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PURPOSE:
To ensure proper documentation and retirement of assets.

LEVEL:
Section Heads, Logistics Division, Engineering and Maintenance, IT, Finance
(Inventory)

DEFINITION OF TERMS:

1. Fixed Assets — This is also referred to as the “Property, Plant and Equipment”
account (PPE). These are the physical assets that are retained for use in the
production or delivery of products or services, for leasing to others, or for
administrative reasons, and it is anticipated that they will be utilized for more than
one time.

2. Asset retirement- is the removal of an asset or part of an asset from the asset
portfolio. This removal of an asset (or part of an asset) is posted from a
bookkeeping perspective as an asset retirement.

POLICY:

1 All fixed assets for retirement must have proper flow and documentation.
1.1 IT related assets

1.1.1 The section or department of origin shall inform IT of the assets that
are not functioning and if for retirement, the IT shall provide a
service unit as a temporary replacement.

3§50 The memorandum/recommendation letter issued by IT to the section
or department of origin shall be submitted to Logistics Division’s
Inventory Planning and Control Section.
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.13 Notice of Fixed Asset Movement (NFAM) shall be used to document
the retirement of I'T-related assets.

1.2 Medical Equipment, Furniture, and Other Assets

1.2.1 The section or department of origin shall inform the Engineering and
Maintenance Office of the assets that are not functioning.

1.2.2 The memorandum/recommendation letter issued by the Engineering
and Maintenance Office to the section or department of origin shall
be submitted to Logistics Division’s Inventory Planning and Control
Section.

2 All retired assets shall be stored at Tonggoy Warehouse or Villamar warehouse
until proper disposal shall be made.

DOCUMENTATION:
Revised Policy

DISSEMINATION:
Communicator Bulletin
Weekly Management Meeting
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PURPOSE:
To ensure proper documentation and retirement of assets.

SCOPE:
Applies to all Inventory Planning and Control Section staff of Dr. Pablo O. Torre
Memorial Hospital

PERSON RESPONSIBLE:
Section Heads, Logistics Division, Engineering and Maintenance, IT, Finance
(Inventory)

PROCEDURE:

RETIREMENT OF ASSETS- IT

1. The section or department of origin informs IT of those assets that are not
functioning. If the item needs to be pulled out, proper documentation (logbook)
should be done.

2. The IT staff checks if the asset is for repair or retirement.

3. If for retirement, IT staff will provide a service unit as a temporary replacement.
This is to ensure that the tasks of the user are not put on hold.

4. The IT staff issues to the Section of origin the Memo / Recommendation for
Retirement.

5. The section or department of origin submits the Memo/ Recommendation for
Retirement to the Logistics Division’s Inventory Planning & Control Section.

6. The Fixed Asset Controller (Logistics Division) will prepare and fill up the Notice
of Fixed Asset Movement (NFAM) form to be reviewed by the Inventory Planning
& Control Supervisor.

7. The signed copy of NFAM shall then be forwarded to Finance (c/o Fixed Assets
Bookkeeper) for recording to book.
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8.

The Inventory Planning & Control Supervisor will inform the warehouse
Supervisor to issue a gate pass for the asset to be stored at Tonggoy or Villamar
Warehouse before disposal.

RETIREMENT OF ASSETS- MEDICAL EQUIPMENT, FURNITURE & OTHERS

1.

The Section or Department of origin informs the Engineering and Maintenance
Office of those assets that are not functioning. If the item needs to be pulled out,
proper documentation (logbook) should be done.

The Maintenance and Engineering Department staff checks if the asset is for repair
or retirement.

The Maintenance and Engineering Department staff issues to the Section of origin
the Memo / Recommendation for Retirement.

The Section or Department of origin submits the Memo/ Recommendation for
Retirement to the Logistics Division’s Inventory Planning & Control Section.

The Fixed Asset Controller (Logistics Division) will prepare and fill up the Notice
of Fixed Asset Movement (NFAM) form to be reviewed by the Inventory Planning
& Control Supervisor.

The signed copy of NFAM shall then be forwarded to Finance (c/o Fixed Assets
Bookkeeper) for recording to book.

The Inventory Planning & Control Supervisor will inform the warehouse
Supervisor to issue a gate pass for the asset to be stored at Tonggoy or Villamar
Warehouse before disposal.
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KEY TASKS PERSON RESPONSIBLE

RETIREMENT OF ASSETS- IT

1. Informs IT of those assets that are not

functioning. If the item needs to be pulled out,

Section or Department of

Planning & Control Section

: origin
proper documentation (logbook) should be done &
. Checks if the asset is for repair or retirement IT Staff
. Provid i it t
rovides @ dervice unit as @ tempocary IT Staff
replacement if for retirement
. Issues to the Section of origin the Memo /
: ; IT Staff
Recommendation for Retirement
. Submits the Memo/ Recommendation for :
; =i e Section or Department of
Retirement to the Logistics Division’s Inventory Stigin

. Prepares and fills up the Notice of Fixed Asset

Movement (NFAM) form

Fixed Asset Controller

. Reviews the Notice of Fixed Asset Movement

(NFAM) form

Inventory Planning and
Control Supervisor

. Forwards to

Finance (c/o Fixed Assets
Bookkeeper)the signed copy of NFAM for
recording to book.

Fixed Asset Controller

. Informs the Warehouse Supervisor to issue a gate

pass for the asset to be stored at Tonggoy or
Villamar Warehouse before disposal

Inventory Planning and
Control Supervisor

RETIREMENT OF ASSETS - MEDICAL EQUIPMENT, FURNITURE & OTHERS

1. Informs the Engineering and Maintenance Office
of those assets that are not functioning

Section or Department of
origin
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2. Checks if the asset is for repair or retirement Maintenance and

Engineering Department
staff

. Issues to the Section of origin the Memo /
Recommendation for Retirement

Maintenance and
Engineering Department
staff

. Submits the Memo/ Recommendation for
Retirement to the Logistics Division’s Inventory
Planning & Control Section

Section or Department of
origin

. Prepares and fills up the Notice of Fixed Asset
Movement (NFAM) form

Fixed Asset Controller

. Reviews the Notice of Fixed Asset Movement
(NFAM) form

Inventory Planning &
Control Supervisor.

. Forwards to Finance (c/o Fixed Assets
Bookkeeper)the signed copy of NFAM for
recording to book.

Fixed Asset Controller

. Informs the Warehouse Supervisor to issue a gate
pass for the asset to be stored at Tonggoy or
Villamar Warehouse before disposal

Inventory Planning and
Control Supervisor
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RETIREMENT OF ASSETS- IT

Endorses assets that are not functioning

v

Checks if the asset is for repair or retirement

v

NO

Is the asset
for

—( END )

Repairs the asset

etirement?

YES

v

Provides service unit as Temporary replacement to the
section of origin

v

Prepares and Issues Memo/ Recommendation for
Retirement

v

Submits Memo / Recommendation for Retirement to
MMD

v

Prepares and fills up Notice of Fixed Asset Movement
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Reviews the NFAM

v

Forwards the signed copy of NFAM to Finance and
provides advice to Warehouse

v

Prepares and issues gate pass for the asset to be stored
at Tonggoy or Villamar Warehouse

END
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Endorses assets that are not functioning

v

Checks if the asset is for repair or retirement

NO
Is the asset

for

—»  Repairs the asset END

etirement?

YES
v

Prepares and Issues Memo/Recommendation for
Retirement to Section Origin

v

Submits Memo/ Recommendation for Retirement to
Logistics Division

v

Prepares and fills up Notice of Fixed Asset Movement 5

v

Reviews NFAM
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Forwards the signed copy of NFAM to Finance and
provides advice to Warehouse

v

Prepares and issues gate pass for the asset to be stored
at Tonggoy or Villamar Warehouse

v

END
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