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SUBJECT:

For ihe updating of UP Oiliman's propeny, plant and eqlipment recods and
databasq, we would like lo remind all heads of unils oi thelollowing:

1) Constituiion of Properly lnvenlory Committee in each unil and
correspondinqly, the undeiaki.g of annual properly inventory.

2)

3)

4)

Submission of ihe Commitlee's lnventory Reporl for 2011 (in digital and
hard @pies) lo the Supply and Prope8 ilanasement Omce (SPMO) noi
laier than January 15,2012.

ReneMlor all Acknowledsement Receipi for Equipmenl (ARE), rome y
l\,,lemorandum Receipl, issued in 2008 and submission of copies of lho
same lo ihe Supply and Properly Management Ofiice noi later than
December 15,2011i and

lssuan@ ot a new ARE every lime lhere is a chanse in property
accountability and submission oln* issuanc€s to lhe sP[4o.

To laoilitate the p€pa.ation of tho physical inventory taking, a listing prcpedy and
equipment ps unii and a sample blank jnventory rom ror properties and
equipment nol fouid in the SPMo'ptovided list can be downloaded from ihe
SPI,IO rebsite: hlip:/ldw.lp.edu.ph/-spmo slafting Novehbe. 21, 2011. Bolh
roms are in ex@lformat and con$ponding insttuctlon on the ac@mplishmenl
of lhe iorms a€ prcvided.

lol'.?iit
DEANS/DIRECTORS'HEAD OF UNITS

SUBMISSION OF 2011 PROPERTY. PLANT AND
EOUIPMENT iPPEI INVENTORY REPORT & RENEWAL OF
2OO8 ACKNOWLEDGEIUENT RECEIPT FOR EOUIPIIIIENT

iAEE}



Ple€se note lhat tne SPMo-provlded lisling of pmpedy and equipment per l]nit in
the SPMO w€bsite is a trr€rdorry"lbt. Hovlever, once downtoaded, rhe tist can
bs ediled for phyElcar inventory-raking purposs.

We reite€b lhe impodanco ol lhs submission of sch unils Annual Phy6ical
lnvenlory Rerod in lhe arainmenl ot tle Univ€rsity s objeclive or eliminaling the
unEonciled prcperty and equipment varienc€ between the bmks of SPMO and
/€counling Oftce-tor 

'^hich 
our attenlion has been @nsislenlly callsd by lhe

'Commission on Audil (COA) thrcugh ns Audit Obsrualbn [,lemorandum {AOM).

For you infomation and sinct compliance.
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Vi@ Chanellor ror /dmini€traton

COA Audit TeEm Leader


