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OUR REFERENCE:

e# /2, 5. 198k

MEMORANDUM CIRCULAR

TO : THE ASSISTANT ADMINISTRATORS, DEPARTMENT/STAFF
HEADS, REGIONAL IRRIGATION DIRECTORS, OPERATION/
PROJDCT MANAGERS, PROVINCIAL IRRIGATION ENGINEERS,
TRRIGATION SUPERINTENDENTS AND ALL OTHERS CONCERNED
National Irrigation Administration

SUBJECT ¢ Annual Reconciliation of Employees' Property.
Accountabilities

Following are the observations/experiences noted by several NIA
employees:

1. Some units of property which have been recorded under the
names of certain employees for years, say 20 to 30 years,
are no longer existent.

2. Some units of property which have long been dropped from
the property records are still recorded under the names of
the supposed accountable employees.

3. Some units of property are recorded under the names of
several employees as a result of several transfers made
without relieving the previous accountable employees of
their accountabilities.

L. Transfer of units of property/equipment from one employee /
project to another is not accordingly recorded.

5. Some units of property are not properly coded; hence, are
loss-prone.

6. Condemnable equipment, as well as equipment which are no
longer needed, are still with the accountable employees.

7. The employees' records of transactions with the Property
Division from the time they start up to the time they cease
working with NIA are rather voluminous. And, only then when
some employees retire, transfer or resign the Property Divi-
sion discovers that there are several documents (original)
missing amidst the long period of time that has elapsed.

8. Fabricated and donated equipment are not covered by MR and
likewise not recorded.
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In viey of the precediqg observat1ons/exper1ences, it takes a
}onq time to process appllcat1ons for clearance filed by NIA employees
for whatever urpose. Moreover, there is now a dlscrepancy of about
P2.2 B in the actua] physical existence of property in relation to the
property acqu1sit10n records of the Controllership Department.

In this connection, an annual reconciliation of employees' property
accountabilities is deemed necessary to tally the property acquisition
records yith the actual existence of property and to facilitate the
process;ng of appllcatlons for clearance.

The steps to be. taken in said reconciliation of employees! propert?
accountabilities in the Central and Field Offices are as follows:

1. Every employee in the Central and Field Offices shall submit

'~ to the Property 0ff1cer/Supp1y Officer/Broperty Custodlan/
Storekeeper a list of all equipment and non-expendable or
sem1-expendab1e property which have been received by him/her
with or without MR, regardless whether purchased, fabricated,
loaned, transferred, donated, etc.. (See Annex A)

The Property Officer/Supply Officer/Property Custodian/
Storekeeper likewise shall prepare a list of all NIA property
issued to the employee concerned based on the memorandum
recelpts on file,

2. The Property Officer/Supply Officer/Property Custodian/
Storekeeper shall reconcile his list with that of the employee
concerned by entering in his list what has been issued to or
received by the employee but was not recorded before or by
cancelling what has already been returned.

3. After the reconciliation of records, the Property Officer/ ....
Supply Offlcer/Property Custodian/Storekeeper shall personally
inspect every property unit with the employee concerned to
satisfy himself of its actual existence. During the inspection,
he must check not only the quantity of the property involved
bqt also the quality and other material data, like the brand,
the model, etc., an indication that the equipment being examined
or asgsessed is the same equipment issued by NIA. He must always
have in mind protecting the interest of the agency.

L. After the inspection, if everything is in order, the Property
0ff1cer/Supp1y Officer/Property Custodian/Storekeeper shall
prepare one single memorandum recelpt (renewal) showing all
the 1tems under the responsibility of the employee including
accessories as in the case of cars, such as standard tools,
spare tlres, manuals, etc.. (See Annex B for the format of
the memorandum recelpt) In case there are missing items, the
employee concerned shall be given one month to produce them.
Otherwise, he shall be required to replace or pay them based on
the replacement cost less depreciation within a period of six
months.

The reconciliation of records of property accountabilities both
in the Central] Office and in the Field Offices shall be undertaken from
June 1 to November 30, 1984, The schedule of reconciliation of records
of property accountabil1t1es of all Central Office employees is shown
in Annex C. The F1elq Office Heads shall prepare the schedule of recon-
ci;iation of records of property accountabilities of all employees in
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their respectlve offices. Al]l department and field office heads shall

be respons;ble for the strlct adherence of all concerned to the pres-
crlbed schedules.

To fac111ta¢e subsequent reconciliation of records of property
accountab111t1es and to prevent the property/equlpment from gett1ng .

anked, all concerned- are enjoined to comply with the following gulde-
11nes.

IN

1. All employees must surrender to the Property D1v1sion/Un1t
' any equipment under thelr'custody which goes out of order.

It shall be up to the Property Officer yhether to haye sald
equlpment repalred or replaced. The Property D;v1s1on/Un1t
sha}l issue an acknowledgement receipt for equ1pment surren-~
dereq for repair. The employee concerned shall keep the
recelpt wh1ch shall be returned to the Property Dlyl51on/Un1t
only upon completion of repair of the equipment surrendered.

2. All employees must immediately report to the Property Officer
the loss of any property/equlpment under their custody. The
Property Officer shall look into the circumstances behind the
loss and shall advise the employee coricerned on what to do
next. (See Annex 0 for the format of the report)

3. All employees must return to the Property Division any property/
equlpment which they no longer need. On the other hand, the
Property Officer must return the original copy of the MR

. covering the returned item to the employee concerned to relieve

the latter of hls/her accountablllty for the returned property/ .

equlpment. In case the property/equlpment returned is included
o -in a single MR covering a number of property/equ1pment un;ts,
) the returned item shall be stamped returned by the Property
0ff1cer both on the MR on file and on the employee!s copy.

THIS MEMORANDUM CTRCULAR TAKES EFFECT IMMEDIATELY.

Please be guided .accordingly.

CESAR' L. H
Administrator
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Name of _Employee

Department/Division

List of Equipment[PropertY Units
Issued To Me

T : tAcquisi-; ° .
Quantity 3 Unit ... .- Name and Deseription ..... :. . tion s ...Remarks .. ..
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SCHEDULE OF RECONCILTATION OF RECORDS . . .
OF THE EMPLOYEES! PROPERTY ACCOUNTABILITIES

MONTH ' OFFICE/DEPARTMENT
‘ﬂﬁi June Office of the Administrator

Offices of the Asst. Administrators
Public Affairs and Information  Staff e
Corplan Staff . b
Management Services Department '

July Systems Management Department . & i
Treasury Department ' k o
Legal Department ’ F__,;
August Institutional Development Department g'
Communal Irrigation Development Implementa- f
tion Department ‘ i
Controllership Department -
"

September Project Development Department o
Equipment Management Department

October Design & Specifications Department
Construction Management Department

November Personnel & Records Management Department
Procurement & Physical Resources Department

ANNEX D ‘
MEMORANDUM :
FOR ¢ The Property Officer
SUBJECT : Loss of Property

;Jg This is to inform your good office of the loss of NIA property
’ under my custody, details of which are shown below:

e RN Eme e e e e T g e i.... Circumstances .. ... ... !

Quantity ¢ Unit : Description . behind the loss !

: : : : ;
Prepared by: s

Divisiop/ﬁepartment
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Geeremas, Fouus Ne. 52(A)
(Revised July, 1847)

I acknowiedged to have received. from

MEMORANDUM. RECEIPT FOR EQUIPMENT, 'SEMI-EX?ENDABIE
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'AND NON-EXPENDABLE PROPERTY

, Philippines .

. (Designation) A ,
provisions of the Accounting Law, and which will be used in the office of
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This form shali be prepaved in dupliéate. Alw
Esrizontal line along

INSTRUCEIONS

draw

a heavy

:ia
e first line in blank immediately sfter the

last item, and a similar line diagonally from the horizontal liné to

the last blank line at ths bottom of this formn, Af
arg properly signed by the recciving offlcer, the original shoul

After both copies

ba

kept by the accountable officer and the duplicate by the receiving ov
rezponsible efficer.
Every sheet must be daly signed.
18110

(Nuna)

(Daslgnstion) .
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