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Region VT暮- Central Visayas

SchooIs Division ofCEBU PROVINCE

O鮪ce the SchooIs Division Superintendent

DIVISION MEMORANDUM

No. え王で,S.2024

Aph1 24, 2024

DOCUMENTARY REQUIREMENTS AND GUIDELINES FOR R田LIEF OF

ACCOUNTABILITY FOR ACCOUNTABLE OFFICERS OF LOST, STOLEN,

DESTROYED AND DAMAGED PROPERTIES

To: fublic SchooIs District Supervisors/OICs

Elementary and Secondary SchooI Heads

Administrative Officers II

District/ SchooI Property Custodians

All Others Concemed

l. In line with the implementation of recommendation based on Audit Observation

Memorandum (AOM) No. 2O24-012 dated March 18, 2O24 regarding the

“re施b搬g, aCouγaCg and e亮sきeれCe QfPPE accolmt baZcmces”, this Office hereby issues

the directive to ensure, facilitate the valuation and resolution of applications for relief

Of accountability with utmost accuracy and dispatch.

2. The O飾ce, through the Division- Property and Supply Unit, maintains the basic

adherence to Section 73 0f P.D. 1445, that the application for relief from

accountability should be accompanied by “available supporting evidence’’, that

Credit for the loss contemplated therein shall be allowed only ``whenever warranted

by the evidence", and that non -COmPliance with such requirement is a bar to the

grant of the relief applied for.

3. It also bears emphasizing that the delays in the disposition/resolution of the

aforesaid requests contributes to the accumulation of backlogs and hinders

reconciliation of accounts. Hence, the fo11owing documents called for thereunder

Should accompany the pertinent requests for relief to be submitted to the

Commission on Audit (COA) through the Division-Property and Supply Unit for

Cleansing, mOnitoring and reconciliation as follows:

REQUEST FOR RELIEF OF ACCOUNTAB重LITY Documentary Requirements :

(COA Me肌oγandtJm No. 92-75J, GAAM l硯. J, PD J44与)

3.1. The basic notice ofloss to be filed immediately by the Accountable O航cer or

PerSOn having custody thereof to the Auditor concemed

a. In case ofdelay in the珊ing ofthe aforesaid notice and request, Satisfactory

explanation or the reason(S) for such delay should be submitted, after

Which the reasons/explanation given should be verified/COnfirmed by the

Auditor concemed
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b. Ifthe occurrence ofthe loss has also been reported to other police agencies,

like the NBI, CIS, etC., the progress/final investigation/incident report

thereon should be submitted

c. For losses ofaccountable forms, immediate issuance of notice of loss shall

be executed specifying the kind, quantity and inclusive series/COntrOl

numbers of the lost accountable forms and the place or places where, and

approximate date/S When the same are lost /COA C[r鋤tZclγれO. 84-233,

AtノguSき2ら1984)

3.2. Application for Relief of Accountability shall be filed by the proper

Accountable O能cer within the reglementary pehod of 30 days from the

OCCurrenCe Of the loss supported by the following supporting evidence

Whichever are applicable :

a. A鱒王davit or Swom Statement of the proper Accountable O鯛ce富on the

facts and circumstances surrounding the sald loss. The A触davit executed

by the Accountable O純cer must state at least the fo11owing facts:

a. 1. Property lost and its valuation

a.2. Actual date in which the absence was first noted

a.3. Manner of disappearance

a.4. Efrorts put forth to recover the same

a.5. Provisions made to safeguard the property

a.6. Date when the loss was reported to the auditor and the police

authori tie s

b. Joint a臆davit of two (2) disinterested pe重Sons Who have personal

knowledge of such fact/1oss. In case it is not possible to obtain the

Statement Of two disinterested persons and only one is available, Or nOne

at all, SuCh fact should be set forth in the a能davit ofthe person requesting

relief, giving the reasons therefor.

C. Comments and/or reco皿mendation of the Agency Head pαSed oれthe

resu庇Qf軌e ageれCg七血/eS垂yafroれC肌C! shaZZ be secL研eCZ bg the SDCy

d. Comments and/or re○○mmendation of the Auditor /S血aZZ be secLlreCZ bg

tれe SDC)) as a result of the investigation and evaluation of the causes of the

loss and the evidences submitted, Which shall be listed in his endorsement,

taking into consideration the degree of diligence exercised by the Accountable

O綿cer in the safekeeping of govemment property under his/her custody so

that negligence on the part of the Accountable O能cer is not an attributable

factor to the causes of the loss;

For negligence to exist, there must be an omission to do something which a

reasonable man, guided by consideration which ordinarily regulates the

COnduct of human a餓rirs, WOuld do;

e. Report of Lost, Stolen, Damaged, Destroyed Property (RLSDDP)

(Appendix 75) or Report of Lost, Stolen, Damaged, Destroyed Semi一
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Expendable Property (RLSDDSP) (Annex A.9 of COA Circular No. 2O22葛

004)

f. Copy of Memorandums Receipts (S) i.e. Property Acknowledgment

Receipt (PAR)/Inventory Custodian Slip (ICS)/Property Transfer Report

(PTR)/Inventory Transfer Report (ITR), Delivery Receipt (DR), etC. COVering

the properties sutlject of the request and other pertinent documents

Warranting the acquisition, CuStOdianship and accountability of the items

g. Authenticated pictures showing the site/O綿ce or govemment properties

razed by the fire, force majeure or robbery/theft incident whichever is

applicable

h. Report on Cash E糧amination conducted immediately after the loss (ゆγ

CaS h弓os ses)

Additionally, in case of the following incidents/OCCurrenCe:

月脇田

a. The progress and/Or final report of the 10Cal Police/Fire Department or Station on

the incident;

b. Detailed list of govemment properties/inventory retrieved a縄er the鯖re on the

affected site/1ocation, Stating therein the acquisition cost/book value of each item;

C. Fire insurance policy, if any, COVering subject property. If the property is insured,

information as to whether or not the Agency concemed has already been paid the

PrOCeeds of the said insurance policy should be secured and, if so, eVidence to this

eIfect should be submitted. If the property has not been insured, reaSOnS tO this

eIfect should be submitted.

う鱒場F富のR尺OB朗漁り鱒のLD-ひP

a. Progress and/Or Final Police report on the theft or robbery case

a.1. In cases of theft or robbery including with force upon things (destruction of

Padlocks, doors, Windows jalousies, etC.), information as to whether or not the

Premises of the govemment Ageney or o鯖ce concemed are manned by

SeCurity guards. If so, the respective Swom Statements or A縦davits of the

guards respecting the incident should be obtained and submitted・

a.2. A certified true copy of the contract of security/Services entered into by and

between the govemment o能ce and the security agency should also be

Submitted

a.3. If the Security Guard(S) is found to be negligent in the premises, a

recommendation to the Agency Head should be made that appropriate action

be instituted to enforce the civi1 1iability of the security guard and/Or SeCurity

agency concemed

a.4. In cases oftheft or robbery/hold-uP Ofgovemment cash/flmds to be deposited

With or withdrawn from a depository bank, information as to whether or not

the proper accountable o餓cer was escorted by a policeman or security guard
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Should also be submitted, tO the negative, eXPlanation to this effect should be

Submitted

a.5. Final Police Report must show the steps taken by the police authorities to

recover the property lost, aPPrehend the suspect(S) and the present status of

thecase

b. Detailed list of govemment properties/inventory retrieved a髄e重 the robbery

incident, discIosing the book value of each item or exact amount of

govemment/ CaSh invoIved

FORC雷舶AJ放肱恩解AR鯖圃0肌1K留,ぐ門閥○○NS, Eなじ・)

a. Detailed list of govemment properties/inventory retrieved afte章the calamity

b. Certification of the proper o能cial ofthe local PAGASA or other similar govemment

Agency (Police, Fire Chief, Provincial Govemor/Mayor) on the actual occurrence

Of the calamity specifying therein the approximate or exact time the incident

happened and the areas or places a鯖ected by the calamity and/or insurgency

C. Inspection Report on the extent of damage on insured property by the Disaster

Risk Reduction and Management O縦ce

4. Lost property and the related accumulated depreciation and impalrment loss sha11

be derecognized in the books upon receipt of the Report of LOSt, Stolen, Damaged,

Destroyed Property (RLSDDP) (Appendix 75) or Report of Lost, Stolen, Damaged,

Destroyed Semi-Expendable Property (RLSDDSP) 44れれeX A.9 Qf COA CI7ouiar No.

2022-004J supported by a Notice of LOSS PrePared and submitted by the Accountable

O飾cer. The loss sha11 be charged to account “Loss ofAssets” at an amount equal to

it car重ying amount.

5. In view hereof〕 the Division-Property and Supply Section sha11 see to it that the

PrOVisions of this Memorandum are observed and implemented.

6. For widest dissemination and strict compliance.

鮎,
SENEN PRISCILO P. PAUL宣N, CESO V

/竹SchooIs Division Superintendent J
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DIVISION OF CEBU PROVINCE

Annα A.9

Entity Name :

REPORT OF LOST, STOLEN, DAMAGED OR DESTROYED

SEMI-EXPENDABLE PROPERTY

Fund Cluster:

Department/O簡ce: AccountableO飾cer: ●●● 

RLSDDSPNo言 RLSDDSPDate: ICSNo.: 重CSDate: 

P。1iceNotified:□Yes
PoheeStation; 

Da章e; 

[コNo 

StatusofProperty:(checkapplicablebox) 

□ Lost □ Damaged 

□ stolen □ Destroyed 

PropertyNo. De§Cripdon AcquisitionCost 

Circumstances: 

Ihcrebycertifythattheitem/sandcircumstancesstatedabovearetrue 

Notedby; andcoHCCt. 

Signatureover GovemmentIssuedID 

PrintedNameoftheAccountableOfficer 

Datc 

SignatureoverPrintedNameofthe[mmediate 

SupervlSOr 

Da章e 

Ⅱ)No∴ 

DateIssued: 

SUBSCRIBEDANDSWORNtobeforemethis dayof ’a餓antexhibitingtheabove 

govemmentissuedidentificationcard. 

Doc.No. 

PageNo. NotaryPublic 

B○○kNo. 

Se丁icsof 

イ
184
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REPORT OFしOST, STOLEN, DAMAGED OR DES丁RoYED

S岳IVl○-EXPENDAさしE PROpERTY

(R」SDDSP)

鵬瑠UC T]ONS

^. This report sha= beし一SCd by tl-C aCCOuntable officer/empIoyee to rcport or notif)′ Withi一一30

days the o節cials conce「ned of the loss. theft’damage or destr‘一Ction ofthe semi-eXPendablc

property whe血e「 issued or unissued. The RLSDDSP sha= sllPPO「t the subsequent request for

relief from property accolllヽtab掴ty.

B. This fom sha= be acco111PlishCd as follows:

上 Entity Namc - 11ame Ofthe agenCy/entity

2. Fund Clus(e「 - thC ftlnd cluster name/code in accordaIICe With un誼ed accounts codc

St「し1C章u「e

3. Departmen-IO皿c - Placc ofassignment ofthe ^O

4. Accountab!c Of億ccr - name Of empIoyee/omcer acco周一tablc to the Iost, StOIc'l,

damaged or destr()yed semi-eXPendable property

5. Designalion -designaliol一朝e ofthe AO

6. RLSDDSP No.一nしImbcr assigned to the report by the Propclty and/or Supply CustodiaI-

for cont「oI purposes as fo=ows‥

0000 -00 - 0000

」→ Seriai …111ber(One Series foreach yca「)

Mol油1

Yca「

7. RLSDDSP I)atc - datc ofthc preparation ofRLSDDSt,

8. Inven(ory Custodian Slil) (ICS) No. - COntTOI number assigI-ed to the lCS by油e

Property and/o「 S`一PPly Custodian

9. ICS Date- date ofthC P「ePa「ation ofthe ICS

lO. Po萱ice Noti鯖ed - infomation on whether the police a面llOrities were infomed o白he

incident that occ用でCd. PIIt a Check叫" mark on the box (br “Yes,, or “No,,; for “Yes,、

answer, illdicate thC POlice station and the date of not誼cation/blotter (attach Police

Repo巾)・

. Status ofSemi-eXPendab!c Property - Put a Check `中mark o-1 the box as to the statllS

Of the scmi-eXPeIldable property

12. Property No. - P「OPCrty剛mbe「 assigned to the invc-1tO「y item that was Iost. stolen,

damaged or dcst「oyed

13. Descriplion -- bricfdescription or details ofthe property incfuding serial number, ifany

14. Åcquisition Cost - COSt Ofthe ProPerty lost, StOlen, destroyed o「 damaged

15. Circumstanccs - b:1Ckg「ound ofthe incident such as‥ timc, PIace and the occ冊¦.enCe山at

took place inclllding tl-C Witncsses

C. The cert揺cation ofthC Accolmtable O鮒cer sha= be as fo=ows:

``I heI・eみ) CeI・l砂//1a! lhe i/eIII/? a部1 circ初′研anCe$ Wa/e〈1 “あove o′・e /rue aJ7d coI・reC/.

飾gnaI`‘′・u OVer P′・i′71e`1 Na′,7e Q/lhe Acco’′′′l`一bIe

鋤cer

DaIe ’’

(〕0VC「周れcn( Issued ID

!D issucd:

Datc Issucd: 叶†



/(ImeXA.9

D. The lmmediate Supervisor o白he Accountable O飾ccr sha= a節x his/her slg'lature OVer

printcd name in the `くNoted by,, portion in the report.

巳. Tlle rCPOrt Shall be nota「ized.

F. 1t sha= be prepared in four (4) copies distributed as fo=ows:

0′・igina/ - ChiefAcc。しmtan(州ead ofAcco…高ng Division仙nit (fbr JEV

p「epa「a高on)

C叩y2 - CO^ ∧`一ditorしasrequiredbyScc. 73(1)ofP.D.No. 1445j

Copy j - Property and/or SupplyUnitO鮒cer

Cqfツ4 - Accountable Of轟cer forfile

G. ∧= doc…1el-tS Pertaimng tO the Said property shall be attached to this fo「nl.

H, Thc Property and/o「 Supply lJnit Offroer sha旧ndicatc the fair value/repiaceme一一t COSt in the

fo「n同nd submit photocopy 'o油e Accounting Division八Jnit.

I.冊e Accounting Division/Unit will compute fo「 the cしIrrent rePlacement cost with thc same

co'一dition and specifroations ofthe lost semi-eXPendable p「operty at the time of loss.

〃
用
伊
I
I
し

.
生

細
田
晴
間



獄で抑寄航of明神囲画面8

狂印餌血…章O掴めひ融i…

Region VIl, Central Visayas

DrV量SION OF CEBU PROVINCE

A瑠endix 75

REPORT OF LOST, STOLEN, DÅMAGED OR DESTROYED PROPERTY

En書ity Name ;
Fund Cluster:

Dep租巾menuO飾ce: AccountableO飾cer. 

RLSDDPNo言 

RLSDI)PDate: PARNo言 PARDate: 

Desig血ation: PoliceNotified‥□Yes
Po!iceStatien: 

D租章e: 

□No 

StatusofProperty:(CheckappllCablebox) 

□ Los書 □ Da皿ged 

□ s書olen □ Dcst「oyed 

Prope巾′No・ Desぐrip瞭on AcquisitionCo§t 

Circumstances: 

Iherebycertifythattlleitem/sandcircumstancesstatedabovearetrue 

Notedby: andcorrect. 

SignatureoverPrintedNameoftheAccountableO餓cer 

Date GoverlmentIssuedID: 

SignatureoverPrintedNameoftheImmediate 

SupeⅣiso「 

Date 

IDNo∴ 

Date重ssucd: 

SUBSCRIBEDANDSWORNtobeforeme姐s dayof a餓antexhibitingtheabove 

goverrmentissuedidentificationcard. 

Doc.No. 

PageNo. NotaryPublic 

B○○kNo. 

Seriesof 

184∠1 



REPORT OF LOST] STOLたNI DAMAGED] DたS丁ROYED PROPER丁Y

(RしSDD甲)

1NS TR 〔/CHONS

A. This fom shall be used by the Accountable O飾cer to report or notify the auditor ofthe COA’the

chief Accountant and all others concemed ofthe lost, StOlen, damaged or destroyed property.

B. This fom shall be accomplished as fo=ows:

l. Entity Name - name Ofthe agency/entity

2. Fund Cluster - the fund cluster name/code in accordance with UACS

3. Department/Offroe - Place ofasslgnment Ofthe AO

4. Accountab!e O飾cer - name OfempIoyee/o鮒cer accountable to the lost’StOlen・ damaged or

destroyed property

5・ Designation - designation title ofthe AO

6. RLSDDP No. - n皿ber assigned to the report by the Supply and/or Property Custodian for

controI purposes as follows:

華諾享1(。neSerlCS母)

7. RLSDDP Date - date ofthe preparation ofRLSDDP

8. PAR No. - COntrOl number assigned to the PAR by the Supply and/or Property Custodian

9. PAR Date - date ofthe preparation ofthe PAR

l O. Po!ice Notified - infomation on whether the police authorities were infomed ofthe incident

that oc。u.red. Put a check ・・車mark on the box for “Yes,, or `No’’; for ``Yes’’answer,

indicate the police station and the date ofno輸cation/blotter (attach Police Report)・

1 l. Status of Property - Put a Check “中mark on the box as to the status ofthe PP王

12. Property No. - PrOPerty number assigned to the property that was Iost. stolen・ damaged or

des廿Oyed

1 3. Description - brief descrlPtion or details ofthe property including serial number言f any

14. Acquisition Cost臆COSt Of the property lost’StOlen’destroyed or damaged

15. Circumstances - background of the incident such as: time, Place and the occurrence that

took place including the witnesses

C. The cer蘭cation ofthe Accountable O珊cer shall be as follows:

“I Aeredy cer砺′ /hal /he //em太。nd circ己伽/ancesI J}/a/ecJ c,bove c're mue 。nd correct.

S略na克/re OVer PrinI訪Name (所he A cco!lntah/e

(〕卵cer

Dale ’’

Government Issued ID

ID issued:

Date Issued:

//脅
185



D. The lmmediate Supervisor of the Accountable Officer shall affix l-is爪er slgnature OVer Printed

name in the “Noted by’’portion in the report.

E. The report shall be notarlZed.

F. It shall be prepared in four (4) copies distributed as fo11ows:

0riginaI - Chief Accountant/Head of Accounting DivisionAJnit (for JEV

PreParation)

(’(均ツ2 - COA Auditor (as required by Sec・ 71(3)ofP.D. No. 1445)

(「(砂)3 - Supp[y and/orProperty Unit Omcer

(旬y4 - Accountable Officer forfile

G. All documents pertaining to the said property sha11 be attached to this fom.
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