Department of Education
Region X- Northern Mindanao
DIVISION OF MALAYBALAY CITY
Malaybalay City

Telefax: (088)813 - 2894 or {088) 221 - 4597 email: depedmiyblycity@yahoo.com
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RE : SUBMISSION OF YEAR-END INVENTORY REPORTS

1. The School Property Custodians and District Property Custodians are hereby directed to
submit the following reports to the Division Offlce:

Textbook inventory as of March 31, 2017 (No. of Usable Textbooks)
Inventory of Condemnablz Properties as of March 31, 2017
Inventory of Lost Textbocoks as of March 31, 2017 with the following:
1.3.1.% Comesponding Official Receipt from Division Cashier coursed
thru the District Property Custodian
1.3.1.2 Remitiance per Teacher per Schoot
1.3.1.3 Summa-y of Total Coflection per School
1.4 Inventory of Property Plant and Equipment in the School categorized as to source
of fund (MOQE, LSB, GPFTC A, Donation, etc.)
1.5 Inventory and Inspection keport of Unserviceable Property as of March 31, 2017
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2. Each report should be submitted in two copies to the Property Unit of the Division Office
and email M3 Excel copy thru properdy_supply@yahoo.com on or before May 3, 2017.
3. For information, guidance and compliance.
Copy furnished:
Records Unit
Property Unit

To be published in the Division Website





