
Republic of the Philippines 
CIVIL, A VJ:ATION ALTTHORITY OF THE PHILIPPINES 

o 8 APR 202] 

MEMORANDUM CIRCULAR NO. __ 1.L.>o3,--...;;:..2.D_2._1 __ 

POLICY ON TRANSFER AND ACCEPTANCE OF ASSETSI.PROPERTIES TO CAAP 

J. GENERA L STATEMENT 

By virtue of Section 35 (I) of Republ ic Aet No. 9497, the Civil Aviation Authority of the 
Philippines (CAAP) is authorizcd to plan design, acquire, establish, construct, improve, 
maintain and repair necessa ry aerodrome and other air navigation facilities. 

Furthermore, Section 4 of the Special Provisi ons of the Department of Transportation - Office 
of the Secretary's budget in the General Appropriations Act mandates that "the amount 
appropriated herein for the construction of various airports and navigational facilities , and 
acquisition of navigational equipment shall be recorded in the books of accounts of the DOTr 
and t.-ansfelTcd to the Civil Aviation Authority of the Philippines as equity contribution of 
the National Government in accordance with Section 14 of Republic Act No. 9497." 

Likewise, some facil ities of the Departmcnt of National Defense-Philippine Air Force have been 
transfe rred to CAAP for conversion to civilian usc. 

Thus, there is a need to prescribe a policy to regulate the process for the transfer and acceptance 
of assets/properties to the Authority. 

IT. SCOPE 

This Memorandum Ci rcul ar shall appl y to all aiq)Olts and air navigation facilities (including 
structures, buildings, utilities and improvements) as well as equipment be ing transfelTed by 
extern al government agenci es to CAA P whether in th e Head Office or the Area Centers. Thi s 
Me shall NOT app ly to the transfer of land and land improvement assets, w hi ch shall be covered 

by a scparate Memorandum Circular. 

Likewise, the M C shall only apply to existing assets/properties that have sufficient supporting 
documents; the transfer of recorded assets that can no longer be physically located or do not have 

sufficien t documentation shall be addrcsscd on a case-to-case bas is. 

HI. DECLAnATION OF POLICIES 

Section I. Offices Primarily Responsible - The following Services/Offices shall be primarily 
responsible for managing, coordinating, and monitoring the property transfer process for the 
correspond i 11g assets/properties, to wit: 
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Service/Office AssetslProperties 
Administrativc and Finance Service - Furnitures and Fixtures 
(throug h the Supply Division) - Office Equipment 

- Motor Vehicles 
Aerodrome Development and Management - Tnfrastructure (buildings, airport runways and 
Service (A DMS) taxiways, aprons, hangar, etc.) 

- Aerodrome equipment (e.g. baggage 
carouscls, chiller systems, etc.) 
- Temporary facilitics and service vehicles used 
in connection with projects 

Air Navigation Service (ANS) - Air navigation facilities 
- Electrical equipment (i.e . generators) 
- Communications, Navigation and 
SUlveillancc (CNS) equipmcnt 

Air Traffic Service (A TS) - Air traffic control towers 
- Communications, Navigation and 
Surveillance (CNS) equipment as appropriate 

Business Continuity Management Group Disaster rcsponse and rescue equipment 
(BCMG) 
CAAP Security and Intelligence Selvice Security equipment (e.g. X-ray machines, 
(CSTS) scanners, etc.) 
Corporate Planning Office (through the Tnformation and communications technology 
Management Tnformation Systems Division) equipment (computers, printers, scanners, etc.) 
Flight Standards Inspectorate SClvicc Medical cquipmcnt 
(through the Office of the Flight Surgeon 
and Aviation Medicinc) 

The aforementioned offices shall be respons ible for coordination with the Source Agency for 
mRtters such as but not limited to: submission of required documents, scheduling of joint 
in spection , preparation of reports/punch li sts, monitoring of concerns and issues, etc. 

The aforemcntioned offices shall I ikewise be responsiblc for coordinating with otber CAAP 
SClviccs/Officcs/U nits for any activities required to cffectuate thc complete transfer of the 
properties and assets. These activities include but are not limited to : convening of joint 
inspection team, recording in the books of accounts , records management of pertinent 
documents, property management (e.g. issuance of Property Acknowledgement Receipt) , etc. 

Under no such circumstance shall Area Centers inspect, accept and record assets in its 
book of accounts without the Imowledge and involvement of the Head Office. All activities 
related to the transfer of properties must be coordinated with the Head Office. 

Section 2. Joint (nspection - All assets/properties being transferred from other government 
agencies to CAAP Illust undergo joint inspection , with representatives from the Source Agency 
as we ll as thc Head Office and Arca Centers ofCAAP. 
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The convening of the joint inspection team shall be spearheaded by the Office Primarily 
Responsible identified in Section 1. The convenor shall also be responsible for extending 
invitations to the Internal Audit Service and resident COA Auditors of CAAP and the Source 
Agency as obsen1ations to the inspection and acceptance activities . 

Tn the case of transfer of properties/assets involving mUltiple Services/Offices, the Corporate 
Planning Office (through the Asset Management Division) shall be responsible for convening the 
joint insrection team and monitoring/coordinating its activities. 

Upon the conduct of the joint inspection and upon resolution of any items identified in the punch 
lis t, the Office Primarily Responsible shall issue a memorandum recommending the signature of 
the Director General on the Property Transfer Report. 

Section 3. Recordingi!) Book of Accounts - The transferred assets shall be recorded tn the book 
of accounts of the Area Center concerned. However, all documents related to the transfer of 
assets shall be coursed through the Accounting Division of the Head Office prior to transmittal to 
the Area Center concerned. 

The following docum ents must be secured by the appropriate Accounting unit concerned prior 
the rccording of thc assets in its book of accounts: 

• Journ al Entry Voucher (.JEV) from Source Agency 
• Certificate of Acceptance 
• Certificate of Project Completion 

• Certificate of Project Turnover 
• Acknowledgment Receipt and Custody of Completed Projects 
• Acknowledgment Receipt and Custody of Temporaty Facilities & Vehicles 

• Propcrty Transfer Rcport (PTR) 

As stipulated in Section 1, Offices Primarily Responsible are accountable for securing these 
documents fi·om the Source Agency. The offices are likewise enjoined to secure multiple 
original , signed physical copies of the same for the records and safekeeping of both the J-lead 
Office and tl1e concerned Area Centers . 

Section 4. Records Management - The Centra] Records & Archives Division (CRAD) shall 
maintain original, signed physical copies of the aforementioned documents for records and 
safekeeping. As an added security measure, the CRAD shall also scan and maintain electronic 
copies of all these documents in their custody_ 

Area Centers / Airports / Facilities are likewise not prccluded from retaining original , signed 
physical copies of the same documents. provided that more than one (1) such copy is in the 
possession of the Authority. Furthermore, Area Centers and Airports must maintain both 
physica l and electronic copies and shall maintain a database to tracklrecord all such documents 

in their custody. 
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Tn the case where the Authority only has one (1) original, signed physica l copy of the same, the 
document shall be stored with CRAD while the Area Center / Ail-port / Facility concerned shall 
retain a Certitled True Copy (CTC) issued by CRAD. In such cases , only the CRA D shall be 
authorized to issue Certit-ied True Copies of the aforementioned documents. 

Section 5. Tnventory of Immovable Propelties - The Asset Management Division (AMD) under 
the Corporate Planning Office shall be responsible for maintaining a database monitoring the 
status of ownership of the Authority ' s immovable properties . At a minimum, the said database 
shall idcntify which immovable assets are currently in the control and possession of CAAP, and 
which of these assets have been turned over and recorded in the book of accounts of the Area 
Center concerned. 

Tn coordination with the Services, Area Centers and Airports , they shall also determine and 
monitor which immovable properties in CAAP-owned/controlleclJdesignated facilities have not 
ye t been recorded in its book or accounts and likewise have no corresponding documentation 
establishing the Authority 's ownership. 

Tn connection to the aforementioned duties and responsibilities, the CRAD, Area Centers and 
Airports are hereby instmcted to grant the AMD access to their corresponding databases and 
documents 

Section 6. Process - The transfer and recording of assets/propeltics shall observe the following 
process flow: 

Responsible Oft-i ce Sequenc 
eND. 

Source Agency I 

Office of the Director 2 
Gcncral (ODG) 

Office Primarily 3 
Responsible 

Joint Tn p ectioll Team 4 

ODG 5 

Activity 

Transmits mUltiple copies of Property T.-ansfe.< Report 
(PTR) and other documents to the Civil Aviation 
Authority of the Philippines (CAAP) 
Acknowledges receipt of the aforementioned documents 
and routes the same to the Office P.-imarily Responsible 
for appropriate aetioll. 
Coordinates with the Source Agency and Area Center 
concerned for the convening of the joint inspection team. 
Extends invitation to Internal Audit Service and resident 
COA Auditors of Source Agency and CAAP to witness 
activities 
Conducts joint in pection. Prepares punch list andlor 
memoran dum recommending t.he signature of the 
Director General on the Property Transfer Report 
Prepares memo to Source Agency for the transmittal of 
th e signed PTR. Upon signature of Director General on 
the PTR and the transmittal memo, both are endorsed to 
th e Source Agency 
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Source Agency 6 Receives signed PTR and issues Joull1al Entry Voucher 
(.lEV) 

Office of the Director 7 Acknow ledges receipt of the JEV issued by the Source 
Genera l Agency and fO lwards the same to the Accounting 

Division 
Accounting Division R Checks fo r compLeteness of documents; furnishes CRAD 

(A D) and AMD with copies of aU documents prior to 
transmittal to the Accounting office of the concerned 
Area Center. 

Area Center - 9 Receives one ( I ) copy of the signed PTR , the l EV fro m 
Accou nting the Source Agency and other documents as ava ilabl e. 

Records the transferred asset in books of accounts and 
issues .fEV. Furnish es CRAD, AD and AMD w ith copy 
of the JEV . 

AD 10 Receives .lEV issued by Area Center and prepares 
transmittal 'Ietter to Souree Agency for signature of the 
Director General. 

ODG 1 J Signs and endorses transmittal letter and .lEV from Area 
Center to the Source A.gency. 

Section 7. Non-Co mpliance - Non -comp li ance with the afo remen tioned po li cies, rul es and 
regulat ions shall be subject to disciplinary and/or admi ni strative sanctions. 

Section 8. Separability Clause - If any section or part of thi s Memorandum Circular is held 
unconstitutional or invalid , the other sections or provisions not otherwise affected shall remain in 
full fo rce or cffect. 

Section 9. Superseding Clause - All CAAP Issuances Hl conflict herewith are deemed 
superseded. 

Section 10. Effectivity - This C ircul ar sha ll take effect immediately upon issuance. 

For strict compli ance and immediate implementation. 
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