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Repubiika ng Pilipinas
KAGAWARAN NG REPORMANG PANSAKAHAN

THENT OF AGRARIAN REFORM)
A iggapan ng Kalihim

Diliman, Lungsod ng Quezon
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In th interest 1 th orvice and I order Lo L lemont Ffurthor
ihe movernient'™s cost reduclion progrom in the variaus aspocls of
gperation of the Depurthent, the Tollowin standard Qperating

F— ’
rocedure on T INVeEnLory and CoOmoeaned noal 1 reiceable and
violueless propertias for (U central and recional oflices 1s herehy

| - ; ’ "
approved to guide all offid fuls W etssloveces in underbuling this
Lunartiant ictivity:
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be Contral Office
I 1el, Iminid iV rvi iall inxtiat 1 oreanization
af a c mitt t e 1 af:
1 ipply Officeér JV, Chilrmun
} nervising Accountant, moinlier
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1. Tmmediatel ftey reatil i TE5S & & shall conduct
an inspecticn af the propertles i
1 L et =t eable and ng economit repair due
to wear and teéar or o S0 C '+ cen=e not attributable to
the Tault of the accoimiable oF responsible efficer.
1Y  are found to e valueless or no nrer negded by the eillce.
3, The Committee shall prepare amd subuwif report on its Lindin
and recommendalion regarding ihe candition and status of the
J.'r"n'_'.-,l':"',_:'.'_-::,‘ thria tl , Ldniinisbrat ive ErVICce, te the

in lerscoret ArY.

"Hindl na matatalikuran pa ang pagbabagong-ay .. ng pananakshan. Higit kong panga’ 1p na makita
ang ating mga magsasaka na pag-asri ang lupang kanilang binuoungkal.” - Pangulong MARCOS
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After the report has been processed by the Chief, Administrative
Services, it shall then be reviewed and dpproved by the Under-
secrefary.

Upon approval of the report by the Undersecretary, the Supply
Officer IV (ZD, shall propare the corresponding Inspection

and Inventory QReport,

The Inspection and Inventory Report shall be evaluated by the
Comnittee and then its chairman shall inftial the sime and
shall be referred to the Chief, Adwinistrative Services for
reviow,.

The Chief, Adninistrative Service shull review and inftdial the
Inspection and Inventory Report which shall be forwarded to
the Assistunt Seerctary (Administration) and to the Under-
secretary for their respective review and initial.

The Secretary shall sign the Inspection and Inventory Report
whieh ghnll be forwarded to the Dureau of Supply Coordijpution

" thra the DAL juditor.

Upon receipt of the approval for dispositien, the Supply Officer
shall proceed with the disposition of unserviccable propertics
and/or condemaation.

Regional Office

1. The Hegional Director shall orgunize & committee to he compesed
of the following officials:
1) Akdministrative Officer I, chairman
2) Supply Officer I, moxber
3} Accountant II, member 4
4) Stoveleeper of Lhe Tean, us the cage may be and when spplicable ff
3) Mechanical Eaginerr, menber
6) Wegiogral lvditor or hig zuthorized representative, observery
vilness
2. The Committee shall cuaduet dnspection of the properties whieh
{2) have Lecome wserviceable and Deyond econciels repair due fo
vear and tear or to soce other cuuse oot attributable to the Fault
of the sccountoble or responsible officer. (2) Arve found to be
valueless or ao Jonger needed by the Nerion.
3. The Comiittee shull prepare and submit to the TezioniF Dirsctor
a4 report on iis Tindings regarding the condition and stutus oF
the properties.
4, The Regioasl Director shall review and approve the report.
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3. Upon approval of the Report by the Regivmal Director, the
Regional Supply Officer shall prepare the Inspection and
Inventory Report.

6. The Inspection and Inventory Report shall be reviewed by the
Rogional Inventory Cosmittes und then fts Chalrmin shull
initial the same and shall be forwarded to the Regional
Director for simmature.

7.  After the Inepection and Inventory Report shall have been signed
the same shall be forvarded to the Hurcau of Supply Ceordination,
thru the Regional Auditor, furnishing copies thereof to the
Secretary.

8. Upon receipt of the approval for dispesition; the Regional
supply @fficer shall procoed with the disposition of unservici-
able properties and/or condemnation.

In the implementation of the above procedure, ull Burewu Dircctars,
Service and Division Chiefs, Regional Directors, District Officers,
Tewnm Leaders, Office/Unit Neads and other CUfficials ure hereby dircctled
to conduet a periodic check, survey and/or inventory of xll properties
in their respective offices us a necessary step for its proper enforce-
uent. This will preclude unnecessary repairs 0f condemnuble equipment
and thus achieve economy in the operations of our office.

This Stundard Operating Procedure shall toke effect upon approval.




