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DI\'ISION MEMORANDTJMNo. ?r+?/ ,s2ore

To Assistant Schools Division Superintendent
Chief Education Supervisors, CID and SGOD
Public Secondary School Heads

Others Concerned

From: REBONF BAGUIO
Schools Di Pdu***'r

Date: August 19,2019

Subject DEPLOYMENT / DELTVERY OT IT PACKAGES (E-TEXTBfi)KS) AND IT
EQUIPMENT FOR SENIOR HIGH SCHOOLS WITH ICT TRACK FOR
DEPED COMPUTERIZATION PROGRAM (DCP)r.Y 2018

1. Pursuant to Unnumbered DepED Memorandum re: Guidelines for the
Deploymenl/Delivery oflT Packages (L-Textbooks) and IT Equipmentfor Senior High Schools
(SHS) with ICT Track for DCP FA 2018, all recipient schools are advised to strictly observe
the DCP deploynent processes and prepare all school counterpart requternents before the
delivery of the DCP Packages.

2. Enclosed are the Guidelines for the Deployment ofDCP Packages, List ofReciprent
Schools, School Readiness Checklist and lnspection and Acceptance Report for reference.

3. Queries relative to this can be relayed to Paul John P. Arias, Information Technolory
Officer I at 09770618486.

Encl: As stated
Copy Fumished:

Records Unit

TO BE POSTED IN T}IE WEBSITE

Sa}lE Hl-way, C6si.an8, Malaybaray Crtl
Teletax # Oaa-314-OO94; Tcl No.: OAa-a13-1246
web8ite: dqEdlllalaJ.ballaI.sl
Email: prslarbala\.ciNradeped.qov.ph; (erEd.Llsh!-bderEtg:lejls9ls



ot

Xr+ullatr ng Pilhimt

Bugabnrun flg @Dublgpon
Tanggapar ng PanBslawang KalihiD

qffifif8Hitstrtr,
18 July 2O 19

For: Rctlod DlrGctct
SctooL Dlvldm Supcrlatcndcntr
Iltrtdct aupcrvircr
FHrGlFlr 8!d Echool HGad!
R.tlmrl .!d lrM.ion Asppty O,6ccrt
Roglood lld Irlvbfon IT O[Bcor
Achoof EoFGEtt GE todLll
School lqf Gordllrtoct

Subjec{ G{'IDEX,I EA l]OR EE DEFII)IIETIT/DELryERT OF IT
PAC!(ACEA IBTETTBOOBE) AID IT EQI'IPIETT TOR
AEtrlIOn EIGf, 8CB(X]IA PIIE Ief fnACK rtOR DCP Fr:N)l8

The following gu.idelines are hereby issued for tlre effecdve and efficient
deployment/delivery of IT Package (E-Textbooks) and IT Equipment for Senior High
Schools (SHS) offering ICT Track Under FY2OI8 DepEd Coaputerization Program
(DCP).

A. DCP DEPLOY-UEITT:

1. The Goods and Services shall be delivered to the koject sites / recipient
schools, within two hundred ten (21O) days from issuance of the Notice to
Proceed.

2. The Asset Management Division / Supply Office will inform the Division
Supply Officers of the deliveries to be made by the suppliers and provide
them a copy of the distribution list and schedule of deliveries.

3. The DCP Package can only be unloaded when authorized School
Personnel like School Propertr Custodian and the School Inspectorate
Team are present- If the School Properg Custodian is not present nor
available during the arrival of the DCP pa.ckage at the school, the School
Head/ Principal should appoint an alternate School Prop€rty Custodian
that will handle the delivery for this project.

Ottrcc ol ttc UulcEcsctrry f6 lailnl.trrtlo!
Wminittrariue tuli.'s, InlonVtbn and co',,uJni.,t;o8 TeLhrblogg, Dis,-stgt Risk R?dtr,io/r and Harqement, Sarfrls Health

Yot'1rt Fonnaioa tu*rb Tead!*'s CdtV BdtNtion F@litiB/ *d l}titdi,gs)
D€partEent of E{fucation, C.nrral Ofie, Mcralco Avcnue, Pasig City

Roo6 519, Mabini Buildi-og; Mobile: +639 032A762; Lgftdline: +6'326337203, 163263
g-";1, uscqa.lhr(Adc!.d,to1,.ph: Faebook,lT.*ittcr (Edepdtej'o
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B.

4. Only the Supply Officer / Prop€rty Custodian shall receive the deliveries
whether the school is ready or not.

5. Deliveries after 5pm, holidays including Saturdays and Sundays can be
accommodated on a case to case basis and with prior coordination with
the School Property Custodian and IT O{fic-ers.

6. However, during the actual delivery of DCP packages, if the Supplier
found that the recipient school is closed or un-energized or have no
available Classroom/ makeshi.ft structures, the Supplier shall deliver the
packages to the Division or District OIEce. The Supply O6cer shall
perform an initial checking of the delivened DCP package as to physical
conditions of the boxes, quartity and if accordance to the items specified
in the Inspection and Acceptance Report (IAR).

7. In case the Supplier/Forwarder or School Property Custodian notices that
some items are missing or do-aged, Supplier should replace the
missing/darnaged iteEs or opt to restrict further opening of the boxes
pending an investiga.tion of the incident for the protection of the Supplier
and the recipient. Deliveries should be rejected if found to be NOT in
accordance with conditions stated in IAR.

I'PIOf, I'EIJVERY OF TEE (XX'DA TO TEE PRG'ECT SITEE / RECIPIEITT
8CE(X)Is:

1. The supplier/forwarder shsll bring the following documents to recipient
schools and turned over to the School PrcFrty Curtodhn or
dcdgnetcd rftcrortc:

1.1 Delivery Receipt;
1.2 Property Transfer Report (PTR);
1.3 Inspection and Acceptance Report (IAR); and
1.4 Training Checldist

2. Tbc Schoof ProFrty Curtodtea (or dcrlgnetcd dtcrlrtc) .hdl
IrcrfolD a! hlu.l chrcH-s for ttc dGlteclGd DCP Fctrge as to
physical conditions of the boxes, quantity and if conlorms to the items
speciEed in the Inspection and Acceptance Report [An] prlor to dgillt
of Dcllltry Rccclpt.

sIGilXG OF IIISPECTIOT AITD ACCEPTAITCE REPTORT (IAB AITD
PROPERTT TRATSFER REF'ORT (PIR)

1. An inspection will be made on the delivered items by the School
Insp€ctorate Team. The School Inspectorate Teern shall sigrr t}le
Inspcction Report if the deliveries comply with the requirements; if not,
the deliveries will be rejected. The School Insp€ctorate Tear:l strall see to
it that the following requirements are complied with:

c
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D ATIER, TET DELII'ERIEs OT TBT(XX)DATO TgE PR(I'D T 8ME8 /
RTCIPID,ITT SC[(X)I8:

l. The supplier shall bring the following documents back to DepEd - ICTS
-TID:
1.1 Sised Delivery Receipts
1.2 Signed Inspection and Acceptance Report (IARI
1.3 Signed Property Transfer Report (PTR)

2. The School Property Custodian shall keep ttre school copy of the above
documents.

E, AHERSAI.EAEIIPFORf:

1. A three (3)-year comprehensive and onsite warranty for the whole IT
Equipment package including networking peripherals and for operation
and maintenance of all licensed software products will be applied. The 3-
year period shall reckon from the date of issuance of the Ccrtification of
Final Acceptance by the DepEd that the delivered goods and services have
been duly inspected and accepted (final acceptance).

2. For tl.e following consumable items, a standard/bas€ warranty or
minimum of one ( I ) year wararrty shall be applied :

Laptop and Tablet Batteries
Headsets
Externsl Portable Optical Drives
Optical Mouse for Laptops

3. Upon receipt by the Supplier of the Procuring Entity's notice of any
claims arising under ttris warralty, the Supplier shall immediately act
upon to repa.ir or replace the defective Goods or parts thereof. The period
for correction of defects in the warranty period is within seven (7)
calendar days from receipt of such notice.

4. For defects arising from within the frrst-half of the warralgr period, as
applicable, DepEd may opt to demand for recall and replacement of the
defective items.

5. On the other hand, defects arising from the onset until the ercpiry of the
warranty period, DepEd nay ask for repairs of t]:e defective items.

6. The Supplier shall be liable for the damages for the delay in its
performance of the Contract and shall pay DepEd liquidated damages,
not by way of pcnalty, in atr amount equal to one-tenth (1/lO| of one
p€rcent (l7o) of the cost of the delayed goods scheduled for delivery for
every day of delay until such goods are finally delivered and accepted by
DepEd. DepM shall deduct the liquidated damages from any money due
or which may become due to the Supplier or collect from any of the

2.1
2.2
2.3
2.4
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1.1 Inspection of DCP Packases:

Veri& that what was stated in the IAR conforms to
actual equipment delivered (technical specifications
including ttre product description, model, brand, and
product / serial numbers).
Veri$ the quantity stated in the IAR aga.inst the actual
quantity delivered.
Inspect for damage.

1_3.1 Training stated above shell tr provided for at least two
(2) teachers from each recipient school. Attendees must
include the school's designated ICT Coordinator,
Division IT Oltrcer or ICT Coordinator.
ftaining manuals in hardcopies and soft copies (in
DVD) shall be provided per recipient school-
Training s'hall be conducted in the recipient school
hstallsd ff equipment and be done during school hours,
unles.s tJre school head and teachers request to be
trained a-fter school or teachirg hours.
Training manuals Bhall b€ signed by the participants
alter completing the required hours of training arrd
certitred by the supplier and the ICT Coordinator.

1.3.2

1.3.3

1.3.4

1- 1.1

1.2 Check for Operability / Functionality

IT Package (E-Textbooks)
a. 50 ETablets PCs can access liles from Host Laptop

(Host) using Wireles.s Router
b. Set-up Printer on laptop
c. Set-up Charging/ Storage Cart and Check if

ETablets PC are charging.

IT Equipment for Senior High Schools (SHS) offering ICT
Track
a. All computer packages shall be insalled. Layout

should adopt to the Multimedia Classroom and will
depend on your style of the teachers.

b. 40 Stan.lFlone PCs cen access files from Host PC
using Wirel.,ess Router

c. Set-up AVR and connect Standalone PCs
d. Set-up Printer on l,aptop
e. Set-up Smart Television, check if working

1.3 TrainingRequirements

1.t.2

1. r.3

1.2. I

t.2.2
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F.

G.

securities or warranties posted by the Supplier, whichever is convenient.
Once the cumulative amount of liquidatcd d.mag€s reaches ten percent
(loold of the arnount of the Contract, DepEd may rescind the Contract,
without prejudice to other courses of action and remedies open to it.

Please refer to DepEd Order lfo. 42 a.2OL8 - Updated Guidelines On
Delivery, Inspection, Acceptance and Recording of DepE<t Procured Assets.

Por cbrlf,catloE! or Eore laforneHoa oa tlcrc lrattGn, dGa.G dlrect
cotrccra! to3

EXIGR. OTEI,IA L. ALGO
Informatioo Technologl Officer III

Chief, Technolog/ lnfrastructure Division
Phone Nos: +632.6332363 / +63.9OAa7A2413

Email: ofelia.algo@eped. gov.ph

For referencc and strict compliance.

AL/UT
Und
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ProJect Nems: Supply, Delivory, lnltallation, configurrtlon, Tsrtlng, commh.lonlng, Trrlning and lhtntonanca ol tT Egutpm.nt ior sHs oncdng tcT
Trrct

Sourco ot Fund: F.y. 2016

SHS P.cR.clon Dlvbton Sch lD School Xu6hlDrllty Brrangry Arldn .
Rcgion X Bulidhon 314S,t 2 Quczqr Nrtionrl Hlgh

sch@l Olr.ron Mbfido 1

Rrglon X C.gcy.i d€ Oro City 304108
Bulu. N.don.l HOh
School

Ctgoyrn D! Oro City
(C$ibo Brrlua Zonr 7 Bulur 1

Rsgbn x C.miguih 3039ea M.mbet o NHS rihmb.|ro (Crptlrl)
gdhhi* At
Pourdoo. lfrflt.lao,
Can

I

Rcgbn X El S.lvodor 31538 Md€rn Nrtond Hlgh
Sdod City ol El Srhdor lrotuem. El gdvrdor,

tllr.o'. 1

R.gbn X Glm@e CitY 3O,a130 GlnCoog City CXHS oimro Clty 6.cnE y 23 (Pob.) t{rlonrl HhhrY.y # 2t 1

Roglon X Ilig.n City 304146
lli|.n Ch, E.rt
tlitimrl HS. (Sb
Fllomon.)

llgm Clty Sanb Filonte.r! St!. Fiblnona 1

Rcglon x Len.o d.l Norla 304003 Xlprt4an NHs Kfttltra,l Foblldon
Akle|nSt.,
Poblrdgn, Kap.Lgrn,
Lan.o dal No a

1

Rlglon X Lrnao dol Norb 304m4 Lclr NHS Lrl. M8rsrding
Lrh, Lrmo (bl Nodr
Ma 1dim

,t

R.gion X M6l6yb.l.y Oty ,tr 303960 Bulidnon NHS Clty i/hlrybtl.y
(cmrLt) Bs..ngry 3 (Pob )

Fortldr St, Bmng.y
3. M.l.vb.l.Y CiW

1

R.glon X Mshybsb, Crty f 3l/1904
M!l.tArlry Clty
Nruo.ral Scilna. Ht

Cliy Urlryhlhy
(CaDlt l) A€layen

PUloI l, M!y.n,
t .hvb.hv citY

Rr,gioo X MIE mir Ocdd6ntal 304024 Alorun Tr.dc Ha Alonn Aoran, iifloa,r !
Ocddrfil Lrbo

I

R.gion X Maami. &i!nt l 304059 Alubil6 trCHS Alubilts Pobl.clon
Boollacb St ,

Pobld0 1

Rrg|gn X Oequiot City 30401+ Mbamh Occld.nt.l
Sdrn€. a T!dr, Ha

Orcqt.tr Ctty
(C.DllD Pho! Colotcl St 1

Rcgion X Ollmi. c]ty 3(X152 Trbid Ntlionrl Hhh
School

O:.n ! Cily T.bid Pulot a llbld 1

Rogion X Trmub Cdy 3(Xl7t Ymoub Clty Nh. T.nE{.6 Clt Mlntic M.ntb, Trisub City 1

R.Oion X Vdende Clty 303970
Lurugrn Nroon.l Hlgh
Sdod Cily of Vrhrcir

Lurllean, V.brcl!
Clty. Br*ldmn
Lurugan

,1

Reoion X Vlhnclr City 303088 V.Loci. NHS City O, Vrbncis Pdlaaion L.puLpu Sl. Poblrciqr 1

17

Prrprred By:

Et.G

(ful
n\o#ilh.

Recomrflonding App Apgo/.d By

ALOO s. AEATIL ALAIN ; rAlG1rA
r*fifit*.rorlT Oificar lll

Chbf, Tcchnoloey ln,rartruclur! Divbion
Dirrctor lV, ICTS UndcEGcottry lot
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Enclosure No, I Readiness Checklist

Eepublir ot tUe lFl,atappinpd

D.0srtrcrt of @rrdton
I'TFORMATION AND COMMUNICATIO S TECHNOIOGY SERVICE

Pasig City, Phillppines

SCH(XrL ID: _ AILaE OF SCHOOI-:
Oassifi6tim (if t$ipEnt pls. ch€k).

tr Main O Aflnex B
O Campus C

Region: 
-f-

Province: Bukidnon Di*ict: 2 Gtyi Municipality: Malaybalay Citv
DMsion: MalavbalavCitv Superintendent : Rebonfamil R. Baouio
Prindpal/Sdrool Head:

E-rEil:
Cmbd No:

Name of Computer Laboratory In{harge:
Contact No./Cellphme No
Tel. No. (of the sdrod) Fax l{o. E-mail:

In ca npliaEe b DepEd Memo l,lo. z$t s,ri's of 2011, the sMb readitrc fu ttE W sha b asEsstrrd by
tiE Oivisi ICT Cootditabr a$odit g to dE follow:ng criteda. Plas tiL* approfiiate bx.

Cdtsta
1. Multifledia Oassrmm
2. Computer Tables
3. Windoti6 and Doo6 with grllls
4. Proper el€ctical wirings and outleE duly certified by the

Municipal/City ElecEician
5. kovision of adequate security mechanisms
6. School Inspectorate team w€re organi2ed
7. 50 freces (HSy 40 pieces (ES) mono chalrs
8. At lead 2 units of #nd fdn
9. Sufficiert elecEical lllhtng

RGmarks

tr Annex
tr Campus A

tr Arnex A
tr Campus B

Conbct No./@lphme No.:
Sdrool koperty Custodian:

tr
o
o
c
o

Yc3
o
tr
o
tr

D

o
o
tr
g

tlo
o
o
o
D

Based m ule asses$nent above, th€ sdrcd is:
Ready tr

Pardally Ready o

Not Ready o
Rccofil€{DATtoIs:

AssEssco BYr

(tlaflE arrd silrraturc ol M*n IT Otrwr)

All criteria (14) were satsfactority met
Criteria 15 were met hJt qiteria 79 are !o b€ cofiplied
with priq to the irEtallation of equipment
At least m€ ca critical 1-6 is nd met

Co oJRRED BY:

(tlanE and slgtadrrc of Sdt@l lld)

Ground Floor, Bonifacio 8ldt., DepEd Comple)f Meralco Ave., Pasit CitY

Telephone No.: (02)635-7369

ro



INSPECTTON AND ACCEPTANCE REPIORT

Appendk 62

FEd Chr.t: 

-_

Anfty HrE.:

SrIFlicr:
PO l.Iortu: a) l & l&lcTs1009&0l0l8ualIB0fltg/ rIIT 7 (R rb. ll & E rid lll
R.quililiooi|! OtrrEdDer : hIloairoEdc6'rEi{ix'. Tc.lEh.v S.rvE (ffSI
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Rcpubllc of the Philipplnes

DEPARTMENT OF EDUCATION

Project Supply, Delivery, lnstalladon, Conflguratlon, Testlng, Conmlssloning,
Tralnlng and Malntenanco of lT Equlpment for Senior High Schools (SHS)
orffedng lGT Track Under FY201E OopEd Computorization Program (DCP)

TRAINING CHECKLIST

Nam€ of School:

Sdiool lD :

Date of Training
Duralion of Tralnlngs: Four (4) hours
DCP FY :2019

lnstuction: Pleaso check (\,/) the appropriate box

1 . Type of Training Conducted: Orientation Only tr
ff['#?"1yfl[**t3*." 

=2. Participants:

Userl: T€adrer
Nam6 & SignatJl€ of 0n Prlnt)

Ura2: ToaclEr
tGme a Signatul3 of (in Print)

UsaI3: schml's dedgnated ICT
Coordinator

Name & Slgnaure (in Prlnt)

3. lT Equlpmont Oriontation
Plaase ctr€ck tte

User4: DMsbn lT Offclr or ICT CoodMor
ilams & Slgruttm ot (ln Prht)

tE box for cs taken and for not takEn.
TOPICS Put

VotX
l. Equipment components

and functionalities
Standalone PC
wi@lcos isstor

ll. Propor installatlon and
confi guration of equipmont

Senino up the Stand Alone Comouter
Basic lnfo
Front Panel
Rear Panel
Mouse
Storage Devlce
Connedins Hardware
Tuming On/Off

Settlnq uD wlrele8s Router
Setting up the hblet to connect to the wlreles8
Router
Setfing up the Laptop to conn€ct b the wireless
Router
Setting up lhe Stand Alone PC to conned to the
wireless Router
Setting up Printer

a Loading Paper
Tumins On/Off

AVR
lnstallation, proper oonnectlon



Maintmance, Troubleshooting &
lmportanc€

a

lll. Hands-on Troubl€shootlng
& Syetem
Restoration/Backup

How to install and set up Operating
System (OS), softvare, Anti-Vlrus, and
necessary drivers to run lhe PC
How b format, backup and recover data in
lhe hard disk uslng the recovery dlsk and
one touch recovery funct'En
Hou, to updata Operating System (OS)
and Antivirus softurare
How to perform preventi\re maintenanc€
Hor to upgrade and rephce the hard dlsk,
memory, CBROM and oth€r computBr
peripherals

a

Crcathn of administration user accounts
per terminal

lV. Equipment warranty end
technioal support
procedur6s

Kinds of Hardware and Softrrvare
malfunclions
Steps and procedures for hardware or
software failurc or matfunctions reporting
uslnq he helode.sk
Orientation on the scope of warrandes and
procedures of the after sales support

4. ThE trainlng was conducted ln 4 hours.
5. Training manuals in hardcopi* and soft cople (ln DVD) were provided by the Suppllers.

CERTIFICATION

Thts ls to culify thal RedDot tmagtng Phlllppln* has cotnplld wlth lhe ttaintng
rcquit€,ncnt st,/E,d above.

Att€Bted By:

Slgndur. o.. Bi t NrrE of Tr.ht , sufpttr sEm *rffiillanta d sdtool H€d d sdrool lcT coo.dlndor
H.: D.!d



Republic of the Philippines
DEPARTMENT OF EDUCATION

Projec't; Supply and Delivery of lT Pad€ge (ET€xtbooks)
Under FY20l8 DepEd Computerization Program (DCP)

TRANING CHECKLIST

Date of Training:Name of S<*rool:

School lD I

Duralion of Trainings: EggI_g)_b9!IIE
DCPFY:2019

lnstrucuon: Please check (y') the approp ate box

1. Type ol TrainlrB Corducied: odentalion Only
Computor Aided lnstruction Only
Facs to Fac€ Lecture and Hands{n

2. Participants:

Usart: Toarfier
N6me & SlgnsturB of (h Pdnt)

user2:T6ech6r
Nsme & Shnat|J]e of (h Prlnt)

U8€r4: OMslon lT Offcer or ICT Coordlnabr
t{amo & Slgmtre d (in Pdnt)

3. ff Equipmenl Ori€ntation
Please check the a box for to ics taken and for not taken,

tr
D
tr

L.,sEr3: school's deslgnaled ICT
Coordlnator

tlame & Slgnature (ln Print)

TOPICS RJT
,./tX

l. Equipmentcomponents
end fundlonalltl66

ETablet PC
Host Laptop
WreleEq Roldor

ll. Proper installatlon and
configuration of
equipm6nt

Settlno uo 2ln-1 Tablet
Basic lrfo
Buttons funciions

o Attachod and Oetached Tablet
. to Keyboard

Wirdess Connection
Tuning Ory'Ofi

Settino uo Laotoo
Basic lnfo
LaDtoD Ports Usage
Storage Devic€
Tumiru Ony'Oft

Settino uo wireless Router
Setting up the tablet to connoct to the wireless
Router
S€ttlng up the Laptop to connect to lhe wiroless
Router
Sstti u Printer

Loadin ef
Tumin On/Off

I



ll l. Hands-on Troubleshooting
& System
Restoratlon/Backup

How to install and sot up Ope.ratirE
System (OS), softu,are, Anti-Virus, and
necessary drivors to run thg leptop

a

How to format, backup and ftlcowr data in
the hard disk using the rccowry disk and
one touch recovery funclion
Hox, to updale OporatlrE S)rstem (GS)
and Antivirus softrare
How to perform preventhrc maintenance
How to upgrade and replace tha hard disk,
memory and other computer peripherals
Creatlon of admlnlstraton user accounts
per terminal

lV. Equipment warranty and
technical support
procedures

Kinds of Harduare and Softerare
malfunctions
Steps and procedures for hardware or
softwaro failure or malfunctions repoding
using ths helpdesk
OrionEtion on the scope of warantes and
proc€durBs of the after sales support

4. The halning was conducted in 4 hours.
5. Training manuals in hadcopies and soff copies (in DVD) u€r€ proviled by the Suppliers.

CERTIFICATION

fhts ls to @ttffy tl,at RedDot lmaging Philippin* has ampliad with the taining
,€quk€ment slaled a6ove.

Attested By:

Slgn tll€ ot s Prffid t{.i. otT,.tEr / Stdlc.
Oatrr

Siin&rB or, ffid tLrn dschet Had a sctrod tcf con ruor
D.E



rriS%tE,,
lrydlir !t St Dtf,ryattt

Dapartment of €lucation
21 SEP EOIE

DepEd ORDER
xoO42, s. 2018

IIPDATED GI'IDELITEA OT DELTVERY, ICSPF,GAIQIi, ACCEFTA.IICE
AI{D REOORDITG OF DEPED PROCI'RED A88ETA

Enclosure No. 2

Enclosure No. 3

a

To: Undersecretaries
Assistant Secretaries
Bureau and Service Directors
Regiona.l Secretary, ARMM
Regional Directors
Schools Division Superintendefl ts
All Others Concemed

1. The pepartment of Education (DepEd) issues the Updatcd Guldclltrcs otr
Dclivoty, Inriicctlon, Acccptracc, and Recordlag of DcpEd Procurtd Als.ta acquired
by the DepEd central offrcr, region, schools d.ivision and school ollices, including various
supplies, materids and equipment procured through the Department of Budget al.^d
Management-Procurement Service (DBM-PS), and schoot buildin8s constructed by tl
Department of Public Works and Highways (DP\IIH).

2. This policy aims to ensure eflective, transparent, ellicient and standard
implementation of pmcesses and procedures on delivery, inspection, acceptance, and
recording for all deliveries of formed assets. Specifically, these guidelines intend to clarify
the rolcs, duties and accountabilities of concerned ollices, serve as guide during the
process from contract implementation up to recording state, and provide uniform
mechanisms for adherence of concerned implementing offrces.

3. These guidelines cover the following enclosures:

Enclosure No. 1 School Fumiture, tcaming Resources, Science and Math
Equipment and Various Tools and Equipment; and
Computerization Packages (DCP);
School Buildings and other Facilities
(New Construction and Repa.irs); and
Supplies, Materia.ls, and Equipment Procured Through
DBM-PS and Through Cash Advance.

4. All DepEd orders, memoranda, and other related issuances, rules, regulations
and provisions, which are inconsistent with these guidelines ar€ repealed, rescinded, or
modified accordingly.

5. This Order shall take effect immediately upon its issuance. Non-compliance to
this policy shall be dealt with accordingly.

6. For more information, contact the Ascct fr.trrgGmclt lxyLlo!-Ad[lalrtratlvc
&rvtcc (AfIlAal, Teodora Alonzo Building, Department of Fiucation (DepEd) Centrat
Oflice, DepEd Complex, Meralco Ayenue, Pasig City at telephone no. (02) 635-0551.

7. Immediate dissemination of this Memorandum is desired.

BRIOIIEA
Secretary

DcpEd CoEplex, M.relco Av@uc, Pasig Oty l600 P 633-72na / 633-72 l 632-t36l fl 636-4476 1637 -6209 , srww. dcpcd.Bov. pb



Encl.:
As stated

Re[erence:
None

To be indicated in the Perpetual Index
under tl.e following subjects:

ASSETS
BUDGE'T
BUILDINGS
DELIVERY
EQUIPMENT
POLICY
PROCUREMEI{T
SCHOOL
SIJPPUES

raCDJ, DO Udard Ouid.In6 ol D.oEd ItEuEd ilsd.
O2gs^prn 20, 2016



(Eaclosure to DcpEd Ordcr lfo. (X2, r. 2O181

I'PDATED OT'IDELITES OIf DELIVERY, IIYSPESIIOT, ACCEPTAtrCE AIYD
RDCORDII|G OF DEPED PROCI'RED ASAEfS

I. Redoaalc

Pursuant to Presidential Decree No. 1445 (Govemment Auditing
Code of the Philippines), it is the policy of the State that all resources
of the government shall be managed, expended or utilized in
accordance with law and regulaLions, and safeguardgd e8ainst loss
or wastage through illegal or improper disposition, with a view to
ensuring elficiency, economy and elfectiveness in the operations
of government.

In 2O06, DepEd Order No. 45, s. 2006 (Guidelines on Delivcry,
Inspcction and Acceptance and Recording of all Properties Procured
by DepEd Central Office and DBM Procurement Service) was issued
to provide policies and guidelines at different governance levels of
the department.

However, the specific procedures and processes across all levels
should be given emphasis from deliveries up to recording of procured
assets, specia.lty the big ticket projects: DepFd Computerization
Proiects (DCP), School Furniture, Learnine Materials, Science and
Math Equipment, and all common and non-common use supplies
and equipment.

II. &oEo

These guidelines cover the delivery, inspection, acceptance and
recording procedures for all deliveries of Dep&l procured assets;
infrastructure pro.iects including New Construction and Repair of
Schml Buildings and Other Facilities; procurement of common and
non-common supplies, materials and equipment, at all levels of the
Department Central Office (CO), Regional Office (RO), Schools
Division Offices (SDO) and Public Schools, both implementing and
non-implementing units. This also includes assets procured through
the Department of Budget and Management Procurement Service
(DBM-PS) as the procuring arm of the national government. All
olEces in DepEd are expected to adhere to these guidelines for
uniformity in operational procedures, preparation of reports,
recording and booking up of all ass€ts. Stakeholders, particularlv
the winning supplicr, service providers and contractors must
observe the herein guidelines accordingly.

I. Irelhltioa of Temr

For reference purposes, the term "Proponent Offic€f shall refer to the
olfice that plays the major role in the process, from procurement to



PRGJECT
PROPONE}IT OFFICE

CO RO SDO
School Ftrmiture Education

Facilities Division
(EFD)

Educational
Support
Services
Division
(ESSD)

I*arning Reaources,
Science and Math
Equipment and
various Tools and
Equipment

Efureau of
karning
Resources (BLR)

Computerization
Packages (DCP)

Information and
Com-munication
Techrologr
Servicc IICTSI

recording procedures, in every Governance level depending on the
Project, as indicated herein:

School
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The terms 'Supply Office" and 'Accounting OIIice' shall refer to the
corresponding counterpart Proponent Oflices, as follows:

Property and
Supply Unit

II. Pollcy Strtcncnt

This policy provides guidance to offrces concemed lor the purpose of
elfective, transparent, efficient, and standard implementation of
processes and procedures on delivery, inspection, acceptance, and
recording of procured assets/properties of DepEd.

As a general policy, all assets procured by the Department of
&lucation (DepEd), should be in accordance with Republic Act No.
9184 and must be accounted and recorded in the books of accounts
maintained by the Accor:nting Division and in the asset registry of
Asset Management Division (AMD), Administrative Service of the
Department of Education (DepEd) Central Oflice, and the equivalent
oflices in the RO, SDO, and schools.

Specifically, all inventory items (common and non-common use
supplies, materials and equipment) that will be procured for the
curent year should be included in the Dep&l's Annual Procurement
Plan (APP). The APP for Common-Use Supplies and Equipment (APP-
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III.

CSE) shall be submitted annually to the Depa.rtment of Budget and
Management (DBM) and DBM-PS.

Procedurcr

SCH(X)L FI'RMTURE. LE,IARIYI{G RF.AOURCES,I
UATERIALS/TEXTBOOKS. AITD COUPUTERI'ZATION

PACKAGES

1. The Proponent OfEce sha.ll prepare all documentary requirements
for t.I.e procurement of their Big Ticket Projects.

2. Upon receipt of the original copies of the Contract/s of the winning
supplier/ s from the Procurement Service, the Proponent OIIice will
conduct a Pre-Implementation Meeting with the Supply OIIice, the
Accounting Office and the Supplier to discuss the provisions of the
contract, particularly on the technical specifications, delivery
schedule, inspection, acceptance, payment, and the various
documentary requirements.

3. The Proponent Office , together with the Supply Office and the
Accounting Offrce shall conduct a Pre-Delivery Inspection at the
warehouse/production site/plants of the winning supplier/ s to
ensure the quality and compliance to the technical sp€cifications of
the procured goods before delivery/ distribution to the various
recipient schools.

4. The Supply Oflice shall prepare the Property Transfer Report (PTR)
on the basis of the Contract and Allocation/Distribution List per
Region/Division provided by the hoponent Oflice during the Pre-
Implementation Meeting.

5. Likewise, the Supply Offrce will inform the Division Supply Ollicers
of the deliveries to be made by various suppliers and provide them a
copy of the distribution list and schedule of deliveries. The PTRs will
be one of the delivery documents that the winning supplier will bring
during delivery to recipient schools. Upon determination that
deliveries ar€ complete and in order, the school property custodian
can now sign the PTR.

6. An inspection will be made on the delivered items by the Schools
Inspectorate Team. The Schools Inspectorate Team shall sign the
Inspection Report if the deliveries comply with the requirements; if
not, the deliveries will be rejected.

7. Upon signing of the Inspection Report by the School Inspectorate
Team, the nacceptance" portion of the Inspection and Acceptance
Report (IAR) and 'received b/ portion of the Property Transfer
Report (PTR) shall then be signed by the School Property Custodian.



8. Alter the deliveries, the supplier shall submit the pertinent
documents (Purchase Order/Contract, Delivery Receipt/Sales
Invoice, IAR and PtR) to the Proponent Oflice for preparation of
payment.

8.a The Proponent Oflice shall forward all signed PTRs to the
Supply Offrce for preparation of Summary of Deliveries.

8.b The Supply Offrce shall transmit sigrred PTRs and
Summary of Deliveries to the Accounting Office for the
preparation of Joumal Entry Voucher (JEV) and for
dropping from the books of accounts.

8.c The Accounting OIIice shall transmit copies of the JEV to
the Division Oflice-Accountant for booking-up of all
deliveries made to schools without books of accounts.
Likewise, the Accounting Offrce shall transmit a separate
JEV to the School Accountant/ Bookkeeper for deliveries
made to schools with books of accounts.

9. The School Property Custodian is responsible for the distribution
ard issuance of the delivered school furniture to the accountable
person in the schools (e.g. Class Adviser), who will then sigrr the
Inventory Custodian Slip (lCS)/ Property Acknowledgement Receipt
(PAR) for proper accoun tability.

TI|FRAATRUSII'RE PR(NECTA AI|D OTHER FACILITIEA
f,cs ConetnrctloD aDd Rc

1. School Butfdhgr Constructcd by DPPII

a. The School Governance and Operations Division through the
Education Support Unit shall monitor the progress of
construction of school buildings being implemented by the
Department of Public Works and Highways (DPWH).

b. Upon completion, acceptance, and turn-over of the school
building construction projects, the Schools Division
Superintendent shall request for the Journal Entry Voucher
(JEV) taking up the dropping of the school building account in
the DPWH books and other pertinent documents relative to all
completed projects from the Accountant of DPWH District
Engineering Oflices (DEO).

c. The DepEd Division Accountant shall record in their Books of
Accounts the accepted and completed school building projects for
recipient schools without set of books, while the school



bookkeeper shall rccord in their books the completed school
building as recipient.

d. The Division Accountant shall provide a copy of the completion
documents to the Division Supply Oflicer to record the school
building as an Asset/ Propergr of the School.

2. Infrarttucture ProjGcts Implemcntcd by DopEd

e. The Proponent Oflice shall prepare all documentary requirement
for the procurement and implementation of the infrastructure
projects to be implemented by the Department.

f. The DepEd Engineer of the implementing unit shall function as
Project Engineer and shall be in-charge of regular monitoring and
inspection of the infrastructure projects.

g. The EFD and a representative from the Office of the
Undersecretary for Administration shall monitor arrd inspect the
project implementation as the need arises.

h. The Proponent Oflice shall furnish the Supply OIIice copies of the
completion documents of all infrastructure projects completed in
order to record t}re projects as assets of the Department.

ootto lf/ I|OX-COTIOI| UAE SUPPI,TES. TATERIALA AXD
EOI'IPIEI|T TIINOUGTI DBU-PROCUNEUEIfT SERVICE AITD

THNOUCH CASH ADV/IrCES

l. Coraaoa Urc Suppller, frtcrlelr ..Ed EqulpEGDt Avrllablc et
DBU.PS

a. All oflices/schools in the Department are required to prepare
their APP-CSE for the year to be submitted to their respective
Supply Oflice for consolidation, as follows:

Ollice/ Schools In-charge Supply OIIice
All oflices in the Central OIIice Asset Management

Division (AMD)
AIl offices in the Regional OIIice Asset Mana8ement

Section (AMS)
All offrces in the Schools
Division OIIice (SDO) and
schools that are categorized as
non-implementing units (non-
IUs)

Property and Supply Unit

Schools categorized as
Implementing Units (IUs)

School Supply Office



c

b. All submitted APP-CSE from tJle respective oflices/schools
shall be consolidated by the in-charge Supply Offlce, to be
approved by tJle Head of Frocuring Entit5r.

Upon approval of the Head of Procuring Entity, the APP-CSE
shall be submitted to DBM-PS, copy fumished the DBM, as
required blr PhilGEPS. The submitted APP-CSE sha.ll be the
basis of DBM-PS in their regular procurement. Likewise, the
APP-CSE shall serve as basis of DBM-PS in allocating the
items to be delivered/issued to the procuring Supply Offrce.

d. If the items indicated in the submitted APP-CSE ar€ large in
quantity, the DBM-PS shall schedule delivery/ies to the
procuring Supply OIIice. Otherwise, the items will be picked-
up from the DBM-PS Depot.

e. When the items indicated in APP-CSE are available in stock
with the DBM-PS, the latter shall notift the procuring Supply
Office of its availability. The Supply Offrce shall conform with
the said notice by preparing the necessary documents
required for its pa5rment. The said document shall be
submitted to DBM-PS together with the payment. Pa5rments
can be made through Cash, Check or charge to the Single
Fund account of the procuring Supply Office in which the
unutilizd fund are deposited.

f. If the items indicated in the APP-CSE are not available with
the DBM-PS, the latter shall issue a Certificate of Non-
Availability of Supplies (CNAS) which will serve as basis for
the Supply Offrce to purchase the items from other sources
outside DBM-E.

g. In urgent cases when the Supply Offrce needs to purchase
supplies, materials or equipment at the DBM-PS, walk-in
purchase from the PS retail store is advised.

h. AII deliveries from DBM-PS shall be received by the
representative of the In-charge Supply Offrce. If the quantities
are complete based on the Delivery Receipt (DR), the
representative shall sign on the received portion of the DR.

The delivered items shall then be inspected by t-l:e desigrrated
Inspectorate Team as to technical specifications, quantity
and other requirements as deemed necessafy. Upon
satisfaction of the inspection protocol, the Inspection and
Acceptance Report (IAR) shall tlen be signed by the
lnspectors and the Supply Offrcer/ Property Custodian,
respectively.



j. Upon receipt of the items, the Supply OIIice can now stock- tht items in their warehouse or stockroom and likewise
prepare Stock Cards / Property Cards. All issuances must be

supported with Inventory Custodian Slip/Property
Acknowledgement RePort with corresponding Request Issue
Slip (RIS) prepared / submitted by the requisitroning offices
duly signed by the Property Custodian and Head of Office'

k. The Supply OIIice shall forward the original copies of tlte
Delivery Receipts to their respective Accountants/
BookkJepers for recording of the delivered items in the books'

L The Supply OIIice shall prepar€ daily Report of Supplies and
Materials Issued (RSMI) to be submitted to the Accounting
OIfice / Bookkeeper in order to record the issuances.

2. Ifon Gornnoa Suppllce, frtcrlala eld Equlpaent ptocured
by DBI-PS

a. In cases when the Department (usually the Central Oflice)
requests the assistance of the DBM-PS in the procurement of
Non-Common Supplies, Materials and Equipment, Vehicles,
Furniture, and the like, the following documents are to be
prepared:

1) L€tter Request signed by the Secreta4t of Education
2) Memorandum ofAgreement per project,
3) Agency Procurement Request (APR) which includes the

Technical Specifications and Cost.
4) Distribution List and Allocation List, if applicable

b. The Head of the Procuring Entity shall designate members of
the Bids and Awards Committee (BAC) and Technical
Working Group (TWG) representing the Department, and
Technica.l Inspectors and Acceptance Committee (TIAC) per
project.

c. Request from DBM-PS approved copy of the Purchase
Order/Contracts in order to validate/monitor the deliveries
and effect the recording in the books of accounts.

d. The Asset Management Division (AMD) upon receipt of the
delivery documents, will prepare Stock Cards/ Property Cards
and the Property Transfer Report (PTR) to eflect the transfer
of accountabilities to the recipient schools/offices.

e. The delivered items shall then be inspected by the designated
Inspectorate Team as to technical specifications, quantity
and other requirements as deemed necessar5r. Upon
satisfaction of the inspection protocol, the Inspection and



Acceptance Report (IAR) shall then be signed by the
Inspectors and the Supply Oflicer/Property Custodian,
respectively.

f. Upon acceptance of the items, the Supply Oflice/recipient
school/office shall then stock the items in their warehouse or
stockroom and likewise prepare Stock Cards/Property Cards.
All issuances must be tlrough Request Issue Slip (RIS)
prepared/submitted by the requisitioning oflices duly signed
by the Property Custodian and Head of Ollice.

g. The Supply Oflice shall forrpard the origina-l copies of the
Delivery Receipts, Duplicate copy of Agency Procurement
Request (APR), IAR and PTR if applicable, to their
Accountants/trcokkeepers for recording of the delivered
items.

8. Commoa and lYoa-Commoa Buppllos, Uatcrhlt eod
Equlpmcnt procurcd thro-gh Cqrh Adyaacc

a. All supplies, materials and equipment needed by various
offrces in DepEd must be reflected in their respective APP-
CSE.

b. As mandated by RA 9184, all Comrnon-use Supplies,
Materials and Equipment must be procured through DBM-
PS. However, for items that are urgently needed and not
available in the stocls,oom of the Supply Olfice and at DBM-
PS, the items can be procured using t}le cash
advances/contingency fund, provided that the items are in
the approved APP-CSE of the requisitioning oflice. If not
indicated therein, the items will not be allowed to be procured
and no cash advances shall be granted.

c. If procurement is allowed through outsourcing, the items to
be procured must be supported by the following:

l. Duly inspected Delivery Receipts/Sales Invoice
2. Inventory Custodian Slip (lCS)/Acknowledgement

Receipt of Equipment
3. At three (3) Quotations, if applicable
4. BAC authority for altemative mode of procurement

w. foattorhg cnd Eesluatlon

The AMD through its various programs, activities and projects shall
continuously gather feedback on the implementation of these
guidelines. There sha.ll be an established regular monitoring and
evaluation mechanism that will review the extent of adherence to
these guidelines. The Central OIIice is the responsible office to



monitor the Regiond OIIices; the Regional Office to ttreir Schools
Division Offrces; and the Schools Division Oflices to their respective
schools.

V. Rcfcrc[cc!

The following are referenced in this Order:

1. Presidential Decree No. 1445 (Government Auditing Code of the
Philippines)

2. DepEd Order No. 45, s. 2OO6 (Guidelines on Delivery, Inspection
and Acceptance and Recording of aJI Properties Procured by DepEd
Central Offrce and DBM Procurement Sereicc)

VL Eficctlvlty/Tnorttory Provlrioa

Provisions stipulated in DepEd Order No. 45, s. 2O15, and other
previous issuances which are inconsistent with this Order are
hereby repealed.

This Order shall take effect immediately upon its issuance




