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MEMORANDUM CIRCULARNo. _ '™ 14 RECORDS SECT
Series of 2025

TO : THE SR. DEPUTY ADMINISTRATOR, DEPUTY ADMINISTRATORS,

REGIONAL/PROJECT/DEPARTMENT MANAGERS,
DIVISION MANAGERS AND ALL OTHERS CONCERNED

SUBJECT : MODIFICATION OF THE PROPERTY ACKNOWLEDGEMENT RECEIPT (PAR)
FORM

This Memorandum Circular directs the modification of the Property Acknowledgement Receipt
(PAR) form to incorporate guidelines and instructions on its reverse side (Annex “A”") for the proper
handling, documentation, and accountability of PPE.

This change is in line with the improvements resulting from the ongoing conduct of the Agency’s One-

Time Cleansing of Property, Plant and Equipment (PPE), which have enhanced the accuracy and
accountability of our asset management.

Be reminded that only employees holding a Permanent/Casual position are authorized to receive
items/equipment and sign the PAR following the threshold indicated below:

Salary Grade Job Grade THRESHOLD ]
1-7 2-5 Up to P70,000.00
8-10 6-7 Up to P500,000.00
1117 8-10 Up to P1IM
18-21 11 Up to P10M
22-30 12-18 P10M above

In cases where the items are being utilized by other personnel holding a Contract of Service/Job

Order, he/she shall also affix his/her signature in the PAR as seen in the attached sample as Annex
I‘I‘Bll.

All Regional Offices/Integrated Irrigation Offices/ Irrigation Management Offices/ Division Offices
through their Supply and Property Officers are required to adopt the revised PAR form in all future

transactions involving the issuance of PPE. All Personnel/ Accountable Officers are directed to review
Annex “A” to ensure compliance with the new procedures.

This Memorandum Circular takes effectimmediately and remains in force until amended or revoked.

For strict compliance.

-

ENGR. EDUARDO£EPDIE G. GUILLEN
Administrator

Date: 19F Ilm
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ACCOUNTABILITY AND RESPONSIBILITY

e Ensure that all information in the Property Acknowledgment
Receipt (PAR) or Propesty Transfer Report (PTR) accuraicly
matches the details in the actnal property by cross-checking

GUIDELINES AND INSTRUCTIONS

b} Infomm the property officer of the items to be transferred and
to whom they will be transferred.

c¢) Ensore the PTR and PAR are properly prepared afier
checking the property to be transferred, signed by the new
accounfable officer, and seoure a copy for record-keeping.

key details such as the property description, serial msmbers,
asset tags or barcodes, qusntity, condition, and assigned
accountability, before affixing your signature. Ifthere are any
discrepancies found, report immediately to the concemed
Property Office of CO/ROMSOAMO/DO for comection.
Ensure that gll items are properly safeguarded against loss,
theft, or damage.

Ensare that all properties listed i this PARPTIR s
presented during the physical inventory of the concemmed
Property Office of CO/ROMSO/IMO/DO. If any of these
properiies are not presented within five (5) days from the
inventory date, the same shall be classified as “missimg PPE.
The accountable officer will be o reimburge the
depreciated replacement cost -of the identified “missing
PPE”,

Take responsibility for the custody and proper use of
property throughout your tenure or until the property is
returned/transferrad.

2. PROHIBITIONS

3. TRANSFER OF PROPERTY FROM AN ACCOUNTABLE

Removing, exchanging, or transferring part/s of a properiy

from one set to another.

T:ansfenmg propetty from one office to ancther (e.g.
Accounting Division to Administrative Department) without

proper documentation and prior coordination with the

concerned Property Office of CO/ROMSOAMO/DO.

OFFICER TO ANOTHER/FROM ONE OFFICE TO
ANOTHER

« For the transfer of property between ofiices:

a) Coordinate with the Property Section/Unit, PPD-AD.

b) Submitaletier-requestapproved by the Manager of the
Division/Depariment from which the item/s will be
pulled-out, duly noted by the Manager of the receiving
Division/Department.

¢) Ensmre the PTR and new PAR are properly prepared
after checking the property to be iransferred, signed by
the new accountdble officer, and serume a copy for
record-keeping. This is to caneel the old PAR.

In the ovent that the property or any of its parts is discovered to have
been tramsferred withont prior approval from concemed Properiy
Office of CO/ROMAISOMMO/DD, the same shall be considered as

This is to cancel the old PAR.

4. RETURN OF PROPERTY

For properties that are no longer servicesble, yon are required to;

a). Retum the items to the Property Section/Unit, PPD-AD at
the time the properiy no longer provides the benefit
expected from it,

b) Retumn the unserviceable property in its entirety, as it was
originally received, withont alfering, disasserabling, or
removing any parts.

€} Submit the following forms and documwnts:

e Receipt of Returned Various Eqoipment and Other
Property - Ammex B of NIA MC No. 52, Series of
2024;

® For ICT Equipment — a Certification from the
Management Information Division (MID) confirming

_ thet the properlies are already umservicesble. See
Amex C of NIA MC No. 52, Serjes 0£2034.

5. LOST, STOLEN, DAMAGED, DESTROYED PROPERTY

In compliance with NIA MC No. 51, series of 2024, in the case

of lost, stolen, damaged, or desiroyed item under your

accountabilily, you are required to:

g) Nofify the following offices immediately after the
discovery of'the loss:

= Properiy Section, PPD-AD

¢ Accomnting Division

¢ Commission oni Audit (COA)

b) Snbmitthe following documents:

« Dnlyaccomplistied REPORT OFLOST STOLEN,
DAMAGED, OR DESTROYED PROPERTY
form (Appendiz 75 of GAM).

s File 2 Request for relief from acconntability within
30 days from the occomence of the loss with the
Anditor concemed or the Commission, as the case
may be, along with the docimentary requirements
prescribed wnder COA memorandum No. 92-751
dated February 24, 1992, and COA Resolntion No.
2018-020 dated Febmary 1,2018

1 herely acknowledge that I have read, undersiood, and

“missing PPE’, The accounisble officer shall be required to reimburse
the depreciated replacement cost of the tagged “missing PPE’, mless
the lgiter can present the PPE in its original condition within five (5)
working days from the time of discovery.

Jully commit to complying with the provisions ouflined in this
geddeline. In the event af noncompliance, Iactept full responsibility
and agree to relmburse the cost of the property entrusted to me by
the NI, without prejudice ta any other remedies that NI may

deem appropriate.
& TFor transfer of properly o a new accountsble officer due 1o

retirement/resignation/sgparation from office:

a) Request a list of all property accountabilifies from the
Property Section/Unit, PPD-AD.

Ui farms and decuments referenced In this guideline are available and can be accessed In the Masterlist of Documents.

Signature Over Printed Name of the Accommtable Officer



Republic of the Philippines
OFFICE OF THE PRESIDENT

NATIONAL IRRIGATION ADMINISTRATION v
CENTRAL OFFICE

PROPERTY ACKNOWLEDGMENT RECEIPT

Entity Name : National Irrigation Administration

Fund Cluster: PAR No.:
Property Date
Quantity | Unit Description P Acquired Amount
1 unit  JINFORMATION AND COMMUNICATION 2021-05-030-0155- 12/20/2021 | Php 129,600.00
TECHNOLOGY EQUIPMENT, Computer, 501 COB-C0-26

Laptop, ASUS ROG STRIX G15 G513QM-
HN271T| Specifications:|Processor: AMD
Network: Wi-Fi 6 + Bluetooth 5|Weight: 1.70
Kg max|1 yr. warrantyjwith MS Office 2019
Home & Business (individual License key) and
1-pc. Back Bag|SN# ZYXWVUTSRQ47

(0ld Property No.: CO-F501-223-C-02.302-21)

AXXXXXXXXKXXXXXKXXXXXXXXXXXXXKXXXXXXKXKXRKXXXXXXKXXKXKXAR XX XX XXX KXXX KKK KRN KX XXX XIXXKK XX KKK KX XKKXXXXXX

RECEIVED THE ABOVE ITEM/S AND
UNDER THE CUSTODY OF:

Position / Office

Purchased from:
1AR No.:

PO No.:

PR No.:

Fund:

Received by: Issued by:

Signature over Printed Name
Accountable Officer of CO/R0/11S0/IMO/DO

Position/Office

Signature over Printed Name

Position/Office

Date Date
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