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To:

Chairperson:

Vice-Chairperson:

Members:

Property Plant and Equipment:

Land and Land Improl,ements,
Building anel *ther Infra-structr,re :

May 23,2O23

ERLBO T. VILLAROS PhD
Assistant Schools Division Superintendent

FHRIESSY CRUZ S. BERMUDA, II
Administrative Officer V

JOMEL V. MANGAWANG
Accountant llilAccounting Unit

WINNIE S. VALDtrZ
Administrative Oflicer IV/ Supply Unit

CARIZALDY P. PAGAY
Administrative Aide Vl/Supply Unit

ARNELSON D. CORNEJO
Administrative Assistant III /Accounting

MARLON V. EIMINIG
Planning Of-deer III

ALVIN D. TANGCHAN
Se,nior Techrrieal As*i stant I I / DepE d- E ngirieer

ITEEOSSTTTUTTOTT CF EEf{OOLS FTVTSTOf I}TgEffiORY
AI{D DIgP6A.g, EO[fi MITTEE

Assistant Sehoals Divisisn Supcrintendent
ehief Edueati*a Supelisor*
Pubiic Elementary ard Seeondary Seh*clheads
All 0thers Concemed

Relative to the issued COA Circuiar No. 202A-006 dated .Ianuary 37, 202A entitled
Gttidelines and Procedures in t?w Co*duct of Phgsical Caunt af Prapertg, Plant and
Equipment {PPE}, Recogruiliaru af PPE Items Found at Stati*n, and Disposition for
Non-existing/ Missing PPE ltems, for the O*e-Time Clearusing of PPE Accourut
Balances of Gauernment Agencies, this Office hereby reconstitutes the Schoois
Division Inventory and Disposal Committee (SDIDC) as follows:

&val, @tcelient, ,9{,countable and ffidicatedto @rvice
Address: Brgy. Rizal, Sclence City of Mufio2..3119
Telephone Ns.: i044) $AG -2192; Email Address; munozscience.city@deped.qov.ph
DSCM-QMS-qMR-QSF-008 Rev.06 (03.23.23)



Bry*htie nt tlr lFlfltmiury'

Ee$xrtn:efit sf ffbnreti*n
R{GISH IIT - CEHT&AL LL]Uf}g

SCH**LS *El,3STGN S}- $CTENCE CTTY *Y itIlifrgZ

Books alrd Learning Materials:

iCT Related Materials:

MA. MtrRCtrDES P. MANABAT
LIBRARIAN

JOHANN M. TABING
Information Technologr Officer I

COA RepresentaLiveObseryer:

2. Far invent*ry, the
re sponsibilitiee:

SDIDe *hiall da tfte folicwing duties and

a. periorm periodie physical count of aii propere, piant and equipment
{trFE} of the Schoals Divi*ion Offiee of Seienee City of Munoz and
Sehools under its supervisian;

tr. update Properqy, Fiant and Equipment Leriger fards {PPELes} and
det*rmine Froperty, Plaat and Equipment iFFEi aceaunt eiassifieation;

e . ree.oneile trPE reeords of Aeeouaiin"g seetion;
d. prepare Physical Inventory Plarr using t}e fol1o-r.,ir:g:
r List of PPE items recorded in the PPtrLCs but not included in the

RPCPPtr/PIR
r List of PPE items included in RPCPPE not included in the PPELCs
o Latest RPCPPE/PIR;

document Physical Count in Ini,"entory Count Porm and clearlSi state
that the condition of PPEs such as:
In good condition
Needing repair
Unserviceable
Obsolete
No longer needed
Not Lised sinee purehaaed
trte .;
tag FPEs with new paper stieker containing new inforiuation provided
by the eCIA eireular Ns. 2A2A-AA6;
inelucle the ph5rsieal eount and tagged with praperty stiekers those
PPEg nlounrl stationu and deseribe in the Remarks eolunrn of the IeF
as "found station";

h. describe as'non-existing" or "missing" in the Remarks Column of the
ICF thase PPEs included in the inventory working papers but are not
found during the physical count;

i. distribute RPCPPtr as follovrs:
. Original - COA Auditor
. Copy 2 - Acccunting Unit
. Ccpy 3 - Property Unit
. Copy 4 - Division inventory Cammittee; and
j. pedorm other duties as may be assigned by the immediate supervisor

or tJre Ftead of the Schoois Divisisn Im,"rntory Corrrmittee.
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#yal, @cellent, ..ffcountable and #dicated to @rvice
Address: Brgy. Rizat, Science CitrT of Mu6oz." 31L9
Telephone No.: (044) 806 -21,92; Ernail Address: munozscience.city@deped.aov"ph
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3. For disposal, the SDIDC shall have the foilowing roles and functions:

a. require the submission by the concerned offices/sections/schools of
request/reports of the assets to be disposed af, and all necessary
documents pertaining thereto.

b" facilitate the disposai of waste materials and unserviceable property.
c. conduct inspection of unserviceable property to determine whether

the item is with or without value.
d. set the final appraise value of all disposal property based on existing

government provisions related thereto.
e. submit related reports (Waste Material Report and Inventory and

Inspection of Unserviceable Property) to the Schools Division
Superintendent for approval.

In line with the se, al1 schools are hereby directed to
establishlreconstitute their own School Inventory and Disposal
Committees-

Immediate andwide dissenrination of this Memoiandur:r is highly rlesired.

4.

5.

DEP.ED
tcE ctwoF Mufr(zI d Bl iarqYrfln

Ekarfu;ffi

.lonan#dnvecro PhD. cEso v
Schools Division Superinten aent/

I

Wsv/remstinrtion of schools divisiofl ifivefltoly and difl)osal committEe
fiAz/May23,2023

&yal, @.cellent, ,%:countable and @.diratedta @wice
Add{ess: Srgy. tizal, Seienee eity of Muflsz,3119
Telephone No.: {044} 8fr6 -2192; Email Address: munozscience.citv@deped.qav.ph
DSCM-QMS-QMR-QSF-oS8 Rev.06 (03.23.23')
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