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QP-RO13-FAD-07
Dosument Code

DrLG - REGTON Xrrr (CARAGA)

QUALITY
PROCEDURE (QP)

Rev. No. Eft Date Page

PROCEDURE TITLE TNVENTORY & DISPOSALOF FDIED ASSETS IPROPERTIES& EQUIPMENTJ

SCOPE
This process starts from conducting inventory of equipment and other properties up to
disposal of unserviceable items

PURPOSE
To ensure thatthe equipmentand other properties are checked and verified as to
specifications and whether serviceable and unserviceable.

PROCESS DESCRIPTION

INPUT PROCESS OUTPUT

End User

Updated list of
PPE Inventory

Inventory and Disposal of
Fixed Assets fProperties &

Equipment)

Final report of
PPEs, [RUP, Accounting

-:[PTfdEErREp'6't Section, CoA

DESCRIPTTVE STATEMENT:
In compliance to COA Rules to conduct an inventory of Plants, Properties and Equipment IPPEs) and other
equipmenL

Step
No.

Responsible
Personnel PROCESS/ACTrvrTv Details References

INVENTORY

L Inventory
Team

Checking of Records (
updated PPEs)

Check specifications of all
properties and equipment

Report of
(PPEs of
previous year
& updated)

2 Inventory
Team

Conduct physical count of
inventory of PPEs at FOUs
and RO

Make courtesy call of the head
ofFOUs

Conduct inspection and physical
count of properties and
equipment as to quantity,
specification, and its condition

Ask designated property office
to reconcile the newly
purchased equipment to be
included in t}te inventory taking

Checklist of newly
purchased equipment
is included

3 lnventory
Team

Finalize the PPEs The lnventory
consolidate and
PPEs

Team will
finalize the

Endorse the final PPEs to
Agenry Head for approval

After it has approved, final
report of PPEs must be
submitted to Accounting and
COA ( for Annual Report),
Central Office

Final and
Updated/Consolidated
report of PPEs

4 Inventory
Team

Retain records Retained Documented
Information in accordance with
the control of Documented
Information procedures I R13-

R13-SP-02
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QUALITY
PROCEDURE (QP)

RO13-FAD-07
Document Code

PageRev, No, Eff. Date

Step
No.

Responsible
Personnel PROCESS/ACTNTIY Details References

sP-02)

DISPOSAL

5 GSS/Property
Officer

Prepare Disposal
Documents

Prepare IIRUP for properties
that are subject for disposal;

Prepare Appraisal Report

Prepare checklist of
unserviceable items for heavy
equipment and vehicles

Recommend Disposal & Awards
Committee to conduct meeting
and sign all necessary
documents to be disposed

Submit a copy to COA Unit
Office

Updated PPEs

IIRUP

6 GSDS/Propert
y Officer

Assist COA Technical
Inspector for the actual
inspection of items for

Conduct inspection together w/
COA Technical Inspector

IIRUP,lnventory of
PPEs, COAS Reporft

7 DAC Head
Secretariat

Received Appraisal Review
Report on Property for
Disposal from COA

Conduct DAC meeting and
recommend the HOpE the mode
of Disposal

Prepare ITB

PPEs, IIRU P, Appraisal,
Waste Materiaiit"po.i
ARE,ICS

8 GSS Publish/fu rnish copies of
ITB to prospective bidders

o Publish the ITB in at last 3
conspicuous place

o Send ITB to interested
Bidder

o Retrieve ITBs
o Prepare letter for COA to

witness the opening of
bids

ITB

9 DAC

Secretariat
Conduct opening ofBids o Prepare Attendance Sheet

o Send ITBs to the DAC Head
for opening

o Prepare Abstract ofBids
o Prepare NOA for winning

Bidders

ITB
Attendance Sheet

00 70.76.77 2of4



-RO13-FAD-07
Document Code

DILG - REGION XIII ICARAGA)

QUATITY
PROCEDURE (QP)

Definition of Terms:

o IIRUP - Inventory and Inspection Report ofunserviceable Property

o DAC- DisPosal & Awards Committee

o PPEs - Plants, Properties and Equipment

Legal References:

National Budget Circular No.425 lanuary 28,2992-Manual on the Disposal of Government Property

COA Circular No. g9-295 fanuary 27 , LgBg - Guidelines on the Divestment or Disposal of Property and Other

Assets of NGAsand Instrumentalities

p.D 1445 - fune L, LgTg- Ordaining and Instituting Government Auditing Code of the Philippines'

Rev, No. E{f. Date Page

Step
No.

Responsible
Personnel

PROCESS/ACTMTY Details References

10 GSS/PropertY
Officer

Disposal of items to the
winning bidders

o Make a tallY sheet
o Prepareacknowledgement

receipt of the items for
release

o Assist winning bidder/s
for the release of items

o Invite COA rePresentative
to e release and take
pictures

o Submi disPosal rePort to
Accounting Asection and

COA office for droPPijg of
accounts

Tally Sheet
Acknowledgement
Receipt
Copies of IIRUP,

Consolidated Inventory
of Equipment(
unserviceable)
Master list of Records

11 GSS/PropertY
Officer

Retain records o Retained Documented
informatiion in accordance
with the control of
Documented lnformation
procedures

(R13-sp-02)



QP-RO13-FAD-07
Docunlent Code

DILG - REGIoN Xrrr ICARAGA)

QUATITY
PROCEDURE (QP)

Rev, No, Eff. Date Page

i\Ar

EDGARDOT. CUBILLAS
Admin. Officer V

SERONAY
Director

CESO III
Regional

A.F

Process Owner
$,".,, 
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B|ECTIVE (QO)

P-R13-rAD-07

10.16.17

I I
P.8e

EilRev, No. Eft. Oate

Finance and Adminiskative Division

Inventory and Dispo.al of Flxed AsseB (Pmperliles ard EqulpDcnt)QUAIITY PROCED[INE
TITLE

Performance lndtcators (XPI)Key
Appllcable

Documents (e,&
Tracker,

ilonltorlng Lo8
Sheet, Summary

Log She€t, Reporg
etc.

Responslble for
Uonitoring

Fr€quency of
Monlbring

Results
tndicator/Formula

(if applicable)TargetObiecEve
Function

. Report of Physical
count of lnventory
of PPEs

Inventory
Team/Property
Custodian

AnnualExpected date of submission - ActualSubmission
on or before

lanuary 15
of everyyear

Timely updating
of reports for
year-end
inventories of
PPES and IIRUP to
DILG Central
Office and COA

lnventory taking of all
Fixed fusets
(Properties and
Equipment)

L
Director

N, CESO lll
nal DirectorOlc-

Admin.
T. CUBILLAS
Officer v

Top Mana8ementQMRProcess Owner

l)0rurrr( rrl (i0rlo

00

Dtvrsrol{/Fou

date ofsubmission

Rcvic'vutl It!' Approvt'ri I3y
Pr(.llJlt\l lJ),



DILG REGION XIII (CARAGA)
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Docrr mcnt Cotle

Rev. No. tff. Oate Page

STRATIVE ONSIlvlDNIADMDAN ANIN CEFDrvrsoN/FOU
NE&S EE r)PERTI QUIPMPROASSD ETSFIXEF (D& SPOSALO

PROCEDURE TITLE
And coACentralILGDtoII UPRPPEsofnventoriesforof reportsngupdatiTimelyoBfEcrIvE

STATEMENT

Dec TotalCURNENT PERIOD Oct NovAMarFeb
INDTCATORS

A bmissionSUofdateExpected

Actual date of submissionB
Target Result On or
before lanuary 15 of

Formula: A' BC

Gap AnalYsis: In case the obiective is not met, Put
why it is not met

D

thc DILG.XIIICPActiont]le CorrecUvelssucwillNote: For unmet

A.F
Director

,cEso llt
oc- Director

T. CUBILLAS
Admin. Officer

Top ManaBementQMRProcess Owner

OME-OP.R13.FAD.07

00

INVENTORY

Officeandyear-end
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DILG REGION XIII (CARAGA)

Inventory & Disposal of Fixed Assets
Process Sumnary LogSheet (PSL)

Tim.ly updating of r€ports for year-end inventories of PPE and IIRUP to DILG CenEal Office and COA

Annual
QUfl.ITY OBIECTIVE:
FnEQUEITICy OF IToMTORIXG:
COVERED PEIIOD:
DUE DATE(trSUBUIS$O !

LEGE D

llf D.t

00 10.16,17

INVENTORY
DISPOSALOblccdve ltcault

Partlclla6
Cotrduct Publk Blddht8

RoDar*s/PardcrrLrr

i{etDerdltne of SubmlislonDate of Submlsslon
No.

1
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Append* 69

PROPERTYCARI)

Fund Cluster:Entity Nrme :

o\\o

Prop.rty, Phtrt strd Equipmcnt : Numbcr:

Descriptiotr

Issue/Trrmfcr/ RcmarksAmount
oflic€/Officeratv

Rcfcrcncc/
PAR No.

Date

I

-
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II
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IIIIIIII
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III
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Appendix 71

PROPERTY ACKNOWLEDGMENT RECEIPT

Entity Neme: DILG
PARNo.:-

AmountDate
Acquircd

Propcrty
NumbcrDescriptionUnitQuantity

Sigratue over Printed Name of Supply and/or Properly

Custodian

byt

Position/Office

Date

Signdue over Printed Nanre of End User

Rcteived by:

Position/Offtce

Date

r73



R€Public of the PhilipPines

OEPARTMENT OF THE II{TERION AI{D LOICAL GOVERT{MEI{T

1559 (tormerlv MATIMCO BldS ) Km 4, Libertad' Butuan city

TNVENTORY CUSTODIAN SIIP lcsNo:

Estimated useful Life

DescriptionUnitOuantitY

aiSnature over Printed Namesi8nature over Prlnted Name

Position/Omce

Dat€:Oate

-
II

-
I

I
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Appendix 76

PROPERTY TRANSTER REPORT

Entity NAME : DEPARTMENT OF THE INTERIOR AND IOCAL GOYERNMENI Fund Cluster :

No
rom Acqountabls officer/Agency/Fund Cluster :

o Accountable Officer/Agoncy/Fund Cluster :
F

T

!RelocateDonation
sOthers

-ransfer TyPe: (check onlY one)

Conditlon of
PPEAmountDescriptionPropertY No.Drte Acquired

Reason for Transfer:

Recelved by:Released/Issued bYlApproved by:

Signature :

Printed Name :

Designation :
D.te :

187


