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PMD-01F3

PSMD 001 AR no.

ACKNOWLEDGEMENT RECEIPT FOR SUPPLIES AND MATERIALS

COST CENTER: DATE:
 

QTY DESCRIPTION UNIT COST AMT.

ISSUED BY: RECEIVED  BY:

PRINT NAME & SIGN PRINT NAME & SIGN
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PHILIPPINE NATIONAL OIL COMPANY
PNOC Building VI, Energy Center, Rizal Drive BGC, Taguig

Date:

INSPECTION AND ACCEPTANCE REPORT

This is  to  certify that   has satisfactory

completed the  delivery of  

under Purchase  Requisition / Work Order  Number

and under the following terms and conditions:

Amount Billed :

Purchase Order no. :

Invoice no. :

Delivery Date :

We  further  certify  that has complied with

the Terms of Reference/Technical Specifications for the said requisition.

Proponent Administrative Officer OIC DC, Property Management Div.

PMD-01F2
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PMD-01F1

         No.

INVOICE RECEIPT FOR EQUIPMENT, SEMI-EXPENDABLE
AND NON-EXPENDABLE PROPERTY

Office/Agency Address Date

PHILIPPINE NATIONAL OIL COMPANY PNOC-ENERGY CENTER, Rizal Drive, BGC

QTY UNIT NAME AND DESCRIPTION DATE PROPERTY SERIAL UNIT TOTAL
ACQUIRED NUMBER NO. VALUE VALUE

REMARKS: to cancel MR nos.

INVOICE RECEIPT

I CERTIFY that I have transferred to I CERTIFY that I have received from 
(Name)            (Name)

the above listed items from PNOC. the above listed items from PNOC.
(Designation) (Designation)

Name/Signature of Invoicing Accountable Officer Name/Signature of Receiving Accountable Officer

Date: Date:

INSTRUCTIONS:
1 This form shall be used when there is a transfer of property from one accountable officer to another among PNOC Employees
2 This form shall be prepared in four copies: the original and one extra copy, to the PSMD (JTE) one copy to the invoicing officer 

and one copy to the receiving officer.
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PMD-01F1

         No.
  

MEMORANDUM RECEIPT FOR EQUIPMENT, SEMI-EXPENDABLE
AND NON-EXPENDABLE PROPERTY

Office/Agency Address Date

PHILIPPINE NATIONAL OIL COMPANY PNOC Bldg. 6, Energy Center Rizal Drive, BGC

I  acknowledge to have received from
(Name of accountable Officer)

the following property/ies which will be used in
Designation

and for which  I am  accountable.
Dept. / Div.

QTY UNIT NAME AND DESCRIPTION
DATE PROPERTY SERIAL UNIT ACQUISITION

ACQUIRED NUMBER NO. VALUE COST

REMARKS

PRINT NAME & SIGN   POSITION

Note:  (GAAM vol. 2 sec. 444 :  The original copy should be submitted to the property officer while duplicate shall be kept by the user of the property) 
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SYSTEM PROCEDURES MANUAL PRM-02 

Department/ Process Owner Effective Date 

PROPERTY MANAGEMENT DIVISION September 3, 2021 

Title of Document 
INVENTORY OF FIXED ASSETS 

Revision No.  Page 
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1.0 Objective 
 

1. Verify physical existence of recorded fixed assets. 
2. Establish accountabilities by updating all existing Asset Tags, tagging all fixed 

assets, and updating Employees Ledger Card. 
3. Reconcile and adjust recorded fixed assets vis-à-vis physical count. 

 
2.0 Scope 
 

This covers the Inventory Taking of PNOC Property, Plant and Equipment.  
 
3.0 References 
 

3.1 COA-PTTAF Manual on Disposal 
3.2 COA-PTTAF Manual on Property Custodianship  
3.3 COA Memorandums 
 

4.0 Definitions and Abbreviations 
 

AR Acknowledgement Receipt – form used to issue supplies to end-users 
DV Disbursement Voucher –Per GAAM Vol II sec. 430 - DV is used by all 

government entities for all money claims 
ELC Employees Ledger Card - ELC is the list of all the semi-expendable and 

non-expendable accountabilities of an employee 
ICS Inventory Custodian Slip – Per COA Circular 2005-002 - The ICS is used for 

the issuance of small tangible items with estimated useful life of more 
than one year but small enough to be considered as PPE 

IR Invoice Receipt for Property – Per GAAM Vol. II sec. 449 - The Invoice 
Receipt for Property is prepared when funds or properties are transferred 
from one accountable officer to another, or from an outgoing officer to 
his successor.  This form shall invariably support the clearance to be 
issued to the relieved or outgoing officer 

LPR Local Purchase Requisition – form used to requests for supplies / 
materials or equipment 

MR Memorandum Receipt – Per GAAM Vol. II sec 444 - MR is used to cover 
issuance of Semi-expendable and non-expendable property carried in the 
equipment accounts, when issued for official use of officials and 
employees other than the regular property officer 

PEL Plant and Equipment Ledger – Accounting ledger of Property and 
equipment 
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PO Purchase Order – a contract between the government and the supplier / 

dealer for the delivery of supplies, subject to stipulations in the order 
(Procurement manual for LGU by GPPB) 

PRM Property Management Division 
RWM Report of Waste Materials – Per GAAM Vol. II sec. 439 - The RWM is used 

to report all waste materials previously taken up in the books as assets so 
that they may be properly disposed of and dropped from the accounts 

WOR Work Order Requisition – form used to requests for works or services 
 

Inventory Team is composed of the following: 
 
1. Admin – Property Representative - act as inventory taker/counter 
2. Accounting Representative - act as checker 
3. Internal Control Office (ICO) Representative - act as witness 
4. Commission on Audit (COA) Representative - act as witness 

 
5.0 Policies and Guidelines 

 
1. The employees of the Property Management Division are required to observe the 

principles of honesty and integrity at all times. Practices and activities, which 
conflict with and are detrimental to the best interest of the Company, will not be 
tolerated; 

2. COA guidelines on accountabilities and property custodianship are implemented. 
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6.0 Details 
 

Activity 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Responsibility 
 

Administrative 
Officer II 

 
 
 
 
 
 
 
 
 

Inventory Team 
 
 
 
 
 

Administrative 
Officer II  

 
 

Administrative 
Officer II 

/Administrative 
Officer III 

 
 
 
 
 
 
 
 
 
 
 
 

Notes/References 
 

1. The Inventory Team shall be provided 
a copy of the PEL, Inventory Sheets 
Form, and Employee Ledger Card. 

 
Any transfer/cancellation of 
accountability initiated by offices 
other than Property Management 
Division (PRM) should be 
communicated to PRM for proper 
monitoring and documentation. 

 
2. Using the prepared Inventory Sheet 

Form and Bar Code Scanner, the Team 
shall proceed with the actual physical 
count/scanning, per 
personnel/department/floor. 
 

3. Upload and print scanned data or 
collate all inventory forms at the end 
of the day. 

 
4. For those assets without or with 

unreadable tags, Asset Tags shall be 
prepared and placed on the item. 

 
Notes: 
a.  If fixed assets found/counted under 

the custody of the department but 
not recorded under the departments’ 
PEL/ELC, it shall be checked against 
the record for reconciliation/proper 
identification of the actual location of 
the item. 

b. Assets listed in the PEL but not 
counted during the inventory shall be 
checked in the other 
departments/offices and the 
accountable employee.  If the item is 

Start 

Gathering of Data 

Inventory Taking 
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Administrative 
Officer III 

 
 
 

Administrative 
Officer III 

 
 

 

still not located, it will be marked as 
unlocated item. 

c. Items found during the inventory but 
are not in the PEL shall be labeled as 
Other Assets/Semi Expendable 
Assets.  This should also be recorded 
in a separate sheet for recording. 

d. Fixed Assets found/counted to be 
unserviceable/idle should also be 
recorded as Unserviceable Assets.  
Hence, this should be reported also in 
a separate sheet for proper 
disposition after the inventory. 

e. Assets listed in the PEL but not 
counted during the inventory shall be 
checked at the other 
departments/offices and the 
accountable employee’s ledger (ELC).  
If the item is still not located, 
Memorandum will be made to 
accountable employee copy furnished 
their immediate head of 
office/department to present the 
unlocated item.  If it is still unlocated, 
employee must Request for Relief 
from Accountability from COA for 
assets deemed lost. 
 

5. Submit Inventory Report indicating 
the list of all items with remarks 
Unlocated / For Disposal 

 
 

6. Update the Employee Ledger Cards 
(ELC) and prepare the necessary 
Memorandum Receipts (MR), Invoice 
Receipts (IR) or Inventory Custodian 
Slips (ICS) to update the records. 

   

End 

Updating of 
Records 

Submit Inventory 
Report 
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7.0 Records and Files Generated 
 

- Inventory Report 
 
8.0 Attachments 
 

Sample Forms 
MR – Memorandum Receipts 
IR – Invoice Receipts 
ICS – Inventory Custodian Slip 
AR – Acknowledgement Receipt 
RWM – Report of Waste Materials 
ELC – Employee Ledger Card 
LPR – Local Purchase Requisition 
WOR – Work Order Requisition 
PO – Purchase Order 

 

 

Rev. 
No. 

Affected pages/ 
section 

Revision History 

0 - New version of PNOC QMS; to include PNOC Energy 
Supply Base and PNOC Industrial Park. 

1 All Change of document code and effectivity date 

2 Page 3 Add under Note/Reference #1 : Any transfer/cancellation of 
accountability initiated by offices other than Property 
Management Division (PRM) should be communicated to 
PRM for proper monitoring and documentation 

 
 
 

Prepared by Reviewed by Approved by 

 

 
A. M. V. Sales 

 
 
 

L. G. G. Calaor 

 
 
 

E. B. Albaytar 

Process Owner Department  Manager - 
Administrative Department 

SVP Finance and 
Administrative Services 
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PMD-03F2

INVENTORY AND INSPECTION REPORT OF UNSERVICEABLE PROPERTY
 as of  ___________________ 

Entity Name: Fund Cluster:

(Name of Accountable Officer) (Designation) (Station)

RWM NO. INVENTORY INSPECTION and DISPOSAL

Date Acquired Particulars/ Articles Asset Tag no. Property 
No. Qty

Unit / 
Acquisition 

Cost

Total 
Cost

 Accumulated 
Depreciation 

Accumulated 
Impairment 

Losses

Carrying 
Amount / 
NET Book 

Value

Remarks        
(condition /               

status)

DISPOSAL
Appraised 

Value

RECORD OF SALES

Sale Transfer Destruction Others 
(Specify) Total OR No. Amount

     I HEREBY request inspection and disposition, pursuant to Section  79 of PD 1445, of the property enumerated above.

     I CERTIFY that I have inspected each 
and every article enumerated in this report, 
and that the disposition made thereof was, 
in my judgment, the best for the public 
interest.  

    I CERTIFY that I have witnessed 
the disposition of the articles 
enumerated on this report this 
____day of _____________, _____.

Requested by: Approved by:

(Signature over Printed Name of Accountable Officer) (Signature over Printed Name of Accountable Officer) (Signature over Printed Name of (Signature over Printed Name of 
 Inspection Officer) Witness)

(Designation of Accountable Officer) (Designation of Authorized Official)

PAFC Bataan B - page 1 of 1
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PMD-03F1

RWM# `

REPORT OF WASTE MATERIAL
Office/Agency Place of Storage Date

PNOC

ITEM QTY UNIT NAME AND DESCRIPTION RECORD OF SALES
O.R. No. Amount

Prepared by:

CERTIFICATE OF INSPECTOR
I hereby certify that this property was disposed of as follows:

Item(s)      Destroyed  (Thrown away)
Item      Sold at private sale   
Item      Sold at public auction
Item(s)      Transferred without cost to                        W
Item        Continued in service 

Property Inspector: (Name & Signature) Witness to disposition:
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