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Document Code

QP-R12-FAD-05

PROCEDURE CONDUCT OF PHYSICAL INVENTORY OF PROPERTY, PLANT, & EQUIPMENT
TITLE (PPE)
SCOPE This process starts from the conduct of PPE inventory up to the submission of the
report to COA and CO.
PURPOSE To standardize the conduct Physical Inventory of Property, Plant, & Equipment
(PPE) in order to ensure the integrity of property custodianship and recording.
PROCESS DESCRIPTION
INPUT PROCESS OUTPUT
Updated report of
Previous year inventory Physical  Count  of
Supp]y PPE report CONDUCT OF PHYSICAL Property, Plant, &
Officer INVENTORY OF  PROPERTY, Equipment
» | PLANT, & EQUIPMENT (PPE) » COA/CO
DESCRIPTIVE STATEMENT:

Pursuant to Section 38, Volume 1 of Government Accounting Manual (GAM), an annual Physical
Inventory Count of all Fixed Assets, Supplies and Materials and Equipment is conducted at the
Regional and Field Offices to check the integrity of property custodianship and confirm the records of

Supply and Accounting Subsidiary Ledgers.

—

iy R;:f::::;ie PROCESS/ACTIVITY Details References
1. | Supply Officer | Prepares e Cause the convening of the | List of PPE
administrative Committee
requirements of the | e Proposes strategies to | Property Tag
Inventory Committee carry out the task of the
committee based on the
preceeding year’s
Inventory / PAR / ICS.
e Leads the committee in the
conduct of the inventory.
2 | Inventory Conducts  physical |« On site counting and | Updated List of PPE
Committee count of all recording of all PPEs
members with | properties and Property Tag
COA newly acquired | e [mposition of Property
Representative | assets Tags
e Update the List of PPE and
forward to CAO
3 | CAO Reviews and initials | e  Affix initials and forwards | Updated List of PPE
B updated PPE to RD
4 |RD Final Reviews and | e Forwards to Records Approved list of
signs the updated officer PPE
PPE
5 | Records Receives, Logs and | ¢ Furnish copy to Approved list of
Officer release 1. COA PPE
' 2. CO
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step | Responsible

No. Persannel PROCESS/ACTIVITY Details References
3. Chief Accountant
4. Process Owner

6 | Supply Officer | Checks existing | ¢ When necessary Prepare Updated PAR (GAAM

records an updated PAR/ICS Appendix  71)/ICS
(Appendix 59)

6 | Process Owner | Retain records * Update the Process Summary | e Process Summary

Log Sheet Log Sheet

. . e Control of
e Retain records in accordance

Documented
with the Control of Retained Intarmation
Documented Information Procedure
Procedure and the Masterlist
of Records e Masterlist of

Records

Definition of Terms:

e Inventory Committee - take charge of the physical inventory-taking, consisting of two or more
employees designated by the head of the agency including the property /administative officer of

custodan depending on the extent of his accountability. A representative of the Auditor shall witness
the inventory-taking,

* Report on the Physical Count of Property, Plant and Equipment (RCPPE) - is the form used to report
on the physical count of PPE by type such as land, land improvements, infrastructure, building and

other structures, machinery and equipment, transportation equipment, furniture, fixtures and books,
etc. which are owned by the agency.

Legal References:

e Sec. 38. Physical Count of PPE, Property, Plant and Equipment, Government Accounting Manual
{GAM) Volume I

Prepared by:

ALLAMEN T& [; PANGILAMEN DENlﬂlS

Pro‘iess Owner Divisiox{x Chief/ Deputy Regional QMR
Q
|

‘ Reviewed by: ' Approved by:

LAILYN Am, CESE | REYNALDQ M. BOINGUBUNY, CESO IV
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