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1.0 PURPOSE
This Property, Plant and Equipment Inventory Procedure shall assist the University personnel/Accountable Officer in
safeguarding, accounting for and disposing of University assets.

2.0 SCOPE
Property, Plant and Equipment Inventory procedure applies te all personnel of the University with property accountabilities.
The Property Office and Inventory Committee shall have a copy of this procedure.

3.0  DEFINITION OF TERMS

331
32
33
34

35

4.0 REFERENCES
43 USM Quality Management Systern Manual (IJSM-GMS om-
4.2 Government Accounting Manval : i
43 USMCode

5.0 RESPONSIBIL!TYAND AUTHORITY
52 Each University Employee with accountahllny has 3 genera

Property, Plant and Equipment refers to tangible assm that appear on the Financial Statement of the Unlversky
Accountable Officers are employees of the University with permanent status and has property accountability.

Inventory refers to the quantity of Property, Plant and Equipment that appears as an asset on the University Fi F‘mm:iii

Statement.
Inventory Team refers to the group consisting of a Chairman and four members coming from Internal Audit Services
and other designated personnel with permanent status.

Perpetual Inventory refers to the methand of lnve«nmry where infmmatmn on inventory quantity and availability is
updated on a continuous basis.

%Inn to afe quard”and maka appropnate use of

University.

property owned by or accountable to the University,
52 The inventory Team shall be responsible fo @\ al Inventow of all properties belonging ta the
t all property,

5.3 The Head of the PmpertyUn

6.0 PROCEDURE

plant and equipment are properly recnrdedﬁncluded in
the Inventory Reportof ifersity

6a. Schedule of i ven

Tra duoument i 2 sole ponerts (f LINIVERSITY OF SOUTERN MNDAWAD. Aay A506aus, un > dhaiined repraducthan

N sets schedule of annual physical inventory of equipment and provide copy of schedule to different

colleges unit.
Preparation for Inventory

- The Inventory Team shall secure summary/list of equipment from the Propeuty Cusludlan and counter-checks the list

with the original Property Acknowledgment Receipt (PAR), Inventory Custod lan Slip (ICS) and Memerandum Recelpt
{MR) signed by the Accountable Officer.

Conduct of Physical Inventory

The Inventory Team with the presence of concemed Accountable Ofﬂcer shall praceed with the conduct of actual
Pll‘ayma' inventory by identifying and comparing the assets included in the list with the existing assets In the work
place.

632 Forthe assetsincluded in the inventory report and found in the place of inventary, the team shalk:

6.31.1 Verify the condition of the asset whether serviceable or unserviceable. If unserviceable whether they
are recommending it for repair or for disposal and shall be nated in the Inventory Report/List. Attach
inventory tag in conspicuous part of the equipment.

6.31.2 Prepare the renewal of Memorandum Receipts for serviceable equipment to be acknowledged by the
employee concerned.

6.3.2. Forassets found in the place of inventory but not included in the summary of equipment, the Inventory Team
shall:

6.3.2.1 Prepare a separate inventory list of the assets found in the place of i inventory;

6.3.2.2 Verify the ownership of the asset. Unless otherwise proven, all assets inside the Office premises are
presumed to be owned by the University. All assets claimed to be personal or private shall be
disclosed in the inventory report. Inventory tags shall be attached.
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6.4, Tagging of Property, Plant and Equipment

One unique property tag number is assigned to each specific plece of propesty. Once the number is assigned, it
remains on record until deleted, and s never assigned again.
6.41 Untaggable Property
Property which, due to structure, shape or precision, cannot be'tagged shall be marked in some other easily
identifiable manner. Whenever passible the praperty number shall be Identified on the item by some means
such as indelible ink, paint or electric engraver. The uriused praperty tag shall be attached to the file copies.
6.4.2 Missing Tags or Untagged Items
Tt is possible that an iter’s original tag is missing or that it was not initially tagged. The property managament
shall note sufficient information such as description and serial number so that a research of property records
can determine if the item needs to be tagged.or retagged.

eport of Unserviceable Property 4
M vicsabli property shall be hauled @

6.6. Inventory Recards Reconciliation

6.7

6.8.

Property Reconciliation shall be done using the Perpetual Inyentory Method. The Property Custodian shall conduct
Perpetual Inventary on each Accauritable Offices as scheduted and it shall be updated as per acquisition and disposal-
Records Management

Property Management shall mainLain the official mwrds far all University property coded as capital equipment. The
information contained in the property fi files ln:iodcsﬁ\efollowng property numbes, departraent, acquisition methad,
description, manufacturer, model number, serial number, unit.cost, total cost, date received and fund source. Each
Accountable Officer shalt maintain ind asteeifiling cabinet.
Generation of Current/Updated Prope AN nd Equipnlent Listing E
Praperty, Plant and Equipment Inventory Report shall be prepared and updated ey

newly acquired equipment and dlspml of unser‘neeabluq Iprn A
RECORDS RETENTION AND DISPOSAL wa .{ﬁ k%ﬂ,,
$|lp shall be filed in the rc:pc:bv: folder of

7
71 Records of Property Mknowkdg«mnt R ;%?Q
the Accountable Officer.
7.2. Folder of a retired Accounta| (] be red to inu:tnre files =
7.3. Disposal shall be C teaﬂng or burning with permission and authorization from the h-ghlt
authorities. :
8.0 FORMS % :
8.1, P ledgement Receipt (PAR) (USM-SYS-F36-Rev,1.2020,03.06)
8z ln Custadian Slip (ICS) (USM-5Y5-F15-Rev.1.2020.03.06) !
83. Inventory and Inspection Report of Unserviceable Property (IIRUPY (USM-PRQ-Fai-Rev.1, 2020.03.06)
_ 84 Memorandum Receipt for Equipment (MR) (USM-PRO-Fo2-Rev.1 2020.03 06} I
© 85 Summary of Physical Inventory and Total Accumulated Depreciation of Fraperty, Plant and Equipment (USM-PRO-

Fo8-Rev.1.2626,63.96)
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Republic of the Philippines
Kabacan, Cotabato
UNIVERSITY OF SOUTHERN MINDANAO

Tel. No. 064-572-2138
emailaddress: op@usm.edu.ph

1sosonams.

April 4, 2024

CERTIFICATION OF PARTICIPATION IN A WORKSHOP

This is to certify that MARLON A. MANCERA, faculty member of the University of Southemn
Mindanao, has been granted permission to join and actively participate in the Outdoor Conference

2024, scheduled to take place on April 14, 20, and 21, 2024, via google meet and at La Trinidad,
Benguet Province.

The faculty member's attendance at this conference with the University's commitment to fostering
academic growth, research, and professional development. This event is a great opportunity for the
faculty to enhance his knowledge, network, and contribution to the field.

The University fully supports and encourages its faculty's active involvement in such academic
gatherings, as it ultimately enriches the teaching and research environment on our campus. This

experience creates a positive impact on the quality of education and research that faculty offers to our
students and colleagues upon their return.

Necessary reports and feedback shall be submitted to the Human Resource Management &
Development Office upon the completion of such conference.

Endorsed by:

Vfce President for Academic Affairs
University of Southern Mindanao

Approved by:

FRANCISQO GR-N.GARCIA, PhD
SUC Presigent IV

University of Southern Mindanao

“UNITY IN DIVERSITY AND
SUSTAINABLE DEVELOPMENT IN
MINDANAO THROUGH QUALITY AND RELEVANT EDUCATION."
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REVISION PAGE
EFFECTIVE DATE CHANGE DESCRIPTION AFFECTED ORIGINATOR ?

- Reviewed and amended 6.6 and 7.3 of '
the procedure in accordance to the
Quality Management System

Rewewed and amended partlcular}y .

March 6, 2020 SHIRLY J, MONDIA

| SHIRLY J. MONDIA |

Septemberaog,
2019

SHIRLY J. MONDIA

7 }ebr'urariyrzs, 2018

CEFERINOQ A.BRAVO

SHIRLY J. MONDIA
Name and Signature
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