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Pur$art to the herein OUA Merno-aDdum No. 03-1219-0514, this Office hereby
disseinirEres tlre Gui&lines on the Proper Use of Service Vehicles for infornution and
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Subjecl: GITIDEIIXES Of, TEE PROPER gSE OF SERVICE VEIIICLES

For the information a.rrd guidance of all concerned, the followint guidelines
are issued on the proper use of servic€ vehicles provided to Central, Regional, and
Schools Division Otfices (see Attachment).

For more informalion, please contact the Ass€t Management Division (AMDI
and Education Facilitres Division {EFDI ar telephone number 8635-05-51 and the
Admimstralive Servrce at telephonc nuEb€r 8638-71'10.

For immcdiatc and appropriate action
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Attachr,ne^x

GI'IDELIXEA Oi lBE PROPER I'AE OF
SERVICE VEETI.EA (Ar.crgcr t'r-D 1od Pbt-Up)

PROVIDED TO DEPE' CEf,TR&, R.DGIOIAL,
AXD SCE(X'I.S DIVIAIOT OTrICEA

I. Rrtlond.

It is a policy of the Departmenr that all resources o[ rhe government shall be
managed, exp€nded, or ut izcd in accordance *.irh laq, and regulations, and
Ealcguarded aEainst Ioss or wastage through legal or lmproper disposition,
with a view to ensu.ing efficienc),, econoBy, ard eflectiveness in the operations
of lhe government.

lmplementing rhe various Admirisradve Orders and COA Rules and
Regulations on tle us€ of Govemment Vehicles. DepEd should ha}f standard
guidelines on the proper us€ of the service vehicles-

lssuance oI guidelines on the prop€r us€ of servrce vehicles will sllo$ the
various end-users to foUo$, arrd coBply u,ith rhc prolisons of rhe said
gurdelines-

II. ScoF ofthc Pollcy

Thrs DepEd Order provides guidelhes on rhe transfer of lhe accountab irr/.
recording, issuance, and utilization of the passe[ger van and pick-up by the
Ccntral, Regional, and Schools Division Ofliccs

Tbis poliuJ- includes in its scope alt DepEd scnicc vehicles (i.e., previously
;ssucd vehicles, newlt, issued vehicles, as q,'ell as vehicles to be procured and
issued in the futurc,)

IIL D.Iitritio[ of Tcroa

For purpos€s of this Order, the following terms are defuled as follows

koFrty, Plrnt, ..od Equlpacrt (PPE) - src tangible ilems with a
capitalizzrion thrcshold of Pl5,0OO.OO and above

ProFrty Trra.fcr Rcport lPfRl - ar.e repo(s prepared for items procured b,-
Central Omc€ and directly delivered 10 various recipienl offices/schools. in
oftler to tlansfer the accountability. PTRS shall bc signed Supply Offrcers-
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Ptopcttll Acfaorlcdg.mclt Rcccitrt (PAEI - is an issuance documcnt sign€d
by (he Suppty oflicer and the accountable officer lperson who ! ill be
accountablel.

I9. FoUcy StrtcEclt

These Guidelrnes,are issued to provide the user on the proper uge and
Eaintenance of the accountable omcers and the propcr recording and issuanc€
of Lhe service vehicles. Also, to facilitate the implemeotation of provisions
prescrib€d by the Covernment AccountiDg Manual by COA \rhich aims to
account all the asseb of the Goverrutrent-

V. ProccdErta

A- Issuanc€ oI Vehicles

The service vehicles provided by the DepEd Centra-l Ofiice shall be is.sued
for tbe Oflicial use oI lhe Central, Regional, artd Schools Division Officrs-
The issuance of service !'ehicles is not authorization ro hire new drivers-
lssued vehicles shall be drivEn by existing workforce

1- Cenrral Oflice

The Asset Management Division (AMDI shall issue the Pmpeny
,{cknowledgmcnt Reccipt (PARI to rhe accountable omcers of rhe
folloc,.ing omces:

a Pick-Up - Engine€r V/ Offc! Proper\' Custodians
Education Faciliries Division (EFD)

Omce ProperB' Custodian
Disester Risk Reduction and Mana8eErenr Servic!
(DRRMSI

Superintendent
Baguio Citlr Teachers Camp {ErICI

b, Passenger Van - Adeirristratrve Omcsr
General Sen c€s Division

2- Regional and Schools Divlsion Omce

The Asset ManageEent Division (AMD) shall issue the Proper!' Transfer
Report (PTRI of the service vehicles ro the resp€ctive recipient Regional
arld Sch(Dls DMsion OIEces, ro effecl rhe r-ransfer of accountabilit_v of
the servic€ vehicles froE CentFal Omc€ rc the Regional and Schools
Divisron Ofces.
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Upon trans[er, th€ Supply Offic.er of the recipient Regional and School
Division ()mce shall receive and accept the delivered service vehicles and
shall sigr the corresponding PfR

The Supply Officer shsll theD issue a Prop€rty Acknowledgemcnt Recript
{PAR) to the following ac€ountable officers:

Pick-Up ResionalEngine€r
Educauon Support Service Division (ESSDI

DNrsion Engineer
School Governanc€ and Operation Divrsion (SCODI

b. Passcnger VaJI 'AdminisEative (Xlicer
AdminisEarive Division/ &ction

ln cases \xhere a Schools Dilision Omcc has no Division Engrneer, thc
pick-up strall be issued to the ChieI of the SGOD until such rime that a
permanent engineer shall b€ created/hired-

YI.l,TILlzAMOIf

The passenger vans shali be for the olhcial erld common use of thc Central
Regional and Schools Division OfEce persoDrel.

The utilization of the assigned pick-ups to the following offices arc as follows:

Edc.don F.cllltL. Dhddor (EFD)

Fivc (5) Pick-ups for tbe validadon, assessment, inspection, and
monitoring of D€pEd hoJects.

Di.art r RLt Rcductlo! .nd XlrlgcEent Ser?lce (DRnXA)

One {11 Pick-up for the assessment, inspectson and monitonng of
calamrty/drsaster aflected areas aitd otiers-

The DRRMS and DRRM coordinators at the regional and division levclR
are authorized to utilize any ser'/ice vehicle du;ng ass€ssmenl.
inspecrion, and/or monitonng of calsrnity/disaster ajlected areas, and
sha.ll be Aiven priority in the usage of said vehicles during such times-

The pick-up vehicles shall be used for the validation, assessment, inspection,
and monitoring of DepEd inlrastructure and other related proJects lt can also
be us€d to assess disaster aflected areas.

t



B.guio Tcrchcrr C.-E.p IBTCI

One (1) Pick-up lor the monitoring of project dcvelopment ot Baguio
Teachers Camp, for emergency response arnd othcr official business.

VIL PROCEDURALGIJIDETIXES

The S€rvrcr Vehicles shall be used on\- lor oftcial business t^ith properly
accomplished and duly approved Drivcr's Trip Ticket which should be
serially numbercd. A Monthly Repor-t of OfEciat Travels shal be prepared
by the Adninistrative Division/S€crion for purfmses of monitonng and
audit. The s€rvice vehicle sha]l b€ driven by a duly authorized drivcr b!,
tl..e Head oI Oflice sriti a professional driver's ljcense-

The maintenance, insurancE, and registration exprnses of all scrvice
vehicles sha.ll be included in *re yearly budget of thc otEc.e touowing the
existing policies of ttle Department-

R€quest for repair and maintenanc€ of the seryice vehicles under the
General Servic-e Division/Admimstrative Division/Scction, must be
supported hry: ttle folonrirlg documents:

a, Duly approlred Authorio ro Repair and/or.Job order Request
b. Pre lnspecuon Report si8ncd by at least two {21 mcrEbers of the

Inslxctorale Team-
c- For repairs involving parts replacement, a Waste MatErial Repon

twMR) witl be prepared. duly signed by one (ll ofthe members of
lnspectorate team and ctrlificd corfect by lic Head of Suppry Unit-
After repair, a Post-Inspection Report must also be prepared to
monitor and validate the reparr made, duly signed try the Head,
General Services Division/ A&ninistratii'e Division/Scction

Fuel expenses shall bc included rn t}re Work and Finsnciel PLan (WFD of
the respective offces with issued service vebicles. For EFD and DRRMS,
fuel expens€s shall be sourcrd from their rDonitonng funds-

VIIL XOIIITORIITG ArD EVALUATIOX

The monitoring aid evaluation of the proper usage and maintenance of all
DepEd senice vehicles will ensure the continuous improlement and the
m.aximlzed us€ of resourcas throughout the Department. This shsll b€

undensken by lhe folowint Omces:

I - Central Omc€

a, Asset Management Division (AMD, - shdl collate rePorts
submitted by the EFD and the Supply Omcers.
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b. Education Facfities Divrsion (EFD) shall collate rEports
submitted by the EFD {Engrnee. V/Ofiicc Properry Cusrodianl,
DRRMS (Office.Properq' €ustodian), and BTC (Superintendent.l

A Monthly Report of Official Travels shall be prepared by rhe
designated Frsonn€l for purposes of monironng arld audit,
which sha-ll include the required forms and reports relallng to
tlte fuel exp€nses, maintenance, and repair within thc spcrific
month-

This Monthly Report shaU be sent to the Central Of6ce Asset
Management Division- .r;

2- Regional and Schools Divison Omces

a. Supply Officer of the recipient Regional and Schools Division
Omces - shall collate reports from the ESSD (Regional Engineerl ,

SGOD (Division Englneer), and Adminislratrve Dilision/Stcoon
lAdminigtati!€ Omcer.l

A Monthly Report of OtEcial Tral'els shall be pr€pered by the
Supbty Offrcer for purposes of monitoring and audit, rvhic-h shall
include thc required forms and reports ,el,ating ro t}re fuel
expenses, maintenance, and reparr within the specific month

This Monthly Report shall be seni to rhe Cental Omc€ Asset
ManaSement Dvision. 
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