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TO:

ALL CLERKS OF COURT, OFFICERS-IN-CHARGE, LIBRARIANS AND ACCOUNTABLE OFFICERS OF
THE REGIONAL TRIAL COURTS, METROPOLITAN TRIAL COURTS, MUNICIPAL TRIAL COURTS IN
CITIES, MUNICIPAL TRIAL COURTS, MUNICIPAL CIRCUIT TRIAL COURTS, SHARI'A DISTRICT
COURTS, SHARI'A CIRCUIT COURTS AND MAINTENANCE OFFICES OF THE HALLS OF JUSTICE

SUBJECT :

CONDUCT OF PHYSICAL INVENTORY OF PROPERTY PLANT AND EQUIPMENT, OFFICE SUPPLIES
AND OTHER MATERIALS

For purposes of updating the records and books of accounts of the lower courts, all Clerks of Courts,
Officers-in-Charge, Librarians and accountable officers of the lower courts and Maintenance Offices of the Halls
of Justice are hereby directed to conduct a physical inventory of all Hall of Justice buildings owned by the court;
and of all court-issued properties, including office supplies (stock position), equipment and other materials, in
their respective jurisdictions, offices, branches and libraries.

The result of the inventory must be reflected in the attached Inventory Report Form, accomplished in triplicate,
and duly signed by the above- mentioned accountable officers and their respective Executive/Presiding Judges.
The original and second copy must be submitted to the Property Division, Office of Administrative Services,
Office of the Court Administrator (OCA) and the third copy shall be retained by the accountable officer for file.
Pictures of the Hall of Justice building must be attached to the Inventory Report, if applicable.

In the preparation of the Inventory Report, all court-issued supplies, materials, and equipment which were issued
by the Supreme Court (SC) or by the OCA which have not been covered by Acknowledgment Receipt for
Equipment (ARE), and donated properties whose ownership has been transferred to the SC on or before 30
November 2016 must be included in the report. The condition (e.g. serviceable, unserviceable) of each piece of
property should be duly indicated in the "Remarks" column of the prescribed form. Information such as the
property number, serial number, the date the property was acquired and to whom it was issued must be
specifically indicated.

Not to be included in the Inventory Report are the properties issued by the local government or non-government
agencies where ownership has not been transferred to the SC, properties issued by the Department of Justice to
the courts or offices housed in Halls of Justice for reason of lack of formal transfer, and office supplies and other
consumables not issued by the SC or OCA.

All Executive and Presiding Judges shall supervise the proper implementation of this directive within their
respective jurisdictions to ensure the proper accomplishment and prompt submission of the Inventory Report to
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the Property Division, OAS, OCA, on or before 31 December 2016.

For strict compliance.

4 October 2016

(SGD.) JOSE MIDAS P. MARQUEZ
Court Administrator
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ABOUT BATAS.ORG

Study smarter at BATAS.org
The Philippine bar review and law-school companion built around how your brain actually remembers.

The complete Philippine law library - free for everyone.
More than 100,000 Supreme Court decisions, Republic Acts, and executive issuances - full-text searchable, browsable
by category and year, and always free. No paywall, no login. This PDF came from it.

Audio case-brief lectures.
Any decision becomes a podcast-style lecture - facts, issues, ruling, and doctrine - with read-along highlighting and a
hands-free presentation mode. Study while commuting, working out, or resting your eyes.

Bar review built on the science of memory.
Complete, sequenced courses for all eight bar subjects, narrated like podcasts and reinforced with retrieval practice and
spaced review - the study techniques with the strongest evidence behind them.

The full law-school curriculum.
One subscription unlocks the entire J.D. curriculum - every subject, every lesson, with your progress tracked down to
the paragraph so you can pick up exactly where you left off, on any device.

Mock exams that tell you where you stand.
Timed multiple-choice exams graded instantly, with per-subject score breakdowns and focus suggestions that point you
at your weakest topics first.

A study planner that keeps you on pace.
Set your schedule and BATAS tells you every day whether you are on track for bar day - and exactly which lesson to
take next.

Start free at https://batas.org
The law library is free forever - and your first lesson is one click away.
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