
 

 

2. Property and Equipment Clearance Signing 

 
This process is signing of PECF form retirement, resignation, transfer of division, leave or 

travel abroad. 

 

Office or Division: Property and Supply Unit 

Classification: Simple 

Type of Transaction: Government to Government (G2G) 

Who may avail: DepEd employees 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Property and Equipment Clearance Form 
(PECF) – 3 original copies and 1 photocopy 

Supply Unit 

 
CLIENT STEPS 

 
AGENCY ACTION 

FEES 
TOBE 
PAID 

PROCE
SSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit the 
accomplished form and 

turn over all the properties 
and equipment’s (if any) 

1.1 Receive the 
accomplished form 
and checks if the 
concerned employee 
has an accountability 
for property and 
equipment 
 

a. If employee has 
no accountability, 
supply officer 
signs clearance 
part on property 
and equipment. 

b. If concerned 
employee has 
accountability, 
supply officer will 
request employee 
to settle all 
accountability. 

 
 
 
 
 
 
 
 
 
 
 

None 

 
 
 
 
 
 
 
 
 
 
 

15 
minutes 

 
 
 
 
 
 
 
 

 
Property and 
Supply Unit 
Personnel 

TOTAL None 15 minutes 


