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Re ZERO-WAITING nrE PROORA : RECO IENOED ACTIONS ON
l PROVlilG INVEiITORY TAKII{G AND PROPERTY CUSTODIANSHIP 

\lEiI
ln line yyith the Zaro-wafing 'l'ime Program incoryorated in the lyear DMsion

Stratogic Plan, this Ofroe lBcaady conducled the Ditetric/Scflool Propedy Cuslod[anship
Seminar-wortshop hst April E, 2016 at Veranda Funciion Hall, Casbang, Malaybalay
City.

The Ofice pEsented some obseruation8 ard reporb on the inventory-taking and
prop€rty custodiaBhip praclicos based on the r6ult of the joint insp€c1ion of the
Comlni8sion oD Audit DMsion Supply oficer and Cashbr lat May 2015. Apparenfly,
sucfi obanrations and leports n€ceEsitrte improvEflEnb. Hence, thB Offce conoiders
lhe Zero-#aiting Time PEgram as sfategu to impD\r€ inventory-takirE and pDpcrty



custodianship in the districts and scfiools to be p€rformed by the Scfiool Head and
Property Custodian.

On May 17-20 & 2+27,2016, the jdnt inspection team with the COA will again
conducl an inv€ntory-taking. Thus, this Ofice recornmended the endo6€d aclions on
improving inventory taking and popedy custodianship to be teken by the disticls and
schools p6r ComponenuAreas of Concem guired by DepEd Memorandums and
Ordsrs.

For iifomalion, gulrance and compliance.

encl: As stated

Copy furnished: Racoftts Unit
tuopetty and Suwly Unit

TO BE POSTEO IN THE WEBSITE



DEPARTMENT OF EDUCATION
R.glon X. Nor{r.m Xlndrnro

DIVISION OI' I\,,]ALAYBAI AY CI] Y
I : \'' t.;t )t' ! ., tt tta.

t rterl,4 t'AE at l2re. o,221-159t, E.mttt t<td dbltllhlrrily@lEltprcAt!
hb.lF : qN !.tk p 9s! | t t nl!!-U 4 I q!! t a t

ZERO-WAm G Tllt{E PROGRA}I: RECOI{!|E]{DED ACTIOIIS
OI{ IITIPROVII{G II{VEIIITORY TAKIIIG AND PROPERTY CUSTODIAI{SHIP

.,rtl:,",.1:U,

CO FOI{E I AREAg OF COICERX POLICY NECOMEilDED ACIIOI TO BE TAIGI{
r. cusToDtAltSHrP

'1.'1, No Dasignatlon od€r of Custodlan D.pEd Msmor.ndum 328, .. ml3 - GuidelinBs

on the Granl of Vacatlon S€Mcs Cr€dih b
Teader8 Dosignabd as Dlstbusdool Pmporly
Custodians

DO 53, r. 2003 - Updeted Guldelinos on Granl of
Vacation Sorvlco Credib b ToachorB

PSDS / School Hoad shall rscommend Pmp6rty

Cuslodlan to be designated by be SDS lbr t|e
issusrcg of D€signath Ord6r

1.2. Sorvlca CEdlt Clalms Ths Pmperty Cusbdi shsll plBparo th€
ne@s88ry documonb:

. Latbr duly nobd by School Hsad

. Deily Tim€ Recod

. Designation order duly apptovsd by SDS

. AccomplishmenlRgporE
Th€ above$taH document8 shall be certlfled by

tr€ Dlvlslon Supply Officer 4 h accuracy and

complobn€ss bafore fcrwadlng h he PBEonnel

Unlt lDr preparatifi ot Sp6dal order, The duly

d$lgnaH pmperty cushdlan shsll b0 allowsd b
clalm BsNlcs cEdil

1.3. Shrago and War8housing

a. No storags hr he prop€rtigs,

matedah and supplies

DepEd mel No. l4 .. At2 - Poliry and

Guidolines on he Popsr Disfibutbn, CarB,

Recordino, Rotdeval and Disposal of Textbooks

Tha PSDS / Sdool Head shdl pDvide sbrage
mom ftr safrkeeping



b. No pmper arrangoment of
materisls and suppli€s

(Txs) r,vith Teache/s Manuals OMs) and oher
lnstuclimal Mabrials (lMs)

The Property Custodian shall perform his / her

functih in orlanizir€ / aranging pmporths,

matedals and supplios

2. ISSUANCE A]iO UTILIZATION

2.'l. lmprDper issuanco / teh6€ of
pDp€rliss, mat€riab and suppliBs

S€Gdon 2 o, P6ldcrlhl Ooclca ilo. 141$
AudltDg Codo:
Soc{on 58. Audlt of !.r3t!. The examinstion 8nd

audit d Bsots shall b€ perroflned wih a view h
ascsrtaining tEir exisbnce, ovflle{ship, valualixr
and encumbrancos as well as the pmpriety of items

compodng he cspeclive asset sccounts,

detBrmining hdr agBsment wfi ecodst Foving
he accuracy of such r€mrds; ascerlaining if bs
asseb walg utilized €conomically, elfr:lmty and

efieclively; ad evaluatirc he ad€quacy ol contols
ovor the accounb.

Comnlt lon on Audll Clrcuhr No. 8l-l58
Jlnuary 19, l08l
E,,/€ry officer accounlable br go\,Bmment prcp€rty

shall be liaue lor iB monoy value in cae ol
impropsr or unauhodzed us€ or misspplbation
therBof, by himself or ony peFon for whosq acb ho
may be rcsponsible. He shall likowbe bo lidle b.
all losses, damages, or detedocton occasloned by
nogligonce in the ko€ping or use of th6 property,

whehor or not it be at ho limo in his etudcustody.
(Sec. 1057, P.D. 1445.)

The Prcperty Custodi& shall be he auupdzed
person h issts or Gl€as p(opedies, mateiab dd
supplies as dedgnaH by he SDS

2.2. No issuance oI dodm€nb (Request

and l$uance Slip, lnvonbry
Cuslodian Slip, Acknorvledgm€nt of
Roceipt br EquiprEnt)

Ihe ftop€rty Cusbdian shall pl€palg and issu6

RlS, lCS, ARE br every issuance and el€d6 of
prop€rtiss, mabrials and suppli€s b eshblish
pop€r r€cording

2.3, Lek of tlcoding tr he rBceipt,

issuance and utilization of supplies,

malerials aM quipment (Slock

Cads / Propefiy Cads)

Ihe PEperty Cusdian shall maintsin shck cards
and proporty cards psr item.

2.4, No Bcord or reporl on Etum of
unused supplies, equipr€nt and

excsss mabrials

The Proporty Custodian shall ostablish and

maintain a systematic rccod o. tansparent GM
for unused $ipphbs, oquiFEnt and €xcass
materials

2.5. Late retum o, bom$Ed texbooks Th6 Property Cuslodian shall sign he school

dearance pmvir€d he bofior ed laxbools arB

complotely rstumod b the school

2.6, lnadoquab knorvlsdge on Repair

and Mainlenance

For major cpak and mainbnance, the Prcpsrty
Cushdidr $all l''acilitab tle compliance of he
following docum8nts:

. Picture (b€forc and sfler) of he prcpsrty

subjecl lor lepak or mainbnance
. Program of wotks
. APPrctBd APP / PPMP

For rnlnor Bpair and mainbnarce, he prcpoty
custodian shall facilitato ha complian@ of he
bllo\Yinq documonb:



PrFrBpair d Post Repair lnspectirr
Repofl
Appo!€d APP / PPMP

3, INVEI{TORY TAKING

3.1. f\Domco
Committe€

of lnvontory Tddng DO 4{, c. 2014 - Nalional lnvenbry o{ DepEd
Public School Buildings for SY 201 4-201 5/ Sec. 497
ot the Civil S€dice Manual (Revised Edilion) and

Sec, 2.4.1 ol he ADo oECS Selice Manual

Soc. /o7 ot tl. Clyll lhrvlcr anurl (Rrybrd
Edltor) lnd s€c. 2.4.1 ot tho 2000 DECS Sowlcs
X.nurl dlent fi€ Ainual Chocking ad PhFical
lnwnhry in the various Dhticb and Secondary

Schools.

The Sd|ool Head shall create an in\renfuy taking

commithe wih he hllowing cornpositions:
Chlimrn: School llrld

cmbon: School Prcprrv Curtodlrn
Dl.t{ct Ploporty Cu ,odl.n

Ths Sch@l Head shdl submit School iremo 18:

Crsalion of lnwntory Taking Commiltoe h he
Division oltce atbnlbn: Poperty and Supdy Unit

for Ecofd purpog€s.

3.2. lnaccuralo and lnmmpleb lnventory

r8porb and imFoper f[ing -{p of
pBscrib€d lnvenbry forms

The Pbp€rly Cllshdian shall p€paE compleb and

mreb hvenhry lEporb d t|o elld oI elwy sdlol
y€8r in prsparalion lo h6 ocular lnspootbn by ltr€
Jdnt lnvontorybling Tesn composed o, th€ CoA,
Division Supply Ofroer, Dtvhbn Cdrier, AO, SEPS
in Soclal Mobllization and Not*Dridng usually

s$€dulgd aY y [by.
3,3, La* of time in Conduc,ting and

Witt€sdng lh6 lnlBntory-Taking
(Disfi:{School Lewl)

ln order h maximize time, lhe Prcp€rty Cusiodian

shall pedom tr bllowing tasks betolo U€ lint
invGnbry-taking team will conduct he ocr ar
inspection in heir Espoclive dlstrict or sclpol:

. Bundh bxtbooks Fr litle by tBn

. Prspars updated properly cads and stod(
cards

. PrBpac list of lost bxtbooks witl
coGsponding pdces br payment

Plgpalg all rcsourcos aB Gflectod in he inventory

rEports for physical munt



4, DISPOSAL

4.1. Absence of Dispossl Commitee DcpEd Odor No. 14, !. Al2 - Policy and
Guidelines on $e Prcper oistibution, Care,
Recording, Refieval End Disposal of Texbmks
(IXs) with Teache/s Manuals (IMs) and oher
lnsfuclional Mabrids (l[ls)

thtdbook oo PtoFdy.nd Supdy an.g€m€nt
O13 Edl0on

Th€ School Head shall cre8ts a Disposal
CommitEe wih t|o bllotflirg compooilimt:
Chairman: School lle.d
M€mbeE: School Propqty Curtodlln

Dbt lci P]op.rty Custodhn
Ths School Head shall submit School Memo re;

CrBatbn of oispooal CommittEe h hs Division
o{fice attenlion: Prcperly and Supply Unil lor r€cord
puDoses.

4.2. Limited knowledg€

unsdvhoable I
pmperlies

in dbposing
condomnablo

The Propeny Custodian shall fftilitab the
pEparalbn of ho neessary docurnenb ftr tE
disposal of unsorvicsabls/condsmnabls pmpsnies
such 6:

. PGpac lstbr b b6 slgn€d by he school
head to h€ S0S requesting he Divbbn
Dbposal Commitee lU sdEduling

. AttEch b lhe loter 0re lnwntory and

lnsp€dbn oI Unservicedle Bop€rti€s
4.3, Limited knowledge on lha Appralsal-

Det€rmining th€ Appraisal Valuo and
tbpmcialim Cost ortE Pmpertes

The School Disposal Commitho sholl rsfer b he
oivision AcEounting Seclion for the computalion of
he $praM Vdu6 and Dap.edatir Co6t. ll is

advised that he committos shall bdng lh€
mmplish€d ln,renbry dd ln$ection Repon of
Unservhsabls PDp€rties (llRUP)

4.4. No Reporl br Wasb lrabdab Th€ Property Cushdian $all pEparE a WaS
irabd€b Repo fulbwing fE prEscriD€d brm and
maintain fle fur fululg chBnc€

4.5. Umitsd kbnhdge on leliot lrom
acrountability in case of loss of
gorrEtnlnent PtoP€nY

Commlrclon m Audit Xffrorandum [,o. 92-751
February 24, t992

Th€ Scnod Head and Property Cudodlan shall
adhere h CoA Memo No. 92-75'1 on tho cli€f ftom



the accounhbllity in cse o, loss of gorremmonl
pmporty.

5, PROCUREIEII
5.'1. End{8ers partrxldly toacllers,

modinabB or focd peBons of
vaaious sdlool aclivilios and non.
Eacning porsonnel s fio case may
bs other than 6r School Head has
limitod knowledge in he pr€paration of
Plt&c{ PDcur€ment lirsnagemont

Pran (PPMP)

Repuulc Act 1{o, 9184 ent$ed 'An Acl PrcvijirE
for he Modsmization, SEndardizatih and
Regulalbn of Ulo ProcurEmenl Acliviti€s ot lhs
Go\€mmont and lbr oher Purpo8es' otherrJise

known as fio Govomrnenl Rurlsnlent Reform
Act

Evsry end{ser shall bs rsquiEd b p€rsonally
prsparB he PPMP in accordance h tl€ allocatsd
budg€t by tre School l.t6d as sp€cif,od ln 0le School
op€reftrg Budgol bebtE consolilating it lnto APP.
CSE by tE Schol MC S€q€taial.

5.2. No copy ot apptovsd Pro,ecl

Proorcrn€nt irianag€ment Plsn
(PPMP) / Annual Pmcul€lnant Phn lbr
Common Euppliss ad Equiprndrt
(APP-CSE)

The Plopety Crlstodifi who is mainly taskod fur th€
I€lsoss 6nd issuanc€ of suppllffi $all bo provkl€d a
c,py d 6€ appot/Ed PPI/iP/APPCSE b s6n,B as
tleir bssb ln h€ immediab issuance ard Elss6€ of
pmporlirs, mat dab ond supplk}3 coor*lhfll b fE
&rewaltjm Im6 Proglan.

O. DELIVERY,INSPECTIOiI A'{D ACCEPTA CE

6.1. lmproper r€csipt ot deli'/Eries 0O 45, r. AO0 - Guidelinss on 06livBry, lnspoclion

and Accspbnc8 end R€coding of all Prop€rties

ftoqlr€d by DepEd C€nbal ofico and DBM
Pmculomenl S€Ni:e

Ths Prog€dy Cusbdion slEll perbrn hisih€r
fundlons as d*tignaled by h6 S0.S to propony
r€6i,r6 dsltuBd€3 wih coflipleh l€cords.

6.2. lnconsisbnt conducl ot inspsction of
deliveries

Tho SctDol lnEp6clorab T€am shall conducl pmper
insp6cton corcisbnt b tlo duly apprD!,Bd Purche
Ordor (P.O.), Fiml Aooncy PocurBmont Roqu$t (
Final APR), Doli,Bry Rec6lp! Coofact, Job Odor o.
their Equhnlent)

6.3, Ditrculty in accepting or rsj8cUru of
subshndard delhredes

The PDpery Custodian $a be guUea by Ure plfy
as ombdlsd ln the Proporty and Supply Manual in
accoptno dandard mabdals only and .oj6cdng
$rbstandard d€liv€ries




