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School Pro ustodians
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Date Jurp 25,2019

Re DISSEMINATION OF REGIONAL DTEMORANDUM NO.33O, S. 2019
RE: REGION X ADOPTED GUIDELIIIf,S ON THE INSPECTION,
ACCEPTANCE, AND PAYMENT OF SCHOOL FURNTTURE AND
OTHER SIMILAR ITEMS PROCURED

Enclosed is Regional Memorandum No. 330, s 2019 entitled Region X Adopted

Cuidelines on the Inspection, Acceptance, and Payment of School Fumiture and Other Similar

Items Procured which is self - explanatory.

Queries may be addressed to Dany C. Daguimol thru 0926775f812 of the

Property Unit.

TO BE POSTED IN THE DIVISION WEBSITE

Sayre Highway P-6 Casisang, Malaybalay City
Tetefax # 088-314-0094, Tet No.: 088-813-1246
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REGTO{| X ADOPIED GU|DEUTES Ot IHE ttsPf,Cnoil, ACCEFTAilCE, Ar{D pAyMEilT

OF SCHOOT FURf,TTURE ArD OTHER SIMII.AR IYEMS PROCUREO

To: Schools Dlvision Sup€rlntendentv
Officers ln Charge

Other OffidalVEmployees Goncerned

1. DepED Order llo. tlil, s. 20lt

1.1. On September 21,2018, the Secretary of this Department, Leonor Magtolis Briones,

issued DepEd Order No.42, s.2018 entitled Updated Guidelines on Delivery, lnspectaon,

Acceptance and Recordlng of DepEd Procured Assets.

L.Z. The Order was issued primarily to ensure the effective, transparent, efficient, and

standard implementation of processes and procedures on the dellvery, inspection,

acceptance, and recording of all DepEd acquired ass€ts.

1.3. More specifically, Paragtaph lll, Subpara$aphs 6 to 8 the Enclosure to the stated

Order enumerated the following functions of the school, division, and reSional office on

procured school fumiture delivered to the schools :
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"5. An inspection will be made on the delivered items by the Schools

lnspectorate Team. The Schools lnspectorate Team shall sign the hspection

Report if the deliveries comply with the requirements; if not, the deliveries

will be rejected.

"7. Upon signing of the lnspection Report by the School lnspectorate Team, the

acceptance" portion of the Inspection and Acceptance Report (lAR) and

"received by'' portion of the Property Transfer Report (PTR) shall then be

signed by the Property Custodian.

"8. After the deliveries, the supplier shall submit the pertinent documents
(Purchase Order/Contract, Delivery Receipt/Sales lnvoice, IAR and PTR) to
the Proponent Ofrice for preparation of payment. xxx."

2. Added Safety Measures

As an added safety measure, however, the following additional steps shall be

adopted by this Office to protect the interest of the Government :

2.!. School Level

The School Property Custodian shall retain two (2) copies ofthe PTR signed. One (U
copy will be kept as part of the school record and the other copy to be forwarded
to the Division Property Custodian within three (3) days from the signin8 ofthe pTR

or earlier;

a

It shall be the responsibility of the school heads to ensure that the signed pTR is

officially transmitted to the Schools Division Offices (SDOs) wlth their signatures
within the reguired time frame;

2.2. 5#obDMEEi:.OfEGGfntt

b

a Upon reccH d Sre cod6 of thG dgned pIRs from dre schols, rffrs OtrilgoE ssPply
offipr rs e$a6Ed to:dn*fialr*c the $.fie aild prQrt L Gr$tdtCr,i*,.:fhat
Aaoeftance (Annex "A') for the approral of the Sdroo,k Etir*rin Snlreriotendent
eodd;

b. The issuance of tlre Cdife.tc of Find Accegtance (cFArtftftC S,Dob roerffierf*r,
as to tfie actual delivery and acceptability of the dclhreEd ilems;



c- The SDO5 are givm fiIteen {15} cdendar days to submit to the Regk ad ffice (RO)

the CFA to support the payment to the supplier;

2.3. Regional Office Level

a. Upon receipt of the CFA from the SDO, the Regional Supply fficer shall prepare the

Summary of Deliveries (SD) for the Re8ion.

b. The 5D will then be given to the Regional lnspection Committee (RlC) tasked to
confirm accurateness and acceptability of the reported deliveries through random

inspection, where deemed necessary;

c. A Final lnspection Report shall be prepared and submitted by the RIC within one (1I
month from receipt of the SD, which shall serve as additional document to support
payment to the supplier.

3. This Memorandum shall be adopted henceforth on all procurement, deliveries and

payments undertaken at the Retional ffice unless a contrary issuance is issued.

4. lmmediate dissemination of and complianee with this u

BAYOGOT, CESO V

Re al Director

Encls. : None

Reference : DepED Order No.42, s.2018

To be indicated in the Perpetual lndex

under the following subjects :

OELIVERY POLICY PROCUREMENT REPORTS SCHOOT



Annex'A'

(Date)

Division of

CERNFrcATE OF FITTAL AGCEPTAT{CE

This is to certify that this Division received and accepted in good order and

condition the (ldentifo ltems Delivered er. All wood De*s/chairsl listed

hereunder which were delivered by (Name of Suoolier) under (Name of.

Program eg, 2018 School Furniture Proiect) ,towit:

Itenr D€llv€red
Name of School

Prepared by :

Division Supply fficer

Approrred :

Schools Division Superintendent

Delicry neceipt
Itlo. Spedfication Unit Quantity
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