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DIVISION MEMORANDUM 

No. 0323, s. 2026 

 

SUBMISSION OF PROPERTY INVENTORY FORM 

 

To: Assistant Schools Division Superintendents    

 Division Chiefs 

 Public Schools District Supervisors 

 Elementary and Secondary School Heads 

 District/School ICT Coordinators 

 District/School Property Custodians 

 All Others Concerned  

 
1. With reference to the Commission on Audit (COA) Circular Number 2018-002 dated May 31, 

2018, titled ‘‘Guidelines prescribing the submission of the Property Inventory Form as basis 
for the assessment of general insurance coverage, overall insurable assets, properties and 
interests of the government with the General Insurance Fund of the Government Service 
Insurance System”, this Office, through the Property and Supply Unit, announces the 
submission of Property Inventory Form on or before April 20, 2026. 

 
2. This Office requires all schools to submit all insurable properties and other assets of the 

schools. The list of items will be limited to all Property, Plant and Equipment (PPE) Items 
(with an acquisition cost above Php 50,000.00) and all Information and Communication 
Technology (ICT) equipment. 

 
3. All schools/districts are directed to diligently submit their respective inventory records using 

the provided link:  
 

https://tinyurl.com/PROPERTY-INVENTORY-FORM-2026 
 

4. Immediate dissemination and strict compliance of this Memorandum is desired. 
 

 

 

ROMMEL C. BAUTISTA, CESO V 

     Schools Division Superintendent       
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 Michelle P. De Mesa 
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