
Re public of the PhiliPPines
Office of the City Mayor
City of Naga, 44{n

EXECUTwE ORDER NO. Zlilll.o3,l
W

CREATING TIIE NAGA CITY IT.MNTORY COMMITTEE FOR
PROPERTY, PLANT AND EQUIPMENT (NON.INFRASTRUCTT'RE) AND

FOR ST'PPLIES AND MATERIALS

WIIEREAS, Commissiron on Audit provides that an actual physical inventory
of property, pliant and equipment (PPE) and supplies and materials be conducted in
order to arrive at a realistic valuatioo of the said accounts:

WIIEREAS, to effectively comply to the aforesaid regulation as well as to
promote the city's brand oftransparent, accountable and good local govemance, there
is a need to qeate an Inventory Commice€ tasked to conduct an annual physical count
ofall such city govcmment Foperties, plan6, equipmeot, supplies ard materia,s;

NOW THEREFORE, I, NELSON S. LEGACION, Mayor of the City of
Naga, by virtue ofthe powers vested in me by law, do het€by order the firllowing:

SECTION. I . THE IIr{VENTORY COMMITTEE. The Naga City lnventory
Committee for Property, Plant and Equipment (Non-Infra$nctue) and for Supplies
and Materials is herein created, with the following composition:

Chrirpclson :
ViccChairp.notr :
Mcobcrs
. One desiglated pcrsomel ftom City Accouoting Offict
. One designated personnel ftom City Procurement OlHce
. At least two deslgnated petsonnel ftom the General Services Department

SECTION 2. FI.TNCTION$. The Inventory Commiree slrall couduct an actual
physical couat of all non-bfrasEuctule plopetty in the last quarter of 2020, and every
six months thereafter, o ensure tbeir proper classification, valuation and ,eporting in
drc finaocial stat€ments ofthe city government.

SECTION 3. MARENG AND RECORDING. The Inventory Committee
shall ensure that all Foperties are properly marked with inventory contol sticken and
shall caus€ such marking, if not yet so marked.

SECTION 4. PBOPERTY INFORMATION DATABASE. The Informatioa
and Technology Ofrce shall assist the General Services DepaftneDt in translating fie
result of the physical count hto a databas€ of all moveable property of the city
govemment, showing the date and cost of acquisition, the cost and naturc of repairs

and imprcvements, tlrc series ofpersons accountable for the proPerty, location of the
propefty, dat€ atrd status of property at each inventory d.ate, Foperty or contIol

Mr. Arthur Abonal, General Services Officer
Mr. Ansel Mafro, City Procurement Ofrcer
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Republic of the Philippines
Office of the City Mayor
Ciry of Naga, 14{fi

trumbet, a pictur€ ofthe prop€rty, among othen. Each office shall likewise maintain a
record of the propetties under their custody with the above minimum information in
individual property ledgers or in their own databas€, not i! a logbook and preferably in
a s€cured digital system with ample redundancy and coltingency.

SECTION 5. RECONCILIATION OF RECORDS. After each physical
count, all offices and depanments, General Senices DeparEnent and the City
Accounting Ofrce shall reconcile their respective records of property, plant and
equipment as well as supplies and materials.

SECTION 6. NON-IMPAIRMENT OF DUTY. The memben of the
Committee designated by the beads of the Generdl Services DeparEnent, the City
Accounting Office and the City Procurement OfEce shall not be burdened with other
duties and responsibilities during &e period that they are conducting the physical coutrt.

SECTION 7. ROLE OF OTIIER OFFICES. Heads ofother departmens and
offices shall assist the Inventory Committee in the conduct oftheir physical count and
the marking ofPPEs in their respective depattnent or ofEce.

SECTION t. OBSERVANCE OF PROPEN. PROCUREMBNT AND
RECORDING PROCEDIJRES. All procuring unis shall observe the proper sequence

of procuement, inspectioo, rccording, and marking of prcperty, including the
recording of repairs or improvemens and disposal, to minimize furtha discrepancies

in the records ofthe G€neral Services Depaftueot and the City Accounting Office.

SECTION 9. REPEALING CLAUSE. All prior Executive Orders creating or
reconstituting comDiftees with similar functioos as the hercin created lnventory
Committee arc hereir repealed.

SECTION 10. EFFECTMY, This Executive Order sha.ll take effect
immediately.

Issued this 27o day of Novedcr, Two ThousaDd
Philippi!€s.

Tur€trty in the City of Naga,
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