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1. In adherence to the herein Executive Order No 888, s' 1983 COA Circular

No. 89-296 dated Jrnuary 27, 1989 and DcPED Order No 14 s 2012' this Offic€ hereby

directs att Sctroot Heads and School Property Custodians to observe the schedule of

fr.pection for the Disposal rnd Appraisal of Properti6 
'trd 

Oth€r A$!eb in the Public

Schools @nclosure l).

2. Further, this Ofiice also advises all School Heads and School hoperty
-Cu"todiuns ," prtp"t" and submit thrce (3) copies of accomplished- 'Invetrtory {od

il;il repo.t of unrer"iceable Property' (Enclosure 2) to this--office on or before

Jrfi:0, zort ltt rtion: Darry C. Daguim;l, Adminstrative Ofncer IV (Prcpertv and supply

;;i i;; ;"t; information and queries, contact Mr' Daguimol through this number (63)

926-7753812.



Er.losurt ! of Div. MlEo lld. _,S.2016

Schedule oflDspectior for the Dfupo!8| and Appraisal ofProperties
O{her Arseh ir tbe Prblic Schooh

August to Noveober 20lE

Month Date Time Schools

AUCUST I AM Bangcud Nationat High School
PM Bangcud Ceotral School

2 AM Linabo Central School
PM Lalawan Elementary School

7 AM Paiwaig Elementary School
PM SawaF El€mentary School

8 At\rt Malapgap Elementary School
PM San Roque Elementary School

9 AM San Martin Elementary School
PM San Manin-Agro Industrial High

School
t4 AM SMAIHS - Apo Mactote Annex

PM Bagong Silang Elementary
School

15 AM Managok Centat School
PM MaMgok National High School

16 AM Lalawan Annex
PM Langasihan Elementary School

23 AM Lunokan Elementary School
PM Maligaya Elementary School

28 AM Bagong Srlang Elementary
School

PM Dumayas Elementary School
29 AM Mgtamil Elementarv School

PM Miglamin Annex
30 AM Matatrgpatang Elementary

School
PM Zamboanguita Central School

4 AM Indalasa Elementary School
PM Mapulo Elementary School

5 A1\4 Kibalabag Elementary School
PM Silae National High School

6 AM St. Peter Annex
PM St. Peter Elementary School

ll AM Tuburan Elemc ary School
PM Caburacanan Elementary School

t2 AM Kulaman Elemeffary School
PM Busdi Elementary School



SEPTEMBER i3 AM Binalbaean Elemeffary School
PM Simaya Elementary School

18 AM Dapulan Elemenlary School
PM Calawag Elementary School

t9 AM Pademal Elementary School
PM Macote Elementary School

20 AM Aglayan Central School
PM Malaltahy e ity Science High

School
25 AM Balangbang Elementary School

PM Cabaagahan Elementarv School
26 AM Magsaysay Elementary School

PM Bendolan Elementarv School
2',1 AM Mapayas Elementary School

PM Laguitas Elementary School

OCTOBER 2 AM Casisang Central School
PM Stand Alone Sr. Hish School

3 AM San Jose Elementary School
PM Mabuhay Elementary School

4 AM Panamucan Elementary School
PM Natid-asan Elementary School

9 AM Atport Vitlage Elemenlary
School

PM Malaltalay City National High
School

l0 AM Malaybalay City CenEal School
PM Barangay 9 Elementary School

11 AM Casisanc National Hich School
PM BCT Elemenlary School

t6 AM BNHS- Annex Imbayao
PM Imbayao Elementary School

17 AM Sta. Ana Elementary School
PM Buki&ron Nationat Hich School

l8 AM BNHS- Annex Dalwangan
PM Dalwangan Elementary School

23 AM Can-ayan IS- ElementZ,ry

PM Can-alan IS- Secondary
24 AM Tintinaan Elc ontary School

PM Mamlog Elementary School
25 AM Candiisan Eiementary School

PM Baganao Elementary School

30 AM Kibatabag Elementary Schoot
PM Kilap-agan Eleinc tary School

3'l AM Taguilanao Elementary School
PM Sumpong Cental School

6 AM KatasirngaY Central School
PM Kalasungay Nahonal High

School



NOVEMBER '7 AM Kapitan Angel Elementary
School

PM Schoot
8 AM New Ilocos Elemetrtary School

PM
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EXECUTNE ORDER t{O. 888 luarch 18, 1983

AUTHORIZIIIG UhIISIERS ATO HEADS OF iIIIIISTRIES/AGEI{CIES TO DISPOSE OF, THEIR
RESPECTIVE UI{SERVICEAALE EqUPICETT A D DISPOSABLE PROPERTY

WHEREAS. there are now exisling in th6 various Ministrios/Agendes of th€ Gove.nment and Ueh
rosp€ctive fidd omcas lhroughout the oounfy considerable quantity cf unservicedle equipment snd
property detedorating and expos€d to lhe eterherltsi

WHEREAS, a more exp€dilious dispG6l proc€dure of unseMc€€bl€ squipment and property
detedordtng and exposed to elements;

WHEREAS, a mor€ oeeditious disposal procedure ot uns€rvic€abte equipment and prop€rty is
noc€ssEry in order lo chock furth€r detedo.atiofl;

WHEREAS, th6 defuncl Mintstry of Public Highways has b€€n autho.ized und€r presidenlial Decroe
No. 147, as amend€d by Presid€nlial O€c.s€ No.494, io disposc of, all its unseh/ice6bte equipmsnl
and prop€rtf

WHEREAS. to funher facilitate disposal of unseNiceabh equipnent and propeny of att
Mihisties/Agencies ol lhe Govommenl there is a need to prescrib€ a unifom and expedmous
proc€dure of govemment prDperty disposEl;

WHEREAS, to anain this obiective, lhere is a n€€d to authorize all MinisteB and H€ads of
Ministy/Agency to dispose of, all heir unservicerble equiprnent and prop€dy in lhe same manner
that lhe defuod Mini6try of Publc Highways has b€6n so autho.ized;

NOW, THEREFORE, I, FERDINAND E. MARCOS, Presid€nl of th€ Phifppines, by virue ofthe
pow€rs vested in me by the Conslitution. do hereby order and odain:

Sec. 1 . Authodty to Dispose The provisions of en$ng laws, rules and regulalions to the contary
notwithstanding the Ministe€ or Heads of MinistrieJAgencies or the Govemment shall have the full
and sole authority and responsibility to dispose ol a[ unserviceable equipment and property of lheir
respective Minislies,/Agencies;

Sec.2. Disposal Comhifro€ To €xpedite disposalofthass un6€wic€abl€ equipm€nt and prop€.ty, a
Disposal Committee is hereby c.e€ted respectively in erch Ministry and Agency, lo be composed of
lhe representatives of the following ofrces:

'l . O,r,yring Ministry or Agency Chairman
2. Bureau of Supdy fuination Manber
3. Comm-lssbn on Audit Member

Sec. 3. Duties oI the Dispo6al Commiltee The Commitiee shall estadish a standard operBting
procedure to gpvem its action and shall perform th€ following tunctiois:

(1) lnspect q authorize lh€ Ministri6s/Aggnci€s fi€ld offices to inspect lhe unserviceable €quipm€nt
and property to venfy juslifiGalon for disposal;

(2) Set the fnal appreised value ol all disposEble prop€rty mnsidetihg obsolescenc€. market demand,
physEal conditofl and result of previous biddings for simitar pmpe.ly;

(3) Recommend to the Minister or Head of Ministry/Ag€ncy for approval, the manner of disposal
iaking into consideralion the pertinenl provisions ol the Revised Administrative Code and the Natioml
Auditing Code;

(4) Conduct publc bidding for tle sal€ of th€ disposable prop€ry on an'AS lS,'nVHERE lS" basis
and lo rgmmm€fld cDrEspondihg awatd;



(5) The representslives of the Commission on Audit and the Bureau of Supply C@rdination togother
wilh the COA Technical Staff specifcally assigned to the Disposal Committee. stlatt be ctothed with
full auhority !o mak6linal d€Ehiorls ln b€hsf oftheir rc€pective otfc€s in the various cohmitieo
deliberalions:

(6) ln lho cas€ of agencies attech€d to cerlain Ministries, recoomsndations of the Dispo€al
Committee is a $tt6ct to the fnal approval of th6 Minislar concemed.

Ssc. 4. Regional Disposal Commifla€ To fadlilate disposal of unservicsabt€ €quiprnent and property
in lhe RegionElfeld ofrces, the Minister conc€med is hersby audrorized to crEale Regional Disposal
Committee, as he may deern hecessary, in e8ch region to conduct puHic biddihgs lor the sale of
these disposable property ofi as "AS lS," '\IVHERE lS' basis. The Regional Disposal Commitree shall
b€ cornpoE€d of trle repres€flatves of the foloutng offces:

I . Regional Offce of the Owning Minislry or Agency Chairmarl
2. COA Regional Office Member
3. Bureau of Supdy Coordination Mernber

This Regional Disposal Committ6e is hereby clolh6d with ul6 seme authority and dlarg€d wilh th€
same functons as the Dispo€al Commrtteo providad fiat all its recommendations shall be subject to
final approval of the Minister or Head ol Minislry/Agency cohcemed.

Sec. 5. Disposal Documents Accountau€ olficials in possession of unservicerHe equipment shall
submit lo the Disposal Commitee lhru their especlive heads of appropdete offc6, lnventory and
lnspection Report (Gener6l Fom l,lo. 17-A), supporled by indMdualequipment suNey reports and
cunenl photographs (lwo vi€w each). ln the cas€ of wa6!9 materials and worn-out obsolele spare
parts, lhe Wasle l\ralerial Report Gereral Fom No. 6+A shall be us6d. Th6 heads coflc€med, aft6r
p.ocessing sucn repoIts, shall refer sam6 to th€ Disposal Commitd€ or lhs Rsgional Disposal
Commi[6€, as lh€ cas€ may b€, with their rccommendalio.rs.

Sec. 6. Modes of Disposel Ahy on€ ol th€ follor,Jing modes of di6po6al, whichever is most appropriate
shall be cansidered:

(1) Sale thru public bidding. Sale shall be widely pubfcized and the Commitlee appraised vabe \lvhich
shall be th€ minimum s€fling pric€ should be at realistic levds considering me*et demand, physical
condition, obsolBcence and all olher relevant facto.s;

(2) ShouU lhe sale thru prrblc tidding bo urrsucc€sslul, lhe Coinmitte€ may dispos€ tr€s6 propsrty at
any mannerdoemod cosl advanlagadis to trle govemment, indudingthru bader or negotiated sal€ at
not less than the Committee appraised value;

Sec. 7. Dropping from the book of accounts of disposed prope.iy shall be sutrect to existrng
accounling and audiling regulalions.

Sec. 6. Secretariat A Secretariat and technical staff to be manned from exisling personnel of the
Minisuy/Ageflcy cdcerned shell b6 fo.h€d to handle 6llthe Committeeb technical and administBtive
matteE as well as lhe safekeeping and syslamalic filing of Commitle€ docum€nts and r€cords.

Sec. 9. All exEling Executive Ord€rs, Letterc of lnstruction, LetteE of lmpbmentation, rules and
regulations, whlch are ihconslstent herewith are herEby repealed, ameided or modfied accordingly

(3) B€rter wth other govemment agencies and gor'emment oufied or clntfolled corporation

Sec. 10. Tl s Exeolive Ord€r shallt6ke effed upon approval

Done in ths City of Manlla. this 18d.| day of lt arcn, in $e year of Our Lod, nineleen hundred and
eighty{hree.



TO

COMMISSION ON AUDIT CIRCULAR NO. E9-296 January 27,1989

All Heads of Depaftmenls, Chiefs of Bureaugoffices of the National
Govemment, Provincial Govemors, City Mayors, Heads ol Local Govemment
Units, Managing Heads of Govemment-Owned and/or Controlled Corporations
including their Subsidiaries, COA Directors, Heads of National, Local and
Corporate auditing units and allothers concemed.

SUBJECT: Audit Guidelines on the Divestment or Disposal of Property and Other Assets oI
National Govemment Agencies and lnslrumentalities, Local Govemment Units
and Govemment-Owled or Controlled Corporations and their Subsidiaries.

l. PURPOSE: -

To achieve uniformity and consistency in the observanc€ of audit procedures and to
ensure facility in audit with respect lo the divestment or disposal of property and other assets ol
all national govemmenl agencies/instrumentalities, local govemment unils and govemment-
owned and/or controlled corporations and their subsidiaries, this Circular prescribes audit
guidelines on the matter.

ll. RATIONALE: -

As a matter of national policy in suppon of its economic recovery program, the
Govemment has devised a scheme of reducing the number of govemment enlities or
instrumentalities and govemmenLowned or @ntrolled corporations and their subsidiaries lvhich
have proliferated to unmanageable proportions. To achieve this goal, it has resorted either to
privalization of a good number of these corporations and their subsidiaries or the divestment or
disposal of their property and other assets as well as thal of national govemment agencies and
local govemment units. ln aid of this eodeavor, this Commission has deemed il fit to prescribe
audit guidelines for the use and observance ot the management of these govemment
entities/inslrumentalitieE and of the auditors concemed.

lil. DEFINITION ANO SCOPE: -

These audit guidelines 6hall be observed and adhered to in the divestment or disposal oI
property and other assets of all govemment enlities,/instrumentalities, whelher national, local or
corporate, including lhe subsidiaries hereof but shall nol apply to the disposal of merchandise
or inventory held for sale in the regular course of business nor to the disposal by govemment
frnancial institutions of foreclosed assets or collaterals acquired in lhe regular course of
business and not transfened to the National Govemment under Proclamation No. 50. They
shall not also cover dation in payment as contemplated under Article 1245 of t|e New Civil
Code.

As envisioned in this Circular, divestment shall refer to the manner or scheme of taking
away, depriving, withdrawing of an authority, power or title. As opposed to investment which
signifies the delivery of possession of anything to another, divestment @nnotes taking away
and/or withdrawal of such possession and title (Black's Law Dictionary, Rev. 4th edition;
Websteis New School/Otfice Didionary).



IV. AUTHORIry OR RESPONSIBiLITY FOR PROPERTY DISPOSAUDIVESTMENT

Pursuant to existing laws on the matter, the tull and sole authority and responsibility for the
divestment or disposal of property and other assets owned by nalional govemment agencies or
instrumentalities, localgovemment unils, and govemment-owned and/or controlled corporalions
and their subsidiaries shall be lodged in the heads of the departments, bureaus, and ofiices of
the national govemmenl, the local govemment units, and the goveming bodies or managing
heads of govemment-owned or controlled corpoftrtions and their subsidhries conformably to
their respective corporate charters or articles of incorporation, v{ho shall constitute the
appropriate committee or body to undertake the same.

V. MODE OF DISPOSAUDIVESTMENT: -

This Commission recognizes the following modes of disposaudivestment of assets and
property of national govemment agencies, local govemment units and govemment-owned or
controlled corporations and lheir subsidiaries, aside lrom olher sucfi modes as may be provided
for by law.

1. Publb Auclion

Conformably to existing stale policy, the divestment or disposal of govemment
property as contemplated herein shall be undedaken primarily thru public auction. Such
mode of divestment or disposal shall observe and adhere to eslablished mechanics and
procedures in public bidding, viz:

a adequate publicity and nolification so as to attract the greatest number of
interested parties;(vide, Sec.79, P.D. 1445)

b. suffcient time frame between publication and date of auction;

opportunity afiorded lo interested parties to inspect the property or assets to be
disposed of;

c.

d. confidentiality of sealed proposals;

bond and other prequalification requirements to guaEntee performancei and

fair evaluation oftenders and proper notificatioo of award

It is understood thal the Govemment reseryes the right to rejecl any or all
of the tenders.

2. Sale Thru Negotialion

Forjustifiable reasons and as demanded by lhe exigencies of the service, disposal
thru negotiated sale may be resorled to and undertaken by lhe proper committee or body
in the agency or entity concemed taking into consideralion the rollowing factors:

e

t



a Th6re was a faifure of public auction. As envisioned h his Circular, lhere is
failure of public audion in any oflhe following instances:

1. if there is only one otreror

ln this case, the offer or bid, if seabd, shall nol be opened.

2. it allthe ofiers/tend€G are nonomplying or unaccaptable.

A l€nder is non-complying or unacc€ptabls when it doos not comply
wih $€ pr€scrib€d legal, technical and financial requirements for pre-

qua[ficafon.

b. The negotiation may be conducied singly, i.e., on a one-on-one basis, or in

group, prcvided that due communication between the ofierors end the

aovemment is established with a view to ensuring that the govemment gets the

best price.

c. To avert possible confabulalion among unscrupulous parties, a record of the

proceedings o, the negotiation must be maintained.

d. lt is understood that the pric6 agreod upon at the negotiatbn shall not be lower

than the floor price as fixed by the govomment or the hEhest ofier submitted at

the failed publc audion whbhever is higher.

Conformably lo exrsting law and regulation, in the c€se of localgovemment units the

Office of the Trelsurer sha-ll undertake the negotialed salg subjec{ to approval by the

fofer committee on Award. Where the acquisition or Fansfer cost. ot the property

lxEeds-P5,OOo.OO h lhe case of provinc€s and cities, the approval of lhis Commission is

[q-rirJ. fn tf," cass of municiPalities, whe.e the acquisition or transbr cost of tho

p;perly is morB than P3,ooO OO, the approvalofthe PIovincialAuditor is required'

3. Barler, whbh is tho direcl excfianged of commodities without the use of money and- 
*iri,oui i"f"r"n* to price or the exchange of goods of one characler for goods of

;;lh*, ;"t oe made with other gov;mment agencios or gov€mment-o/vned

"nOloi "onfal"o 
@rporations- This stlall be resorted to where there is an offer that

would redound to the interest of and is advantageous to the govemment'

4. Transfer to Other Govemment Agencies

Where the property or assets involved gre no longet serviceable or needed by the

dooartment. aoencl. corporation or local govsmment unit @ncemed' lhey may be

irii;ilo.'to;rre/;o*rr"nt entities/age;cies without cost or at an appraised value

;;;;;;i;,ity ,i th"iead or goveming bodv of the said agencv-or corpora-tbn' and upon

J[i 
""-rprLnr*t 

or an tnv-oice andheceipt of Propeny (cf , Sec 76' P D 1445)

5. Destruction or Condemnatbn



This mode shall be resorted to only when lhe unserviceable property has no
commercial value, or is beyond economic repair, or lhere is no willing receiver, and/or the
appraised value is less than tie administrative cost of sale, subiect to prior inspection by
the Auditor concemed. Valueless property shall be condemned either by buming,
pounding, throwing beyond recovery, and the like. The head of the deparlmenl, agency
and corporation and the local chief executive shall approve the disposition.

Vl. AUDIT PROCEDURE: -

A. To facilitate audit of the disposal/divestment of corporate assels as herein
contemplated, the managemenl of the govemment corporalion concemed shall tumish the
Auditor at least twenty (20) days before tle advertisement of ihe call to public auction with a
copy each ofthe following documents:

a) Program lor disposalwith time schedules;

b) lnventory Report showing the itemized list and complete description ol lhe assets;

c) Apprdisal Report showing the appraised values of the assets, prepared by an in
house snd,/or independent appraiseI

d) Disposal procedure adopted.

which are prepared by the concemed oflices,/departments of lhe corporation and submitted to
the proper Disposal Committee or similar body constituted by the management thereof.

Upon receipt of these documents, lhe Audilor shall perform lhe following tunctionsi

1. Secure and galherthe folowing information regarding the asset -

a ln the c€se of physical assets other that foreclosed collaterals, information
relative to the original cost of acquisiton, the accumulated depreciation, and
the net book value at the time ofappraisal.

ln the case of whole companies or govemment-owred and/or controlled
corpoftrtions (GOCCS) other than foreclosed collaterals, information about the
total loans and c€pital contribution or equity of the govemment in the entity
concemed.

c Any other information relative to the asset whkrh will assist in aniving at the
reasonableness ofthe appraisal or valuation shalllikewise be gathered.

2 Review the corpoEtion's procedures for the sale of assets to determine their
propriety and conformity with existing laws and reguhtions.

ln the event lhat the appraisawaluation is equal to or higherthan either lhe net book
value, the principal loan, or total govemment eposure as mentioned in each of the
cases in Nos. 'l.a and 'l.b above, the Audilor need not foNard the
appraisaltualuation report to the COA Cenkal Ofice, but shall file it in his offce

b



together with the information gathered in No. I above as supporting documents for
the review done, lvtlich shafl be avaihbb fror review by the CCiA Cenirat Omce.

4 ln the disposardivestment of assets, the Auditor shafl arso review the actuar sares or
disposal value of lhe asset as against the appraisaLtualuation report. lf the bid/sales
value is less than the appraised value, the Auditor shall requirejustification thereon
from managemenl. On the basis of such justification, the Audito;shalt make his own
evaluation and submit his commenvre@mmendation to lhe COA Technical Service
Ofice (TSO).

5. The Audilor, in foMarding the appraisattatuation report to tie TSO shal inctude in
his commenls and recommendalion a comparative analysis of the foregoing
information vis-a-vis the appraisal/valuation reporl received from management.

T.he TSO, employing its own organic peGonnet or engaging the services of a private
consultant/specialist, shall review the appraisal/valuation report ot the corporation for
reasonableness, thereafter transmiding its comments,/aclion thereon to the Auditor concemed,
thru the COA CorpoEte Audit Otrrce.

B. Vlhen property ot a local govemment unit has become inseryiceable for any cause,
or is no longer needed, it shall, upon application of the officer accountable therefor, be
inspected and appraised by the provincial or city auditor or his duly authorized representative or
that of lhis Commission.

C. The Auditor of a deparhent, bureau or agency of the national govemment or any
local govemment unit upon receipt from the departmenuagency head or local chief executive
concemed of the lnventory and lnspection Report supponed by individual equipmenl survey
reports and cunent photographs, as well as tle Waste Material Report, in cas€ of waste
materials and wom-out and obsolete spare pads, shall reter these documents to a Technical
Property lnspector assigned to his office, if any, or to the TSO in the COA Centrat Office for
inspection and appraisalofthe property. The Technical property lnspectortius assigned shalli

a) conduct an inspection of the unserviceable equipment or property to veriry
justilication for disposal;

b) appraise tho disposable equipment or propriety; and

c) prepare an lnspeclion Reportwhich shall indicate the fo owing, among olhers:

I - description, quantity and specifications of the equipment or property;

2 - date of purchase;

3 - acquisition cost;

4 - physical condition;

5 - appraised value;



Vll. COA ROLE DURING DISPOSAL: -

ln all modes or instiances of disposal of govemment property or assets as hereinabove

contemplated, the proce€dings shsllbe undertaken by fl€ appropriate authority in the presence

of the ,/\uditor or other COi rcpresentative who shall act as an intelligent, responsive and

artiqllate witness thsreto. The said act olwitnessing shallnot be confined msrcly to seeing what

is being done during the proc€edings bul shallbe rebted to the more meaningful disdlarge by

the Auditor of his/h;r conslitutional duty to examine, audit and setue all ac@unts pertaining lo

the expenditures or uses of govemment funds and property Thus, the Auditor acting as such

witnesi may verbally advise the agency head or his duly authorized repressntalive of any

objedionable f€aturB/s of the proceedings. Otherwise, he mal sign.do€{rments and other

papers perlinent onv to lhose proce€dings whicrl hs witnessed uith his commonls which he

l"ir" n""""rrry ,,ioer the circumstancei Related advices andlor commenls done in writing

should invarbbibe sent oficially to and duv rBceipted for by head of tle agency or his duly

authorized repr;senlative concemed. Theso written advic€s or commsnts shallform part of the

bases of aciion to be tiaken by the auditor in the pre-audit or post audit of the subiecl

6 remaft s/recommendations

This lnspection Report shall be submitted to the Auditor who shall lransmit the same to the

proper DisposalCommitt€e and shaH be us€d as basis for its decisions

transaclions-

VIII. EFFECTIVITY AND REPEALING CLAUSE

AllCirculars, tlemoranda, rules, r€gulatons and other issuances inconsistent herewith are

hereby repealed, amended or modified accordingly.

This cjrcular shall take efiect January 2, 1989

(SGD.) EUFEMIO C. DOMINGO, Chaiman
(SGD.l ALBERTO P. CRUZ, Commissioner

isco.i eARroLoire c. FERNANDEz, JR., commissioner
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DO 14, s. 2012 - Policy and Guidelines
on the Proper Distribution, Care,
Recording, Retrieval and Disposa! of
Textbooks (TXs) with the Teacher's
Manuals (TMs) and Other Instructional
Materials (lMs)

YOU ARF HERE, OEPED ORDERI IHII?r,^II4I&PEP OO 1', S,2012-POtICY A''/O GUIO

February '10, 2012

DO 14, s.2012
Policy and Guidelines on the Proper Distribution, Care, Recording, Ret ieval and Disposal of Textbooks (TXs)

with the T€acher's irlanuals (TMs) and Other lnstructional Materials (lMs)

To. Regional Directors

Schools Division/City Superintendents

Heads, Public Elementary and Secondary Sch@ls

All Others Concemed

1. This DepEd Order provides the Policy and Guidelines on the Proper Distribution, Ca.e, Recording, Retrieval

and Disposal of Toxtbooks (TXs) with the Teach€r's Manuals (TMs) and Oth6r lnstructional Matarials (lMs) in

order to improve access to them, maximize their use, and manimize or eliminate damages and/or losses. lt

also provides guidelines on the proper re@rding and disposal of damaged and condemned TXs with the TMs

and olher lMs.

2. Th6se guidelines include reiteration of relevant provisions in DepEd Ordor No. 25, s. 2003 entitled "Resolving

Losses ol Textbooks' and OECS Order No. 23, s. 2001 entitled "Loss of Textbooks by Students "

3. The pnncipals/school heads (SHs) shall ensuro lhat TXs with the TMs and other lMs, whic-h are govemment

property are properly used, cared for, sateguarded from natural and human elements and .ecorded.

4. The TXs with the TMs are provided to students and leacheE free and are intended to be used for at least fivO
(5) years. Therefore, rt is the respoosibility of every leamet teache., and SH to Exert all efiorts to prot6ct th€

l



TXs wilh the TMs and other.lMs from damage or loss to prolong their life span.
.5. All cbncemed DepEd oflicials are enjoined to striclly implem€nt and adhere to the enclosed guidelines and

procedures. Hence, any inftaction of these guidelines shall be dealt with administratvoly.

6. For mora information, all concemed may contactMs. Socoro A. Pilor
Executive Director

lnstructional Materials Council Secretaiat (IMCS),

5/F Mabini Bldg., DepEd Complex, Meralco Avenue, Pasig City

Mobile Phone Nos,: 0927-793-7331; 092&69&0132

Telefax Nos.: (02) 634-0901; (02) 631-3690i (02) 6314985

E-Mail Addresses: iEcs@{eperLgallpL(mailto:imc.s@!|EpeILgqrlph); daperlilnc$@gmeil.com
(mailto:deperlinorslogmail.com)

7. lmmediate dissemination of and strict complianc€ with this Order is directed.

Encl.: As stated

References: DepEd Order Nos.: (25, s. 2003 and 23, s. 200'1)

To be indicated in the Perpetual lndex under the tollowing subiects:

MANUALS

POLICY

TEXTBOOKS

DO s2012 14 (&o-contenuuploads/2018/07/DO s20'!2 14.pd0

o



Eflclosure to DepEd Oder No. 14, s-2012

Policy and Guidelines on the Proper Distribution, Care,
Recording, Retrieval and Disposal of Textbooks (TXs)

with the Teacher's Manuals (TMs) and Other
lnstructional Materials (lMs)

The following policy and guidelines are issued:

a. Textbook lssuan(e and Distribution within the School

Textbooks (TXs)and teacher's manuals (TMs) are Government Properties and must

each be assigned a property code number as indicated in DepEd Order No. 26, s

200/, Submission of Consolidated lnventory Report of Property, Plant and Equipment

(PPE), Textbooks and Desks/Armchairs at DepEd Cental Office.

At the start of the school year, the school supply officer/designated property

custodian shall be responsible for issuing the TXs and TMs to classroom

teachers/advisers, who shall likewise issue the same to each student.

The Schools Division Supeintendent and School Heads should ensure that teachers

accept TXs and TMs issued to them by the school supply officer/designed property

custodian for the use of the pupils. The teacher-advisers who are apprehensive to

accept the TXs and TMs due to penalties of losses and accountability, shall be dealt

with administratively.
The supply Officer/designated property custodian shall stamp mark the name of the

school at the front and back cover, title page, and anywhere in the body of the

TX/TN/

TXs and TMs issued to each teacher & student shall bear the property code number,

where, the TXs/TMss identify with the user. The supply officers/designated property

custodians shall maintain a record/logbook of TXs/TMs issued to each user' The

teacher adviser may facilitate the recording by having each student sign in the

record,/logbook against the designated property code number for which they were

assigned a textbook.
Teachers are encouraged to read to the students "Take Care of the Book" found in

the lnside lront Cover oF high school TXs and lnside Back Cover of elementary TXs.

This shall minimize damage on TXs due to'improper handling and usage

b. Textbook lnventory in the Classroom

Teachers shall require the students to fill out the "Book Record Form" found in the

lnside Front Cover of the TXs. Each teacher-adviser must keep a current inventory of



the TXs in his/her classroom lt is suggested th:1 ::Ll:::ts 
are randomlv checked

*ft #$ffi,:$'ffitr$ffi 
:':l::**-

Custodian after every grading I

c. Textbook Retrieval and Loss

. lhe to'mula lor the computatron ot loss lxs can be found in DepEd Ordel 25' s'

' 
)',ii 

j- i'. 
" 

., oo', *' *'0"'n ll'll'i g*',:',,m X:H"J'r::i- Y'i i;tt "
ComPutation {or TX Losses" rn

II,'i! .clrno""t^ tatrix using the tollo\'!inq tormuld:

Amount to be paid = acquisition cost - depreciation amount' where

'I he deorecation amount is equal to the acquisrtion cost div''t"9 :l't"t:"-fiti::i*t::::
life ol ihe Txt and [Msr multrplreo oy the number of years the lost lx or I r

. reacher-advisers should encoura-geth:::1t:"j'i9r:,ff:ll,'he 
rxs preferablv prior to

the closing of classes so losses cin oe-*s.,lL"i,,t.f' 
,.,n" *ppty

. Losr and unreturned rxs mustrrr€ repno:fi;" ,:il;; ." ect the appropriate cost

ofiicer/designated property cusloord't 5u^i'1"^-i.i^." 
", 

autinq the opening oI

;:,;L;"ti;t "' "r 
ih" 

"hoot 
v"'' and not before or durrnq tn(

. ffilii, ' notarized Affrdavrt of Loss' a letter from tl:':1t1t-:l'l"i#ifft:ffi;'
or quardian and endorsed ov the teache":l]:T::"":ii: ti,:[l"no'i'"' not"o ov

officer (for losses due to force mar::j:];|.il;;;;G 
out or studentsr may be

the schoot Head (for losses due . ,lrj:::::,:;;; 
i .,", t ir/n", uppri.ution for Relief

submifled by the tea(hel as a supportroq do(ument for his/her aI

iiom Accountability' ' rn investroation {or reponed losses to determine the need

. lhe school should inrtiate an tnvesttsa'lY'll^',il^^ *tt""f v"ar'
to adiust Ix requests and altocatron-for th:i:'l:::T.tt'S;:$lln" 

'u'o''. To ensute a 1:1 rextbook 10 puprr 
:ilHH;;;r,n"Uutt"' stock of the

offi(erldesignared pj"p.:T#::;;'|."&ements 
prior to or during the opening of

Drvlsion Region' or Central

classes. ,n losses of each textbook title at 1olo or less. To ensure the

'::;::n":;.x?",'.',',';":i,fl"",1, 
l*i:":.5*"j*",ff;:yffi i;:::,,,"

rettteval Procedures and i

ll"i""i'i" *""*s before the end o{ the school year'



The schools may be provide incentives to encourage the return of textbooks before

the end ofthe schoolyear.t,
""{

d. Textbook Disposal

. The supply officer/designated property custodian should identify obsolete, damaged'

o, ,orn ort TXr,'TMt and submit the inventory to the Division Office. copy furnished

the lnstructional Materials Council Secretariat (IMCS).

. The principal/school head should ensure that all TXs,/TMs for condemnation/disposal

are no longer in the inventory list

. The Division Office in coordination with the Disposal Committee shall notify the

schools on the disposal dates.

. The following measures are recommended to facilitate TX disposal:

i. Condemn old TXS/TMs procured by the Central Offi(e or other fund sources (LGUs, SEF'

Local School Board, etc.) that have been replaced or will be replaced by the following

Universal Titles. This includes TXS/TMs in the following subject areas

a. English for Grades 1 to 6
b. Mathematics for Grades 3, 4, & 5

c. Araling Panlipunan I & ll
d. English lto lV

e. Science and Technology I to lV (2004 Revised Edition)

L fvlathematics I to lV (2009 Revised Edition)

g. lMusic & Afts l, lll , & lV
h. Phys. Educ. & Health ll & lV

ii. Subject to the "Textbook Exchange Proqram" TXS^Ms, where one (1) class/section shall

retain one ('1) title of the following subject areas

a science 3 to 6
b f,4athematics 1, 2, & 6
c. Filipino 1 to 6
d. Araling Panlipunan lll & lV
e. tilipino lto IV

f. N4usic & Ans ll
g. Phys. Educ. & Health I & lll
h Other non-core subjects (MSEP, EKA WP, TLE, Values Educ')

The following measures may be recommended to the

Disposal Committee:



Read

i r. p Ld ,G q,.rlclin e ! , r rL R!9.q\4!g -l'oss P--s -ol IelJbuols

f
i. Shredding, tearing, or cutting - TX5^Ms should not be disposed as a whole: shredded

:,1;;;;;il;; ;"iold to papir mills/manulacturins plants for recvclins;

ii. Donation to teacher, students' and Parents' who mav wisl:titl":::y ot"*t 
"t

reference materials fo,,.noot pr,ot"ttt]t[' in't"ttion't 
"idt' 

or to the community and

barangay u/ho have reading programs' etc




