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REITERATION OF THE GUIDELINES ON THE USE OF PROPERTY
FORMS/RECORDS

Assistant Schools Division Superintendent
Chief Education Supervisors

Education Program Supervisors

Public Elementary and Secondary School Heads
All Others Concerned

. Relative to the Audit Observation Memorandum No. 2023-006, the

Schools Division of City of San Jose del Monte would like to reiterate
the forms, records and reports per Government Accounting Manual
Volume 1 stated under Section 42:

Accounting and Property Records to be maintained for PPE. The Chief
Accountant shall maintain the PPELC for each category of PPE including work and
other animals, livestock etc. The PPELC shall be kept to record promptly the
acquisition, description, custody, estimated useful life, depreciation, impairment
loss, disposal and other information about the asset. For check and balance, the
Property and Supply Office/Unit shall likewise maintain PC for PPE in their custody
to account for the receipt and disposition of the same. The balance per PC shall be
reconciled with PPELC maintained by the Accounting Division/Unit. They shall also
be reconciled with other property records like PAR.

The following are the forms/reports necessary to account for PPE:

a. Purchase Request (Appendix 60) - this form shall be used by the requisitioner to
request for the purchase of PPEs items not available on stock. It shall be the basis of
preparing the Purchase Order (PO).

b. Purchase Order (Appendix 61) - this form shall be prepared by the Supply and/or
Property Division/Unit to support the purchase of PPE, supplies and materials, etc.
It serves as the contract between the entity and the supplier for the delivery of
specified items based on the stipulations stated which was agreed upon during the
procurement process.

c. Inspection and Acceptance Report (Appendix 62} - this form shall be used to
report the result of the inspection made by the Authorized Inspector on the
deliveries and the status of the accepted items by the Supply and/or Property
Custodian. This form shall also be used for the inspection of repairs, infrastructures
and reforestation projects.

d. Property Card (Appendix 69) - this card shall be used by the Supply and/or
Property Division/Unit to record the description, acquisition, transfer, disposal, and
other information about the PPE. It shall be kept for each class of PPE.



¢. Property, Plant and Equipment Ledger Card {Appendix 70} ~ this card shall be
used for each class of PPE to record the acquisition, description, custady, estimated
life, depreciation. impairment, disposal, transfer adjustment, repair history and
other information about the property. It shall be kept and maintained by the
Accounting Office f Unir "

f. Property Acknowledgement Receipt {Appendix 71} ~This form shall be used by the
Supply and/or Propertv Division/Unit 1o report the issuance of PPE and the
acknowledgement of the end-user.

g Report on the Physical Count of Property, P

lant and Equipment {Appendix 73) ~
this form shall be used to report the ph

vsical count and condition of PPE by tvpe as
at a given dare, including those which are unrecorded and those which could not be
accounted for. It shows the balance of PPE per property cards and per count and the
shortage/overage, if anv. It shall be rendered by the Inventory Committee, on its
vearly physical count of properties owned by the entity,

h. Inventory and Inspection Report for Unserviceable Property {Appendix 74) - this
report shall be used 1o account for all unserviceahle property of an entity which is
subject 1o disposal. It also serves as the basis in derecognizing the unserviceahle
properues carried in the PPE accounts.

L. Report of Lost, Stolen, Damaged or Destroved Property (Appendix 75} ~ this form
shall be used by the accountable officer/ emplovee to report or notify the concerned

officials of the lost, stolen, damaged or desiroved property,
Transfer Report (Appendix 76} -~ this form shall be used every time there
will be transler of property from an outgoing officer 1o his successor or from ane
accountabie officer; emplovee 10 another of the same or another entity.

j. Property

i

Enclosed are the Appendices for information, reference, guidance
and compliance.

3. Immediate  dissemination  of and  strict  compliance  with  this
Memorandum is enjoined,
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ANNEX A - PROPERTY FORMS AND RECORDS

Appendix 60 - PURCHASE REQUEST

Appendix 60
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Appendix 61 - PURCHASE ORDER
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Appendix 62 - INSPECTION AND ACCEPTANCE REPORT
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Appendix 69 - PROPERTY CARD

Appendy 09
PROPERTY CARD
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Appendix 70 - PROPERTY, PLANT AND EQUIPMENT LEDGER CARD

Appenty 70
PROPERTY, PLANT AND EQUIPMENT LEDGER CARD
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Appendix 71 - PROPERTY ACKNOWLEDGMENT REPORT

Appendin "2
PROPERTY ACKNO WLEDGNIENT REC EXPT
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Appendix 73 - REPORT ON THE PHYSICAL COUNT OF PROPERTY, PLANT
AND EQUIPMENT

Appendix 73
REPORT ON THE PHYSICAL COUNT OF PROPERTY, FLANT AND EQUIPMENT
(Type of Fropety, Plant and Eqeprent)
i Asa 1]
Fund Cluseer:
Forwhieh _(Name of. A ADSctal, oo Enci Nead_ i eable, hasi ity on (1
aped S FAIT | smostaeE overact
s DESCRIFTION o s e - - araxs
1 FIBCAL (OI®T Qe RS

[ ertfved Comect b Approved b Vardhed v

Tgace oves Practed Nams of Semaure over Peimed Noamae o ead o Scgmare ovet Pueerd Name o COA

fxveatory Commantee Chasr md Az Eatary ot Awbonzed Reprasmmtatne Represezae

Membeny




Appendix 74 - INVENTORY AND INSPECTION REPORT
OF UNSERVICEABLE PROPERTY

Appends T4
INVENTORY AND INSPEC TION REPORT OF UNSERVIC EABLE PROPERTY
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Appendix 75 - REPORT OF LOST, STOLEN, DAMAGED OR DESTROYED
PROPERTY

Appendin "5
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Appendix 76 - PROPERTY TRANSFER REPORT

PROPERTY TRANSYER REPORT

LAppendix "5
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