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m d ~ Republic of the Philippines

DEPARTMENT of AGRARIAN REFORM
HENORANDUN CIRCULAR NO. Jigi_

Series of 1394

REVISED PROCEDURES ON REPORTING AND RECORDING OF LOSS AND
DAMAGE ON PROPERTY/EQUIPMENT AND VEHICULAR INSURANCE CLAIN

In the interest of the service and in order to improve
the existing internal control, the following procedures on
reporting and recording of loss/damage on property/equipment and
vehicular insurance claim are to be implemented as follows:

1. In case of loss/damage on property/equipment , a Froperty and
Equipment Damage Report Form (General Services Form No. 11,
copy attached) shall be accomplished by the person concerned
noted by the Division Chief or Head of the Office and shall
be submitted to the General Services Staff/General BServices
Section (G55) subject to inspection, copy furnished COA and
Accounting Division/Section.

2. In case of vehicular accident, the Gensral Services
Staff/Section shall accomplish the Property and Equipment
pamage Report Form to be supported by a copy of the police
report on the accident, copy furnished COA and Acocounting
Division/Section.

3, The G55 shall furnish COA and Accounting Division/Section
sexored copies of the duly sccomplished Conformity Letter and
Loee and Subrogation Receipt from GSIS which shall be used as
the bases for recording in the books of accounts by the
Accounting Division.

4, In case ofi losse of government property thru fire, theit and
other casualty of force mejeure, the oificer accountable
therefor or having custody thereci shall immedistely notiiy
the Commission on Audit or the Resident Auditor concerned
and, within 3@ days or such longer period as the Comwission
or Auditor may in the particular case allow, shall file his
reguest for relief with -all the availsble supporting
documents pursuasnt to Section 498 and 459 of the DBovernment
Accounting and Auditing Manual (GAAH), Volume I.
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2. The Accounting Division/ Section shall take up in the books
of accounts the following itransactions involved:

A Im case ni total loss

Al

Keport/Discovery of loss:

invested Surplus -
LLosses, Destruction or
Other Involuntary

Disposition @-94-24@ P E
Fixed Assets - Economic
Services 8-79-808 ¥ 3t

Corellary entry to set up accountability of end-
user :

Contingent Assets -

Claime for Unrelieved

Losses of Fixed Aseets 8-74-200 W
Contingent Surplus B-9&6-000 13

With insurance coverage
A.2.1 FReport/Discovery of Loss:
Invested Surplus -

Lopaes, Destruction or
Other Involuntary

Disposition D-S4-240 HH
Fixed Assets - Economic
Services a8-79-800 HE

Corovllary entry to set up accountability of end-
UESET

Contingent Assets -
Claims for Unrelieved

Losses of Fixed Assets 8-74-Z00 wi
Contingent Surplus 8-96-000 M
A. B2 I1f claim for dnsurance is filed with +the
G5IS:

Receivables - (515 B=-TF1-320 ET 3]
Hiscellaneous Liabilities

Deierred Credits-GSIS 8-86-328 it
A. 2.3 G515 pays insurance claim

Cash - Collecting Officers B&B-70-400 3
Receivables - GS5IS B-71-3Z2@ “H




Hiscellaneous Liabilities
& Deferred Credits-G5IS5 B-86-320 K
income/Estimated Revenue B-91-106{53-308) WK

Corollary entry:

Contingent Surplus B-96-000 Hot
Contingent Assete -

Ciaimep for Unrelieved

Lossee of Fixed Assets A-T4-200 At

Depoeit to the National Treasury

Cash-Treasury/Agency Acct. 8-70-700 3
Current-lepopits
Cash-Collecting Difacers B-7H-406 o

A.Z.4 Where the agency undertakes the repair, the
usual accounting entries for the
acquisition/restoration of the dawmaged property
shall be folloved upon receipt of allotment advice
and the corresponding Notiee of Cash Allocation
(4. 4.1 and 5.7.1 of COA Circular No. 81-16@) which
came from the proceeds of Lhe insurance coverage
deposited to the Bureau of Treasury.

A. 2. 4.1 Reports/Discovery of Loas:
Invested Surplus -

Loesses, Destruction or
Other Involuntary

Disposition @-S4-240 HH
Fixed Assets - Economic
Services a-79-200 Wi

Corollary entry to set up accountability of
end-user:

Contingent Asseis -
Claimse {for Unrelieved

Losses ofi Fixed Assets B8-74-Z00 WL
Contingent Surplus &-9&6-0ad HH
A.Z2. 4.2 Receipt of Allotment Advice drom
BH
Fund 101
Hational Clearing
Accaunt 8-93-00@ KK

Appropriations

FAllotment Q-9 -000 wH



Fund 1358
Legislative
Appropriations-CY g-Gz-J1@ wH
Legislative Approp. g-s3-3Jle wH
Legislative Approp. @-93-316 Hu
Appropriations
Allotment &= Sd- aad o
A.2.4.3 To ohligeste the repair (same entry
for both funds)
Appropriations/

Allotment Q-90-000 HH
Obligations Incurred D-82Z-000 wH
A.2.4.4 FPayment of repair
Obligations Liguidated @-83-00d 3¢
Cash-Treasury/Agency Acct.

Current-Deposits 8-7@-7a7 HH

1f G515 does not approve insurance claim, cancel
entriee on A.2.3. _ _ by negative entries

8-71-3Z28 {xx)d
8-86-320 CHHD

Where the G5I5 undertakes the repair/replacement
and the corresponding repair increases the book
value of the asset repaired (5.7.2. of COA

Circular No. 80-168)

Fixed Assets B-7o-gai bl
Invested Surplus- D-24-175 3]
Adijustments (Addition)-

insurance

Requesting for relief oi accountability -

A.5,1 1If request for relief dis filed with COA and
reguest is grantied.

Contingent Surplus 8-96-0aa H
Contingent Assets-

Claims for Unrelieved

Losses of Fixed Asssts B-74-208 Mt




B e 2 I1f reguest is denied

A. 5. 2.2 Settiing up the receivshble irom the enda
veer faccountable officer

Receivables-MNiscel laneous 8-71-9806 3
Income/Estimated Hevenue @-Si-1@@ii-59-906) g ]

Corollary Entry:

Contingent Surplus H-9&-000 w3
Contingent Aseels-

Claime for Unrelieved

Losses of Fixed Assets B-74-200 i H

A.5.2.b Collection

Cagh-Collecting Officer H-7@-4500 W
Receivables-MHiscellaneous &-T1-900 W
A.5S, 2.1 Depoeit with Hational Treasury

Cash-Treasury/Agency

Account Current

leposits a-T0-70@ i
Cash-Collecting Officers &-7@-408a b

Fallovw succeeding entries from A.Z.4.2 1o A, 2.4, 4
B. In case of partial loss

B.1 Report/Discovery of Lose

Follow Entry A.l1 & entries -appropriate +to the
circumtances

For guidance and Btrict cowmpliance.

August 15, 1994, Diliman, Guezon City.

479
ROLANDO LL. QUERUBIN

pssistant Secretary for FHAD
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GENERAL SERUICES FORM NO. 11
(8/34)
| REPUBLIC OF THE PHILIPPINES
Department of Agrarian Reform
Diliman, Quezon City
[ ]
PROPERTY/EQUIPMENT LOSS AND DAMAGE REPORT
NATURE OF REPORT : [ ]1LOSS [ ] DAMAGE
PROPERTY/EQUIPMENT :
PROPERTY NUMBER $
GSIS INSURANCE POLICY NO. : PERIOD COVERED :
DATE OF POLICY - AMOUNT -
DESCRIPTION -
ACQUISITION COST - YEAR ACQUIRED :
REMARKS/EXPLANATION :
REPORTED BY : NOTED BY :
SIGNATURE SIGNATURE
Name of End-User Head of Office
DATE
NOTE: Under Desoription, for vehicle, give detalled information as to Model, Engine No. and Chassis No.
INSPECTED BY: DATE INSPECTED:
GSS REPRESENTATIVE
FINDINGS/RECOMMENDATIONS:
INSTRUCTION : Accomplish in friplicate.

dk20/Fugsd.nws



