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Republic of the Philippines

Bepartment of Education

REGION IV-A CALABARZON
CITYSCHOOLS DIVISION OF THE CITY OF TAYABAS

20 JUNE 2022

DIVISION MEMORANDUM
No. I£9 s. 2022

RECONSTITUTION OF THE DIVISION INVENTORY COMMITTEE AND
CREATION OF DIVISION DISPOSAL COMMITTEE

To:  Assistant Schools Division Superintendent
Chief Education Supervisors
Heads, Public Elementary and Secondary Schools
School Property Custodians
Heads, Unit/Section
All Others Concerned

L In compliance to pertinent government rules and regulations particularly
COA Circular No. 2020-006 entitled “Guidelines and Procedures in the Conduct of
Physical count of Property, Plant and Equipment” and Regional Memorandum 4A-
09B-RM-21-179 re: Conduct of One-Time Cleansing of Property, Plant and
Equipment (PPE) Account Balances, this office hereby informs the field and all
concerned of the reconstitution of Division Inventory Committee and the Creation
of the Division Disposal Committee with composition and roles specified hereunder.

DIVISION INVENTORY COMMITTEE

Designation Name Position
[Assignment
Chairperson Antonio P. Faustino Jr. OIC-Assistant Schools
Division Superintendent
Co Chairperson Conrado C. Gabarda Administrative Officer V
Agnes M. Luzadas Accountant III
Jeanette M. Buera Administrative Officer
11/ OIC-Supply Office
Members:
Semi-Expendable Juanito D. Domirez Administrative Assistant III
Items and PPE Frederick Bulandos Administrative Aide VI

Building and Other Engr. Jaypee A. Escobar Senior Technical Assistant I
Infrastructure

ICT Related Materials | Kendrick C. Cabriga Information and Technology
and Eqpt. Officer
Adrian P. Maano PDO [-DRRM
Books and Learning | Edna E. Eclavea Librarian II
Materials
Service Vehicle and Carmelo S. Salazar Utility Worker I
Parts
CID Representative Frenalyne B. Tabernilla Administrative Aide VI
SGOD Representative | Arjoy C. Demandante Administrative Aide VI

Brgy. Potol, Tayabas City tayabas.city@deped.gov.ph
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OSDS Representative | Nathaniel G. Balbarosa Administrative Assistant III
Secretariat Frances Thea T. Javal Administrative Assistant III
Earl Bryan Sabio Administrative Aide VI
Observer: COA Resident
Auditor/Representative
The Inventory Committee shall have the following functions and

responsibilities:

1. Verify the existence of inventoriable items, property and equipment; its

location, count and unit of measurement.

2. Establish accountability and responsibility over the properties and

equipment.

3. Determine the condition and functionality of properties and equipment.
4. Prepare and submit the final inventory report/s together with the
findings and recommendations to the Schools Division Superintendent.

5. Perform other inventory-related duties as maybe required.

DIVISION DISPOSAL COMMITTEE

Designation Name Position
/Assignment
Chairperson Antonio P. Faustino Jr. OIC-Assistant Schools

Division Superintendent

Co Chairperson

Conrado C. Gabarda

Administrative Officer V

Agnes M. Luzadas

Accountant III

Jeanette M. Buera

Administrative Officer
I1/OIC-Supply Office

Members:

Semi-Expendable
Items and PPE

Juanito D. Domirez

Administrative Assistant III

Building and Other

Engr. Jaypee A. Escobar

Senior Technical Assistant I

Parts

Infrastructure

ICT Related Materials | Kendrick C. Cabriga Information and Technology
and Eqpt. Officer

Books and Learning | Edna E. Eclavea Librarian II

Materials

Service Vehicle and Carmelo S. Salazar Utility Worker [

CID Representative

Frenalyne B. Tabernilla

Administrative Aide VI

SGOD Representative

Arjoy C. Demandante

Administrative Aide VI

OSDS Representative

Nathaniel G. Balbarosa

Administrative Assistant III

Auditor /Representative

Secretariat Frances Thea T. Javal Administrative Assistant III
Earl Bryan Sabio Administrative Aide VI
Observer: COA Resident

The following duties and responsibilities are expected from the disposal

committee:

1. Require the submission by the concerned offices/sections/schools of the
requests/reports of the assets to be disposed of, and all necessary
documents pertaining thereto.
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2. Deliberate the requests for disposal of unserviceable
properties/materials.

3. Inspect the unserviceable properties/materials/equipment to be disposed
of and verify the justification for disposal.

4. Set the final appraise value of all disposable property based on existing
government provisions related thereto.

5. Submit related reports (Waste Materials Report and Inventory and
Inspection Report of Unserviceable Property or IIRUP) to the Schools
Division Superintendent.

6. Recommend to the Schools Division Superintendent the approval,
including the manner and justification for disposal.

% All schools are hereby directed to establish/reconstitute their own School’s
Inventory Committee and submit a copy of the designation/memorandum to the
Property and Supply Office.

3. The members of the Division Inspectorate and Division Disposal Committee
shall hold their positions for a period of two (2) fiscal years, subject to rules on
removal. This memorandum shall take effect immediately unless revoked or
modified by the head of the agency.

4. For your appropriate action and compliance.

N%;IVIDAD P. BAYUBAY, CESOM
t £

Schools Division Superintende

Brgy. Potol, Tayabas City tayabas.city@deped.gov.ph
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5. The Disposal Committee shall recommend to the Head of Office

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 at least a fifth ranking permanent

C.

d.

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 offices and sub-regional/district
offices, BAC members shall be at least a third ranking
permanent personnel,

An 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

A representative from the end-users unit who has

knowledge of COA rules and regulations.

6. The unserviceable property may be sold at public auction to the

highest bidder under the supervision of the BAC on Disposal.

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




Republic of the Bhilippines
Department of Ehucation

OFFICE OF THE UNDERSECRETARY FOR FINANCE

MEMORANDUM

TO : Regional Directors
Regional Finance Officers
Regional Accountants
Regional Budget Officers
Central Office Accounting & Budget Personnel
All Other§ Concerned

>

FROM
Und ecre for Fmance

SUBJECT : Implementation of COA Circular No. 2020-06 by Finance
and Administrative Offices

DATE : March 11, 2021

In the absence of appropriate records/ subsidiary ledgers, the accuracy of the balances of the Plant
and Property Equipment Accounts were always considered doubt{ul in the Consolidated Annual
Audit Report consistently for the past years.

Cognizant of the need to address this recurring audit tinding in almost all government agencies,
the Commission on Audit issued COA Circular No. 2020 - 006 dated January 31, 2020 entitled
“Guidelines and Procedures in the Conduct of Physical Count of Property, Plant and Equipment
(PPE), Recognition of PPE Items Found at Station, and Disposition for Non-existing/Missing PPE
Items, for the PPE Account Balances of Government Agencies.”

Strict compliance of the Department to the above COA Circular was likewise discussed by the
DepED COA Supervising Auditor Job O. Aguirre, Jr. at the Year-End National Webinar Workshop
on the Preparation of FY 2020 Financial Reports held via MS Teams Virtual Platform nationwide
last January 25-29, 2021.

To facilitate “One-time Cleansing of PPE account balances”, Accountants and Property officers are
hereby directed to prepare in advance all the necessary logistics (manpower, etc.) to coincide and
synchronize with the DepEd Central Office initiative on Inventory Taking scheduled as follows:

A.) Phase I - April to June, 2021 (Central Office)
B.) Phase II - July to September, 2021 (Field Offices)

Preparatory activities at the field offices are therefore expected to be done at least a month before
the actual taking of inventory.

Your full cooperation and compliance is highly requested.
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Republic of the Phhppines
COMMISSION ON AUDIT

Commonwealth Auenue, Queson Citp, Philippucs

NO ;o _J0ap- 00k
DATE:

All 1leads of Departments. Agencies. Burcaus. Commissions. Boards and
Offices of the National Government; State Universities and Colleges: Local
Government  Units;  Heads of Governmeni-Owned  or - Controlied
Corporations: Commission on Audit Dircctors. Supervising Auditors and
Audit Team Leaders of the National and | ocal Government Sectors: and
All Others Concerned

SUBJECT: Guidelines and Procedures in the Conduct of Physical Count of Property.

1.0

o
<

3.0

Plant and Equipment (PPE). Recognition of PPE ltems Found at Station,
and Disposition for Non-cxisting/Missing PPL Hems. for the One-Time
Cleansing of PPE Account Balances of Governnient Agencics

RATIONALE

Property. Plant and Eguipment (PPE) generally constitute a significant
portion of the total assets of the government. usually comprising more than ity
pereent thercof.

The existence of cnormous amounts of discrepancies in PPE account
balances of government agencics has become a perennial issue and caused the non-
cstablishment of the accuracy of the PPE balances presented in the financial
statements.  Such condition. if not properly addressed would always cause an
exception in the fairness of presentation of e financial position of government
agencies and will deprive the government of reliable and useful information in
decision-making and accountability for these as-2ts.

Thus, there is a need to provide guideiines and procedures 0 assist
government agencies in coming up with reliable PPE balances that are verifiable as
to existence. condition and accountability.

COVERAGE

This Circular shall cover National Government Agencies. Local Government
Units. and Government-Owned or Controtied Corporations.

PURPOSF.

This Circular prescribes the guidelines and procedures on inventory taking,
recognition of those found at station and disposition for non-existing/missing PPE
items for the on-i-ximc cleansing of PPE accounts ol governnmient agencies 1o

\
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establish PPE balances that are verifiable as 1o existence. condition and
accountability.

ACCOUNTING STANDARDS ON PPE

4.

(Fy )

PPE arc tangible items that arc:

a. purchased, constructed. developed er othenwise aequired:

b. held for use in the production or supply of goods or services or to praduce
program oulputs;

¢. for rental to others (other than investment property):

d. [for administrative purposcs:

¢. expected to be used during more than one reporting period: and

f. not intended for resale in the ordinary course of operations.

The cost of an item of PPE shall be recognized as asset if. and only if:

2. it is probable that the future cconomic benelits or service potentiai
associated with the item will flow to the entity:

b. the cost or fair value of' the item can be measured reliabiy:

¢. beneticial ownership and control clearly rest with the government;

d. the asset is used 10 achicve government objectives: and

¢. it meets the capitalization threshold of P13.000.

The carrving amount of an item of PPE shall be derecognized on disposai or
when no luture cconomic benefits or service potential is expected {rom its
use or disposal.

GENERAL GUIDELINES

I

%Y

i

"N
.
10y

Each government agency shall conduct physical count of all its PPE. whether
acquired through purchasc or donation. ir-luding thosc constructed by
administration and found at station.

The Head of the Agency shall create an Inventory Committee composed of
adequate number of members to be able to complete the physical inventory
in three months or less. The Inventory Commitice shall have at least one
member cach from the Accounting and Property Divisions/Units of the
agency.

The members of the Inventory Committee shall be temporarily relieved of
all their regular duties to devote their full time in the conduct of the physical
inventory taking until the same is completed.

The entire inventory taking shall be witnessed by the Commission on Audit
(COA) Auditor. The Audit Team Leader andfor any of his‘her audit team
members may be assigned for the purpose. -

N
The Head of the Agency may also require a representative from the agency’s
Internal Audit Service/Unit to witness the inventory @king.
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Each government agency shall adopt a uniform property identification
system for PPE wherein a unique Property Number shall be assigned for each
PPE item, using the following numbering systen:

4

0000 = 00 =00 - 0000 -00 |

Year Purchascd < ! !

i
|
j
i
i

PPL sub-major account group F———m—m——

|

General Ledper account <— }
. . . . . [}
Serial number (one series per PPE castegoryitypeiLocation) <=

Loation/Office<t

The codes for the PPE sub-major accouit group and General Ledger account
correspond to those provided in the Revised Chart of Accounts prescribed

under the Accounting Manuals of the respective Scctors (National, l.ocat and
Corporate).

Additional digits may be used for serial number and location/office. as
necessary.

For easy identification, the Property Number shall be prominently shown in
the property sticker, in addition to the following vital information on the PP
item:

Description of the property

Model Number

Scrial Number

Acquisition Date/Cost

. Person Accountable

. Space for the validation/signature « " the Inventory Commitiee

S

mo oo

The Inventory Committee shali be responsible for the actual count to
ascertain the existence. completeness and condition of all PPLs owned by
the governiment agency.

In coordination with the Property Division/Unit, the Inventory Commitice
shall plan/strategize on how to conduct and complete the physical inventory
within the prescribed period. It shall prepare a Physical Inventory Plan (PIP)
containing, at the least, the specific assignments/duties of the Committee
members. the cut-off date and a schedule specifying the dates and locations
of the inventory taking activitics from start up to the targeted completion of
the physical inventory.

The PIP shail be approved by the Head of the Agency.

The Inventory Committee shall submit the approved PIP to the COA Audit

Team at least ten (10) calendar days before the scheduled start of inventory
taking activities.

')
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Propenty records shall be updated based on the results of the physical

inventory and reconciled with accouniing records to come up with the
reconciied balances of PPE accounts to be considered as the correct balance
of the agency’s PPEs. .

6.0  PROCEDURAL GUIDELINES

6.1

6.2

Preliminary activities prior to the conduct of inventory taking

6.1.1

tY

6.1,

6.1.3

6.1.5

The Property Unit shall obtain the lutest Report on Physical Count of
PPE (RPCPPLY/ Physical Inventory Report.

In the absence of the latest RPCPPI:/ Physical Inventory Report or iff
the same is determine to be undependable/unreliable. a standard form
(Annex A on the list of existing PPE shall be fitled up by cach office
and submitted to the Properiy Unit for verification prior to the
conduct of the actual inventory by the Inventory Commitice.

The  Accounting  Unit  shall  update  its record  of
acquisition/disposal/transter of PPEs in the PPE Ledger Cards
(PPELCs) and easurce that the total balance of PPELCs taliy with the
balances of controlling PPE accounts in the General Ledger.

The Property and Accounting Units shall compare the latest Report
on the RPCPPE/Inventory Report with the PPELCs.

The Property Unit shall prepare o fist of PP items which are
recorded in the PPELCs but not inchuded in the RPCPPE/Physical
Inventary Report as well as PPE items which are included in the
RPCPPE but not recorded in the PPELCs.

Both lists and the fatest RPCPPE/Physical Inventory Report shail be
submitted to the Inventory Commitiece. ‘These documents shall be
considered as inventory waiking papers and shall be used by the
inventory Committee as basis in preparing the PIP.

Inventory taking

°
6.2.1

The Head of the Inventory Comminee shall ensure that the inventory
taking activities are excecuted in accordance with the approved PIP.
In case there are planned activities/procedures that cannot be
ctliciently performed, he/she shali keep record of the altemative
activitics/procedures undertaken and the reasons for the deviation
from the PIP. '

The Inventory Commitice shali use the inventery working papers

provided by the Property Unit as busts for inventory taking activities.
wking into constderation the capitalization threshold of P15.000.

. \*



6.2.4

6.2.0

6.2.7

2.8

(928

6.2.9

6.2.10

6.2.11

The physical count shali be recorded/docuniented daily in a standard
Inventory Count Form (ICF). using the format in Annex A of this
Circular. which shall be used as the basis in the preparation of the
RPCPPE after the physical count.

Separate ICF shall be used for cach PPI sub-major account group
such as Land, Land Improvements, Infrastructure Asscts. Buildings
and Other Structures. Machinery and Equipment. Transportation
Equipment, Furniture, Fixtures and Books. cic. TFor case of
reconciliation. the Inventors Couni Form for cach PPE category/type
shall be subdivided by PPE General Ledger account. e.g., Machincry
and Equipment may be subdivide¢ into  Machinery. Office
Equipment.  Information  and Comimunications  Technology
Equipment. cic. The description of accounts provided in the Chart of
Accounts prescribed under the Accounting Manuals of the respective
Sectors. shall be used as basis in determining the proper classification
of'a PPE item.

All PPE items counted shall be tagged with new property stickers
containing the information provided under Paragraph 5.7 of this
Circular.

The Inventory Commiitee shall siate clearly in the ICF the condition
of the PPEs. such as: in good condition. nceding  repair.,
unserviceable. obsolete. no longer needed. not used since purchase.
cic.

PPEs found at station or items not included in the inventory working
papers, but there is reasonable basis o consider the same as owned
by the agency, shail likewise be incluced in the physical count and
tagged with property stickers.  These items shall be described as
~found at station” which shall be indicated under the “Remarks™
column of the ICF.

PPLs included in the inventory working papers but are not found
during the physical count shall be considered as non-existing/missing
PPEs per physical count. These items shall be described as “non-
existing” or “missing” which sha!! be indicated under the “Remarks™
column of the ICF.

Other relevant information on cach PPE item shall also be stated
under the “Remarks™ cotumn of the 1CT.

Upon completion of the physical count, the Inventory Commiltee
shall prepare the RPCPPE. using the prescribed format under the
Accounting Manuals of the respective Scetors.

The unit value of articles’items counted shall be taken trom
PPELCs/Subsidiary 1.gdgers (S1.s) or. if not available. from Property
Cards or other properily records.

A
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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 unn
cost/value shall be estabiished. as follows:

a. Cost/value may be assigned by the Inventory Cominitice 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
Commitiee.

The market/fair value is the estimaied amount for which an asset
could be exchanged on the date of valuation. between
Knowledgeable. willing parties inan arm’s length transaction: and

b. IFihere are items for which market fair value could not be casily
determined by the Inventory Committee. their fair value shall be
determined 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 asscts. the fair
value will be readily ascertainable by relerence o quoted prices
in an active and liquid markel.  For example, current market
prices can be obtained for land, mm-qualund buildings, motor
vehicles. and many types of plant and equipment.

If no evidence is available to determine the market value in an
active and liquid market of an item of property, the fair value of
the item may be Lstabh\hgd by reference to other items with
similar characteristies. tn simitlar circumstances and location. In
the case of specialized hmldmns‘ and ather man-made structures,
fair value may be estimated using depreciated replacement cost.

or the restoration cost or service unit approaches. In many cases.

the depreciated repiacement cosi of an assct can be established by
reference to the buving price of 2 similar assct with similar
remaining service potential in an active and liquid market. In

some cases, an asset’s reproduction cost will be the best indicator
ol 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 - Accounting Division/Unit
Copy 3 - Property Divisionstnis
Copy 4 - Inventory Commitice

Reconciliation of inventory count per RPCPPE with property and

accounting records
[ Q(\
- A
\



The Property and Accounting Units shall undertake collaborative
procedures to ensure that all PPEs included in the RPCPPL are duly recorded
in their respective records and that the Properiy Cards (PCs) maintained by
the Property Unit and the PPELCs maintatned by the Accounting Unit are
reconciled. The reconciliation shall be completed within ten (10) days from
rendition of the RPCPPE by the Invenionn Commintee.  The following
procedures shall be observed:

6.3.1 The Property Unit shall:

a. Insure that the PCs are updated by posting all unrecorded
acquisition/receipt. issue/iransfuer and disposal of PPE. if any:

b. Prepare a List of PPEs Found at Station for those items described
as “found at station™ in the RPCPPE. using the format in Annex
B3 of this Circular. and submit o the Accounting Unit for
recording in the books of accounts:

¢. Prepare PCs for items of PPEs lound at station:

d. Prepare a List of Non-Eixisting/Missing PPLs for items described
as ““non-existing " or "missing” in the RPCPPE as well as for
those with PCs and Property Acknowledgement Receipts (PARs)
on file but not included in the RPCPPE. following the format in
Annex C of this Circular:

2]

Follow the procedures for the disposition of non-existing/missing
PPLEs provided under Paragraph 7 of this Circular:

L Work together with the Accounting Unit 1o reconcile the PCs
with the PPELCs maintained by the Accounting Unit:

Renew all PARs: and

1

h. Prepare Inventory and Inspection Report of Unserviceabie
Property  (IIRUP) using the format prescribed under the
Accounting Manuals of the respective Sectors for all PPEs found
unscrviceable. absolete and/or ne longer needed.

2

6.3.2  The Accounting Unit shall:

a. Take up the necessary accounting cnirics o recognize PPLs
found at station und preparc/maintain corresponding PPELCs
based on the List of PPLs Found at Station:

. b. Take up the necessary accounting eatries to recognize loss of PPE
and to sct up the corresponding receivables from the concerned
accountable officer/personnel. pursuant to Paragraphs 7.8 and 7.9
of'this Circular:

~!



¢. Work together with the Property Unit in reconciling the
PPELCs/SL.s with the PCs maintained by the Property Unit:

d. Update the PPELCs as necessary in the course of reconctliation:

¢. Take up the necessary accounting entries to writc-oifidrop from

the books of accounts the remaining balances as of December 31,
of amounts lumped under the “Unreconciled SL™.
“Reconciling SE.7 for PPEs. and the like. which were created to
facilitate the conversion of accounts from the Old Government
Accounting Svstem to the New Government Accounting System
(NGAS) and/or Irom the manual accounting svstem to the
Electronic New Government Accounting System (eNGAS): and

{. Ensure that the total balance of PPELCs/SLs tally with the
balances of controlling PPE accounts in the General Ledger.

After completing the above reconciliation procedures. the total of the
reconciled balances for each PPLE account shall be esiablished as the correct
balance of PPE of the government agency as of iJecember 31,

7.0 DISPOSITION PROCEDURES FOR NON-EXISTING/MISSING PPEs

7
7.l

~1
L¥7)

For the non-existing/missing PPEs. the Property Unit shall:

a. Verify i the PPE items were already disposed with supporting
HRUP or transferred/donated to other government agencies with
supporting Property Transfer Report {(PTR): and

b. Submit to the Accounting Unit the original copies of the HRUP
and PTRs for disposed and transterred PPE items, for recording
in the books of accounis.

The Accounting Unit shall take up the necessury accounting entries to
derecognize disposed or transferred PPEs based on original copies of the
IRUP and PTR.

The Head of the Property Unit shall be responsible in determining the
persan/s accountable for non-existing/missing PPEs not othenvise disposed
or transterred. The accountability shall be verificd from the Property Unit’s
fileicopy ol the PARs. PCs and other available property records.

If there is a pending Request for Relief for any of the non-existing/missing
PPEs. such fact shall be indicated under the “Remarks™ column of the list.

The Property Unit shall inform the llcad of the Agency of the non-
existing/missing PPEs without pending Request for Relief and shall prepare

cmanding the production of the PPE hesshe is accountable for.  The

: \Z‘cucrs addressed 1o each concerned accountable  officer/personnel



7.6

7.7

~!
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7.9

7.10

—

accountabie oflicer/personne! shall be given five (3) calendar days to
respond to the demand letter.

The demand letters shall be signed by the Head of the Agency or designated
representative and immediately issued by the Property Unit to the concerned
accountable officers/personncel.

Il the accountable officer/personnel was able to 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
“produced/presented upon demand™ and. subscquently, inform the Inventory
Commitiee of such changes in order to amend the RPCPPLE.

If the accountable officer/personnel was not aole o produce the PPE item.
such fact shall be indicated under the “Remarks™ column of the List of Non-
Existing PPEs.

Atter gathering all the necessary information by performing the preceding
procedures. the Property Unit shall submit te the Accounting Unit the List of
Non-Existing/Missing PPEs. with complete information on which PPEs
could not be produced upon demand and those which have pending Requests
for Relief. as weill as the corresponding accourtabic officers/personnel.

The Accounting Unit shall take up the necessary accounting entries to
recognize in the books of accounts the loss of PPE and 1w set up the
corresponding reccivables from concerned accountabic officers/personnel
for the non-cxisting/missing PPEs that could not be produced upon demand.
It shall Tikewise check if appropriate accounting entries were already taken
up recognizing the loss of PPE and sciting up o accountability for those with
pending Requests for Relief: otherwise, it shall efiect the neeessary
accounting entrics.

I'he amount o be set up as reccivables over the loss of depreciable assets
shall be based on depreciated replacement cost. which is replacement cost
(current market price) less accumulated depreciation calculated on the basis
of replacement cost.

It there are non-existing/missing PPEs for which accountability couid not be
cstablished  despite exhaustion of all diligent cfforts, the following
procedures shall be followed:

a. The Head of the Agency shall cause the conduct of an investization 1o
determine the last known location/ottice where the missing PPE items
were issued/installed, person accountable. circumstances ol the loss. and
the persons responsible for the loss. among others:

b., If' accountability/responsibility over the nissing PPE was pinpointed
after investigation, demand shall be made from the accountable
personnel to produce the item or pay the depreciated replicement cost
thereot”



¢. The Accounting Unit shall be furnished the certified copy of the
investigation report and demand letter to be used as basis to recognize
loss of PPE and to set up the comesponding receivables from the
concerned accountable officer/personnel: and

d. I accountabilitv/responsibility vver the missing PPI: could not be
pinpointed after investigation. authority for derecognition thereof from
the books of accounts may be requested from ihe COA, in accordance
with Paragraph 8 of this Circular. Pending the grant of authority by the
COA. the said PPEs shall remain in the books of accounts.

PROCEDURES IN THE DERECOGNITION OF NON-EXISTING/MISSING
PPEs WITHOUT AVAILABLE RECORD OF ACCOUNTABILITY

8.1 Non-existing/missing PPEs without available record of accountability shall
be derecognized from the books of accounts only upon the grant of specific
authority by the COA.

8.2 The Head of the Agency shall file the request for awthority to derecognize
non-existing/missing PPEs to the COA Audit Team Leader (ATL) andfor
Supervising Auditor (SA). if the following conditions are met:

a. The PPE has alrcady exceeded its estimated useful life. hence, uts
carrving value is equivaleni to its residual valuce.

The estimated useful life of PPEs shali refer 1o the estimation made by
the government agency on its PPEs, i any, as disclosed in its Notes to
Financial Statements for the immediately preceding year, otherwisc, to
use the Estimated Uscful Life of PPE by classification provided under
COA Circular No. 2003-007 dated December 11, 2003: and

b. Accountability/responsibility over the missing PPE could not be
pinpointed afier the conduct of investigation for the purpose.

8.3 The request shail be supported with the following documents:

a.  List of Non-Existing/Missing PPLs and their carrying values certified by
the Heads of the Property Unit and the Accounting Unit and approved by
the Head of the Agency:

b. Certification by the Head of the Accounting Unit that the non-
existing/missing PPLs had already oxceeded their estimated usetut lives:
andd

c. Centified copy of the report of investigation conducted pursuant to
Paragraph 7.9 of this Circular.

S.4 Jpon reccipt of the request. the ATL and the S shall assign a reference
number. verifv and validate the submitted documents and decide on the
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8.1l
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requests for authority to derccognize non-existing PPEs for amounts not
exceeding P100.000.00 per PPL item within fificen (15) working days from
receipt thereof.

In case the basis for denial of the request by the A'TL and the SA is failure o
comply with the conditions and requircments under Paragraphs 8.1 and 8.2,
the Head of the Agency may refile the request for derecognition before the
ATL and the SA provided that the basis for denial has been satistaciorily
complied. The AT, and the SA shall decide on the request within fifteen
{15) working days from reeeipt thereof.

The Head of the Agency may appeal from the decision of the ATL and the
SA to the COA Cluster Director (CD)/Regional Director (R1) who has
jurisdiction over the government agency under audit within fifieen (15)
working days from receipt of the decision. The CD/RD shall decide on the
appeal within fifiecn (13) working days {rom receipt thereof. The decision
of the CD/RD on the appealed request is final and non-appeaiable.

For amounts exceeding P100.000.00 per PPE item. the A VL and the SA shall
forward the request and the entire records to the CIYRD. together with their
comments and recommendations. within fifteen (i3) working days {rom
receipt thereof,

The CD/RD shall review the entire records of the requests and shall decide
on amounts involving more than  P100.000.0¢ but not exceeding
P1.000.000.00 per PPE item within fifteen (13) working days from reccipt
thereof.

In case the basis for denial of the request for derecognition by the CD/RD is
failure to comply with the conditions and requirements under Paragraphs 8.1
and 8.2, the Head of the Agency may refiic the reguest for derecognition
betore the CD/RD provided that the basis for denial has been satisfactorily
complied.  The CIYRD shall decide on the request within fifteen (15)
working days Irom receipt thereof.

The Head of the Agency may appeal from the decision of the CI/RD to the
Assistant Commissioner (AC) of the Sector within {ifteen (15) working days
from receipt of the decision. The AC shall decide on the appeal within fifteen
(13) working days from receipt thereof. The decision of the AC on the
appealed request is inal and non-appealable.

For amounts exceeding P1.000,000.00 per PPE item. the CD/RD shall
forward the request and the entire records together with  hissher
recommendation to the AC of the Scctor within fifteen (135) working days
from receipt thereof.

The AC of the Sector shall review the entire records of the requests and shall
decide on amounts exceeding PP1.000.000.00 per PRI item within [ificen (15)
working days from receipt thereof.



9.4

8.13

S.14

In case the basis for denial of the request for derecognition by the AC of the
Scctor is failure 1o comply with the conditions and reguirements under
Paragraphs 8.1 and 8.2. the llead of the Agency may refile the request for
derecognition before the AC provided that the basis for denial has been
satisfactorily complied. The AC shall decide on the request w ithin fifteen
(15) working days from receipt thereol.

The Head of the Ageney may appeal from the decision of the AC of the
Sector 1o the Commission Proper (CP) within fifteen (13) working days from
receipt of the decision. Filing fee is required ai the rate prescribed under the
2009 Revised Rules of Procedures of the COA. The decision of the CP is
{inal and non-appeaiable.

The Accountant shall:

a. Prepare 2 Journal Entry Voucher within fificen (13) working days upon
receipt of the decision granting the authority to derecognize PPEs. for
approval of the Head of the Agency. effect the necessary accounting
eniries in the books of accounts. and c¢nter the acquisition cost of the
derecognized PPEs and their carrving values in the Registry of
Derecognized PPEs (RDPPE). using the format in Annex D of this
Circular:

b. Submit the JEV to the COA ATL, supported with the certificd copies of
the approved request for derecognition including the records/documents
pertaining thereto:

. Keep as permanent (ile, the RDPPE as well as the copy of the approved
request for derccognition including the records/documents pertaining
thereto: and

d. Provide appropriate disclosure on the derecognized PPEs in the Noies to
the Financial Statements.

ACCOUNTING ENTRIES AND DISCLOSURE IN THE NOTES TO THE
FINANCIAL STATEMENTS

9.1

&

The illustrative accounting entries for ihe recognition of PPEs found at
station, recognition of loss of PPEs. writing-oflidropping from the books of
accounts the remaining bzlances amounts lumped under the unreconciicd
SLs of PPEs. and derccognition of non-cxisting/missing PPEs are shown in
Annex k.

Disclosures on PPE in the Notes to the Financial Statements shall include
information on: '

a. The total amount of non-cxisting/missing PPEs included in the PPE
balance. supported with breakdown as to sub-major PPL account group.
together with the following additional information, as applicable:



10.0

11.0

i. A request for authority for derccognition has been filed and still
pending with the COA siating the date of filing thereof. or. still
to be filed: and/or

it.  The amount and breakdown el derecognized PPEs which were
transferred to the RDPPE based on the authority of derecognition
granted by COA: and

b. PPEs found at station which are still needing appraisal. supported with
breakdown as to sub-major PPI account group.

SUNSET PROVISIONS

After the cut-off date set by the Inventory Comumittee in the PIP, the
Accounting and Property Units of government agencies shall ensurc that the proper
accounling and repor{ing procedures for all
acquisition/receipt/issuc/transfer/disposal of PPEs pursuant to the Accounting
Manuals of respective Scetors, and other relevant iaws. rules and regulations are
strictly followed. This Circular is issued for one-time cleansing of PPE account
balances; thus, in no case shall the herein procedures be used 1o further derecognize
non-existing/missing PPEs and/or cleanse subsequent discrepancies or unreconciled
balances in PPIZ accounts.

EFFECTIVITY

This Circular shall take effect immediately.

_},,/
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PPE Account Greup:

Agency Name
tist of PPEs Found at Station

Anncx 8

New
rson
Atticle/item Destription Property Pe Unit Cost/Value Total Cost/Value Remarks
No. Accountable
assigned

Prepared by:

Prirted Name and Signature

Date:

Progerty Personnel

Revieweti by:

Printed Name and Signature

Head, Prepearty Yniy

[N




PPE Account Group:

Agancy Name
List of Non-Existing/Missing PPEs

Annex C

Article/item

Description

old
Property
No.

Person
Accountable

Unit Cost/Value

Total Cost/Value

Remarks

Brepared by:

Printed Name and Signature

Properly Perscnrel

Date:

Reviewed by

Printad Name and Sigrature

Head, Property Unit




Agency Name

Registry of Derccognized PPES (RDIPL)

Annes D

Reforence

Date ho.

PPF Account

Oezcripticn of PPE

Cost

Aceumulsted Depreciation

Ascumulated impairment {osses

Curying Value

Autkority
Fesene dete 2l g2 ant)

Fite index




1llustrative Accounting Entrics:

i. Recognition of PPES found at station:
Account Title Debit
Technical and Scientific Equipment
Accumulated Surplus/Deficit
To recognize techmical equipment found at siation.

2. Recognition of loss of PPE and sctting up accountahility of accountahle officer
Account Title Debit

LLoss of Assets

Accumulated Depreciation - Office Equipment

Accumulated Impaimicent Losses - Oftice Equipment
Office Equipment

To recognize loss of office equipment.

Due from Officers and Employees
Other Deferred Credits
To set up accountability of accountable officer
Jor lost office equipment.

3 Writing-Of’Dropping of remaining balances of wnreconcited SL for PPLs
Account Title Debit
Accumulated Surplus/Deficit
Oflice Equipment
To write-off remuaining balance of unreconcilc:!
SI. for Office Equipment

4. Derecognition of non-existing/missing PPEs with auhoruy jrom CO.
Loss of Asscts
Accumulated Depreciation - Office Equipment
Accumulated Impairment Losses - Office Equipment
Accumulated Depreciation - Medical Equipment
Accumulated Impairment Losses - Medical Equipment
Office Equipment
Medical Equipment
To derecogiize office cquipment and medical
cquipment with authority from CQO-L

XXX

XXX
XXX
XXX

XXX

XXX

XXX
XXX
XXX
XXX
XXX

Anncx E

Credit
XXX
Credit
XXX
NXN
Credit
XXX
XXX
XXX



