the example of a Nissan Altima, Nissan is the make, 
while Altima is the model.)

• Distance calculator
• Official receipts, with dates within the month up to 1 week after end 

date.

Allowable rate:

• Php34 per km. maximum of 50km. Per Way
• If travel exceeded 50km., may claim maximum of Php1700



Gasoline Reimbursement

Reminder:
• This provisional increase in rates due to increase in fuel price. Maximum

claim is 100km roundtrip as long as the staff is onboard the vehicle.

• For travel of more than 50km one way, staff is advised to avail of the vehicle
rental



Meeting Cost

Condition:

• Availed by foundation staff.
• The event must be for fostering relations with those outside the 

foundation.
• The Representation Expense is an appreciation meal of a protocol 

nature,(i.e., where the meal or other event is not incident to a training, 
conference, meeting, and cannot be funded with regular program funds).

• Not for online meeting.

Allowable rate:

• Php 250 per pax



Meeting Cost
Documentary Requirement:

• Official receipt
• Original suppliers’ sales/cash invoice
• Approved attendance sheet with 

signature

Tip paid to restaurant waiters may be reimbursed only when the bill Does 
Not include a service charge. Maximum allowable tip is 10%. 
This must be clearly stated  or indicated in the OR.



Laundry Expense

Documentary Requirement:

• Official receipt – under “Zuellig Family Foundation”

Condition:
May be charged or reimbursed subject to presentation of receipts and ONLY
if the travel exceeds SEVEN days

Based on Actual receipt



OTHER EXPENSES INCURRED 
DURING TRAVEL BUT NOT PART 

OF CASH ADVANCE AND 
LIQUIDATION

BIR regulation to withheld taxes and comply with 
SEC Anti Money Laundering and Anti Terrorism



Lodging: Booked through ZFF

Managers, Associates, and Non-Supervisory Staff/Assistants can reimburse 
actual costs of lodging, not exceeding Php2,500.00 per day. 

Charges for lodging, shall be limited to the following items, as applicable:

(a) Overnight sleeping facilities;
(b) Personal use of room and bath during daytime;
(c) Use of Towels and toiletries;
(d) Telephone access fee; and
(e) Service charges for fans, radios, televisions, air conditioning in rooms.



Lodging: Booked through ZFF

Lodging expenses of Managers, Associates, and Non-Supervisory 
Staff/Assistants assigned to an out-of-town project may be reimbursed 
subject to the following conditions:

• Staff does not have an established residence in the area where the 
project is located;

• If the project area is located more than fifty (50) kilometers 
from the established residence area; and,

• The project assignment does not exceed six (6) months.



Lodging: Booked through ZFF

Documentary Requirement:

• Official Receipt under the name of Zuellig Family Foundation, Inc.
• Guest folio
• Photocopy of ID
• Outside NCR residence that needs lodging, prepare TAO.

Note: For STAFF’s lodging during travel, it is advisable to booked it and have 
ZFF pay for the cost.



Driver’s Meal and Lodging: through ZFF

Allowable Amount Documentary Requirement:

700.00 per night
Official receipt

Guest folio
TAO

Starting 2024, Driver's meal and lodging are part of the vehicle rental 
cost.



Vehicle Rental (VAN, Boat, etc.): Booked through ZFF

Inclusive Travel time No. of KM Amount

Driver’s fee, 
fuel, toll fee, 
meals and 

lodging

Within 10 hours First 200 kms. Php6,010

Per every
additional 100 kms

Additional Php500

In excess of 10 hrs
travel

Additional Php300



Documentary Requirement:

• Duly approved Service Contract (duly signed by the driver, with full 
disclosure of contact details). Please indicate activity and place of origin 
to destination.

• Official receipt
• Copy of Driver’s License
• Approved RFP and PO

Vehicle Rental (VAN, Boat, etc.): Booked through ZFF

Reminder:

a. Booking of vehicles should reflect [i] at least two (2) passenger staff, or [ii]
if the staff is travelling for security purposes, or [iii] if the staff has training
materials with them
b. In the event that the none of the 3 first conditions is satisfied, a request
for exemption from the minimum number of passengers approved by the
Admin Manager will be required.



Airfare

Airline No. of days Processed by:
Philippine Airlines 10 working days prior to 

departure
Booking: SSP 
Payment: Rona Pesimo-Finance

Cebu Pacific 10 working days prior to 
departure

Booking: SSP 
Payment: Rona Pesimo-Finance

Travel Agency No. of days Booked by:
Linaheim Less than 10 days Booking: SSP 

Payment: Rona Pesimo-Finance

Staff needs to submit to SSP duly approved TAO with flight details.



Airfare

Rebooking or Cancelation of flights:

• Seek approval from director with endorsement from your immediate supervisor
stating the reason.

Rebooking/cancelation of flights due to mistake/error committed by staff 
and for personal reasons:

• Chargeable to staff ’s personal account.



Airfare

Area Amount

Luzon P5,500

Visayas P7,000

MIndanao P7,500

** For budget purposes.

Documentary Requirement:

• Actual plane tickets
• Official receipts
• Duly approved Travel Assignment Order
• Approved RFP and PO



POLICIES ON TRAINING

December 1, 2014
(Updated Version)



ZFF Sponsored Activities

In ZFF paid activities for DOH, ZFF will cover the DOH 
participants’ food, accommodation and plane fare to and from 
the agreed upon location or city.

All incidental costs (local transportation)and per diem of 
DOH participants will be covered by the DOH regional 
office.

In charge of booking- ZFF c/o Gilmer Cariaga



Training Rates

• Booking cost shall be based on twin sharing standard. 
• Exemptions on twin sharing booking are Local Chief Executives (Mayors and 

Governors). 
• If staff ought to bring their family/relatives/ such cost will be incurred by staff.



Manner of Payment for Training and Venue 
Accommodation

• Purchase Order
• Venue Recommendation
• Memo
• Contract from Supplier
• Canvass Summary with 3 Quotations

• Purchase Order created by Admin
• Venue Recommendation
• Memo
• Contract from Supplier
• Canvass Summary with 3 Quotations



Manner of Payment for Training and Venue 
Accommodation

Full Payment
• Billing/SOA from supplier
• Certificate of conduct of activity
• Approved Attendance sheet

Incidental Payment
• Variance Analysis
• Billing/SOA from supplier
• Guest folio of incidental only
• Order slip/Receipt of incidental only
• Certificate of conduct of activity
• Approved Attendance sheet



PROFESSIONAL FEE

December 1, 2014
(Updated Version)



Rates for Resource Persons

University Degree and Years of Experience

Maximum Rate per Unit of effort 
(up to  8 hours per day)

Trainer, Researcher, 
Coach or Technical 

Input

Facilitator or 
Moderator

Advanced university degree (MBA, MPH, MPA, 
MA or Ph.D) in related field + More than 15 

years of relevant work experience

PhP10,000 per day or 
PhP5,000 per half day

PhP5,000 per day or 
PhP2,500 per half day

University Degree (AB or BS) in related field + 2 
years of  postgraduate education + 8 – 15

years of relevant work experience

PhP8,000 per day or 
PhP4,000 per half day

PhP4,000 per day or 
PhP2,000 per half day

University Degree (AB or BS) in related field + 3 
– 7 years of relevant work experience

PhP5,000 per day or 
PhP2,500 per half day

PhP2,000 per day or 
PhP1,000 per half day

With provision of P2,000 preparation fee



Rates for Documenter and Secretariat

University Degree and Years of Experience

Rate per day of effort

Documenter Secretariat

University Degree (AB or BS) in related field,
training in related field and ability to perform 
the required job + minimum of 7 years work 

experience

PhP1,600 per day PhP 800 per day

University Degree (AB or BS) in related field,
training in related field and ability to perform 
the required job + minimum of 3 years work 

experience

PhP1,000 per day PhP 500 per day



RP’s Local Transportation Reimbursement

Location 2-way Local Transportation Reimbursement

Metro Manila Seven Hundred Pesos (P700)

Cities Outside of Metro Manila Five Hundred Pesos (P500)

Elsewhere Three Hundred Pesos (P300)

ZFF shall provide the Resource Person a Local Transportation Reimbursement 
based on the location of his residence in relation to the training or workshop 
venue



DOCUMENTATION REQUIREMENTS

• Purchase Order created by Admin
• RFP
• Billing Statement with Billing Number
• Certificate of Acceptance (stating that the deliverables were submitted 

to ZFF) approved by the Manager in charge
• Contract - Type of contract depending on the amount (please see Admin 

Policy)
• Output – provided by consultant, base on listed output in Contract
• E-mail confirmation/acceptance from consultant



PETTY CASH TRANSACTIONS



PETTY CASH TRANSACTIONS
For OS reimbursement below 2500

• These are small purchases which do not need to be 
canvassed. Can be paid directly below 2,500. 

• This excludes internet reimbursement.

• Internet reimbursements will be process thru check 
(applicable of whtax)



Staff Reimbursements (Below 2500)
DOCUMENTATION REQUIREMENTS

• Reimbursement form approved by immediate supervisor
• Post paid:  Billing statement, proof of payment, and official Receipt
• Prepaid: Original copy of Official Receipt “under the name of Zuellig

Family Foundation”
• Courier expenses are reimbursable subject to the provision of courier 

Original copy of Official Receipt.
• Transportation reimbursements below 2500, please use reimbursement 

report, duly approved and with original receipts. Please use RER if inclusive 
of Mileage and Meals.

Processing time: 15 days, with assumption that everything is 
correct, complete and original documents have been submitted 
(excluding inquiries, return and replies)



AMENDED COMMUNICATIONS REIMBURSEMENT 
POLICY | JANUARY 1, 2022

MOBILE (COMMUNICATION)

Ceiling of P1,200 per month utilization of prepaid or postpaid network 
service plans with the following features:

• Unlimited call and text to all networks
• With 5 to 8GB of data

Staff can choose to use one or two network providers within the 
allowed ceiling



AMENDED COMMUNICATIONS REIMBURSEMENT 
POLICY | JANUARY 1, 2022

INTERNET 
• Staff who are allowed and permitted to work-from-home are 

provided with P800 per month cap on internet reimbursements..

• Staff may be reimbursed for P50.00 a day, good for 500MB worth of 
data. Following conditions shall apply:

a. Venue and location have no available wifi access

b. There is a need for internet connection which is 
substantiated via internet load substantiation form

c. An official receipt must be attached when claiming, 
following the reimbursement policy



Reimbursement Form-Finance
For Communication 
Reimbursements, transpo
and meal (reimbursed 
separately from 
liquidation) below 2,500



Communication Reimbursements 
Guidelines

Written receipt - should be under "Zuellig Family Foundation", dated on or before month of claim
Thermal receipt - please make sure to photocopy, dated on or before month of claim
Statement of Account - Month of claim should be base on billing period 
(e.g January 11-February 10, 2023 - for the month of January)
If Account is not under the Staff, Address reflected in SOA should be same with staff address
Proof of payment - dated later than the date reflected in "Previous Bill Adjustment & Payment"
Not allowed to claim: Subscriptions such as Netflix, Device, Gadget Care and Additional charges in Applications.

Written receipt - should be under "Zuellig Family Foundation", dated on or before month of claim
Thermal receipt - please make sure to photocopy 
*receipts dated last week of the month may claim for the next month, depends on the staff
Statement of Account - Month of claim should be base on billing period 
(e.g January 11-February 10, 2023 - for the month of January)
If Account is not under the Staff, Address reflected in SOA should be same with staff address
Proof of payment - dated later than the date reflected in "Previous Bill Adjustment & Payment"

POST PAID

COMMUNICATION/INTERNET - PAID THROUGH PAYROLL ACCOUNT
COMMUNICATION *P1,200.00 Max

PREPAID

INTERNET *P800.00 Max
For staff with RTO amount of internet is 40/Day, with RER of WFH dates

PREPAID

POST PAID



Communication Reimbursements 
Guidelines

if billing date is in between two months, 1-15 duration dates will be counted on 
the first month otherwise it will be counted as the second month.

Example:

• SOA with billing period Nov 20-Dec19 > this will be counted as December 
Billing

• SOA with billing period Jan 10-Feb 9 > this will be counted as January Billing
• SOA with billing period Aug 15- Sept 15 > This will be counted as August or 

September Billing, depends on staff



Finance Unit Assignments 
(Reimbursement, Communication, Internet)

Unit/s Reimbursement Communication 
and Internet

LHS, IPHSDP, ZFFI, HRIMSA, 
CorpCom

Cathyrain Ramirez Oliver Edisan

KGJF, S&P, Nutrition 
Portfolio,PD,BAP

Kristine Damaso Kristine Damaso

TCI Oliver Edisan
Wellmar Cabanilla

Wellmar Cabanilla

UNFPA Cathyrain Ramirez Cathyrain Ramirez

TO ALL UNITS:
For communication reimbursements (internet and mobile), transportation and meal 
reimbursements below 2,500, kindly direct the submission of documents to assigned 
Finance Assistants per unit/s.



Communication Reimbursements 
Guidelines
Basis of Statement of Account Billing period.



Communication Reimbursements 
Guidelines



Communication Reimbursements 
Guidelines



Meals or Transportation

Documentation Requirements:

• Please refer to guidelines on meal allowance and 
transportation for liquidation



PETTY CASH TRANSACTIONS TIMELINE

Petty Cash Liquidation/Reimbursement Checking Timeline
Day Activity Person

Day 1
Receiving of  Reimbursement/Liquidation and Excess 
cash, if any; log to online tracking

Staff to Assigned Finance Asst. 
per unit 
for logging to tracker

Day 2-7

Review and Checking by assigned Finance Asst. for 
returns for clarifications, incomplete attachments, 
lacking approvals, as applicable Assigned Finance Asst. per unit

Day 8-12 Final Review and Approval of Finance Expert/Associate
Finance Expert/Associate in 
Charge

Day 13-15 Validation and Approval of Finance Manager Ms.Pat

Day 16-20
Routing for signatories and Payment for excess or 
closure of CA for those with  returned excess cash

Check Payment: Rona Pesimo
BOB Uploading: Finance 
Expert/Associate

[assumption-complete and correct documents]
not including returns and needed replies
Note: Routing days depends on availability of signatories.
[assumption-complete and correct documents]



Copy of ZFF BIR 2303

Link:

https://drive.google.com/file/d/1L936307h2Hadp-
sdkZbPOH3lmG_KVVaK/view?usp=sharing



Official Receipts or Sales Invoice

Link:

https://www.alburolaw.com/sales-invoice-or-official-
receipt#:~:text=Sales%20invoice%20is%20issued%20as,and%2For%20lease%20of%20
properties.



OR Validity Guidelines

Link:
https://www.grantthornton.com.ph/insights/articles-and-updates1/lets-talk-tax/5-
year-validity-period-of-receipts-and-invoices-now-
removed/#:~:text=The%20receipts%2Finvoices%20which%20are,for%20the%20destr
uction%20of%20such



SAMPLE RECEIPTS



Sales Invoice Sample

Hand written



Sales Invoice Sample

Printed



Official Receipt Sample

Hand written



Official Receipt Sample

Printed



E-Receipt Sample



E-Receipt Sample



Tape Receipt Sample



Form Link
Form Type Link

PCF Meals https://docs.google.com/document/d/1qyKtiwJPTn5cqDMEf9D5ELKg8H
oB_Ftz/edit?usp=sharing&ouid=114047281927724509134&rtpof=true
&sd=true

PCF Transpo https://docs.google.com/document/d/1TS27q6IIz1fE0P4-
_dIz2ZGsg156Nmg0/edit?usp=sharing&ouid=114047281927724509134
&rtpof=true&sd=true

Reimbursement Form https://docs.google.com/document/d/1x-
dtyHjClBhy4uV61kVIGEDoGh77XWpp/edit?usp=sharing&ouid=1140472
81927724509134&rtpof=true&sd=true

RER2 Form https://docs.google.com/document/d/1_GuWD6VKTI_gJWFQ1Ft_qGV7
mn_lrKGe/edit?usp=sharing&ouid=114047281927724509134&rtpof=tr
ue&sd=true

Travel Assignment Order (TAO) https://docs.google.com/document/d/1_GV0AqdA1lBByLOlo4ryY4fzE9
wBlDe3/edit?usp=sharing&ouid=114047281927724509134&rtpof=true
&sd=true

Please look for Wellmar Cabanilla of Finance if you wish to have a booklet for PCF 
Meals or PCF Transpo and Reimbursement Forms.
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