
SUBSIDIARY LEDGER
(SL)

INSTRUCTIONS

A. This ledger shows detail for each control account in the GL which is maintained per account and fund cluster by the Accounting Division/Unit.
B. It shall be accomplished as follows:

1. Entity Name  –   name of the agency/entity
2. Fund Cluster – the fund cluster name/code in accordance with the UACS
3. Account of/Office/Address/Contact Person/Number – name, office address and contact number/e-mail address of the debtor/creditor (individuals, companies, agencies). In case of an agency/company, include the name, telephone number/e-mail address of the contact person.
4. GL Account Code – GL account code prescribed in the RCA 

5. SL Account Code – SL account code assigned by the agency/entity
6. Date – date of the source documents (i.e., JEV, OR, etc.) 

7. Particulars – other information or details pertaining to the transaction

8. Ref. – reference document such as the Statement of Account/JEV/OR/DV number, etc.

9. Debit Column – amount being debited to the account

10. Credit Column – amount being credited to the account
11. Balance – the difference between the Debit and Credit columns. Place parentheses in the amount with a negative balance.
C. At the end of each month, after all transactions in the journals have been posted, the debit and credit columns of each account shall be footed in pencil and the balance indicated in ink. The totals of the SL balances shall be reconciled with the corresponding GL controlling account.

D. At the end of the fiscal year, each SL shall be ruled and closed.  All totals shall be written legibly in ink and the balance of the account carried forward as the opening balance of the new SL for the next fiscal year.
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