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Office of the Schools Division Superintendent

DIVISION REMORANDUM
NO.¥s.zne2

November 09, 2022

CoNSTITUTloN oF DlvlsloN Ir`rvENTOR¥ coMMITTnE
AND DlvlsloN DlsposAL cOMrmTTEH

To:       ASDS
Chiefs, ScOD/CID
Unit Heads
Public Elementary and Secondary Non-IU School Heads
AIL others concerned-

I.   In compliance to the pertinent government rules and regulations, this office hereby
informs all concerned personnel on the creation of the Division Inventory Committee
and Division Disposal Committee with composition and roles specified hereunder.

DIvlsloN INVHNTORy CoMMrlTEE
and I)IVISION DISPOSAL COMhITrTEE
EJEI

Chairman:        Asst. School s Division/Chiefs of office
Members:        Francis Jude Alcomendras  -Head of Administrative unit

Noreli2a A. Msal
Heidi 8. Escalona

MembersTh{harge:
Motor Vehicles and Parts -
Books and Learning Materials -
ICT - related Equipments -
Building and Cmer Structures -
Semi-Expendable Items & PPE -
Medical, Dental and Laboratory Equlpt.
CID Representative -
SGOD Representative -
OSDS Representative -
Budget and Finance Representative -

Secretariat:

-  Accountant Ill
- Aun Head - Designate

M. Cadungog/J. Comalngking
Stephen Pascual
Engr. Franconas
NoreLiza Msal
Jasmine Acaiak
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Ethel Calva, ADAS Ill
Narylhind Barotoc
Guy Maraasin

Roles and functions: (On Inventory of Assets)
a.    Verify the existence of Semi-expendal>le items and Property, Plant and equipment,

its location, count and unit of measurement.
b.   Identify the accountable person over the properties and equipments.
c.   Detemine the condition and functionality of the properties and equipments.
d.   Prepare and submit the final inventory reporvs together with the findings and

recommendations to the Schools Division Superintendent.
e.   Perfom other inventory-related duties as may be required.

Frequency of Inventory-taking activity :          Annually
FTequency of Disposal Activity :                        Semi-Annually

Roles and Functions: (Disposal Activity)
a.     Require the submission by the concerned offices/sections/schools of

requests/reports of the assets to be disposed of, and all necessary documents
pertaining thereto.

b.   Deliberate the requests for disposal Of unserviceable properdes/materials.
c.    Inspect the unserviceable properties/materials/equipment to be disposed of and

verify the j ustification for disposal.
d.    Set the final appraise value of all the disposable properties based on existing

government |vevisions related thereto.
e.    Recommend to `the Schools Djvjsion Superintendent the approval, including the

manner and j ustification, for disposal.

The members of the Df vision Inventory and Disposal Committee shall hold their
positions for a period of t`ro (2) fiscal years, subject to rules on removal.

For information and guidance.

lepEd Schools Division Of Digos [it}
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government.    The  government  shall  then  have  the  right to

dispose the property to whatever mode of disposal deemed

most advantageous to the government.

8.   Accomplish  the  pertinent portions of the  Inventory &  Inspection

Report,   Report   of   Waste   Materials   or   Invoice-Receipt   for

Property upon disposal of the property.   These reports shall be

the bases of dropping the property from the books of accounts

and for taking up the proceeds from the sale of property.

Ivlembership of Disposal Committee

EO  No.  309  and  888  reconstituted  the  membership  of the

Committee on Disposal:

Chairman - - - A senior official with function not lower than the level

of an Assistant   Secretary for a department and Assistant Director
riJ3

for a bureaii/agency or   Department Head for a GOCC

Member ---Head of Administrative Unit

Member - - -  Head of the Property Unit

A secretariat and  technical staff manned  by the  regular personnel

of  the  office  concerned  shall  be  formed  to  handle  all  the  committee's

technical  and   administrative  matters   as  well   as  the   safekeeping   and

systematic filing of disposal committee documents and records.

MODES OF DISPOSAL



5.   The Disposal Committee shall recommend to the Head Of Ofrlce

and to the BAC on Disposal the mode of disposal as appropriate

and deemed most advantageous to the government,

Composition of BAC on Disposal

a.   Chairman,  who  is  at  least  a  third   ranking   permanent

official of the office;

b.   An   officer,   who   is   a(   least   a  fifth   ranking   permanent

official,  with  knowledge,  experience  and/or  expertise  in

disposal who, to the extent possible, represents the legal

or administrative  area  of the  office,  provided  that  in  the

case of bureaus. regional ofrices and sub-regional/district

offices,  BAC  members  shall  be  at  least  a  third  ranking

permanent personnel;

c.ban  officer  who  has  technical  expertise  relevant  to  the

disposal  items at hand,  and,  to the  extent possible,  has

knowledge, experience and/or expertise in disposal; and

d.   A   representative   from   the   end-users   unit   who   has

knowledge of COA rules and regulations.

6.   The unsenriceable property may be sold at public aiiction to the

highest bidder under the supewision of the BAC on Disposal.

7.    The  awardee  shall  pay,  claim  and  withdraw the  property upon

the  determination  of the winning  bidder.  The  bid  bond  shall  be

considered as partial payment and the difference between such

payment and  the  offered  bid  price  shall  be  paid  in  the form  of



CIRCULAR

TO

Rapiiblit al ilj. Pruill.pirili.a

COMMISSION ON AUDIT
eommomionltb fltionu.. ®it}on Gilp, PI)IL(v|)(ii.S

NO      .`     fro2b-OO¢
I)ATE:   :I"    a   ,     ri!  #/;

All  lieads of` Depar(mcnts.  Agencies. Bureaus, Commissions,  Boards and
Orrices orthe National Government; State Universities and Colleges; Local
Government     Units;     Heads    of    Govcl.nment-Owned     or    Controlled
Corpora(ions; Commission  on  Audit  Directors,  Supervising  Auditors and
Audit Team  Leaders of the  National  and  Local Government Sectors; and
All Others Concerned

SUBJECT:    Guidelines and Procedures in the Conduct of physical Count or Property,
Plant and  Equipn?ent (PPE),  Rceognilion of PPE  Items  Found  at Station,
and  Disposition  for  Non-existing/Missing  PPE  IIems`  I.or  the  One-Time
Cleansing of PPE Account Balances of Government Agencies

I.0        RATIONAL E

Property,   Plant  and   Eq`iipment  (PPE)  generally  constitute  a  significant

portion  of (he  total  assets  of the  govemmcnl  usually  comprising  more (ham  f`ifty
percent thereof.

The  existence  of  enomoiis  amounts  of  discrepencies   in   PPE  account
balanees of govemmcm agencies has become a pereiinial  issue and caused the non-
establishment  or  the  accLiracy  of.  the  PPE   balances  presented   in  the   financial
statcmenls.     Such  condition,  ir  not  properly  addressed  would  always  cause  an
exccplion  iththe  fairness  of presentation  or the  financial  position  of government
agencies  and  ivill  deprive  the  government  of reliable  and  useful  infomation  in
decision-making and accountability for these assets.

Thus,   thcrc   is   a   need   to   provide   guidelines   and   procedures   (o   assist
govemmen( agencies in coming up with ieliable PPE balances tha( are verifiable as
to existence, condition and accountability.

2.0       COVERAGE

1`his Circular shall cover Na(ional Government Agencics` Local Govel.nmen(
Units, and Govci.nment-Owned or Controlled Corporations.

3.0       PURPOSE

This Circular prescribes the guidelines and prceedures on inventory taking,
recognition or those found at station and disposition  for non€iistii`g/missing PPE
items   foI. •time  cleansing  or  PPE  accounts  ot`  govemmenl  agencies  to

I//
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eslablish    PPE   balances   that   are   verifiable   as   to   existence.   condition   and
accountability.

4.0       ACCOUNTING STANDARDS ON PPE

4.I         PPE are tangible items that are:

a.    purchased. coiistructed9 developed or othemrise acquired;
b.    held for use in the production or supply of goods or services or to produce

program outputs;
c.    for rental to others (other than invesLmenl property);
d.    for administrati`'e purposes;
e.    expected to be used during more than one reporting period; and
f.     not intended for resalc in the ordinary course ofoperalions.

4.2        The costol`an item ofppE shall be recognized asasset if. and only if:

a.    it  is  probable  that  the  future  economic  benefits  or  service  potential
associated with the item u`ill flow to the entity;

b.    the cost or fair value of lhe item can be measured reliably;
c,    beneGpial ownership and coiltrol c[carly rest with the govemmcnt;
d.    the asset is used to achieve government objectives; and
e.    it meets the capitalization threshold of.I'15,000.

4.3        The carrying amount of an item ofppE shall be derecognized on disposal or
when  Ilo  future economic  benefits or service  potcnlial  is expected  from  i(s
use or disposal.

5.0       G ENERAL G UII)ELINES

5.I         Eacli govcmment agency shal] conduct physical count of all its PPE, whether
a            d  through  purchase  or  donation,   including  those  constriicled  by
administration and found at station.

5.2       The llead of the Agency shall create an Inventory commime composed of
adequate number of members to be able to complete the physical inventory

#refm#hs#les£AT¥#Vq:E°ryndcinin;:jtteeD¥j¥Jfaofde¥fB§-.
5.3        The  members of the  [nvenlory committee shall  be  temporarily  relieved of

all their reg`il@r duties to dcvcte their full time in the conduct of the physical
inventory taking until the same is comp[ctcd.

5.4        The entire inventory taking shall be witnessed by the commission on Audit
{COA) Auditor.   Ttie Audil Team  ljeadcr and/or ally of his/her audit team
members may be assigned for the purpose.

5.5        The llead of the Agency mayalso requirea representative from the agency's
Audit Service/Unit to witness the inventory taking.

2



5.6        Each  government  agency   shall  adopt  a  unifom   property   identification
system for PPE wherein a unique Property Number shall be assigned for each
PPB item, using the following numbering s}'stem:

'`.,:,`,.'''`''.''`''

The codes for the PPE sub-major account group and General Ledger account
conespond to ttiose provided  in the  Revised Chart of Accounts prescribed
under the Accounting Manuals of tJle respective Sectors (t`lalional, Local and
Corporate).

Additiona]  digits  may  bc  used   for  serial  number  and   location/ofrlcc.  as
necessary.-

5.7        For easy identiflcation, the moperty Number shall be prominently sl`own in
the property slicker. in addition to the following vital information on the PPE
item:

a.    Description of the property
b.    Model Number
c.    SerialNumber
d.    Acquisition hate/Cost

:...§-i¥cenfi#°eu:aipd[:(ioulsignaLureofthelnventorycommiltee

5.8        The   Inventory   Committee  shall   be   responsible   for  the  actual  count  to
ascertain  (he existence,  completeness  and condition  of all  PPEs owned  by
the go`Jcmment agcnc}'.

5.9        In coordination  with  the  property  Division/Unit,  the  Inventory committee
shall plan/stratcgize on how to conduct and complete the physical inven(ory
within the prescribed period.   11 shall prepare a Physical lnvenlor}' Plan (PIP)
containing.  at  the  least.  (he  specific  assjgnmcnts/duties  of the  Committee
members, (he cutrofr date and a schedule specifying the da(cs and locations
or the inventory taking acti`iities from start up to the targeled completion of
lhe physical  invemor}..

5.10      1lie PIP shall beapproved by the Head ofthc Agency.

5.11       Tl]e Inventory committee shall submil the approved pIp to the co^ Audit
Team at least ten ( 10) calendar days before the scheduled start of inven(ory

activities. 34q



5,12      Property  records  shall  be  updated  based  on  the  results  or  the  physical
inventory  and   reconciled  wi(h  accounting  recol.ds  to  come  up  with  the
reconciled balances of PPE accounts to be considered as the correct balance
of the agency's PPEs.

6.0        PROCEDURAL GU IDBLINES

6.I        Preliminary activities prior to the conduct orinvel]tory taking

6.I.I     The property unit shall obtain the latest Report on physical count of
PPE (RPCPPE)A'hysical Inventory Report.

In the absence of the Idlest RPCPPE/Physical  Inventory Report or if
the salTie is determine to be undependablc/unrcliable, a standard fomi
(.Annex A) on the list of existing PPE shall be rilled up by each oITice
and  submuted  to  the  Property  Unit  for  verirication  prior  to  the
conduct of the actual inventory by the Inventory Committee.

6.I.2     The       Accounting       Unit       shall        update       its       record       of`
acqLiisition/disposal/transfer   of.  PPEs   in   tlle   PPE   Ledger   Cards

(PPELCs) and ensure that the total balance of PPELCs lally with the
balances of controlling PPE accoun(s in the General Ledger.

6.I.3     The  Property and  Accounting  Units shall compare the  latest Repoil
on the RPCPPE/Inventory Report with tl`e PPELCs.

6.I.4     The   Property   Unit  stiall   prepare  a   lis(  of  PPE   items  which  are
recorded  in  the  PPELCs  but  no(  included  in the  RPCPPE/Physical
Inventory  Report  as  well  as  PPE  items  which  are  included  in  the
RPCPPE but riot recorded  in the PPELCs.

r=I
6.I.5     Both  lists and the latest RPCPPEn'hysical  Inventory Report shall be

submi«ed  to the  Inventory  Committee.    These  documents  shall  be
cousidcred  as  inventory  working  papers  and  shall  be  used  by  the
Inventory Committee as basis in preparing the PIP.

6.2        Inventorytahing

•6.2.I     'Tl`e llead of the [nventof}. Commi((ee shall ensilTe that the inventory

taking activities are executed  in aceorda]ice wi(h the approved  PIP.
[n   case   thcrc   are   planned   activities/procedures   that   caiinot   be
eITicicntly  performed,  he/she  shall  keep  record  of the  a](emative
activities/procedures  undertaken  and  the  reasons  for  the  deviation
from the PIP,

6.2.2     The  ]nven(Dry  Committee  shall  use  the  inven(gry  working  papers
provided by the Property Unit as basis for inventory taking activities,'-W
taking into consideration the capitalization (hreshold of pI 5,000.



6.2.3     The physical count shall be recorded/documented daily in a standard
Inventory Counl  Form  (lcF).  using the  forimt  in  Annex A of this
Circular. which  shall  be  used  as the  basis  in  the preparation  of the
RPCPPE after the physical count.

6.2.4     Separate  ]CF  shall  be  used  for each  PPE  sub-major accourit gTOLip
such as Land, Land  Improvements.  Infrastructure Assets,  Buildings

'    and  Other  Structures.  Machinery  and  Equipment,  Transportation

Equipment,   Furniture.   Fixtures   and   Books,   ctc.      For   ease   of
reconcilialiori, the Inventory Count Form for each PPE category/type
shall be subdivided by PPE General Ledger account, e.g., Machinery
and    Equipment    may    be    subdivided    into    Machinery,    Offlcc
Equipment,      Information      and      Communications      Technology
Equipment, etc.  The description of accoiints provided in the Chart of
Accounts prescribed under the Accoun(iiig Manuals of the .espective
Scclors, shall be used as basis in determining the proper classiricalion
ora PPE item.

6.2.5     All  PPE  items counted  shall  be  tagged  with  new  iiropeity  stickers
containing  the  iitformation  provided  under  Paragraph  5.7  of  this
Circu'al..

6.2.6    The Inventory Commit(ee shall state clearly inbe tcF the condition
of   the    PPEs,    such    as:    in    good    condition,    needing    repeir,
unserviceab]e, obsolete, no  longer nccded,  not used since purchase,
etc.

6.2.7     PPEs found at station or items not included in tl`e inventory working

papers, bu( there  is reasonable basis (o consider the same as owned
by the agency,  shall  likewise be included  in the physical count and
tagged  with  i]roperty  stickers.    These  items  shall  bc  described  as
"found  at  station"  which  shall  be  indicated  under  the  "Remarks"

column of the TCF.

6.2.8     PPEs  included  in  the  inventory  working  papers  but  arc  not  found
during the physical count shall be considered as nonixisting/missing
PPEs  per  i]hysical  coiint.  These  items  shall  be  described  as  "non-
existing" or "missing" which shall be indicated under the "Remarks"
column of .he ICE.

6.2.9     Other  relevant  inforfna(ion  on  cacl.  PPE  item  shall  also  be  stated
under the "Remarks" column of the ICF.

6.2.10  Upon  complction  of the  physical  count,  the  Inventory  Committee
shall  prepare  the  RPCPPE,  using  the  prescribed  format  undcT  the
Accounting Manuals of the respective Sectors.

6.2.11   The   unit   value   of  articles/items   counted   shall   be   taken   fi.om
PPELCs/Subsidiary
Cards or other prope

dgers (SLs) or, if not available. from Property
records.



6.2.12  In case  no such  information could be found  in  both accounting and
property  records  such  as  for  PPE  items  found  at  station,  the  unit
cost/value shall be established, as follows:

a.    Cost/value may be assigned by the  Inventory Committee based
on the market/fair value of the item.   The cost/value of a similar
item   in   the   RPCPPE   may   also   be   used   by   the   Inventory
Committee.

The market/fair value is lhe estimated amount for which an asse(
could    be    exchanged    on    the    date    of   valuation,    between
knowledgeable, willing parties in an arm's length transaction; and

b.    If there are items for which fnaTkevfair value could not be easily
determined by the Inventory Committee. their fair value shall be
determ.ined by appraisal.

An appraisal of the value of an asset is normally undertaken by a
member of the valuation profession who holds a recognized and
relevant  professional  qualification.    For  many  assets,  the  fair-value ``'ill be readily ascertainable by reference to qLloted prices

in  an  active  and  liquid  marke(.    For  example,  curreJit  market
prices can be obtained for land, nontspecialized buildings, motor
vehicles, and many types of plant and equipment.

If no evidence  is available to detemine the market value  in an
active and liquid market of an item of property, the fair value of
the  item  may  be  established  by  reference  to  other  itelns  with
similar characteristics,  in similar circumstances and location.  In
the case of specialized buildings and other manrmade structures,

`*       fair value,may be estimated using depreciated replacement cost,
or the restoration cos( oT service unit approaches.  ]n many cases,
the depreciated replacement cost of an asset can be established by
reference  to  the  buying  price  of a  similar  asset  with  similar
remaining  service  potential  in  an  active  and  liq`Iid  market.    (n
some cases, an asset's reproduction cost will be the best indicator
of its replacement cost.

6.2.13  The RPCPPE shall be prepared in four (4) copies to be distributed as
follows:

Original  -  COA Auditor
Copy 2     -Accormting Division/Uni(
Copy 3     -Property Division/Unit
Copy 4     -Inventorycommittee

nci]iation  of  ilivenfory  count  per  RPCPPE  with  I)ropert}/  and
nting records

6wl:ce=;
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The  Property  and  Accounting  Units  shall  undertake  collaborative

procedures to ensure that all PPEs included in the RPCPPE are duly recorded
in their respective iecords and that the Property Cards (PCs) maintained by
the  Property  Unit and the  PPELCs maintained  by  the Accounting  Unil are
reconciled.  The reconciliation shall be completed within ten ( 10) days from
rcndi(ion  of the  RPCPPE  by  the  Inventory  Committee,     llie  following
procedures shall be observed:

6.3.I     The property uni( shall:

a.    Ensure  that  the   PCs  are   updated   by  posting  all   unrecorded
acquisi(ion/receipt. issue/transfer and disposal of PPE, if any;

b.   Prepare a List orppEs Found at Slalion for those i.ems described
as ``found at station" in the RPCPPE, using the fomiat in Anrrex
8   of  th.is  Circular,   and   submit   to   lhe   Accounting   Unit   for
recording in the books of accounts;

c.    Prepare PCs for items of ppEs found al station:

d.    P-repare a List of Nob-Existing/Missing PPEs for i(ems described
as  .`non-existing"  or  "missing"  in  the  RPCPPE  as  well  as  for
those with PCs and Property Acknou.ledgemem Receipts OARs)
on rile but not included in the RPCPPE,  following the format  in
Annex C of this Ciroular;

e.    Follow the prcoedures for the disposition ofnon{xisting/missing
PPEs provided under Paragraph 7 of this Circular;

r.    Work  together  with  the  Accounting  Unit  to  reconcile  the  PCs

`~.    with the PPELCs maintained by tlle Accounting Unit;

9.    Renew all pARs;and

h.    Prepare   Inventory   and   Inspection   Report   of   Unserviccable
Propert)r   (llRUP)    using    the    fomiat    prescribed    under   the
Accounting Manuals of the respective Sectors for all PPBs found
unscrviceab]e, obsolete and/or no longer needed.

6.3.2     The Accounting unit shall:

a.    Take  up  the  necessary  accounting  entries  to  recognize  PPEs
found  at  station  and  prepare/maintain  corresponding  PPELCs
based on the List or PPEs Found al Station;

b.   Take up tlie necessary accounting entries to recognize loss of PPE'W
and to set up the corresponding  receivables  from  the concerned
accountable ofricer/pcrsounel, pursuant lo Paragraphs 7.8 and 7.9
of this Circular;



c.    Work   together   witli   the   Property   Unit   in   reconciling   the
PPELCs/SLs with the PCs main.aimed by the Property Unit;

d.    Update the PPELCs as necessary in the course of reconciliation;

e.    Take up (he necessary accounting entries to write-off7drop from
the books of accounts the remaining balances as of beember 31,

of   amounts   lumped   under   the   "Urireconciled   SL",
::R=6nciling SL"  for PPEs, and the like, which were created to

facili(ate the  coT`version  of accoLln(s  ffom  (he  Old Government
Accounting System to the New Government Accounting System
QVGAS)   and/or  from   the   manual   accounting   system   to   the
Electronic New Government Accounting System (eNGAS); and

f.     Ensure  that   the   total   balance  of  PPELCs/SLs  tally  with   the
balanegs of con(rolling PPE accounts in the General Ledger.

After completing the above reconeiliation procedures, the total orthe
reconciled I)alances for each PPE accoLiTit shall be established as the correct
balance Of.PPE of the government agency as of December 31, _.

7.0       DISPOSITION PROCEDURES FOR NON-EXISTING"ISSING PPEs

7.I         For the non-existing/missing ppEs, the property unit shall:

a.    Verify  if the  PPE  items  \vere  already disposed  with  supporting
llRUP or ttansferred/donated to o(her government agencies with
supporting Property Transfer Report (PTR); and

b.    Submit to tl`e Accounting Unit the original copies orthe  lIRUP

`-       and pTRs for disposed and transferred PPE items, for recording
in the books of accoun(s.

7.2        The  Accounting   Unit  shall   take   up  tlie  necessary  accounting  entries  lo
derecognize  disposed  or  transferred  PPEs  based  on  original  copies  of the
IIRUP and  PTR.

7.3        The  liead  of  [hc  Propert}r   Unit  shall  be  responsible  in  determining  the

person/s accountable for non-existing/missing PPEs not otherwise disposed
or transferred.  The accountability shall be verified from the Property Unit's
file/copy orthe PARs. PCs and other available I.roperty records.

7.4        Ifllicre is a pending Request for Relief for any ofthc non<xisting/missing
PPEs. such fact shall be indica(ed under the "Remarks" column orthc list.

7.5        The   Property   Unit  shall   infom   the   liead   of  the   Agency  of  the  non-
existing/missing PPEs without pending Request for Relief and shall I)repare

•     I   lf lters    addressed    to    each    concerned    accountable    officer/personnel

mending  the  production  of the  PPE  he/she  is  accountable  for.     The



accountable  ofricel/personnel   shall   be  given   rive  (5)  calendar  days  to
respond to the demand [ettcr.

7.6        lT`e demand letters shall be signed by the Head of the Agency or designated
rcpresenta(ive and immediatel.v issued by the Property Uni( to the concerned
accoiintable officerstpersonne I.

7.7        If  Lhe  accountable  ofrice[/personnel  was  able  (o  produce  the  PPE  item
demanded   from   him/her.   the   Property   Unit   shall   indicate   under   the
"Remarks"  column  of the  List  of. Non-Existing  PPEs  that  the  item  was
``produccd/prescRted Lipon demand" and, subsequently, inform the Inventory

Committee orsuch changes in order to amend the RPCPPE.

7.8        lf the accoumable ofricer/personnel  was not able to produce the PPE  item.
such fact shall tx> indicated undei` the "Remarks" column or the List of Non-
Existing PPEs.

7.9        After gathering all.(he  necessary  information  by  perfoming the preceding

prcoedures, the Property Unit shall submit to the Accounting Unit the List of
Non-Existing/Missing  PPEs.  with  complete  infomation  on  which  PPEs
could not bei)roduced iipon demand and those which ha\.e pending Requests
for Relief, as well as the corresponding acco`intable offieers/personnel.

7.10      The  Accounting  Unit  shall   take  up  the  necessary  accounting  entries  to
recognize  in  the  books  of  accoun(s  the  loss  of  PPE  and  lo  set  up  (hc
corresponding  reecivablcs  from  concerned  accountab]c  officers/personnel
for the non€xisting/missing PPEs that could not be produced upon demand.
It shall  likewise check if appropriate accounting entries were already taken
up recognizing the loss of PPE and setting Llp ofaccountability for those with

pending   Requests   for   Relief:   otherwise,   it   shall   effect   the   ncccssary
accounting entries.

H=
The amount to  be  set  Lip as Teceivables over (he  loss or depreciable assets
shall  be based  on depreciated  replacernen( cost. which  is replacement cost
(current market price) less accumulated deprecialion calculated on the basis
of replacement cost.

7.I 1       lflhcre are non{xisting/missing ppEs for which accountability could no( be
established    despite   exhaustion    of   all    diligent    efforts.    the    following

procedures shall be followed:

a.    The  Head of the Agency shall  cause the conduct oran  investigation  to
de(emine the  last  known  location/office  where  the missing PPE  items
were issued/installed, person accouiitab]e. circumstances of the loss, and
(he persons responsible for the loss, among others;

:fft:rce?nuvn:at::'iz!rne,S¥eni!:I:tys£:,:'£e:i:Se:niropmp.E,hweasacp;:rn':g#
personnel  to produce  the  item  or pay tlie depreciated  replacement cos(
thereof;



c.    The   Accounting   Uni(  shall   be   furnished  the  cer(ified  copy  of  the
investigation  report and demand  letter to be  used as  basis to recognize
loss  of  PPE  and  to  set  up  the  corresponding  reccivables  I`rom  the
concen`ed accountable officer/personnel ; and

d.    It`  accountability/responsibility   over  the   missing   PPE   could   not   bc
pinpointed  after investigation,  au(hority  for derecognition thereof from
the books of accounts may be reques(ed from (he COA.  in accordance
with Paragraph 8 of lhis Circular.   Pending (he grant of authority by the
COA, the said PPEs shall remain in the books of accounts.

8.0       PROCEDURES I N THE DERECOGNITI0N OF NON-EXISTING"ISSING
PI'Es WITHOUT AVAILABLE RECORD OF ACCOUNTABILITY

8.I         Non¢xis[ing/missing ppEs without available record ofaccountability shall
be dcrecognized from the books of accounts only upon the grant of specific
authority by the COA.

8.2        The  liead of the  Agency shall  file the request  for authority to derecognizc
non-existing/missing PPEs to the COA  Audit Team  Leader (ATL) and/or
Supervising Auditor (SA), if the following conditions are met:

a.    The  PPE  has  already  exceeded   its  estimated  useful   life,  hence,   its
carrying value is equivalent to its residual value.

The estimated useful  life of PPEs shall  refer lo the estimation made by
the govemmenl agency on  its  PPEs.  if any. as disclosed  in  its Notes to
Financial  Statements for the  immediately  preceding year.  otherwise,  to
use the  Estimated  Useful  Life of PPE  by classification  provided  L]nder
COA Circular No. 2003J)07 dated December  11, 2003; and
F=

b.    Ac6ountability/responsibilily    over   the    missing    PPE   could   not   be

pinpointed after the conduct of investigation for the purpose.

8.3        The request shall be supporled with lhe following documents:

a.    List of Nob-Existing/Missing ppEs and their carrying values certified by
the Heads of the Property Unit and .he Accounting Unit and approved by
the Head of the Agency;

b.    Ccrtification   dy   the   Head   of  the   Accounting   Unit   that   the   non-
existing/missing PPEs had already cxcecded their estimated useful lives;
and

c.    Certified  copy  of  the  report  of  investigation  conducted  pursuant  to
/ l'arngraph 7.9 of this Circular.

8.W:n  receipt ot` the  request  the  ATL  and  the  SA  shall  assign  a  reference
number,  verify  and  validate  the  submitted  documen(s  alid  decide  on  the

10 •,:



requests  for authority  to  derecognize  non{xisting  PPEs  for  amoLlnts  not
exceeding Pl oo.000.00 per PPE item within rifteen (15) working days from
receipt thercor.

8.5        ln case the basis for denial of the reqiiest by the ATL and the sA is failure to
comply with the conditions and requirements under Paragraphs 8. I  and 8.2,
the Head of the Agency may refile the request for derecogni(ion before the
ATL and the S^  provided tha( the  basis  for denial  has been satisfactorily
complied.  The  ATL  and  the  SA  shall  decide  on the  request wi(him  fifteen
( 15) working da}rs from receipt thereof.

8.6        The llead of.the Ageney may appeal  from the decision of the ^TL and  the
SA  to  the  COA  Cluslcr  Director  (CD)fl{cgional  Director  (RD)  who  has
jurisdiction  over  the  government  agency  under  audit  within  fifteen  (15)
working days from receip( of the decision. The CD/RD shall deride on the
appeal within fifteen ( 15) working days from receipt thereof. The decision
ol.the CD/RD on the appealed request is rinal and non-appealable.

8.7        Foramountscxceeding ploo,000.00 per PPE item, the ATL and the sA shall
forwal.d the request and the entire I.ecords to the CDRD, together with their
commentspnd  recommendations,  wi(hip  fifteen  (15)  working  days  from
receipt thereo f:

8.8        The cD/RD shall  review the entire records orthe requests and shalt decide
on    amoui`ts    involving    more    tr[an    Ploo,000.00    but    not    exceeding
Pl,000,000.00 per PPE  item  within  rlf(eon (15) working days  from  receipt
thereof.

8.9        ln case the basis for denial of the request for derecognition by the CDAID is
failure to comply wi(h the conditions and requirements under Paragraphs 8, I
and  8.2,  the  Head of the  Agenc}'  may  refile  the  reqLiest  for derecognition
bcfodphe CD/RD provided that the basis for denial has been satisraclorily
complied.     Tlie  CD/RD  shall  decide  on  the  request  within  rifleen  (15)
working days from receipt thereof:

8.10      The llead of the Agency may appeal from the decision of the cD/RD to the
Assistan( Commissioner (AC) of.the Sector within rifteen (15) working days
from receipt of the decision.  The AC shall decide on the appeal within flfteen
(15)  working  days  from  receip(  thereof:    The  decision  of (he  AC  on  the
appealed reqLlest is final and non-appealable.

8.11       For  amounts  exceeding  Pl.000.000.00  per  PPE   item.  the  CDRD  shull
forward    the    request    and    the    entire    records    together    with    his/her
recommendation to the AC  of the  Sector within  fifteen (15)  working days
from receipt thereof:

The AC orthe Sector shall review the entire records oftbe requests and shall
decide on amounts exceeding Pl .000,000.00 per PPE item within rifteen (15)
working days from receipt thercor.

11
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8.13      In case the basis for denial of the request for derecognition by the AC of the
Sector  is  failure  to  comply  with  the  conditions  and  requirements  under
Paragraphs 8. I  and 8.2, the Head of the Agency may rerile the request for
derecognition  before  the  AC  provided  that  the  basis  for  denial  has  been
satisfactorily complied.   The  AC  shall decide  on the request within  r.fteen
( 15) working days from receipt thereof.

8.14      The  Head  of the  Agency  may  appeal  from  the decision  of. the  AC  of the
Scclor to the Commission Proper (CP) witltin fifteen ( 15) working days from
receip( of (he decision.  Filing fee is required at the rate prescribed under the
2009 Revised Rules of Procedures of the COA.   The decision of the CP is
final and non-appealable.

8.15      The^ccountan(shall:

a.    Prepare a Journal Entry Voucher within fifteen (15) working days Lipon
receipt of the.decision  granting  lhc authority to derecognize  PPEs,  for
approval  of the  Head  of (he  Agency,  effec(  the  necessary  accoiJn(ing
entries  in  the  books  of accounts.  and enter  the  acquisition  cost  of the
dcrecognized    PPEs   and   their   carrying   values   in   the   Registry   of
Derecogniz€d  PPEs  (RDPPE).  using  the  format  i»  Anllex  D  of this
Circular;

b.    Submit the JEV to the COA ATL, supported with the certified copies of
the approved request for derecogni(ion including the records/documents
perfu i n ing tliereto;

c.    Keep as permanenL file, the RDPPE as well as the copy of the approved
request  for  derecognition   including  the  records/documents  pertaining
thereto; and

d.  ifovide appropriate disclosure on the derecognized PPEs in the Notes to
the Financial Statements.

9.0       ACCOUNTING ENTRIES ANI} DISCLOSURE IN THE NOTES TO THE
FINANCIAL STATEMENTS

9.1         The  illustrative  accounting  entries  for  the  rccogni(ioll  of  PPEs  found  at
statioii recogni(ion of loss of PPEs, writingoffydropping from the books of
acco`ints  the  remaining  balances  amounts  lumped  under  the  unreconciled
SLs of PPEs, and derecognilion of non-existing/missing PPEs are shown in
Aniiex E.

9.2        Disclosures on  PPE  in the Notes (o the  Financial  statements shall  include
information on:

.uta.
The  (otal  amoun(  of non€xisting/missing  PPEs  included  in  the  PPE
halancet supported wi(h breakdown as to sub-major PPE account group,
•ogether with the following additional infomation, as applicable:

12



i.       A rcquesl  for authority for derecogni[ion has been  filed and still

pending with the COA stating the date of rlling thereof; or, still
lo be filed; and/or

ii.       The amount and  breakdown  ofderecognized  ppEs  which  were
transferred to the RDPPE based on the authority of derecognition
granted by COA; and

b.    PPEs  found at station which are s(ill  needing appraisal, supported with
breakdown as to sub-major PPE account group.

10.0     SUNSET PROVISIONS

After  the  cutoff  date  set  by  the  Inventory  Committee  in  the  PIP.  the
Accounting a[id Property Units of-government agencies shall ensure (hat the pTopcr
accounting                and                reporting                procedures                fo I                al I
acquisition/receipt/issue/transfer/disposal   of  PPEs   puTsuam   to   the   Accounting
Manuals of. respective  Sectors.  and  other relevarLt  laws.  rules and  Tegula(ions  are
stTiclly  followed.   This Circular  is  issued  for one-.imc c]cansil]g of I'PE accoLint
hal@nces; Ihust in Ilo case shall the herein procedures be used (o further derccognize
nonixisling/misgivg PPEs and/or cleanse subsequent discrepencies or `inreconciled
balances in PPE accounts.

11.0      EFFECT[VITY

This Grcular shall take effect immediately.

Commissioner
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Annex a

Agency Name

115t ol  PPE! Found a` St]`lon

PPE Account Group:

Article/Item Descrlption

NewPropertyNO.asslmed
PersonAccountable

unitcost/Value       I 1.otal Cost/Value Remarks

trepered by:

Printed Name and SiEnature
Property Personnel

Date;

C

Reviewed by:



Anriex C

Agency Name

List Of  Nan-trlStlng/Mlssln8 PPEs

PPE Account Group:

Article/Item Desedptlon
OldPropertyNO,

ArsonAccountable
unlt Cost/Value Total Cost/Value Remarks

trepand by:

Printed Name and Sl[nature

Property Personnel

Date:

Reviewed by:

Printed Name and Simature
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ADDel E

Illustrative Accot]ntilig EDtries:

I.   Recognition Of ppEsfound al slaliorl:

Account Title
Technical and Scicntifro Equipment

Accumulated Surplus/Dcric i I
To recognize leclinical equipineiiifiound al slalion.

LJZRE

2.   R.cognition Of lass Of PPE and sel!ing llp accollnlability Of acco.Itllable of i ilcer
Acount Tide

Loss of Asscts
Acctimulated Depreciation -Office Equipment
Accumulated lmpairment Losses -Omce Equipment

Office Equ ipmen(
To recognize lass Of office equi|}menl.

Due from Ofricers and Emplpyscs
Other Deferred Credits

To set .Ii) acco.Iiilability Of accoilnlable offilcer

J;or losl office equipnieiil.

3. Wriling-ap;/Droi)I)ing Of renlairiing balaiices Of IInl.econciled SL for PPEs
Acco,,nt Ti'l€

Accumu ]ated SLiTpl us/De rlci (

On'T=##::S:`a3a,n„,gha|ancelfunreconcNed

SL i(Ir Of f ilce Eq.Iipmenl

I.   Derecogrlition Of ntil.-exislinalmissing PPEs wilh authoi.ityJirom COA

Loss or Assets
Accumulated Depreciation -Ofrice Equipment
Accumulated lmpairment Losses -Ofricc Equipment
Accumiilatcd  Depreciation -Medical  Eq`iipmen(
Accu"ilatcd lmpairmenl Losses - Medical Equipment

Ofrue Equipment
Medical Equipnwh

To derecogriize of f iice equipmenl and liiedical
equipmenl willi aulhorityfrowl COA.
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