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REGloN VII -CENTRAL VISAYAS
Schools Division of Cebu Province

Office ®f the Schools Division Superintendent

DIVISIORT MEMORANDUM

No.      ?\\ s.  2023

SUBMISSIORT OF MIDYEAR INVENTORY AND PROPERTY REPORTS FOR FY 2023

To                   Public schools District supervisors/ OICs
Elementary and Secondary School Heads/TICs
District/ School Property Custodians
Administrative Officer 11
All Others Concerned

1,   Pul.suant to Commission on Audit (COA) Circular No. `2022-004 dated May 31,
2022 T*e:.  `Cctw±dellnes  on the  Implemeutathon  Of See.  23  Of the  General
Provisions   Of  Repumie  Act   peA;)   No.   11689   also   haown  as   Gerueral
Appropriattoirs  Act  (GAA:) fior  ELscal Year  {FY]  2022",  an Schoch Praperty
Custodians,  including  Administrative  Officers  11  of  Implementing/Operating
Units (IUs/ OUs) of the Division of Cebu Province, are hereby instructed to submit
the Semi-Annual Inventory and Property Reports through the Supply Section of
this Office.

2.   In  cognizance  of the  large  scope  of responsibilities  covered  by  the  property
custodianship works and of Item 5.2` of COA Circular No. 2020-006 which states
tlELat,  aThe Head Of the Agencg shall create cm lrmerfrory Comndltee composed Of
czczequofe number o/ me77iz}ers", it is hereby directed that the field shall create a
School Inventory Committee who will carry out the physical inventory-taking and
ascertain the veracity of the reports submitted from the field.

3.  In view of the Circular's governing guidelines, the minimum composition of the
School Inventory Committee, shall be as fonows:

School Inventory Committee
Administrative Officer II/ School Property Custodian Chairperson
Administrative Assistant II/ HI (Designated

Vice ChairpersonAccounting Repre sentative)
Teachers (ICT/ LR Coordinator) Member/s

The  members of the  School Inventory Committee are  expected to  performi the
following duties and responsibiffies:

3.1.     Conduct physical count of all inventories of suppfies,  semi-expendable
properties  and  PPEs whether acquired through purchase  or  donation,
including those constructed by administration and found at station



1{\

3.2.     Ascertain   the   existence,   completeness,   and   condition   of  all   semi-
expendable properties and PPEs owned by the school and the Division
Office

3.3.     Update records based on the results of the physical inventory-taking and
reconcile   balances   of  Inventory.  and  PPE  Accounts  with  the   SDO-
Accounting Unit and SDO-Supply Unit through the Senior Bookkeeper for
IUs and OUs

4.  The School Property Custodian shall be responsible for the actual physical count
of property and for ascertaining the  existence of all properties,  supplies  and
materials  issued  and  on  stock.   Correspondingly,  the  recording,  valuation,
appraisal or costing of unvalued properties and items including disposals and
wastage  thereof  shall  be  the  responsibility  of  the  SDO-Accounting/Senior
Bookkeeper or the  school's  designated a.ppraisal personnel.  Any adjustments
made in the records pertaining to supplies, materials and properties should be
promptly recorded  and prepared,  bearing the  knowledge  and  consent  of the
School Head.

5.  Relative to this, property custodians and school heads are also required to submit
their  applications  for  disposals  through  the  submission  of  Inventory  and
Inspection Report for Unserviceable Property (IIRUP), Inventory and Inspection
Report for Unserviceable  Semi-Expendable Property (IIRUSP) , Waste Materials
Report (WMR) and other necessary attachments, in preparation for the conduct
of "One-Tilne Cleansing of PPE Accounts of Government Agencies."

6.  The following inventory and property reports must be consolidated per district
except for implementing/operating schools and must be submitted in soft copy
(excel forma.t) to depedcebusupply@gmail.com on or before July 03, 2023, to
wit:

6.1.     Report on the physical count of lnventories (RPCI)
6.2.     Report on the physical count of semi Expendable property (RPCSP)
6.3.     Registry of semi-Expendable property Issued (RegspI)
6.4.     Report on the physical count of property, Plant and Equipment (RPCPPE)

7.  The record data cut-off date of the aforementioned reports shall be on June 15,
2023. All signed hard copies shall be collected after the actual validation and
review of the Division and District Validation Team which will be scheduled and
announced separately.

8.  Immediate dissemination of this memorandum is enjoined.

/.'.-t'r'`th`,
SENEN PRISCILO P. PAULIN, CESO V

J--,-:

chools Division Superintendent

Address: lpHO Bldg., Sudlon, Lahug, Cebu City
Telephone Mos.: (032) 255-6405
Email Address: cebu. province@deped.gov.ph
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