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Subject: Guidelines on the Conduct of Physical Inventory of
Properties, Equipment and Supplies and Materials

Rationale:

Property and supply inventory is an itemized list of supplies or property
on hand containing designation or description of each specific article
with its valuation. Section 490 Volume I of the Government Accounting
and Auditing Manual (GAAM) states that Physical Stock-Taking is an
indispensable procedure for checking the integrity of property
custodianship. In all cases, the physical inventory taking which is
required semi-annually or annually should be regarded with importance.
Chief of agencies are required to take physical inventory of all the
equipment and supplies belonging to their respective offices at least
once a year, unless otherwise determined by the Commission on Audit
(COA) chairperson in specific cases.

The conduct of physical inventory of properties and equipment and
supplies is one way of attesting the physical existence of properties and
serve as a basis for preparing accounting reports, and is vital in the
planning of additional acquisitions. Thus, this Memorandum Circular is
issued to guide the conduct of such in the Department.

Objectives:

-

. To validate the existence of properties and equipment;

. To check the integrity of records of stockpiled items;

3. To determine the conditions and functionality of properties and
equipment; and

4. To update records on properties, equipment and supplies and

materials.
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Composition of the Inventory Committee

Members of the Inventory Team under Department Order No. 07 Series
of 2000 shall be reconstituted and amended so as to re—-name the
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Inventory Team to National Inventory Committee for Central Office
(C.0.) and Inventory Committee for Field Offices (FOs).

The composition is as follows:

1. Central Office (C.0.)

Chief, Property Management Division (PMD) Chairperson
Chief, Accounting Division Vice-Chairperson
2 representatives, Procurement and Supply Division Members

2 representatives, Accounting Division Members

1 representative, Mgmt. Information Systems Service Member

Any deficiency in manpower shall be filled—up by staff from the PMD.
The Chairperson may appoint additional members from his/her staff
subject to the approval by the Secretary or his/her representatives.

The inventory shall be witnessed by representative/s either from the
Internal Audit Service (IAS) and/or the Commission on Audit.

2. Field Offices

Chief, Management Division Chairperson
Supply Officer Vice-Chairperson
Field Office Accountant/Accounting Representative Member

Field Office IT Coordinator Member

The Field Office Director may appoint additional members if necessary.

The inventory taking activities shall be also witnessed by
representative/s either from the Internal Audit Service (IAS) and/or the
Regional Commission on Audit/Field Office Resident Auditor.

The Property Management Division in C.O. and the Property and Supply
Unit in the Field offices shall serve as the Secretariat to the Committee.

All the records and other pertinent documents relative to the inventory

of properties shall be kept in their custody.

Functions

Once the inventory taking has started, the Committee shall perform the
following functions on a “Jury Duty” to avoid interruption of the activity:

1. Verify existence of properties and equipment;
2. Validate stock level/count of all stockpiled items;
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