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REGION III _ CINTRAL LUZON

SCHOOLS DIVISION OF SCTENCE CITY Or NTIIXOZ

July 17, 2024

SCHOOLS DTVISION MEMORAIYDUM
No._?1L, s. 2424

SUBMISSIOIT OF PROPERTY I1TIIENTORY FORM

To: A11 Public Elementary and Seconclary Sch<lol Heads
Schr:ol Property Custodians
Administrative Officer Ti

A11 Others Concerrred

1. In relation to attached Regional Memorandum No. 512, s. 2A24 dated July 16, 2024, and,
OUA Memorandum dated June 20,2CI24 requiring ttre submission of duly accompiished
Properly Inventory Form {PIF} of aI1 insurable properties of ttre Schools Division Offices
and elementary and secondary schools (inciuding Implementing Units) using the
PropertSr Inventory Form prescribed under COA Circular No. 2A18-02 dated May 81,
2018.

2.,NL Public Eiementary and Secondary Schoolheads in cooperation with all the School
/ Propefi Custodians and Administrative Officer II are hereby instructed to submit hard

,/ copy of report on or before August 7, 2024 thru the SDO Records Section, and upload
soft copy of report {excel formati thru ttre link:
https: I /drive.gooeie.comldrivelfoldersl lowVS-PiCWmuNO6VkTvlIqwwG0yu-MhZA 

?

for consolidation.

A copy of PIF template, including the instructions in filling-up the form is attached to
this Memoraldum. An edible "Excef'template can also be accessed online through the
link : https: I /bit.ly/PlFTemplate 1.

Immediate and wide dissemination of this Memorandum is highly desired,.

WSV/Sutrmission of Pr'bperty Inventory Fom
AO4/Ju1y77,2024 W
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lZoyal, @cellenq .%countable and ffidicatedto @rvice
Address: Brgy. Rizal, Science City of Mufioz, 3119
Telephone No.; (044) 8A6 -2192; Email Address: munozscEpge,cltv@deped.qov.ph
DSCM-QMS-QMR-QSF-S8 Bev.G6 {03.23.23}

aPrf ifi.atp Nn Efrsffl73 , r}M , 5

I.{g[ItA It. GERVACIO PhD, CESq V
Schools Division Superinte rrdent k
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Classification

Column

Annex A
lnstructions for filling up the PIF

This column shall contain the general/major classification of the property as it is classified in
the financial statements. Example: Buildings, Machinery and Equipment, Motor Vehicle,
aln

Please refer to lhe Government Accounting Manual and the Chart of Accounts for the
general/major classification of property"

Type

This column shall also contain the specific description of the property, i.e. Machinery, Office
Equipment, lnformation and Communications Technology Equipment.

For both classification and type and its description, please refer to the Government
Accounting Manual and Chart of Accounts for the general/major classification of property.

Item Description

This column shall indicate a rnore specific and detailed information of the property, i.e. the
brand or make, sizeldimension of the property, capacity, etc. of the property.

Nature of Occupancy

This column is for buildings and other structures, which indicates the nature or type of
occupancy of the Government property whether: schools, offices, clinics, hospitals,
laboratories, public markets, car parks, terminals, residential, and other information which
are important basis for the pricing of the property and in determining the amount of the
premium to be paid to the GS|S.

Location

This column shall indicate where the property is located, installed or constructed. lt shall
indicate whether it is in the Central/Head or Regional Offices, Branches and Operating Units
and their addresses.

Date ConstructedlAcq u i redlM an ufactu red

lndicate in this column the date of construction/acquisition and manufacture of the property
which is important for the determination of the depreciation, depreciated cost, and the
insurable amount.

Property No./Other Reference

Property Number indicated in this column pertains to the identifying number assigned by
the Supply and/or Property DivisionlUnit corresponding to the RPCPPE, Acknowledgement
Receipt of Equipment, lnventory Custodian Slip, Property Stickers, and other reference.

Other Reference shall be indicated in this column for insurablr interests other than property.
It may refer to Contract Reference Number, Purchase Order Number and the like.

Acquisition CosUlnsurable lnterest

Acquisition CosUlnsurable lnterest pertains to the cosUvalue as defined in Paragraph 4
hereof.

MarkeUAppraisal/lnsurable lnterest pertains to the cost/value as defined in Paragraph 4
hereof.

Date of Appraisal

b

2

3

4

5

7



Column Description

The date of the appraisal to be indicated in this column pertains to the date the appraisal
was conducted by the in-house or independent appraiser pursuant to Paragraphs 1 and 5,1 .b
hereof.

10 Remarks

lndicate other information which are imporiant for and will facilitate the determination of the
depreciation, depreciated cost, and the insurable amount of the property and the amount of
premium to be paid to the GSIS.




























