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UNIVERSITY OF SOUTHERN MINDANAO 

Kabacan, Cotabato 

BACHELOR OF SCIENCE IN MANAGEMENT ACCOUNTING 

AREA IX – LABORATORIES 

Parameter A – LABORATORIES, SHOPS AND FACILITIES 

1. SYSTEM – INPUTS AND PROCESSES 

Approved building plan and conformity to RA 6541 and PD 856 

The laboratory rooms used by the BS Management Accounting program are located in the 

buildings shown in the University development plan and in the floor plans below. The plans 

show the location of the laboratory rooms and the corridors that serve them. The Information 

and Communications Technology (ICT) Center floor plan shows the proposed Internet 

laboratory. 

 

 

Figure 1. USM development plan (left) and the ground floor plan of the CBDEM Building (right). 

 
Figure 2. Floor plan of the University Information Communications and Technology Center, proposed Internet 

laboratory. 
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The layout of the laboratories is guided by the National Building Code of the Philippines (RA 

6541), which applies to a school site (Section 1.01.04) and requires every building to conform 

to the principles of safe construction and to be suited to its purpose (Section 1.01.05). The 

Code of Sanitation (PD 856) applies to the sanitary conditions of the rooms. 

 
Figure 3. Provisions of the National Building Code of the Philippines (RA 6541) applied to the laboratory layout. 

Status of the system indicators 

No. Indicator Evidence in the files Status 

S.1 Layout conforms to RA 6541 and 
PD 856 and to the needs of the 
program. 

Development plan, CBDEM ground floor 
plan, ICT Center floor plan; RA 6541 
provisions. 

[Certification of conformity from the Physical 
Plant and Site Development Office] 

Plans 
available; 
certification to 
be supplied 

S.2 Room lighting conforms to the 
fluorescent standard for the size 
of the room. 

Photos show tube-light and ceiling panel 
lights in the laboratory rooms. 

[Number and type of lamps per room; room 
size] 

Photos 
available; 
data to be 
supplied 

S.3 Laboratories are properly lighted 
and well-ventilated. 

Photos show lit rooms with windows, 
electric fans and air-conditioning units. 

Available 

S.4 Each room has at least two exit 
doors that open outward. 

Photos of the exit and entrance doors of a 
laboratory (C-2). 

[Confirm that the doors open outward and 
give the room list] 

Partly shown 

S.5 There is a laboratory for shop 
work for specific technologies. 

Multimedia Production Center with printing 
and cutting equipment. 

[Name of shop / technology laboratory] 

To be 
confirmed 
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No. Indicator Evidence in the files Status 

S.6 Computer laboratory with at least 
15 usable units and a printer. 

Photos of the computer laboratories and 
ICT Center. 

[Number of usable units and printers per 
laboratory] 

Photos 
available; 
count to be 
supplied 

S.7 2 sq. m. per student; total area of 
70 sq. m. 

[Room areas and enrollment per class, from 
the plans] 

To be 
supplied 

 

   

Figure 4. Laboratory room with ceiling lights, windows and air-conditioning units, from different angles. 

 
 

 

Figure 5. Exit and entrance doors of a laboratory (C-2), and a laboratory work bench with sink. 

2. IMPLEMENTATION 

2.1 Furniture, equipment, fire extinguishers, first-aid kits and the Multimedia 
Center 

Furniture and equipment (I.1) 

The computer laboratories are arranged in rows with enough aisle space for students to move 

and to work at each unit without interference. The units sit in partitioned work stations with 

fixed chairs. 



Area IX – Parameter A: Laboratories, Shops and Facilities  |  Page 4 

 

 

Figure 6. Computer laboratories used by the program. 

  

Figure 7. Computer laboratory work stations with partitions. 

Safety and precautionary measures; fire extinguishers (I.2, I.3, I.5) 

Fire extinguishers are installed where staff and students can reach them: in wall cabinets and 

along the corridors of the laboratory buildings, for example in LED Lab 1. The University buys 

extinguishers through its procurement contracts, which list a 4.5 kg dry chemical unit and a 

4.5 kg pure HCFC 123 unit. 
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Figure 8. Fire extinguishers in wall cabinets and corridors (LED Lab 1), and the supply contract that lists the 
extinguishers. 

Safety is taught as well as equipped. On March 27, 2024, the College of Business, 

Development Economics and Management (CBDEM) held a Fire and Earthquake Safety and 

Drill Seminar with the Bureau of Fire Protection (BFP), Kabacan Fire Station, which included 

a demonstration on the use of a fire extinguisher. A fire drill with extinguishers is also shown. 

 

 

Figure 9. CBDEM Fire and Earthquake Safety and Drill Seminar (Mar. 27, 2024) and a fire drill. 

First-aid kits (I.6) 

 

 

Figure 10. First-aid kits in the laboratory rooms (CE-11 Laboratory and others). 
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Multimedia Center and other equipment (I.9) 

The University Multimedia Production Center is equipped with printing and finishing 

equipment, such as a large-format printer and a paper cutter. It supports instructional 

materials, publications and other output of the University. 

 
 

Figure 11. University Multimedia Production Center and its equipment. 

  

Figure 12. Printing and cutting equipment of the Multimedia Production Center. 
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Gas, water and electricity; demonstration table; stock rooms (I.10–I.12) 

  

Figure 13. Students using gas and electricity in class practicum activities, and the demonstration table with sink 
and water supply. 

 

 

Figure 14. Stock rooms where laboratory equipment, supplies and materials are kept. 

2.2 Laboratory operations procedures and manuals 

Laboratory work is governed by controlled documents of the University’s Quality Management 

System, each with a document number, revision history, and prepared, reviewed and 

approved signatures: 
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• USM-EDL-002, Rev. 2 – Procedure for the Conduct of Laboratory Activities 

(effective February 3, 2021; first established July 4, 2016, revised November 4, 2016 

and February 3, 2021). 

• USM-EDL-005, Rev. 1 – Procedure for Safety of Students and Laboratory Staff 

(effective February 3, 2021; first established July 4, 2016; electronically released April 

11, 2024). 

 

 

Figure 15. Document control pages of USM-EDL-002 (conduct of laboratory activities) and USM-EDL-005 (safety 
of students and laboratory staff). 

2.3 Certification of conformity to RA 6541 and PD 856 

2.4 CHED-required laboratories 

CHED-required laboratory Existing Not existing Remarks 

Computer laboratory ✓  Photos of computer laboratories and 
ICT Center are attached. 

[Other laboratory required by the 
CHED policy and standards for 
BSMA] 

[ ] [ ] [ ] 

[Other laboratory required] [ ] [ ] [ ] 

2.5 Brief description of each laboratory room 

Laboratory Description (from the photos) Details to add 

Computer laboratory Air-conditioned rooms with rows of 
computer units on partitioned work 
stations, ceiling lights and windows; 
used for classes and computer-based 
activities. 

[Room no., building, capacity, 
number of units, printers, 
software] 
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Laboratory Description (from the photos) Details to add 

Information 
Communications 
Technology (ICT) Center 

Room with computer units and a 
projector for training and computer use; 
a proposed Internet laboratory is shown 
on the floor plan. 

[Room no., number of units, use] 

Multimedia Production 
Center 

Production facility with printing and 
finishing equipment. 

[Equipment list and staff] 

Laboratory with 
demonstration table and 
bench 

Laboratory with bench, sink, water, and 
gas and electrical outlets for practicum 
activities. 

[Which laboratory and subjects 
served] 

[Shop / speech / PE / 
natural science] 

[ ] [ ] 

 

2.6 Laboratory manuals and operation manuals in actual use 

Name of laboratory Laboratory manuals available Operation manuals (OM) 
available 

Computer laboratory [List the laboratory manuals used in 
the computer-based subjects] 

OM for the use of computer units 
and the laboratory [title] 

Procedure USM-EDL-002 
(conduct of laboratory activities) 

Procedure USM-EDL-005 
(safety) 

ICT Center [ ] [OM for projector and network 
equipment] 

Multimedia Production 
Center 

[ ] [OM for printer and paper cutter] 

[Other laboratory] [ ] [ ] 

 

3. OUTCOMES 

Evidence that laboratories and shops are well-equipped, functional and conducive 
to learning 

 

 

Figure 16. Students using the computer laboratory during class. 
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Figure 17. Students working at computer units, and a projector in the ICT Center for instruction. 

Discussion 

The laboratories are well-equipped. The photographs show rows of computer units in air-

conditioned rooms, with working stations for each student, and with projectors for teaching in 

the ICT Center. The Multimedia Production Center holds printing and cutting equipment that 

supports instruction. The computer laboratory has [number] usable units and [number] 

printers, which meets the standard of at least 15 units and a printer. Each student has at least 

[number] hours of computer access per term in every subject that needs it, as shown by 

[schedule or certificate of registration]. 

They are functional. The photographs of classes in progress show students at work on the 

computer units, and the practicum photographs show students using gas, water and electricity 

at a demonstration table. Equipment, supplies and materials are kept in separate stock rooms 

so that they are available when needed. Laboratory work follows controlled procedures (USM-

EDL-002 and USM-EDL-005) that are reviewed and revised, and the University buys the 

safety equipment, such as fire extinguishers, through its procurement contracts. 

They are conducive to learning. The rooms are lit by ceiling lights, have windows and fans or 

air-conditioning, and have clear aisles and exits. Fire extinguishers are placed in the corridors 

and in wall cabinets, first-aid kits are provided in the laboratory rooms, and safety training is 

held, as in the Fire and Earthquake Safety and Drill Seminar of March 27, 2024 with the Bureau 

of Fire Protection. Students and faculty work in a safe and comfortable place. Their satisfaction 

with the laboratories is [result, source and date]. 

The plans, photographs, procedures and safety activities together show that the laboratories 

and shops of the program are well-equipped, functional and conducive to learning, which 

supports O.1. 

4. BEST PRACTICES 

1. Documented laboratory procedures under the Quality Management System. USM-

EDL-002 and USM-EDL-005 have document numbers, revision histories and approval 

signatures, and have been revised since 2016. 

2. Safety procedure for students and laboratory staff. A written procedure covers the 

safety of everyone who works in the laboratories. 

3. Fire extinguishers placed in corridors and cabinets. Extinguishers are visible and 

within reach of staff and students. 
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4. Procurement of safety equipment. Fire extinguishers are listed in the University’s 

supply contracts, so they are replaced and added as needed. 

5. Fire and earthquake drills with the BFP. The CBDEM held a Fire and Earthquake 

Safety and Drill Seminar with the Kabacan Fire Station on March 27, 2024, including 

extinguisher demonstration. 

6. First-aid kits in laboratory rooms. Kits are placed in laboratories such as the CE-11 

Laboratory. 

7. Ergonomic computer work stations. Partitioned work stations and fixed chairs give 

each student their own space. 

8. Air-conditioned and well-lit computer laboratories. Ceiling lights, windows and air-

conditioning make the rooms comfortable for long computer use. 

9. Separate stock rooms. Equipment, supplies and materials are stored in stock rooms 

where they are shelved and organized. 

10. Hands-on practicum facilities. Demonstration tables with sink and utilities let students 

practice with gas, water and electricity. 

11. Multimedia Production Center. A University facility with printing and finishing 

equipment supports instructional materials. 

12. Use of the ICT Center for instruction. The ICT Center has projectors and computer 

units for training and classes, with plans for an Internet laboratory. 
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UNIVERSITY OF SOUTHERN MINDANAO 

Kabacan, Cotabato 

BACHELOR OF SCIENCE IN MANAGEMENT ACCOUNTING 

AREA IX – LABORATORIES 

Parameter B – EQUIPMENT, SUPPLIES AND MATERIALS 

1. SYSTEM – INPUTS AND PROCESSES 

Equipment, supplies and materials available in the laboratories (pictorial) 

The laboratories used by the program are equipped for computer-based instruction. The list 

of laboratory equipment of the Department of Computing and Library Information Science 

(DCLIS) records the quantity of each item, its use and its photograph: 

Quantity Equipment Use Remarks 

150 Computer unit Lectures, demonstrations and laboratory 
activities of instructors and students. 

 

5 Projector Lectures, demonstrations and research 
in laboratory rooms and lecture rooms. 

 

4 Projector screen Classes that use projectors.  

4 Computer laboratory 
rooms 

Laboratory classes that need 
computers. 

 

4 Whiteboard Classes in the computer laboratory 
rooms. 

 

1 Smartboard Lectures and demonstrations.  

1 Smart TV Demonstration and film viewing.  

4 Tablet Lectures, demonstrations and research.  

2 Switch Activities that need networking tools.  

10 Crimping tool Networking activities.  

1 Internet connection Research, demonstrations and 
laboratory exercises. 

 

2 Printer Reproduction of quizzes, test papers 
and laboratory exercise sheets. 

 

1 Photocopier Reproduction of instructional materials.  
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Figure 1. List of laboratory equipment with photographs (computer units, projectors, tablets, switches, crimping 
tools, smartboard, printers, photocopier and others). 

 

 

 

Figure 2. Projector and ICT equipment, and the computer laboratories. 

Servers and network cabinets serve each computer laboratory, so that the units have network 

and Internet access. 
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Figure 3. Servers and network cabinets inside the computer laboratories. 

Supplies and materials are kept in stock rooms and storage cabinets where they can be issued 

when needed. 

 

 

Figure 4. Stock room storage of laboratory equipment and supplies. 

Specifications and the CMO 

The Policies, Standards and Guidelines in the CMO that was submitted require, for laboratory 

and physical facilities (Section 16): dedicated computer terminals for at least one fifth of the 

computing students, a 1:1 computer-to-student ratio in a laboratory class, Internet access in 

all computer laboratories with at least 4 Mbps of dedicated bandwidth, Wi-Fi and a learning 

management system, hardware and software that respond to the objectives of the courses, 

licensed software (free and open source software is allowed), and projection equipment in 

every laboratory. 
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Figure 5. CHED memorandum order, Section 16: Laboratory and Physical Facilities (as highlighted in the 
submitted copy). 

Software 

Varied software is installed in the laboratories. The list for laboratory CE-11 includes Microsoft 

Windows 10, Microsoft Office 365, Dev C++, NetBeans, MySQL, MS SQL Server Express, 

Microsoft Visual Studio Community, XAMPP, Wireshark, Typing Master, GIMP, Mozilla 

Firefox, Google Chrome, Visual Studio Code, Sublime, WinRAR and Foxit PDF Reader. The 

lists of other laboratories add applications such as LibreCAD and DaVinci Resolve. 

 
 

 

Figure 6. Lists of software and applications installed in the computer laboratories (CE-11 and others). 
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Status of the system indicators 

No. Indicator Evidence Status 

S.1 Equipment, supplies and 
materials are available in the 
laboratories and shops. 

List of laboratory equipment (150 computer 
units, 5 projectors and others); inventory of 
laboratory equipment per room; 
photographs; stock rooms. 

Available 

S.2 Apparatuses, tools and materials 
conform to the specifications 
required in the CMO. 

Section 16 of the submitted CMO; inventory 
with brand, model and serial numbers. 

[Confirm the CMO for BSMA and compare 
quantities] 

To be 
confirmed 

S.3 Varied computer software is 
available. 

Lists of software and applications; Office 
365 licenses. 

Available 

 

2. IMPLEMENTATION 

2.1 Record of utilization of supplies and materials 

The University buys laboratory supplies and equipment through its Annual Procurement Plan 

and small-value procurement. The Procurement Monitoring Report as of December 31, 2020 

lists requests for quotation for laboratory supplies and equipment, furniture, air-conditioning 

units and software, and the Annual Procurement Plan shows a budget line of ₱408,000 for 

software licenses. The software license purchase and the Office 365 certificate of completion 

are shown below. 

 

 

Figure 7. Annual Procurement Plan (software license line highlighted) and Procurement Monitoring Report as of 
December 31, 2020. 
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Figure 8. Purchase order of the Microsoft Office 365 license (100 licenses for faculty, 12 months) and the 
certificate of completion, December 22, 2020. 

 
 

Figure 9. Microsoft Volume Licensing Service Center and procurement report. 

2.2 Functional locally-improvised apparatuses 

No. Name of 
apparatus 

Brief description Purpose / 
function 

Subject where 
used 

Fabricator 

1 [ ] [ ] [ ] [ ] [ ] 

2 [ ] [ ] [ ] [ ] [ ] 

2.3 Inventory of functional equipment based on CHED minimum requirements 

Equipment CMO-required 
quantity 

Quantity of 
existing 
equipment 

Supplies available 

1. Natural Sciences Laboratory 
(Biology, Chemistry, Physics, 
etc.) 

[ ] [ ] Microscopes, chemicals and 
glassware in stock rooms 

[list] 
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Equipment CMO-required 
quantity 

Quantity of 
existing 
equipment 

Supplies available 

2. Computer Laboratory [ ] 150 computer units 
(4 laboratory 
rooms) 

Keyboards, mice, UPS, 
AVR, printers, software 
licenses 

    Monitors, system units, 
keyboards, mice 

[ ] Inventory CEIT-
CE16: 41 system 
units listed, 40 
working, 1 with 
motherboard 
damage; 25 + 8 
keyboards and 
mice; 8 UPS; 32 
AVR 

[add the monitors 
count and the 
other laboratories] 

[ ] 

    Projector, projector screen, 
whiteboard 

[ ] 5 projectors; 4 
screens; 4 
whiteboards 

[ ] 

    Switch and crimping tools 
(networking) 

[ ] 2 switches; 10 
crimping tools 

[ ] 

3. Technology / Shop [ ] [ ] [ ] 

4. Speech [ ] [ ] [ ] 

5. Multi-media [ ] 1 Smart TV; 1 
smartboard; 
viewing room with 
projector 

[ ] 

6. Others [ ] 4 tablets; 2 
printers; 1 
photocopier 

[ ] 

 

   

Figure 10. Laboratory equipment inventory: computer laboratories (name, brand, model, serial number, location 
and status). 

2.4 Maintenance of equipment (I.1) 

Equipment is kept in working order through scheduled maintenance. The DCLIS Equipment 

Maintenance Log records cleaning of the computer systems, removal of unused programs, 

disk defragmentation and clean-up, virus scanning, replacement of parts, and the reformatting 

of 24 units on December 15, 2017, together with the date for the next maintenance of each 

activity. A calibration log is also kept. The University Information and Communication 

Technology Office (UICTO) technical support uses a Computer Hardware Maintenance 

Checklist (Form USM-ICT-F06), with quarterly checks of AVRs, power cords, power supplies, 



Area IX – Parameter B: Equipment, Supplies and Materials  |  Page 8 

motherboards, hard disks, cables, monitors, keyboards and printers, the problems found and 

the solution recommended, and the signatures of the technician and the UICTO Director. 

 

 

 

Figure 11. Equipment maintenance log and calibration log of DCLIS (2017–2020) and a UICTO computer 
hardware maintenance checklist. 

 
 

Figure 12. Samples of the quarterly computer hardware maintenance checklists. 

2.5 Wise utilization of laboratory supplies and materials (I.2) 

The computer laboratories have written rules of use: no food or drinks near the equipment, 

authorized use only, careful handling, saving and logging out, no installation of software 

without permission, switching off after use, and no unauthorized devices. The rules reduce 

damage to the equipment and the waste of supplies. 

 
Figure 13. Rules for the Computer Laboratory. 
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2.6 Licensed computer software (I.3) 

The University buys licenses for the software it installs. In November 2020 it bought 100 

Microsoft Office 365 A3 licenses for faculty (12-month subscription, ₱208,000, Purchase 

Order dated November 16, 2020). The certificate of completion of December 22, 2020 records 

the Office 365 license for 100 faculty and 2,000 students. The Microsoft Volume Licensing 

Service Center is used to manage the licenses. Other installed applications are free and open-

source software, which the CMO allows. 

3. OUTCOMES 

Evidence that laboratory equipment, supplies and materials are sufficient and 
wisely utilized 

 

  

Figure 14. Computer laboratory rooms with computer units for each student. 

 

 
 

Figure 15. Computer laboratory (CE-11), students using microscopes, and a viewing room with a projector. 

Discussion 

The equipment is sufficient. The list of laboratory equipment shows 150 computer units in four 

laboratory rooms, five projectors, four projector screens, four whiteboards, a smartboard, a 
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Smart TV, tablets, printers, a photocopier, switches and crimping tools for networking 

activities. The inventory of laboratory CEIT-CE16 records, by brand, model, serial number and 

location, the monitors, 41 system units (40 working), keyboards, mice, UPS and AVR. The 

laboratory has [number] units for [number] students in the largest class, which meets the 1:1 

computer-to-student ratio of the CMO. Every laboratory has projection equipment, and the 

computer laboratories have servers and network cabinets that provide Internet access at 

[bandwidth] against the required minimum of 4 Mbps. 

The supplies and materials are sufficient. The University buys laboratory supplies and 

equipment, software and furniture through its Annual Procurement Plan and small-value 

procurement, and records the purchases in the Procurement Monitoring Report. Supplies are 

kept in stock rooms and cabinets where they are stored in order and can be issued when 

needed. [Add the requisition records that show supplies are available when classes need 

them.] 

The equipment is functional and wisely utilized. The DCLIS maintenance log, calibration log 

and the UICTO quarterly hardware checklist show that each item is cleaned, checked and 

repaired on a schedule, with the next maintenance date set. The inventory shows that nearly 

all listed units are working and identifies the one with motherboard damage for repair. Written 

rules for the computer laboratory protect the equipment and supplies from misuse. The 

software is licensed and managed through the University’s Microsoft licensing, with free and 

open-source applications that the CMO allows, so that students use the tools that their courses 

require. 

The lists, inventory, procurement records, maintenance records and photographs together 

show that the laboratory equipment, supplies and materials are sufficient and wisely utilized, 

which supports O.1. 

4. BEST PRACTICES 

1. Equipment list with photographs and uses. Each item has its quantity, use and 

photograph, which makes the equipment easy to verify. 

2. Detailed inventory. The inventory records brand, model, serial number, location and 

status (working, for repair) for each unit. 

3. Scheduled preventive maintenance. The DCLIS log records the date of each 

maintenance and the date of the next one. 

4. Calibration log. A separate log records the calibration of equipment. 

5. Quarterly hardware checklist by UICTO. A standard form (USM-ICT-F06) is signed by 

the technician and the UICTO Director. 

6. Prompt identification of damaged units. Units with damage are marked in the 

inventory for repair, for example a system unit with a damaged motherboard. 

7. Written rules for the computer laboratory. Fourteen rules protect the equipment and 

ensure orderly use. 

8. Licensed software. The University buys Office 365 licenses for faculty and students, 

and manages the licenses through Microsoft Volume Licensing. 
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9. Use of free and open-source software. Tools such as GIMP, NetBeans, XAMPP and 

VS Code give students the applications they need at no license cost. 

10. Planned procurement. Laboratory equipment, ICT equipment and software have 

budget lines in the Annual Procurement Plan, and purchases are tracked in a 

Procurement Monitoring Report. 

11. Network and servers in the laboratories. Servers and network cabinets in the 

computer laboratories give reliable Internet and network access. 

12. Projection equipment in every laboratory. Projectors, screens, a smartboard and a 

Smart TV support instruction and demonstrations. 

13. Stock rooms for supplies. Equipment and supplies are stored in cabinets and rooms 

for orderly issue. 
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UNIVERSITY OF SOUTHERN MINDANAO 

Kabacan, Cotabato 

BACHELOR OF SCIENCE IN MANAGEMENT ACCOUNTING 

AREA IX – LABORATORIES 

Parameter C – MAINTENANCE 

1. SYSTEM – INPUTS AND PROCESSES 

Staff profile assigned to the proper upkeep of the laboratories 

Laboratory aides and technicians look after the laboratories, and the Physical Plant and 

Development Services Office (PPDSO) and the University Information and Communication 

Technology Office (UICTO) provide repair and technical support. The personal data sheets of 

the laboratory staff are on file; only the positions and education are shown here. 

Name Position Educational attainment Length of 
service 

Vergie J. Sebastian Physics laboratory staff Bachelor of Elementary 
Education, University of Southern 
Mindanao (1997–2001) 

[ ] 

Samuel A. Caluyan Biology laboratory staff 
/ laboratory aide 

BS Agriculture, University of 
Southern Mindanao (2006) 

[ ] 

Belen E. Esmejarda Chemistry laboratory 
staff 

BS Chemistry, University of 
Southern Mindanao (1997–
2001); MST Chemistry (2011–
present) 

[ ] 

Rose Suetos Laboratory aide, 
Science and 
Technology Building 

BS Information Technology 10 years 
(permanent) 

Benjamin Fortinez Director, Physical Plant 
and Development 
Office 

Master in Civil Engineering 30 years 
(permanent) 

Ghany Mhar G. Atih DCLIS laboratory aide 
(CEIT) 

[ ] [contract of 
service] 

Clarence Dave G. 
Galas; Ray John M. 
Jugas; Mario M. 
Rentuaya and others 

UICTO Technical 
Support (head; 
computer maintenance 
technologist; 
technicians) 

[ ] [ ] 
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Figure 1. Organizational chart of the Department of Computing and Library Information Science (DCLIS) and of 
the University Information and Communication Technology Office (UICTO). 

Maintenance and Repair Unit (pictorial) 

The University has a Maintenance and Repair Unit staffed by skilled workers: carpenters and 

a civil works section, electricians and an electronic technician (General Services Office), 

audio-visual equipment operators, laboratory aides assigned to the colleges, and the PPDSO 

sections for machinery and landscape, water system, electrical and civil works. Computer 

equipment is repaired by the UICTO technical support. The units serve on direct request. 

 

 

Figure 2. Composition of the maintenance and repair unit and the list of PPDSO personnel (machinery and 
landscape, water system, electrical, civil works). 
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Figure 3. PPDO staff profile, and technicians repairing computer equipment. 

2. IMPLEMENTATION 

Maintenance system of the laboratories and equipment 

Laboratories and equipment are maintained through documented procedures, scheduled 

maintenance and regular inventory and calibration: 

• Preventive and corrective maintenance. Under the Machinery and Campus Ground 

Maintenance Procedure (USM-PPD-010, Rev. 0, effective September 21, 2020), an 

assigned operator and the chief mechanic inspect equipment using the Equipment 

Preventive Maintenance Checklist, follow the Preventive Maintenance Calendar, and 

carry out corrective maintenance if a defect is found. Repairs are recorded in a Repair 

Log Book, and replacement parts are requested by purchase request. 

• Computer equipment. The DCLIS Equipment Maintenance Log and the UICTO 

quarterly Computer Hardware Maintenance Checklist (Form USM-ICT-F06) record 

cleaning, updates and checks of the computer units, with the date of the next 

maintenance (see Parameter B). 

• Inventory. Laboratory equipment is listed in the Laboratory Equipment Inventory (Form 

USM-EDL-F08), with brand, model, serial number, property number, date of purchase, 

unit cost, source of fund, location and status. For example, the inventory of the Biology 

Central Laboratory as of January 24, 2025 was prepared by the laboratory aide and 

checked by the laboratory in-charge. 

• Calibration. Instruments are calibrated by accredited laboratories. Calibration 

certificates are on file, for example the DOST Regional Standards and Testing 

Laboratory (Davao) certificate for test weights (March 2018), test and calibration 

certificates of Camprock Analytica Ezzentialez Trading, and a calibration certificate for 

the biological safety cabinet. 

• Cleanliness and waste disposal. The USM Ecological Waste Management Program 

(in effect since June 2011) requires the colleges to segregate waste at their Materials 

Recovery Facility, and collection is made by University trucks; non-segregated waste is 

not collected. Under the Campus Ground Maintenance Procedure, garbage in academic 
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buildings, offices and canteens is collected every Tuesday and Thursday and delivered 

to the municipal dump site, and a Monthly Garbage Collection Report is filed. 

• Replenishment of supplies. Supplies and materials are listed in the Annual 

Procurement Plan and are bought when needed (see Parameter D). 

 

 

Figure 4. Machinery and Campus Ground Maintenance Procedure (USM-PPD-010). 

 

 

Figure 5. Laboratory Equipment Inventory (as of January 24, 2025). 
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Figure 6. Calibration certificates of laboratory instruments. 

 

 

Figure 7. USM Ecological Waste Management Program and garbage collection trucks. 

Safety devices available 

Laboratory Safety device Quantity 

Computer laboratory (LED Lab 1) Fire extinguisher [ ] 

Laboratory corridors Fire extinguisher in wall cabinet [ ] 

CE-11 Laboratory First-aid kit [ ] 

Computer laboratories Servers in network cabinets; AVR and 
UPS for computer units 

[ ] (see Parameter B 
inventory) 
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Laboratory Safety device Quantity 

[Other laboratory] [ ] [ ] 

 

 

 

 

Figure 8. Safety devices: fire extinguishers (wall cabinet and corridor) and a first-aid kit. 

3. OUTCOMES 

Evidence that the laboratories and shops are functional and properly maintained 

  

Figure 9. Computer laboratories in use during classes. 
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Figure 10. Computer laboratory rooms: Information Communication Technology Center and clean, well-lit 
laboratory rooms. 

Discussion 

The laboratories and shops are functional. The photographs show the computer laboratories 

in use during classes, with students working at their units, and the rooms are clean, ordered 

and well lit. Servers and network cabinets are installed and working. The inventory records 

the status of each unit as working, for repair or for calibration, and units with defects are 

marked for repair, for example a unit with a damaged motherboard in the CEIT-CE16 

inventory. 

They are properly maintained. Assigned staff look after the laboratories: laboratory aides in 

the colleges, the UICTO technical support for computers, and the Maintenance and Repair 

Unit and PPDSO for buildings, electricity, water and machinery. Maintenance is scheduled 

and recorded in the DCLIS maintenance log, the UICTO quarterly checklists and the Repair 

Log Book, and the next maintenance date is set. Equipment is coded, listed and inventoried, 

and instruments are calibrated by accredited laboratories, with certificates on file. Waste is 

segregated and collected twice each week under the USM Ecological Waste Management 

Program and the Campus Ground Maintenance Procedure. Safety devices such as fire 

extinguishers and first-aid kits are provided. 

Together, the staff, repair units, procedures, records, calibration certificates and photographs 

show that the laboratories and shops are functional and properly maintained, which supports 

O.1. 

4. BEST PRACTICES 

1. Documented maintenance procedure under the Quality Management System. 

USM-PPD-010 sets out preventive and corrective maintenance, with checklists, a 

calendar and a Repair Log Book. 

2. Preventive maintenance calendar and checklists. Equipment is checked on schedule 

and not only when it fails. 

3. Computer maintenance logs with the next maintenance date. DCLIS and UICTO 

records list the work done and when it is due again. 
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4. Quarterly hardware checklist signed by the technician and the UICTO Director. 

Each check is reviewed by a supervisor. 

5. Standard laboratory equipment inventory form. USM-EDL-F08 records brand, 

model, serial and property numbers, cost, source of fund, location and status. 

6. Calibration by accredited laboratories. Certificates from the DOST Regional 

Standards and Testing Laboratory and other calibration providers are kept. 

7. Skilled in-house maintenance unit. Carpenters, electricians, an electronic technician, 

audio-visual operators and laboratory aides are on call. 

8. Dedicated technical support for computers. The UICTO technical support has a 

head, a computer maintenance technologist and technicians. 

9. Ecological waste management program. Segregation at the Materials Recovery 

Facility of each college; no collection of non-segregated waste. 

10. Regular garbage collection with a monthly report. Collection each Tuesday and 

Thursday, with a Monthly Garbage Collection Report. 

11. Safety devices placed in laboratories. Fire extinguishers and first-aid kits are in the 

laboratories and corridors. 

12. Repair log and purchase request for parts. Corrective maintenance is recorded and 

replacement parts are requested through a purchase request. 
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UNIVERSITY OF SOUTHERN MINDANAO 

Kabacan, Cotabato 

BACHELOR OF SCIENCE IN MANAGEMENT ACCOUNTING 

AREA IX – LABORATORIES 

Parameter D – SPECIAL PROVISIONS 

1. SYSTEM – INPUTS AND PROCESSES 

S.1 Specific program requirements in accordance with policies, guidelines and 
CMOs 

The laboratory requirements of the program are those of the CHED Policies, Standards and 

Guidelines (PSG) submitted with this document. Section 16 (Laboratory and Physical 

Facilities) provides that: 

• Terminals dedicated to computing students should be at least one fifth (1/5) of the total 

number of computing students, and the computer-to-student ratio in a laboratory class 

should be 1:1 (16.2). 

• All computer laboratories must have Internet access with a minimum dedicated 

bandwidth of at least 4 Mbps, and at least 4 Mbps per 500 students; students must also 

have access to Wi-Fi and a learning management system (16.2). 

• Computer hardware and software must respond to the objectives of the courses and 

conform to generally accepted industry standards; equipment such as routers and 

switches is needed for courses that require them; only licensed software, including free 

and open source software, may be installed (16.2). 

• Every laboratory must be equipped with projection equipment or a large display, 

projectors must be available for lecture rooms, and large lecture halls need sound 

systems (16.3). 
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Figure 1. CHED policies, standards and guidelines submitted: general provisions and Section 16, Laboratory and 
Physical Facilities (16.2 highlighted). 

Laboratory equipment listings by laboratory are kept by the departments. The inventories of 

the computer laboratories CE-10, CE-11, CE-13, CE-15 and CE-16 (S.Y. 2016–2017) list the 

computers, monitors, networking utilities, tools, air-conditioning units, whiteboards and fire 

extinguishers of each laboratory, prepared by the laboratory in-charge and noted by the 

department chairperson. 

   

Figure 2. Computer laboratory inventories (CE-10, CE-11, CE-13) – computers, monitors and other equipment. 
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Figure 3. Inventories of CE-15 and the networking utilities and tools. 

S.3 Approved Annual Procurement Plan (APP) listing laboratory equipment, 
supplies and materials 

The Annual Procurement Plan for Calendar Year 2021 was submitted for approval of the 

Board of Regents (BOR). The Executive Brief and the Committee Summary Work-sheet state 

the legal basis (Republic Act 9184, the Government Procurement Reform Act), the 

endorsement of the BOR Committee on Administration, Finance and Infrastructure and the 

proposed resolution approving the University’s APP for CY 2021 charged against Fund 101 

(Research and Capital Outlay), Fund 161 (IGP), Fund 164 (Fiduciary, Tuition and 

Accumulated Fund), Admin Cost and External Fund, subject to compliance with RA 9184 and 

government accounting and auditing rules. The summary of the revised APP for March 2021 

puts the Main Campus total at ₱428,209,179.40 and the grand total at ₱487,298,279.40, 

including a laboratory fee line of ₱35,274,524.25 under Fund 164. 

   

Figure 4. Executive Brief, Committee Summary Work-sheet and Summary of the Revised Annual Procurement 
Plan 2021 for approval of the Board of Regents. 

Laboratory equipment is listed specifically in the plan. Under Fund 101 – Capital Outlay, the 

item “Supply and Delivery of Laboratory Equipment” (PAP code C-N-CSE 0004) has ₱507,000 

for the first quarter. The plan is signed by the BAC Secretariat, the Head of the BAC 

Secretariat, the Vice President for Administration and Finance (recommending approval) and 

the University President as head of the procuring entity. Non-common-use items of the plan 
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also include repair and maintenance of laboratory equipment (₱63,000 for the calibration of 

weights and balances, first quarter), renovation of laboratory tables and cabinets (₱52,108.98) 

and reformatting and antivirus of ICT equipment (₱14,671.14). 

  

 

Figure 5. APP CY 2021: Fund 101 – Capital Outlay (laboratory equipment, ₱507,000) and summaries of 
common-use and non-common-use supplies and equipment. 

  

 

Figure 6. Non-common-use supplies, materials and equipment, and the repair and maintenance lines for 
laboratory equipment (calibration, laboratory tables and cabinets, ICT equipment). 

2. IMPLEMENTATION 

I.1 Evidence that laboratory equipment, supplies and materials are procured in 
accordance with RA 9184 

The evidence shows that procurement is planned, approved, competitive and accounted for: 

• Planned and approved. Procurement follows the Annual Procurement Plan, which 

carries the legal basis (RA 9184), the endorsement of the BOR Committee and the 

approval of the Board of Regents, and is signed by the officers named above. Laboratory 

equipment, laboratory repair and maintenance and ICT lines have their own PAP codes. 

• Competition. The Executive Brief states that all procurement, regardless of amount, is 

subjected to competitive public bidding, and that an alternative method of procurement 

can be used if public bidding fails. Non-common-use items in the plan show their mode 

of procurement (public bidding, small-value procurement under Section 53.9 or 

shopping) and the quarter of each procurement activity. 

• Bids and Awards Committee. A Bids and Awards Committee, with a chairperson and 

a BAC Secretariat, recommends the approval of the plan. 

• Property accountability. The University keeps an Inventory Report of Property, Plant 

and Equipment (December 31, 2023), listing laboratory equipment by fund source and 

account code, and submitted the Report on the Physical Count of Inventories for Funds 

01, 05 and 06 as of December 31, 2025 to the COA Audit Team Leader on February 10, 

2026, as shown by the COA receiving stamp. 
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Figure 7. Inventory Report of USM Property, Plant and Equipment (Dec. 31, 2023) and signed property inventory 
forms. 

 

 

Figure 8. Transmittal of the Report on the Physical Count of Inventories (Dec. 31, 2025) to the COA, and the 
Annual Procurement Plan form with instructions. 

3. OUTCOMES 

O.1 Evidence that the special provisions in the CMO of the program are complied 
with 

 

  

Figure 9. Computer laboratory with one computer unit for each student, network cabling and projection screen. 



Area IX – Parameter D: Special Provisions  |  Page 6 

 

 

 

Figure 10. Students using computer units, and the Information Communication Technology Center with projector. 

   

Figure 11. Well-lit computer laboratory rooms with ceiling lights, windows and air-conditioning, and the Speech 
Laboratory. 

 
Figure 12. Internet utilization in USM (interface statistics). 
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Special provision (CMO / 
PSG) 

Evidence Compliance 

Computer-to-student ratio 1:1 
in a laboratory class (16.2) 

Photos of the computer laboratories show 
a unit for each student; inventories CE-10 
to CE-16 list the units. 

[Units per laboratory and 
largest class size] 

Terminals at least 1/5 of the 
computing students (16.2) 

Laboratory inventories and the DCLIS list 
of equipment (see Parameter B). 

[Number of students in the 
program] 

Internet access of at least 4 
Mbps, Wi-Fi and learning 
management system (16.2) 

Network cabinets and cabling in the 
laboratories; Internet utilization graph. 

[Current bandwidth; LMS 
name] 

Hardware and software 
respond to the course 
objectives; licensed software 
only (16.2) 

Software lists and Office 365 licenses 
(Parameter B); APP lines for ICT 
equipment and antivirus. 

[Software required by the 
courses] 

Projection equipment or large 
display in every laboratory 
(16.3) 

Photos show projectors and screens in 
the laboratories and the ICT Center. 

[Number of laboratories 
with projectors] 

 

Discussion 

The University complies with the special provisions in two steps. First, it plans the equipment 

the laboratories need. The Annual Procurement Plan lists laboratory equipment, the repair, 

calibration and maintenance of laboratory equipment, the renovation of laboratory tables and 

cabinets, and ICT equipment, each with a PAP code, a mode of procurement, a quarter and 

a source of funds. The plan is endorsed by the BOR committee, approved by the Board of 

Regents and signed by the accountable officers, with RA 9184 as its stated legal basis. 

Second, the equipment that results meets the provisions of the PSG. The photographs show 

a computer laboratory in which each student has a unit, laboratory rooms that are lit, ventilated 

and air-conditioned, and projectors and screens for demonstration, as the PSG requires. The 

inventories of the laboratories record the computers, monitors, networking utilities and tools, 

and the University accounts for its property through an annual inventory report and a physical 

count that is submitted to the Commission on Audit. The special provisions in the CMO on 

laboratory ratio, equipment, software and projection facilities are therefore complied with, 

which supports O.1. 

4. BEST PRACTICES 

1. Plan-based procurement. Laboratory equipment, repair and calibration, laboratory 

furniture and ICT equipment each have a PAP code in the Annual Procurement Plan. 

2. Board approval of the plan. The APP goes through the BAC, the BOR Committee on 

Administration, Finance and Infrastructure and the Board of Regents. 

3. Executive brief with legal basis. The brief cites RA 9184, COA Circular No. 200-02 

and the certification of funds. 

4. Certification of funds. The Director for Finance and Management Services certifies that 

funds are available. 
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5. Multiple funding sources. Laboratory purchases are charged to Fund 101, the 

laboratory fee under Fund 164 and other funds. 

6. Budget for calibration and maintenance. The plan includes funds for the calibration 

of weights and balances and the upkeep of laboratory equipment. 

7. Renovation of laboratory furniture. The plan budgets the renovation of laboratory 

tables and cabinets. 

8. Competitive procurement. Public bidding is the rule, and alternative methods are used 

only if bidding fails. 

9. Property inventory report. The University issues an annual Inventory Report of 

Property, Plant and Equipment by fund source and account. 

10. Physical count reported to the COA. The Report on the Physical Count of Inventories 

is submitted to the Audit Team Leader and acknowledged. 

11. Department laboratory inventories signed by the in-charge and the chairperson. 

Each laboratory has a signed inventory of its equipment. 

12. Equipment follows the PSG. Computer-to-student ratio, projection equipment and 

licensed software are planned in line with Section 16. 

5. EXTENT OF COMPLIANCE WITH THE TEAM RECOMMENDATIONS 
FOR AREA IX – LABORATORIES IN THE LAST SURVEY VISIT 

Status of the Compliance Matrix – Area IX 

Team recommendation 
(Area IX) 

Interventions done on the 
recommendation 

Evidence Status of 
compliance 

[Recommendation 1] [Interventions done, with date 
and office responsible] 

[Evidence / attached 
document] 

[Complied / 
Partially 
complied / Not 
yet] 

[Recommendation 2] [ ] [ ] [ ] 

[Recommendation 3] [ ] [ ] [ ] 

[Recommendation 4] [ ] [ ] [ ] 

 

DULY ACCOMPLISHED SELF-SURVEY INSTRUMENT 

Summary of Findings and Recommendations for Area IX – Laboratories 

Survey visit: 1st Survey  

1. Strengths 

• Computer laboratories with one unit for each student, good lighting and ventilation, 

projectors and network connections, shown by photographs and inventories. 

• Documented laboratory and maintenance procedures under the Quality Management 

System (USM-EDL-002, USM-EDL-005, USM-PPD-010), with revision histories. 

• Scheduled maintenance, quarterly hardware checklists, calibration certificates and a 

University waste management program. 
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• A Maintenance and Repair Unit and technical support (UICTO, PPDSO) that serve on 

request. 

• Planned and Board-approved procurement of laboratory equipment under RA 9184, with 

a property inventory report submitted to the COA. 

• Licensed software (Office 365 and others) and free and open source software that meet 

the PSG. 

2. Areas Needing Improvement 

• The CMO for the BS Management Accounting program, the approved PPMP and the full 

RA 9184 purchase documents are not yet in the file. 

• Laboratory counts (units, areas, exits, extinguishers, first-aid kits) and the computer-to-

student ratio are not stated in numbers. 

• The Internet utilization evidence is old (2011); a current bandwidth record is needed. 

• Some inventories (CE laboratories, S.Y. 2016–2017) are old and should be updated. 

• No locally improvised apparatus or record of utilization of supplies is documented. 

3. Recommendations 

• Attach the CMO of the program and map each of its laboratory provisions to evidence. 

• Update the inventories of all laboratories used by the program and state the number of 

units per student. 

• Keep a procurement file for each laboratory purchase (PR, RFQ or bid, abstract, award, 

PO, inspection and acceptance). 

• Record the utilization of laboratory supplies and replenish them on a schedule. 

• Keep a current bandwidth certificate and report. 

• Complete the compliance matrix after the team’s recommendations are copied. 

4. Summary of Ratings on the quantitative assessment – Area IX 

Parameter Rating Descriptive rating 

A. Laboratories, Shops and Facilities 4.28 VERY 
SATISFACTORY 

B. Equipment, Supplies and Materials 4.11 VERY 
SATISFACTORY 

C. Maintenance 4 VERY 
SATISFACTORY 

D. Special Provisions 4 VERY 
SATISFACTORY 

Area IX – Overall weighted mean 4.10 VERY 
SATISFACTORY 

 


