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lepartment of the Interior and Local Government,
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CIRCULAR
- NUMBER 09

ANNUAL INVENTORY AND QUARTI_'.RLY REPORT OF GATHNS AND LOSS
OF PNP PROPERTIES

..
!

1. PURPOSE: Thie circular preseribes the policies and.
procedures in the conduct of annual ~vhysical invenbLory
and report of gains and losses.

2. -REFERENCES -

A, PC/ZIND S0P M6 dated 1 Och 01, Subjiccl:

; _ Physical
Inventory of PC Property.

L. PC/IND SOP 17 dated 24 fug 79, Subject:  Annnal
Invenbory of Supplies, Eguipment;, Rexay | Uelabe

L0V ‘ and
dallding Faci Jitiess in the PC/INDP.
c. COA Circular B0-124 daled Jan 18, 1980.
3. DEFINITION OF TERMS 4
a. Inventory - is an indispensable procedure . of
conducling physical accounting of real estaie, building/

facilities and - slock-taking of supplies, materials and
equipment for checking the integrity of property custodian-
ohip. ' )

b. Supplies ~. “ineclude both expendable and non-
expendable commodities except real estate, necesary Lo equip,
maintain and operale the PNP.

c. Expendable Supplies - those which are consumable or
perishable in nature which lose their identities when placed

4dn or abbached Lo a major item or properbty and when
used or consumed by personnel.

d. HNon-Expendable ! 11ppllpr —~ those which are dourable in
nabure and when used, do nobk  suffer any malerial or

substanbial change or alberation in size and form. Generally,
equipment falls-underv this category.

e. Laguipment -~ include all wuon- ~expendable properties
other than land, structures and fixed facil ities, having a
usefnl life greabter than one year and a unilt value of wore
than one bthousand five hundred pesos (P1.500.00). '

§. Reasl Proverties - include lands, buildings and
jmprovements thereon, permanent, semi permanent or Lemporary
construction for purposes . of acecountability  and/or

respbneibility.
7. Building - a ‘sLructure on a space of land usually

with T[looring, covered: by a roof and enclosed by walls. 1L
penerally serves Lhe purpose of vecupancy .
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h.  Property Accountability -~
by laws and regilations on
(5A0) to keep formal records of supplies. He shall maintain
Voucher Regintry THook: Stock Cards, Master Mile of Sopply
vouchers/document.s (Duplicate),. Personal Yiles of Original
Memorandum Receipls (MRs)

s), Original Credit Vouchers/Documen e
and other related records. -

primavy obligabion imposed
Lhe * sapply accountable of fioe

T . Property Resvonsibility e secondary obligation
imposed by laws ancd regulabions on the oruperty cusshodian Lo
keep and mainbain informal records of supply, cguipment and
other properiy ' enbrusted to him. . He shall maintain a
Property Book for non-expendable surplies and o rocord of
consunmption for sxpendable supplies.

J- Personal Responsibility - At obliagation moosed
laws and regulations on any member of the PNP for Lhe
uee, care and mainlennnce of supplies entrusted Lo

by
pProver:
him.

k. Commane Responsibility -

an obligation imposed by
laws, orders

or regulations of higher authority on
Officers/Head of all wriits of the PNP Lo
Command authority is 5o designed and carrvied oob by all
echelon of their respective Comwand, so as,to effebtively
recocd, maintain and utilize any. or all PHDP properhy.

Commanding
ensure  bLhal, Lhetire

1. Remublic Supplies - are supprlies parchased From
appropriated or reimbursable Tunds of the PHNP. -

‘m.  Non-Republic Svpplies - are supDlies acquired by
means obher bthan purchhsed from appropriated or reimbursable
funds of +the. PHNDP. These are properties derived [From MAD
found in station. reclaimed/salvaged proverbties,
Property Commission, and cavbared,
purrendered” proverhies. ‘

Lhe Surplus
conifiscated and

4. ' POLICIES ' o o
‘a., Commanders are jointly held liable with the person/s
primarily accountable  to any lusses of governmenl, properhby

under the doctrine of command
‘responsibility. '

b. Personncl entrusted with the possesion or custody of
NP property shall be - deemed primarily acconatable Lo said
property and shall be primarily .liable for iis money value in
case of impr-upr:r or unauvthorized veed or wmisdpplication
Lhereof. e o

c. - Physical “dnvenbtory shall include Lhe  actun l_
inventory of’ all PNP assets contained in the property boouk of
actounts, including properties Tound in station, properties

.aovered Ly Deed of Donation, CCS firearms/vropervties in Lhe

custody of any command for safekeeping or evidences.
Properties found in station shall include eauipments donated
by the Local Government to ary unit of the PNP.

. <. PNP units shall conduct physical inventory of t.hei. : w
respcctbive assels ab least once a year ns of 3! December in
compliance with COA reguirement. Likewise it shall "'F""dii’;",

auarterly réport of gains and losses_to GHQ PHP ALtn: LSC for

purposes of coweand reguirement. ) ;
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2.  Companders/henads of all PHE  units way  conduch,
inventory al. any time when sibuation warranbs.

r. "Yronstfer of propecbies from one command Lo anoLher
i nobt auvthorizod. ’

g. Commander shitll  encore all
command is informed and made cognizanl, of  Lhe ovrovision of

this policies Lhro peciodic Troop Information and Kdocalion
program ab lensh Lbwico A yaar.

persorme !l undoer bis

h.  PHEP onibs down Lo Regional level shall forvmulobe
theiv lmplementing policies to this regulabion espocially on
vroperbies reculisar Lo their organization

B. o PROCEINIRE

a. Jhe Regional Director

shall oreale o Regional
. Task Grovp Aspets (RTGAY to be

composed ol bthe fol lowing:

ARty - - - - - Chairman

ARDRG - - - o+ - Viee Chailrvmwan
Kepnl SACQ - - - Membev
Rergr ), Knpr - Vlembier:

Rizpm ]l CON Rep -~ Witness
b, 'The RYGA shall issue a8 physical inventory
‘ : ” r . .
Aall units .of +tLhe Redional Command prior
signal the start of Lhe acbiviby.-

call Lo
tor evary yoar to

¢. NMn oequivalent Task Group shall be cresbed Lo condocl
inventory of proverties of HSSUs and other uonibls shalioned in
HPNP complex. It =hall perform Lhe wsamne

furebiones nm bhe
‘RTGA 2ad shall be composed of the Tollowing:

imr. GRC - Chitirman
! Rexp - Vice Chairman
, ) ' LEC Rep - el
SAG, PNP Wide - Mamber
| C. EO Rep tlesmbaesye
COA Rep - Witness

. Cowmanders/heads of PNP unibks all lower cchelon shall
then creale an invenbory bLeam withio Lheir command Lo ansish
Lhe: RTGA. The itoventory bLheam shall iniliatly consallt Lhe
previous report ol inventory and obther docomenbs Lhol
aseic), in Facilitabing ihs Lask.

conald

e. Uppa complation of the activity. invenbory lLoeam:s
shall svbmib Lo Lheir respective RTGA their Linal report of

inventory in Lhe praccribe form (Gen Form 11--n) [or
serviceabls properby and CGen Form 17-~A for unserviceable/
BER/value less propeehies. In the same wmanner. invenbory

report on gains and  Josces af dodividuanl wunit, shall be
pubmitbed quarterly %0 the RT'GA in  Lhe wvrescreibed  PHP
Inventory Forms No L oand Ho 2.

F_ RTGA shall inspech and countercheck bthe report From

exloting files, signs the docuoment and submil il Lo Lhe
Regional NDireclor for avproval.
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