OFFICE OF THE PRESIDENT - %5

B LAodUoMay 15901990

MEMORANDUM CIRCULAR NO. 101

¢ 2 0%  Ali-Department Heads, Center Directors and Project
Managers : o 7
SUBJECT: Recording and Reporting of Income’Sene?a{inq Projecis

5 §

1.0 % Purpose
<

: This 61rcu1ar is issued tc prescrlbe unl.orm procedures
for the recordxng and reporting of animal and so1l’ products
pursuant to COA Circular No. 84-239 dated August 15, 1984 as
well as non-agricultural produ’ts acquired or prOOaced‘ by
the’ d1fferen* operating units of tne College either as their
requiar function or as an additional.or special Dr0)ects.

2.0 Coverage :

2.1 Animal or soil products purchased, raised or acguired
. free of charge. for research, instruciiocnal and demons-
Custration purposes which - form part of ~the. regular

function of the college. These are classified either
as Genpral or Trust Fund. G : :

2.2 Production of soil and animal products as .a special A .
" project or 1ncon°-product1nﬂ acL1¢1ty. “These  projects et
are classx*led under the Revolv1nq Fund.®
2.3 Non-agricultural projects'which are classi*ied’ under
General, Trust or Revelving Fund. .

. B -

3.0 Guidelines Ve '
3.1 Procurement

Bl i Purchases . of aéOCUCtS and sypplies shall . be

ey governed by - established procedures on government

procurements. . v S i

- 3.2 Sales/Collections
a, . Sales made at the project sites shail be issued
serially numbered project saies invoices (separate

sets for cash and credit sales). : :

"h. Cash shall be turned over to the Cash Division once
the amount reaches ¥500.00. -

~guer-




'.4.0' Reports

e A
S ,Achuntan‘

4.1

tds outsxders ‘shall Be dascouraged If granted, a
reqular ennloyee should guarantee paymewt and shall
be made only upon approval by proper. authority. The
terms -and conditions in the credit sales invoice
shall. be enforced. 'The project manager. shall be
neld accountable for any unauthorized credit.

a.. Recording of transactions shall "use the accounts

» prescribed in . the Standard  CGovernment “Oharts of o

dccounts. .

b; The accounting treatment of animal and solls cipror,

ducts snall vary according to the:purpogse or nature
c.. Products which perish or ° issued for .institutional
.use or consumption or given away shall be supported

by “a properly approved RIV and thosge “items.  which.

deterlorated or were spoiled due toc natural - causes

shall be supported by a Report of Waste Materials.

This shall be  the basis for . dropping from the
inventory account. In case of loss due to the
negligence . of - the accountable officer shall . be
chargeable against him and shall refund the. _amcunt
‘based on the orevailing markei value. Reports of
animal deaths shall be submitted to tRe Agency Head
“within two (2) days. The Agency Head shall consti-

tuté an . Appraisal Committee tg develop a cost

system - for each variety or specie of animal and
soil products.

-
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d. The —p?operty.offffér‘ shall wupdate the property

ledger card .based on the ‘appraisal/standard cast:

report submiited by the Appraisal Committee. -

0

For agricultural preojects (animal and soilj. ail ‘the

-1arescribed forms shall be used efTecnzve January % B
1990 while 'the non-agricul ltural- projects snaxl use only

Project Forms: 1, 1 Annex I, anc 2 effective May, 1990.

Revised and new project, forms

_a. Project Form No. i, “Summary of Sales, {ollections

and Remittantes”

b. Project Form No. 1 - Annex I, "monthly Production
and Sales/Disposal Report® : )

c. Project Form Ko. 2, "Monthly Report of Accountable
v 4 : ,

Project Receints’

d. Project Form No. 3, "Monthly Reporttéf Inventory®
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e.” ASPPR Form No:
- f. ASPPR

2 gN  A5PPR Form No. 3.

i1l

71; ”Rebb?t of Animal Bir{h/Deatﬁ/l

 Destruction

Form  No. 2, ‘Report of “Planted: . Crops/
Destruct on of Harvesi” .
“Livestiock Ledger Card”

atove “forms and
ing them oul wre attac
respectively.

The the ggYFQSDOR71HQ instructions  in

ed as Appendices "A" and "B"

copiszs not

The forms. .shall be submitted in 'six (6)
later . than ten (10) days after 'the close of the month
- covered by the report distributed as follows: ; .
Copies 1 and 3 - Accounting : : S e
2 ~ Property Officer
4 - -FMD :
5.+ 1GPO ' ] *
b 6 - Project Manager
: 7

2 / )
f M. 'R. vz mer'a‘ '
Fresidengt
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