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Republic of the Vhitippineo 

Department of eburation 
NATIONAL CAPITAL REGION 

SCHOOLS DIVISION OFFICE OF MUNTINLUI'A CITY 

Office of the Schools Division 
Superintendent 
	

JUL 0 1 2022 

MEMORANDUM 
No. 	, s, 2022. 

GUIDELINES ON THE INCREASE IN THE CAPITALIZATION THRESHOLD FROM 
P15,000.00 TO £50,000.00 (COA CIRCULAR NO.2022-004) 

To: OIC - Assistant Schools Division Superintendent 
Chief Education Supervisor, Curriculum Implementation Division 
Chief Education Supervisor, Schools Governance and Operations Division 
Public Elementary and Secondary School Principals/OICs 
Division Accountant/Budget Officer/ Supply Officer 
School Property Custodians/ Administrative Officer II 
School Finance Officers 
All Others Concerned 

1. Enclosed herewith is a copy of the Commission on Audit Circular No.2022-
004, dated May 31, 2022, re: Guidelines on the Implementation of Section 23 of the 
General Provisions of Republic Act (RA) No. 11639 also known as the General 
Appropriations Act (GAA) for Fiscal Year (FY) 2022 relative to the increase in the 
capitalization threshold from P15,000.00 to £50,000.00, contents of which are self-
explanatory for reference and strict compliance. 

2. In 4.2 of the COA Circular, it states that: "The increase in the capitalization 
threshold from P15,000.00 to P50,000.00 shall be considered as a change in accounting 
policy and shall be applied retrospectively. This means that the new capitalization 
threshold of P50,000.00 shall be applied for all items procured in the calendar year 
(CY) 2022 onwards and in the PRIOR years. Likewise means that the change needs 
to be accounted for in historical periods as well as the current and future periods. 

3. In view of the foregoing, it is required that all data from old templates be 
transferred to new and updated forms. 

4. Emphasis is given to the attached Annex A of the abovementioned Circular 
containing new and updated forms and templates: 

a. Annex A.1 
b. Annex A.2 
c. Annex A.3 
d. Annex A.4 
e. Annex A.5 

Semi-expandable Property Card (SPC) 
Semi-expandable Property Ledger Card (SPLC) 
Inventory Custodian Slip (ICS) 
Registry of Semi-expandable Property Issued (RegSPI) 
Inventory Transfer Report (ITR) 

fa Student Center for Life Skills Bldg., Centennial Ave, Brgy Tunasan, 
Muntinlupa City 

%. (02) 805-9935, (02) 805 - 9940 

sdomuntinlupa@gmail.com  
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f. Annex A.6 - 
g. Annex A.7 - 
h. Annex A.8 - 

i. Annex A.9 - 

j. Annex A.10 - 

Receipt of Returned Semi-expendable Property (RRSP) 
Report of Semi-expendable Property Issued (RSPI) 
Report on the Physical Count of Semi-expendable Property 
(RPCSP) 
Report of Lost, Stolen, Damaged or Destroyed Semi-
expendable Property (RLSDDSP) 
Inventory and Inspection Report of Unserviceable Semi-
expendable Property (IIRUSP) 

	

5. 	In addition, emphasis is also given to Annex B of the abovementioned Circular 
which provides the different procedures: 

I. Procedures in the Receipt, Inspection, Acceptance, and Recording of 
Deliveries of Semi-expendable Property. 

II. Procedures in the Requisition and Issue of Semi-Expendable Property 
III. Procedures in the Transfer, Return, Re-issue, and Disposal of Semi 

expendable Property. 

	

6. 	The Circular shall take effect 15 days after its publication in a newspaper of 
general circulation. 

	

7. 	As the issuance aims to utilize public funds efficiently, all concerned are 
required to carefully study the provisions and be guided accordingly. 

	

8. 	Immediate and wide dissemination, and compliance with this Memorandum is 
desired. 

CARLE. SEDILLA CESO V 
cl9SchoolnVision Superintendelyt 

Encl.: As stated 

To be indicated in the Perpetual Index:  

Under the following subjects: 

POLICY 

RULES AND REGULATIONS 

REPORTS 

JIL/MEMO ON COA CIRCULAR 2022-004 

	/June 27,2022 138
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Annex A.1 

SEMI-EXPENDABLE PROPERTY CARD 
(SPC) 

INSTRUCTIONS 

A. The SPC shall be maintained in the Property and/or Supply Division/Unit for each class of 
semi-expendable property. The Property and/or Supply Custodian shall record promptly the 
description/information about the asset, acquisition (based on the Inspection and Acceptance 
Report and other supporting documents), and its issuance/transfer/disposal. It shall be 
maintained by fund cluster. 

B. This form shall be accomplished as follows: 

1. Entity Name — name of the agency/entity 
2. Fund Cluster — the fund cluster name/code in accordance with the unified accounts 

code structure 
3. Semi-expendable Property — type of semi-expendable property 
4. Description — description of the semi-expendable property (i.e., brand, size, color, 

serial no., etc.) 
5. Semi-expendable Property No. — number assigned by the Property and/or Supply 

Division/Unit to the semi-expendable property 
6. Date — date of acquisition/issue/transfer/disposal 
7. Reference — number assigned to the reference document used as basis in recording the 

receipt, issue, transfer or disposal of semi-expendable property 
8. Receipt-Qty./Unit Cost/Total Cost — the quantity, unit cost and total cost of the semi-

expendable property received 
9. Issue/Transfer/Disposal-Item No. — item number of semi-expendable property issued 

to end-user, transferred to other NGAs or disposed, etc. 
10. Issue/Transfer/Disposal-Qty — quantity of semi-expendable property issued to end-

user, transferred to other NGAs or disposed, etc. 
11. Issue/Transfer/Disposal-Office/Officer — name of agency/entity and/or accountable 

person receiving the transferred or issued semi-expendable property 
12. Balance-Qty — difference between the quantity of the semi-expendable property on 

hand less the issued, transferred, or disposed item/s, if any 
13. Amount — amount of semi-expendable property received based on source documents 
14. Remarks — important information, observation or comment about the semi-expendable 

property being received, issued, transferred or disposed 

C. Transactions shall be posted from the source documents. 

D. The Report on the Physical Count of Semi-expendable Property shall be reconciled with the 
SPCs every year and any discrepancies should be immediately verified and adjusted. 
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Annex A.2 

SEMI-EXPENDABLE PROPERTY LEDGER CARD 
(SPLC) 

INSTRUCTIONS 

A. The SPLC shall be kept in the Accounting Division/Unit for each class of semi-expendable 
property. The Accounting Staff in charge in maintaining the SPLC shall record promptly the 
acquisition, description, custody, impairment, issue/transfers/disposal, repair history, and 
other information about the property. It shall be maintained by fund cluster. 

B. This ledger shall be accomplished as follows: 

1. Entity Name — name of the agency/entity 
2. Fund Cluster — the fund cluster name/code in accordance with the unified accounts code 

structure (UACS) 
3. Semi-expendable Property — type of semi-expendable property 
4. Description — description of the semi-expendable property (i.e. brand, size, color, etc.) 
5. Semi-expendable Property No. — number assigned by the Property and/or Supply 

Division/Unit to the semi-expendable property 
6. UACS Object Code — object account code in accordance with the RCA 
7. Date — date of the source/reference document 
8. Reference — reference documents used as the bases in recording the transactions such as 

JEV 
9. Receipt-Qty./Unit Cost/Total Cost — the quantity, unit cost and total cost of the semi-

expendable property received 
10. Issues/Transfers/Adjustment/s — the cost of the semi-expendable property issued to end-

user, transferred to other national government agencies, disposed, or the amount of 
adjustment/s made through JEV 

11. Accumulated Impairment Losses — the amount of impairment losses charged to the 
semi-expendable property under the custody of the Property and/or Supply Custodian 

12. Adjusted Cost — the difference between the total cost of the asset less the accumulated 
impairment losses and issues/transfers/adjustments, if any 

13. Repair History-Nature of Repair/Amount — the nature of repair (specify nature of 
minor or major repair, i.e., rewiring, engine overhaul, etc.) and the cost of repair 

C. Transactions shall be posted from the source documents. 

D. The SPLC shall be reconciled with the Report on the Physical Count of Semi-expendable 
Property, Semi-expendable Property Card and the control accounts. Any discrepancies shall 
be immediately verified and adjusted. 



Annex A.3 

INVENTORY CUSTODIAN SLIP 

Entity Name: 

Fund Cluster : 

       

   

ICS No : 

   

        

Quantity Unit 
Amount 

Description Item No. 
Estimated 
Useful Life 

Unit 

Cost 
Total Cost 

Received from: 

Signature Over 

Received by: 

Signature Name Printed Name Over Printed 

Position/Office Position/Office 

Date 	 _ Date 



Annex A.3 

INVENTORY CUSTODIAN SLIP 
(ICS) 

INSTRUCTIONS 

A. The ICS is a form used by the Property and/or Supply Custodian to issue tangible items 
amounting to less than P50,000.00 to end-user to establish accountability over them. 

B. This form shall be accomplished as follows: 

1. Entity Name — name of the agency/entity 
2. Fund Cluster — fund cluster name/code in accordance with UACS 
3. ICS No. — control number assigned by the Property and/or Supply Division/Unit 
4. Quantity — number of units of the inventory item issued to the employee or end-user 

concerned 
5. Unit — unit of measurement of goods/property requested (i.e., piece, roll, box, ream, 

etc.) 
6. Amount: 

• Unit Cost — unit cost of the inventory item 
• Total Cost — the total cost of the inventory item (Quantity x Unit Cost) 

7. Description — brief description or details of the items issued to the employee 
concerned, including serial number in case of semi-expendable property 

8. Item No. — item number assigned to the inventory item issued 
9. Estimated Useful Life — estimated useful life of the item issued 

C. This form shall be signed and dated by the designated Property and/or Supply Custodian 
on the "Received from" portion and by the recipient or end-user of the inventory on the 
"Received by" portion. 

D. The ICS shall be prepared in two (2) copies distributed as follows: 

Original 	— Property and/or Supply Division/Unit 
Copy2 	— Recipient or end-user of the inventory 
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Annex A. 4 

REGISTRY OF SEMI-EXPENDABLE PROPERTY ISSUED 
(RegSPI) 

INSTRUCTIONS 

A. The RegSPI shall be maintained in the Property and/or Supply Division/Unit for all issued 
semi-expendable property. The Property and/or Supply Custodian shall record promptly the 
issue, return, reissue, disposal, and other information about the property if returned, and the 
description/information about the asset. It shall be maintained by fund cluster. Inventory 
Custodian Slip (ICS) shall be maintained continuously and recorded in sequential manner to 
keep track of any missing ICS. 

B. It shall be accomplished as follows: 

1. Entity Name — the name of the agency/entity 
2. Semi-expendable Property — type of semi-expendable property 
3. Fund Cluster — fund cluster name/code in accordance with unified accounts code 

structure 
4. Sheet No. — the sheet/page number 
5. Date — the date of the reference document/s 
6. Reference-ICS/Receipt of Returned Semi-expendable Property (RRSP) No. —  number 

assigned to the reference document used as basis in recording the issue and re-issue (ICS) 
and return (RRSP) of semi-expendable property 

7. Reference-Semi-expendable Property No. — number assigned by the Property and/or 
Supply Division/Unit to the semi-expendable property 

8. Item Description- description of semi-expendable property issued 
9. Estimated Useful Life - estimated useful life of the semi-expendable property issued 
10. Issued-Qty — quantity of semi-expendable property issued to end-user 
11. Issued-Office/Officer —  name of agency/entity and/or accountable person receiving the 

issued semi-expendable property 
12. Returned -Qty — quantity of semi-expendable property returned by the predecessor end-

user 
13. Returned Office/Officer — name of agency/entity and/or accountable person who 

returned the semi-expendable property 
14. Re-Issue-Qty — quantity of semi-expendable property re-issued to new end-user 
15. Re-Issue-Office/Officer — name of agency/entity and/or accountable person receiving the 

re-issued semi-expendable property 
16. Disposed-Qty — quantity of returned semi-expendable property actually disposed 
17. Balance-Qty — difference between the quantity of the semi-expendable property issued 

less the returned, reissued and disposed, if any 
18. Amount — acquisition cost of semi-expendable property in the original ICS 
19. Remarks — important information, observation or comment about the semi-expendable 

property being issued, returned, re-issued and disposed 



Annex A.5 

INVENTORY TRANSFER REPORT 

Entity Name : 	  Fund Cluster : 

 

  

From Accountable Officer/Agency/Fund Cluster 
To Accountable Officer/Agency/Fund Cluster 

: ITR No. : 
: Date : 

Transfer Type: (check only one) 

1N Donation • Relocate 
NI 	Reassignment U Others (Specify) 	  

Date Acquired Item No. ICS No./Date Description Amount 
Condition of 

Inventory 

Reason/s for Transfer: 

Signature : 
Printed Name : 
Designation : 
Date : 

Approved by: 	 Released/Issued by: 	 Received by: 



Annex A.5 

INVENTORY TRANSFER REPORT 
(ITR) 

INSTRUCTIONS 

A. This form shall be used every time there is a transfer of inventory such as donation, 
reassignment, relocation, and the like, from an outgoing officer to his successor or from one 
Accountable Officer/Employee/Agency/Fund Cluster to another Accountable Officer/ 
Employee/Agency/Fund Cluster. 

B. It shall be accomplished as follows: 

I. Entity Name — name of the agency/entity 
2. Fund Cluster— the fund cluster name/code based on unified accounts code structure 
3. From Accountable Officer/Agency/Fund Cluster — name of the accountable officer/ 

agency/fund cluster where the inventory is located 
4. To Accountable Officer/Agency/Fund Cluster — name of the accountable officer/ 

agency/fund cluster where the inventory is to be transferred 
5. ITR No. — number assigned to the report by the Property and/or Supply Custodian for 

control purposes which shall be as follows: 

0000 — 00 — 0000 

T  
Serial number (one series for each year) 
Month 
Year 

  

6. Date — date of the preparation of the ITR 
7. Transfer Type — put a check "J" mark in the appropriate box corresponding to the type 

of transfer 
8. Date Acquired — acquisition date of the inventory 
9. Item No. — item number assigned to the inventory transferred 
10. ICS No./ Date - number and date assigned to the ICS used as basis in recording the semi-

expendable property transferred 
I L Description — brief description or details of the inventory including serial number, if any 
12. Amount — acquisition cost of the inventory 
13. Condition of Inventory — present condition of the inventory transferred 
14. Reason/s for Transfer — reason/s for the transfer of inventory (i.e., retirement, 

reassignment or disposal, donation, etc.) 
15. Approved by — signature over printed name and designation of Agency/Entity Head for 

transfer to another agency or Head of Property and/or Supply Unit in case of property 
transfer to another accountable officer and the date of approval. In case, the Head of 
Property and/or Supply Division/Unit is also the releasing Supply Officer, the immediate 
Supervisor will be the signatory 

16. Released/Issued by — signature over printed name and designation of the assigned 
releasing officer of the Property and/or Supply Unit and specify the date released 

17. Received by — signature over printed name and designation of the assigned receiving 
officer of an agency/entity or employee/user and also indicate the date of receipt 

C. In case of transfer of inventory/asset from one agency/entity to another, a copy of the JFV of 
the transferring agency/entity shall be attached to Copy 2 of this report. 

D. It shall be prepared in four (4) copies distributed as follows: 

Original 
Copy 2 
Copy 3 
Copy 4 

— Chief Accountant or Head of Accounting Division/Unit 
— Recipient or user of the inventory 
— Transferring agency/entity or user/officer 
— Property and/or Supply Unit file Pi 



Annex  A.6 

RECEIPT  OF RETURNED SEMI-EXPENDABLE PROPERTY 	  
Date:   

	  RRSP  
Entity  Name:  

RRSP   No. :  
This  is  to  acknowledge  receipt  of the  returned Semi-expendable  Property   

L
 

g 
c'd' 

Returned  by: 	 Received  by:  

End User 	 Head,  Property  and/or  Supply  Division/Un it  

Date 	 Date  

End-user   ICS No. 	I Quantity  Item  Description  

cf 



Annex A.6 

RECEIPT OF RETURNED SEMI-EXPENDABLE PROPERTY 
(RRSP) 

INSTRUCTIONS 

A. This form shall be prepared by the Accountable Officer for returned semi-
expendable property whether serviceable or unserviceable. It shall be accomplished 
as follows: 

1. Entity Name — the name of the agency/entity 
2. Date — date of preparation of the RRSP 
3. RRSP No. — shall be numbered by the Property and/or Supply Division/Unit as 

follows: 

0000 - 00 — 000 
I----* Serial number (one series for each year) 
	►  Month 
	 ►  Year 

4. Item Description — brief description of the returned semi-expendable property 
5. Quantity — quantity of the returned semi-expendable property 
6. ICS No. — Inventory Custodian Slip (ICS) number of the returned semi-

expendable property 
7. End-user — name of accountable officer/end-user returning the serviceable or 

unserviceable semi-expendable property 
8. Remarks — comments (e.g. reason for the return, cancelled ICS, and other 

information) 
9. Returned by — signature over printed name of the accountable officer/end-user 

returning the serviceable or unserviceable semi-expendable property 
10. Received by — signature over printed name of the designated Head, Property 

and/or Supply Division/Unit signifying receipt of the returned serviceable or 
unserviceable semi-expendable property 

B. 	The RRSP shall be prepared in three copies to be distributed as follows: 

Original copy — Accountable Officer 
2nd  copy 	— Property and/or Supply Division/Unit Officer 
3rd  copy 	— COA Auditor 

P&c 



Annex A. 

REPORT OF SEMI-EXPENDABLE PROPERTY ISSUED 

Entity Name: 	  

Fund Cluster: 

Serial No. : 

  

Date : 

   

    

7"o be filled out by the Property and/or Supply Division /Unit  To be filled out by the Accounting Dim:on/Um! 

ICS No. 
Responsibility 
Center Code 

Semi-expendable 
Property No. 

Item Description Unit 
Quantity 

Issued 
Unit Cost Amount 

I hereby certify to the correctness of the above information. 

Posted by: 

Signature over Printed Name of Property and/or Supply 
Custodian 

Signature over Printed Name of 

Designated Accounting Staff 



Annex A.7 

REPORT OF SEMI-EXPENDABLE PROPERTY ISSUED 
(RSPI) 

INSTRUCTIONS 

A. The RSPI is a form prepared by the Property and/or Supply Division/Unit to report/ 
summarize all issued semi-expendable property (by semi-expendable property number) at 
least weekly. It shall be prepared by the Property and/or Supply Custodian based on the 
Inventory Custodian Slip (ICS) and shall be used by the Accounting Division/Unit as basis in 
preparing the JEV to recognize the semi-expendable property issued. The Property/Supply 
Officer shall conduct periodic monitoring of all ICS issued to ensure that the accountability of 
concerned employees is checked. 

B. This shall be accomplished as follows: 

To be filled out by the Property and/or Supply Division/Unit:  
1. Entity Name — name of the agency/entity 
2. Fund Cluster — fund cluster name/code in accordance with the unified accounts code 

structure 
3. Serial No. — assigned RSPI number which shall be in the following manner: 

0000-00-0000  
	►  Serial number (one series for each month) 
	 ►  Month 

► Year 
4. Date — period covered by the report 
5. ICS No. — ICS number served within the day 
6. Responsibility Center Code — code of the cost/responsibility center 
7. Semi-expendable Property No. — assigned semi-expendable property number of the 

item/s issued within the day per ICS 
8. Item Description — description of semi-expendable property issued 
9. Unit — unit of measurement of semi-expendable property issued (i.e. piece, unit, etc.) 

10. Quantity Issued — quantity of semi-expendable property issued based on ICS 
11. Certification -- the certification as to the correctness of the report shall be signed by the 

Property and/or Supply Custodian 

To be filled out by the Accounting Division/Unit:  
1. Unit Cost — cost of semi-expendable property issued by the agency/entity using the 

weighted average method or specific identification of costs method 
2. Amount — amount (Quantity Issued x Unit Cost) of issued semi-expendable property 

per Property No. within the day 
3. Posted by/date — printed name and signature of the designated accounting staff who 

posted the RSPI to the Semi-expendable Property Ledger Card (SPLC) on the date of 
posting 

C. At the end of the month, all RSPIs shall be consolidated by the Accounting Division/Unit for 
the preparation of the JEV. 

D. The Accounting Division/Unit and Property and/or Supply Division/Unit shall conduct 
periodic reconciliation of the SPLCs and Semi-expendable Property Cards to identify, 
establish accountability and/or adjust accordingly any discrepancy. 

E. The RSP1 shall be prepared in two copies to be distributed as follows: 

Original — Accounting Division/Unit to support the JEV drawn to record issues of stocks 
Copy 2 	— Property and/or Supply Custodian's f 



(Type  of Semi-expendable  Property )  

10fficial Desi2na  

REPORT ON THE PHYSICAL  COUNT OF SEMI-EXPENDABLE PROPERTY 

Fund Cluster  :  

!Name  of  Accountable  Officer  ( Date  of Assumption)  

Remarks  

Witnessed by  

Signature  over  Printed Name  of Head of 	 Signature  over  Pr inted  Name  of COA  

Agency/Entity  or  Authorized Representat ive 	 Representative  
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Annex A.8 

REPORT ON THE PHYSICAL COUNT OF 
SEMI-EXPENDABLE PROPERTY 

(RPCSP) 

INSTRUCTIONS 

A. The RPCSP is a form used to report the physical count of semi-expendable property which 
are owned by the agency/entity, by type of property still in the custody of the Property and/or 
Supply Division/Unit as at a given date. It shows the balance of semi-expendable items 
per card and per count and shortage/overage, if any. It shall be prepared annually and by 
fund by the Inventory Committee. 

B. This form shall be accomplished as follows: 

I . Type of Semi-expendable Property — semi-expendable property account name such as 
Semi-expendable Office Equipment, Semi-expendable Furniture and Fixtures, etc... 

2. As at 	— date of the report 
3. Fund Cluster — fund cluster name/code in accordance with the unified accounts code 

structure 
4. Name of Accountable Officer — name of the accountable officer or Property and/or 

Supply Custodian 
5. Official Designation — official designation of the accountable officer 
6. Entity Name — branch or office where the accountable officer is assigned 
7. Date of Assumption — first day of assumption of the duties and responsibilities as 

accountable officer 
8. Article — type of item or article (e.g., semi-expendable office equipment, semi-

expendable furniture and fixtures, semi-expendable books) 
9. Description — brief description of the article or semi-expendable property (e.g., Acer 

Aspire ES1-132-P2US, EFL4 4-layer lateral filing cabinet, etc.) 
10. Semi-expendable Property No. — assigned semi-expendable property number by the 

Property and/or Supply Division/Unit 
11. Unit of Measurement — unit of measurement of the semi-expendable property, e.g., 

piece, unit, box, etc. 
12. Unit Value — cost per unit 
13. Balance per Card — quantity of item/s or article/s appearing in the Semi-expendable 

Property Ledger Card (SPLC) 
14. On Hand per Count — quantity of item/s or article/s per physical count 
15. Shortage/Overage — excess of the quantity and total value of item/s or article/s per SPLC 

over that of the physical count (Shortage) or vice versa (Overage) 
16. Remarks — whereabouts, conditions and other relevant information on the semi-

expendable property noted during the physical count 

C. The report shall be reconciled with the SPLCs and Semi-expendable Property Cards 
maintained by the Accounting Division/Unit and Property and/or Supply Division/Unit, 
respectively. Any discrepancy shall be verified and/or adjusted accordingly. 

D. The report shall also be reconciled with the Registry of Semi-expendable Property Issued 
specifically on the returned semi-expendable property not yet reissued, to ensure the existence 
and completeness of all semi-expendable properties. 

E. The reports hall be prepared in four (4) copies and certified correct by the Inventory 
Committee and approved by the Head of Agency or his/her authorized representative, and 
witnessed by the COA Representative. This shall be distributed as follows: 

Original — COA Auditor, through the Accounting Division/Unit 
Copy 2 	— Property and/or Supply Division/Unit 



Annex A.8 

Copy 3 	— inventory Officer/Committee 
Copy 4 	— Accounting Division/Unit 

F. The report shall be submitted to the COA Auditor concerned not later than July 31 and 
January 31 of each year for the first and second semesters, respectively. 



Annex A.9 

REPORT OF LOST, STOLEN, DAMAGED OR DESTROYED SEMI-EXPENDABLE 
PROPERTY 

Entity Name : 	  Fund Cluster: 

 

  

Department/Office : RLSDDSP No. : 

Accountable Officer : 
Designation : 

RLSDDSP Date : 
ICS No. : 

Police Notified : 	❑ Yes 
❑ No 

Police Station : ICS Date : 

Date : 

Status of Semi-expendable Property 

❑ 

❑ 

: (check applicable box) 

Lost 
Stolen 

❑ 

❑ 

Damaged 
Destroyed 

Property No. Description Acquisition Cost 

Circumstances: 

I hereby certify that the item/s and circumstances stated above are 
and correct. 

true 
Noted by: 

Signature over 

Government Issued ID 
ID No. : 

Printed Name of the Accountable Officer Signature over Printed Name of the Immediate 
Supervisor 

Date 

: 

Date 

Date Issued : 

SUBSCRIBED AND 
government issued identification 

Doc. No. 

SWORN to before me this 	day of , affiant exhibiting the above 
card. 

Page No. Notary Public 
Book No. 
Series of 
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REPORT OF LOST, STOLEN, DAMAGED OR DESTROYED 
SEMI-EXPENDABLE PROPERTY 

(RLSDDSP) 

INSTRUCTIONS 

A. This report shall be used by the accountable officer/employee to report or notify within 30 
days the officials concerned of the loss, theft, damage or destruction of the semi-expendable 
property whether issued or unissued. The RLSDDSP shall support the subsequent request for 
relief from property accountability. 

B. This form shall be accomplished as follows: 

1. Entity Name - name of the agency/entity 
2. Fund Cluster - the fund cluster name/code in accordance with unified accounts code 

structure 
3. Department/Office - place of assignment of the AO 
4. Accountable Officer - name of employee/officer accountable to the lost, stolen, 

damaged or destroyed semi-expendable property 
5. Designation - designation title of the AO 
6. RLSDDSP No. - number assigned to the report by the Property and/or Supply Custodian 

for control purposes as follows: 
0000  - 00 - 0000 

Serial number (one series for each year) 
Month 
Year 

7. RLSDDSP Date - date of the preparation of RLSDDSP 
8. Inventory Custodian Slip (ICS) No. - control number assigned to the ICS by the 

Property and/or Supply Custodian 
9. ICS Date - date of the preparation of the ICS 
10. Police Notified - information on whether the police authorities were informed of the 

incident that occurred. Put a check "q" mark on the box for "Yes" or "No"; for "Yes" 
answer, indicate the police station and the date of notification/blotter (attach Police 
Report). 
Status of Semi-expendable Property - put a check "4" mark on the box as to the status 
of the semi-expendable property 

12. Property No. - property number assigned to the inventory item that was lost, stolen, 
damaged or destroyed 

13. Description - brief description or details of the property including serial number, if any 
14. Acquisition Cost - 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 certification of the Accountable Officer shall be as follows: 

"I hereby certify thatthat the item/s and circumstances stated above are true and correct. 

Signature over Printed Name of the Accountable 
Officer 

Date" 

Government Issued ID : 
ID issued: 
Date Issued: 
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D. The Immediate Supervisor of the Accountable Officer shall affix his/her signature over 
printed name in the "Noted by" portion in the report. 

E. The report shall be notarized. 

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

Original — Chief Accountant/Head of Accounting Division/Unit (for JEV 
preparation) 

Copy 2 	— COA Auditor [as required by Sec. 73(1) of P.D. No. 1445] 
Copy 3 	— Property and/or Supply Unit Officer 
Copy 4 	— Accountable Officer for file 

G. All documents pertaining to the said property shall be attached to this form. 

H. The Property and/or Supply Unit Officer shall indicate the fair value/replacement cost in the 
form and submit photocopy to the Accounting Division/Unit. 

I. The Accounting Division/Unit will compute for the current replacement cost with the same 
condition and specifications of the lost semi-expendable property at the time of loss. 



INSPECTION  and  DISPOSAL  

RECORD  OF SALES  

5 

I CERTIFY that  I have  inspected  each 	 I CERTIFY tha t  I have  

and every  art ic le  enumerated in  this 	 witnessed the  disposit ion  of the  

report,  and that  the  disposition  made 	 articles  enumerated on  th is  

thereof was,  in  my  judgment,  the  best  for 	report  th is 	day  of 

the  public  interest.  	,  	 

(Signature  over  Printed Name  of 	 (Signature  over  Printed Name  

Inspect ion  Officer) 	 of Witness)  
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I HEREBY request  inspection  and disposition,  pursuant  to  Section  79  of P.D.  No.  1445,  of the  property  

enumerated above  

Requested by: 	 Approved by:  

(Signature  over  Pr inted Name  of 
Accountable  Officer)  

(Designation  of Acco,intab le.  Officer)  
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INVENTORY AND INSPECTION REPORT OF UNSERVICEABLE 
SEMI-EXPENDABLE PROPERTY 

(IIRUSP) 

INSTRUCTIONS 

A. The IIRUSP shall be used to account for all unserviceable semi-expendable property of an 
entity which is subject to disposal. It shall be prepared by the Property and/or Supply 
Division/Unit and used as the basis of the Accounting Division/Unit for the recognition of 
cash proceeds if the mode of disposal of the unserviceable semi-expendable property is 
through sale/public auction. 

B. This report shall be accomplished as follows: 
1. As at 	 — the period covered by the report 
2. Entity Name — the name of the agency/entity 
3. Fund Cluster — the fund cluster name/code in accordance with the unified accounts code 

structure 
4. Name of the Accountable/Designation/Station — the name, designation and station of 

the Accountable Officer 
5. Inventory 

• Date Acquired — acquisition date of the semi-expendable property 
• Particulars/Articles — description of the semi-expendable property 
• Semi-Expendable Property No. — the assigned number to the unserviceable 

semi-expendable property 
• Quantity — quantity of unserviceable semi-expendable property 
• Unit Cost — cost per unit of unserviceable semi-expendable property 
• Total Cost — total amount of unserviceable semi-expendable property 

(Quantity x Unit Cost) 
• Accumulated Impairment Losses — accumulated impairment losses of 

unserviceable semi-expendable property 
• Carrying Amount — cost less accumulated impairment losses 
• Remarks — additional information on the semi-expendable property such as 

condition, status, etc. 
6. Inspection and Disposal 

• Disposal — the amount per mode of disposal such as sale, transfer, destruction, 
etc 

• Appraised Value — appraisal assigned by the agency/entity 
• Record of Sales — the official receipt number and corresponding amount for the 

sales proceeds 

C. In cases where technical knowledge is needed for the determination of the true condition or 
actual current value of the property to be inspected, a Technical Inspector with the required 
knowledge and training shall inspect the same. 

D. Certain property, due to its very nature, becomes worthless as a whole, but certain parts of 
machinery and/or equipment, which possess intrinsic value in themselves or which may be 
useful in making repairs to other equipment. In such cases, and wherever practicable, the 
valuable part or parts of the article or equipment shall be separated from the worthless parts 
for proper accounting by the Accountable Officer at their appraised valuation or for proper 
disposition under Sections 79 of P.D. No. 1445. 

E. When the property is sold, the record of sales shall be accomplished. c_. 
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I. 	Procedures in the Receipt, Inspection, Acceptance and Recording of Deliveries of 
Semi-expendable Property 

Area of 
Responsibility 

Seq. 
No. 

Activity 

   

Delivery of Semi-expendable Property 

Property and/or Supply 
Division/Unit 

Property and/or 
Supply Custodian 

Inspection 
Officer/Committee 

Property and/or Supply 
Division/Unit 

Property and/or 
Supply Custodian 

1 	Signs "Received" portion of the original and Copy 2 of the 
Delivery Receipt (DR). Files the original and returns Copy 
2 of the DR to the Supplier/Procurement Service. 

2 	Prepares Inspection and Acceptance Report (IAR) in four 
(4) copies. Forwards Copies 1-4 of IAR, original of DR, 
and Copy 2 of approved Purchase Order (PO) to the 
Inspection Officer/Committee for inspection of deliveries. 

3 	Inspects and verifies semi-expendable items as to quantity 
and conformity to specifications based on the DR and 
approved PO. 

If delivery is not in conformity to the specifications or 
delivery is incomplete, indicates notation on the IAR that 
the deliver),  is not in conformity to specifications arid/or 
terms agreed under the approved PO and returns the Copies 
1-4 of IAR, original of DR, and Copy 2 of approved PO to 
the Property and/or Supply Division/Unit. 

If delivery is in order, indicates the date of inspection, 
places check -I" mark in the box for "Inspected, verified 
and found in order as to quantity and specifications", and 
signs the "Inspection" portion of the IAR. Retains Copy 2 
of IAR and forwards Copies 1, 3 and 4 of IAR, original of 
DR and Copy 2 of PO to the Property and/or Supply 
Custodian for acceptance of goods delivered. 

4 	For deliveries not conforming to specification and/or terms 
of the PO, receives Copies 1-4 of IAR, original of DR and 
Copy 2 of PO. Returns the itcms to the supplier and requires 
the latter to comply with the agreed specifications and/or 
terms of the PO. 

For deliveries in order, indicates the date of acceptance, 
places check "I" mark in the box for "Complete as to 
quantity and specifications" or "Partial (please specify 
quantity)", and signs the "Acceptance" portion of the IAR. 
Stores the items delivered for issue to the Requisitioning 
Office. 

a, 
1 
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Area of 
Responsibility 

Seq. 
No. 

Activity 

   

Accounting 
Division/Unit 

Receiving/Releasing 
Staff 

Accounting Staff 

Chief Accountant/ 
Head of Accounting 
Division/Unit 

Property and/or Supply 
Division/Unit 

Property and/or 
Supply Custodian 

5 	Forwards Copy 3 of IAR and photocopy of PO and DR to 
the Accounting Division/Unit for recording the received/ 
accepted goods and posting to the Semi-expendable 
Property Ledger Card (SPLC), and Copy 4 of IAR and copy 
2 of PO to the Stock Card Keeper for recording in the Semi-
expendable Property Card (SPC). 

Note 1— Distribution of the IAR shall be as follows: 

Original — Property and/or Supply 
Division/Unit (to be attached to the 
Disbursement Voucher (DV), 
together with the original DR) 

Copy 2 	— Inspection Officer/Committee 
Copy 3 	— Accounting Division/Unit (to be 

attached to the JEV in setting up of 
payables) 

Copy 4 	— Property and/or Supply 
Division/Unit file 

6 	Records in the logbook the receipt of Copy 3 of IAR and 
photocopy of PO and DR and forwards to the Accounting 
Staff concerned for the preparation of Journal Entry 
Voucher (JEV). 

7 	Based on Copy 3 of the IAR and photocopy of PO and DR, 
prepares JEV to recognize the receipt of semi-expendable 
property in the books of accounts. Signs the "Prepared by" 
portion of the JEV and forwards the JEV and supporting 
documents to the Chief Accountant/Head of the 
Accounting Division/Unit for approval. 

8 	Reviews correctness of the journal entries and signs on 
"Certified Correct by" portion of the JEV. Forwards JEV 
and other supporting documents to designated staff for 
recording in the General Journal (GJ). 

9 	Prepares DV. Attaches the original IAR, Copy 2 of DR, 
Original copy of PO, photocopy of PR and/or Agency 
Procurement Request (APR) and other supporting 
documents. Forwards documents to the Accounting 
Division/Unit for the processing of DV. 

'u\ 
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Area of 
Responsibility 

Seq. 
No. 

Activity 

   

Note 2 - For the preparation of DV and processing 
of payment for delivered semi-
expendable property items and 
equipment, refer to Chapter 3-Budget 
Execution, Monitoring, and Reporting; 
and Chapter 6-Disbursements of the 
GAM for NGAs Volume I. 

Note 3 - For purchases made through the 
Procurement Service (PS), the DV shall 
be prepared on the basis of the approved 
APR and/or other required supporting 
documents. The payment shall be made 
directly to the PS. 

Maintenance of SPLC 
Accounting 
Division/Unit 

SPLC Keeper 	 1 0 	Records receipt of delivered/accepted item/s and posts 
necessary information to the SPLC based on the Copy 3 of 
IAR, copy of PO and DR. 

3 
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II. 	Procedures in the Requisition and Issue of Semi-expendable Property 

Area of 
Responsibility 

Seq. 
No. 

Activity 

   

Requisitioning Unit 

Requesting Personnel 

Head/Authorized Official 

Requesting Personnel 

Property and/or Supply 
Division/Unit 

Property and/or Supply 
Custodian 

1 	Prepares Requisition and Issue Slip (RIS) in three (3) copies. 

Note 1— The RIS shall be distributed as follows: 

Original — Accounting Division/Unit 
Copy 2 	— Requisitioning Unit 
Copy 3 	— Property and/or Supply 

Division/Unit 

2 	Fills out all the necessary information except for the 'Issue' 
column. Initials in the "Requested by" portion and forwards the 
RIS to authorized official for review. 

3 	Determines the reasonableness of the quantity and nature of 
item/s being requested and ensures that the same does not 
exceed the planned usage for the period. Signs the "Approved 
by" portion of the RIS. 

4 	Receives signed RIS and forwards to the Property and/or 
Supply Division/Unit for determination of availability of 
stocks and/or withdrawal of semi-expendable property 
requested. 

5 	Receives RIS from Requesting Personnel. Reviews and 
verifies the completeness of information. Indicates a check "J" 
mark in the "Stock Available? Yes" column, if item/s being 
requisitioned is/are available on stock, or "X" in the "Stock 
Available? No" column if not available. If item/s requisitioned 
is/are available, issues the item/s requisitioned, indicates the 
quantity issued in the "Issued-Quantity" column and any 
remarks in the "Issued-Remarks" column, and signs the 
"Issued by" portion. If item/s requisitioned is/are not available, 
returns the RIS to the Requisitioning Unit for the preparation 
of the PR. 

Note 2 — For the issue of semi-expendable property, the 
Property and/or Supply Custodian shall prepare ICS. 
Separate ICS control number shall be assigned for 
low-valued and high-valued semi-expendable 
property. The numbering structure for ICS shall be 
as follows: 

For low-valued semi-expendable property: 

SPLV-0000— 00 —0000 

4 
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Area of 
Responsibility 

Seq. 
No. 

Activity 

   

Serial number (one 
series for each year) 
Month 
Year 

For high-valued semi-expendable property: 

SPHV-0000— 00 —0000 
Serial number (one 
series for each year) 
Month 
Year 

For the preparation of the ICS, refer to Appendix 59 
of the GAM for NGAs Volume II. Also, the 'Issue' 
column of the Registry of Semi-expendable 
Property Issued (RegSPI) shall be updated upon 
issue of semi-expendable property. 

Note 3 — Copy of the ICS and Summary of ICS issued and 
cancelled shall be submitted to the Resident Auditor, 
upon request for monitoring and audit purposes. 

Requisitioning Unit 
Requesting Personnel 
	

6 	Receives supplies requested and signs in the "Received by" 
portion of the RIS or ICS as the case may be. 

Property and/or Supply 
Division/Unit 

Property and/or Supply 7 
Custodian 

8 

9 

Stock Card Keeper 10 

Accounting Division/Unit 
Accounting Staff 11 

Note 4— For items not available on stock, prepares the Purchase 
Request (PR) in accordance with the instructions 
provided at the back of the form. 

Files permanently in numerical order Copy 3 of RIS and 
temporarily the originals of RIS and ICS for the preparation of 
Report of Semi-expendable Property Issued (RSPI). 

Retrieves the original copies of RIS and ICS from temporary 
file, ensures the completeness of the RIS and ICS and prepares 
the RSPI in two (2) copies at the end of the day. 

Signs the "Certified by" portion of the RSPI. 

Receives signed RSPI and forwards to the Accounting 
Division/Unit the original copy of RSPI together with original 
copy of all RIS and Copy 3 of all ICS covered by the RSPI. 
Files Copy 2 of RSPI. Records the issued semi-expendable 
property in the SPC based on the supporting documents. 

Receives the original copies of RSPI together with original 
copy of all RIS and Copy 3 of all ICS covered by the RSPI. 

5 
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Area of 	Seq. 
Responsibility 	No.  

 

Activity 

 

     

12 

13 

Chief Accountant/Head 
of Accounting 

14 

Division/Unit 

Accounting Staff 15 

Bookkeeper 16 

Checks and verifies the completeness of information. Retrieves 
SPLC from file and fills out the "To be filled out in the 
Accounting Division/Unit" portion of RSPI. Records the RSPI 
in the SPLC and signs in the "Posted by/date" portion. 

Prepares JEV in two (2) copies based on the RSPI to recognize 
the issue of SP. 

Signs the "Prepared by" portion of the JEV and forwards JEV 
and supporting documents to the Chief Accountant/I lead of the 
Accounting Division/Unit for review and approval. 

Reviews correctness of the accounting entry and completeness 
of supporting documents. If in order, signs the "Certified 
Correct by" portion of the JEV and forwards Copies 1 and 2 of 
JEV to the Bookkeeper. If not in order, returns the JEV and 
supporting documents to the Accounting Staff concerned for 
correction. 

Receives JEV and supporting documents for the correction of 
accounting entry. Returns the JEV and supporting documents 
to the Chief Accountant/Head of the Accounting Division/Unit 
for approval. 

Receives signed JEV supported with the RSPI and RIS/ICS and 
records JEV in the GJ. Files copy 2 of JEV. 

Note 5 — For succeeding activities, refer to policy on the 
Preparation and Submission of Trial Balances, 
Financial Statements and Other Reports in Chapter 
19-Financial Reporting of the GAM for NGAs 
Volume 1. 

6 
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III. 	Procedures on the Transfer, Return, Re-issue and Disposal of Semi-expendable Property 

Area of 
Responsibility 

Seq. 
No. 

Activity 

   

Transfer of Semi-expendable Property to another 
Accountable Officer/A2ency/Fund Cluster 

Property and/or Supply 
Division/Unit 

Property and/or Supply 
Custodian 

Head of the Property 
and/or Supply 
Unit/Immediate 
Supervisor 

1 	For the transfer of semi-expendable property to another 
Accountable Officer/Fund Cluster, prepares Inventory 
Transfer Report (ITR) in four (4) copies and forwards them 
together with other supporting documents to the Head of the 
Property and/or Supply Division/Unit/ Immediate Supervisor 
for approval. 

For the transfer of semi-expendable property to another 
Agency, forwards the ITR and its supporting documents to the 
Head of Agency for approval. 

2 	Reviews, approves, and signs the ITR for the release or issue 
to another Accountable Officer/Fund Cluster. 

Forwards the approved ITR to the releasing officer of the 
Property and/or Supply Division/Unit 

Releasing Officer 
	

3 	Signs the 'Released/Issued by' portion of the ITR and affix the 
date of release. 

Forwards the 1TR to the new accountable officer for the receipt 
of the ITR, together with semi-expendable property transferred. 

New Accountable Officer 
	

4 	Receives the transferred semi-expendable property and signs in 
the 'Received by' portion of the ITR. 

Keeps the Copy 2 of the ITR for file. Returns the Original Copy 
and Copies 3 and 4 to the Property and/or Supply 
Division/Unit. 

Note 1— The completed ITR shall be distributed as follows: 

Original — Chief Accountant or Head of 
Accounting Division/Unit 

Copy 2 

	

	— Recipient or user of the semi- 
expendable property 

Copy 3 

	

	— Transferring agency/entity or 
user/officer 

Copy 4 	Property 	and/or 	Supply 
Division/Unit file 

Property and/or Supply 
Division/Unit 

7 
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Area of 
Responsibility 

Seq. 
No. 

Property and/or Supply 
Division/Unit 

Property and/or Supply 11 
Custodian 

12 

13 

14 

15 

Property and/or Supply 
Division/Unit 

Property and/or Supply 16 
Custodian 

Activity 

Receives the three (3) copies of RRSP and the semi-expendable 
property returned by the accountable officer. 

Signs the 'Received by' portion of the RRSP. Returns the 
Original Copy of RRSP to the Accountable Officer from the 
Requisitioning Unit and forwards Copy 3 to COA Auditor 
concerned. 

Records the return of semi-expendable property in the 
`Returned' column of the RegSPI. 

Cancels immediately the corresponding issued ICS for the 
returned semi-expendable property. 

Evaluates the returned semi-expendable property whether it 
can be reissued to another accountable officer or for disposal. 

Re-issue of Semi-expendable Property 

If found serviceable, prepares ICS for the re-issue to the new 
end-user. The procedures for the issue of semi-expendable 
property provided in Part II of Annex B shall be applied. The 
`Re-issue' column of the RegSPI shall also be updated upon re-
issue. 

Forwards the re-issued semi-expendable property and the 
original copy of the new ICS to the new end-user/accountable 
officer. 

New Requisitioning Unit 
New Requesting 
Personnel 

17 	Receives the re-issued semi-expendable property and the 
original copy of the new ICS. 

Disposal of Semi-expendable Property 

Property and/or Supply 
Division/Unit 

Property and/or Supply 
Custodian 

18 	If found to be for unserviceable and for disposal, prepare the 
Inventory and Inspection Report of Unserviceable Semi-
expendable Property (IIRUSP) for the actual disposal of the 
unserviceable semi-expendable property. 

19 Forwards a copy of IIRUSP to the Accounting Unit for the 
derecognition of unissued semi-expendable property disposed 

9 
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Area of 
Responsibilit y 

Seq. 
No. 

Activity 

    

and recognition of cash proceeds if the mode of disposal is 
through sale/public auction. 

Note 5 — The IIRUSP shall be distributed as follows: 

Original — Accounting Division/Unit 
Copy 2 	— Property and/or Supply 

Custodian's file 
Copy 3 	— COA, TSO, for inspection of 

semi-expendable property that 
requires evaluation by experts 

Accounting Division/Unit 
Receiving/Releasing Staff 	20 	Records in the logbook the receipt of Original Copy of the 

IIRUSP and other supporting documents and forwards to the 
Accounting Staff concerned for the preparation of JEV for the 
derecognition of unissued semi-expendable property disposed 
and recognition of cash proceeds if the mode of disposal of 
unserviceable semi-expendable is through sale/public auction. 

Accounting Staff 21 	Based on IIRUSP and other supporting documents, prepares 
JEV for the derecognition of unissued semi-expendable 
property disposed and to recognize the cash proceeds if the 
mode of disposal of unserviceable semi-expendable is through 
sale/public auction. Signs the "Prepared by" portion of the JEV 
and forwards the JEV and supporting documents to the Chief 
Accountant/Head of the Accounting Division/Unit for 
approval. 

Chief Accountant/ Head 	22 	Reviews correctness of the journal entries and signs on 
of Accounting 	 "Certified Correct by" portion of the JEV. Forwards JEV and 
Division/Unit 	 other supporting documents to designated staff for recording in 

the GJ. 

Designated Staff 
	

23 	Records the disposed unissued semi-expendable property, and 
cash proceeds from sale of the unserviceable semi-expendable 
property, in the GJ based on the JEV prepared. 

Note 6 — For succeeding activities, refer to policy on the 
Preparation and Submission of Trial Balances, 
Financial Statements and Other Reports in Chapter 
19-Financial Reporting of the GAM for NGAs 
Volume I. 

Maintenance of SPLC 
Accounting Division/Unit 

SPLC Keeper 	 24 	Records the disposal and posts necessary information to the 
SPLC based on appropriate source documents. 

10 
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