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By

TO

DIVISION MEMORAI\IDUM
No. 3q,l , s.2023

Assistant Schools Division Superintendent
Division Chief and Unit He€ds
Public Schools Drstnct Supervisors
Public Elementary and Secordary School Heads
Teacher and Non- Teaching Personnel
All Others Concemed

FROM: CGRE}'ES

SUBJECT DISSEMINATION OF PROTOCOLS AND GUIDELINES ON THE
SUBMISSION, RECEIPT, AND PROCESSING OF REQUf,STS
RELATED TO TIIE SCH(X)L BUILDING PROGRAM

DATE: September 20, 2023

l. In consonance with the issued DepED Order No.36, s.2022, this Office hereby directs
all elementary and secondary public schools on Protocols and (iuidelines on the Submission,
Receryt, ond ]'rccessing of Requests Reloted to the School Building Program (SRI'). Tlttts,

2. In submitting of the said request, a complete staff work is requircd ir complianco for
inclusion to the proposed School Building Program list for budget allocation;

a. The proponent shall comply with rhe following documentary requirements endorsed
by the schools divisio. superintendent (SDS), and

b. For requests coursed through elected govemment officials wherc the schools are
situated and/or other external to DepED proponents, the following have to be
complied with signed request from the School Head and recommendcd for approval
by the schools division superintendent (SDS).

3. Furthermore, please find atteched DepED OrderNo. 36, s. 2022 and checklist for yow
reference and guidance.

ocHERRY
z'^Schools D rintendent t
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4. For strict compliance with this Order is directed

2. Queries and updates related to school building construction prqects please rofer to
Leslie T. Fontanilla- Drvision Engineer lll at0927 690 5647 ot 0908 919 8867.

TO BE FOSTED IN THE WEESITE

'qi 'Io"ieD eM TAT G v Addrdr s.ye Hi{ay, PuEt 6, C.sien& M.Lr6.h, Oty
T.r.lu No,. 693!l@94; TeG9rEe No.: OA8l3-Ull6
Em.lrAi!6r malavba av,c'rv@deoed rov.oh
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DepEd ORDER
No. 036 , s. 2022

PR(yDOOOTS Af,D GI'IDEI.IITES OIi TIIE AI'BXISAIOII, R.DCEIPT,
AI|D PR(rcES8II{G OF REQI'ESTA REIATID

!O I.IIE SCHOOL BI'IU)IIIG FR(rcRAX

To Undersecreta.ries
Assistant S€cretaries
Minister, Basic, Higher ard T€chnical Education, BARMM
Buieau End Servic€ Directors
ReBional Dircctors
Schools Division Superintenden ts
h-rbuc ElementarJa and SecondarJa School Heads
All Others Concerned

l. The Depeltment of Education (DepEd) issues the Ptotocol. .!d OEld.U.oGs
ott tlc SEbELtlor, RGcclpt, rld Procc.slng of RGquGlt Rchted to tic &hool
BuffdflA Protr.a (SBPI to guide external and intemal proponents submitting
requests for funding and/or inclusioh to the list to be funded under the SBP for
public elementary end secondary schools natio [ide,

2. ln subDitting t}le said requests, a complete sta-ff work is expected fr:om the
proponent. This includes the rationale/reason for the said request, as well as, the
following requirements as validated and endorsed by the schools division
superintendent (SDS) :

a. In .ubEltthg rcque.t rGlated to SBP, thc propolent .hdl
coaply rtti ttc folloetlg docurncrtrry r.qulr.Eclts:

i. Needs analysis reflccting the total enrollrnent, existing
numbcr of usablc classrooErs, current classroom ratio
and ideal clsssroom ratio based on the standard
paraJtreters of the Department as ceruired by the SDS;

ii. Cop5, of vslid 6ite ownership documents.
iii. Actual Site Validation ahd Assessment Report si8ned by

the Division Engineer with recomrnendation on the tlpe
of school building that can be constructed on the
available space within the school OR the scope ot
repair/rehabilitation to b€ made on the subject school
building;

iv. Complete Pre-Detailcd Engineering Analysis such as the
result of Soil Tests conducted;

v. Complete Detailed Engineering Designs and Estimates
prepared by the Dieision EnBineer and approved by the
SDS; and

vi. Sign€d endorsement of the request from the SDS.

D@Fi CohpLr, x@t@ AEru., PsiS Ciry 1600 P a633-720A/8633-7228/a632-r35r T a6s6-4476 /4637-6209 a



b. For rcquc.tr coursd tlrongh Glcctcd toycrnEcrt officLl
rhGrc thc .c.hools rrc situ.tcd ald/or othcr stctlal to IrcpEd
proDorclt , tbc follortlg hrvc to bc coEEll.d ettb:

Signed r€quest from the School Head containinB the
following documents:

1) Needs analysis rellecting the tota.l en:rollment,
existing number of usable classrooms, current
classroom ratio, snd ideal classrooEr ratio based on
the sta.nda.rd pararheters of the Department as
certified by the SDS;

2) Copy of vslid site oumership documents;
3) Actual Site Validation and AssessmeDt Report signed

by the Division Engineer with recomrnendation on
the tJrpe of school buildint that can be constructed
on the available space within the school OR tl.e scop€
of repair/rehabilitation to be made on the subject
school building;

4) Complete Pre-Detai-ted Engiheering Analysis such as
the result of Soil Tests conducted: and

5) Complete Detai.led Engineering Designs and
Estimates prepared by the Division Engineer as
approved by the SDS.

l, Said request/s should be recommended for approval by
the SDS.

3. Request for School Buildings a]1d other school facilities improvemelrt projects
shall be based on the fotlowing priorities:

a. Replacement of old ard dilapidated structures,
b- Replacement or repan of calamity-damaged structures,
c, Classroom needs due to increase in enrollment, and
d. Improvement of school facilities and premises to miugate hazJds

4. All requests related to SBP shoutd hav€ attachments/annexes enumerated
under Items 2.a or 2.b, arrd compliant with ltefi 3 of thrs policy. Otherwise, the
request shall be immediately returned to conc€rned proponents.

5. This Order shall tale effect immediately upon its approval. Its certified copies
sha.ll be filed with the University of the Philippines Law Center Olfrce of the
Administratve Register (UP LC-ONAR), UP Diliman, Quezon City.

6. All DepEd Orders, Memoranda, and other related issuances, rules,
regulations, and provisions which are inconsistent with these guidelines are
repealed, rescinded, or rnodilied accordingly.

7. Fot inquiries ald/or clarifrcations relativc to the enclosure, please
contact the Fduc.tloa Facllluc! DleLton-Ad6LlLtrstlve S.rylc. (ElIlAa),
Depa.rtment of Education Centr:al oflice, DepEd Complex, Meralco Avenue, Pasit
City through email at as.efd@deped.gov.ph or telephone numbers (02)
a633-7263, 8638-71 r0, snd 8636-4877.

i



8. Immediate dissemination of and strict compliance with this Order is dilected

z.
President and Secretary

End
As stated ffiffi rFj,

Reference:
None

To be indicated in the Perpetual Index
under the follou,ing subjects

FUNDS
oFFlclAts
POUCY
PROGRAMS
PROJECTS
REPAIR
REQUIREMENTS
SCHOOL BUILDING
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ffiffi {tl'(Enclosure to DepEd Order No.036, s. 20221

PRCyrIOOOTS AIID GITIDELITEA OIf TtrE SUBUrASrOrr, RECEIPT, ArD
PROCEAAIIO OF REQI'EATA REIATED TO THE SCBOOL AUILI'IITG

PROORAX

I. R.tloadc

The Department of Education (DepEd) has been receiving various
requests from interna.l stakeholders (school heads and division
superintendents) and external stakeholders (oflicials from barangays
and loca-t government unit executives from the municipalities and
provinces, and legislators) for school buildings and other school
facilities improvement (ae construction, replacement, repair and
rehabilitation of school buildings, covered courts, and other school site
improvement projects such as slope protection, drainage system,
electrification, fencing ard others).

While requests for these school facilities are va-lid as these are necessa.rJr

for the improvement of tleir respective schools or schools within their
area of jurisdiction, proper procedures should be observed and proper
channels should not be blpassed. The evaluation of requests should be
determined through the submission of a complete stalf work endorsed
and validated by the Schools DMsion Ofhce through its Planning
Oflicers and Division Engineers prior to the submission to the Office of
the Secretary or other Executive Committee members of the
Department.

Given the perennial problem of inadequate classrooms as a result of the
annual increase in enrolment, coupled with lirnited budget to address
the school facilities requirements of all public elementary and
secondary schools, it is necessary that the hmding and programming
of school facilities are based on sound analysis on the actual needs of
the schools. By institutionalDing the standards arrd specifications for
compliarce by the schools prior to constn-rction, thorough a-nd objective
evaluation of requests would materializ€. As such, the issue of
inequality due to policization would be avoided.

It is in this spirit that this Order is being issued pursuant to the poliq/
ofthe state to ensure that all resources of the govemment are managed,
expended, or utilized in accordance with law and reBulations, and
safeguarded against loss or wastage through illegal or improper
disposition, with a view of ensuring efficiency, economy, and
efrectivencss in the operations of govemment.



II. gcoEe

T?ris Order covers the protocols arrd guidelines to be followed in the
submission, receipt and processing of requests related to the school
building program and other school facilities improvement projects.

Itr. Pollsy StatcEcEt

Dctermining the school facilities requirements of each publc
elementarJ/ abd secondary schools is a function ofthe Schools Division
Offices through its Planning Offrcers and Division Engineers. The
Division Engineer shall prepare a Comprehensive School Facilities
Development Plan (CSFDP) reflecting the short, medium or long term
plan for the construction a-nd/or improvement of school facilities.

Specifrcally, for the construction of school buildings, prioritization of
schools in the CSFDP must be based on the analysis of classroom
requirements as determined by the School Head and validated by the
Division Plaming OIIicer, the availability of sufficient buildable spaces,
ard the validity of site oa,nership documents - schools shall be owned
by the department or under Usufruct Agreement with the LGUS.

Iv. Clutdclhcr for Rcquc.thg School Butldtlg.

A. Requests for School Buildings and other school facilities
improvement projects shall be based on the Comprehensive School
Facilities Development Plan (CSFDP) of the Division and in accordance
with the following priorities:

Classroom needs due to increase in enrolment;
Replacement of old and dilapidated structures;
Replacement or Repair of calanity damaged structu-res;
Improvement of school facilities and premises to mitigate
hazards.

B. In submitting request for school buildings, the proponent shall
comply witl the following documentary requirements:

Needs ana.lysis reflecting the total enrolment, existing number
of usable classrooms, current classroom ratio and ideal

I
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classroom ration based on the staldard parameters of the
department as certihed by the Division Superintendent;

ii. Copy of valid site ownership documents;
iii- Actual Site Validation and Assessment Report signed by the

by the Division Engineer with recommendation on the q.pe of
school building that can be constructed on the available space
within the school OR the scope of repah/rehabilitauon to be
made on the subject school buildingj

iv. Complete Pre-Detailed Engineering Analysis such as tle result
of Soil Tests conducted;

v, Complete Detailed Engineering Designs and Estimates
prepared by tlle Division Engineer and Approved by the
Schools Division Superintendents;

vi. Signed endorsement of the request from the Schools Division
Superintendent.

C. For requests coursed through loca-l chief executives where the
schools are situated the following have to be complied with:

i. Signed request fiom the School Head containing the following
documents:

a Needs a[alysis reflecting the total eryoknent, existing
number of usable classrooms, current classroom ratio arrd
ideal classroom ratio based on the standard parameters of
the department as certified by t}le Division Superintendent;

b. Copy of valid site ownership documents;

Actua] Site Validauon and Assessment Report signed by the
by the Division Enginee! with recorrmendation on t}Ie tj4)e
of school building that car be constructed on the available
space within the school OR the scope of
repair/rehabilitadon to be made on the subject school
building;

d. Complete Pre-Detailed Engineering Analysis such as the
result of Soil Tests conducted.

Complete Detailed Engineering Designs and Estimates
prepared by the Division Engineer and Approved by the
Schools Division Superintendents:

c

e



Said request should be recommended for approval of the Schools
Division Superintendent.

V. Uonltorlng 8.sd Eadurtlo!

1. The Education Facilities Division (EFD) of the Central Oftrce shall
consolidate all requests submitted to the Olhce of the Secretary and
members of the Executive Comrdttee.

2. In the programming of t].e Basic Education Faci.lities F\rnd IBEFF), the
requests shall be considered based on the prioritization criteria and
complete compliarce of t}te technical requirements.

3- The Division Offices tttnr the Planning Officer and the Division Engineer
shall regularly update its Comprehensive School Facilities Development
Plan (CSFDP) reflecting the programmed projects in the annual BEFF
to evaluate if requirements have already been addressed.

VI. Rcfcrqrcc

DepEd Educational Facitities Manual

Vtr. Repcaliag Chu.c

All DepEd orders, memora-nda, and other related issua-nces, rules,
regulations and provisions, which are inconsistent with these
guidelines are repealed, rescinded, or modified accordirgly.

VIII. Efccttytty/Tr..E ltoty hoyl.loD

Ttris Order shall take elIect immediately upon its approval- Provisions
ald otler previous issuances which are rnconsistent with this Order
are hereby repealed.

Certified copies of this issuance will be filled rqith the University of the
Philippines-Office of the Nationa-l Administrative Register (UP-ONAR).
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DEPARTMENT ORDER NO.

CHECKUST
036, s.2022

DATE

Prwtprt/ Intufil Rqtd
AC'TOI{ REQIJIRED

CERNFICATION OF CTASSROOM NEE6

I'laads rffltllls effa.tirE tlra told qlollm€r\
cnsl4 tumbd of ede d@@G. orrst
deEn Gdo an @al ddl@r rano
b6.d ff' tt'. standard palaretqs or rtE
D.orrEt 6 6t6.d w rh. sDs

CERNACATIOT{ OF VALID SITE OWIIERSHIP Copy oa vald !t ffiEshp (hlME

rcrJ^l flE vAuDATtor{ AxD ASsEsSiEr{r

ldJd 9E vd{,.tqt drl I@Et Rryt
!g!n bY dE Dvdd' B'dlE ittr
E o.nrEn$oridl tEtyFof *ld
hidrEdm6hdBts*rd6t
aa{lad€ 9a drhn EE s.tlcd oR rtE 5.+
of r.p.rrl ElEbllitato to b. flraa 6 tE

SOIL IESTIIIG RESULT
Cohd.t PE E€bled Ejlgl.Ei.rp ABlFrs
such as $. ltsitr of ssit Tesrs (Drtucird;

APPROVED DESIGN PLANS AI{D PROGR^I' OF
Cofipl.,l! DeEil€d ErjEirE Deiqc .it
Estdt6 p..parcd bt tE Dn sloo E rgtE
'ld 

.Do.o,'.d Dv tE a,D6:.n

EI{OORSEIiE{T ETTER
glir.n dxhrffit of dE qu.s tm f.
5os

$tE: tal.,d bgnl ffit .rld- tul M htpoa*Frfr .N b da,hl*nfu Fl,rd-
tLE Er .rrdt (J) bdor-

_R.didE r oa old an
(lLEdd stut E

R.daa6t a lq}lr oa
.doTrtY{anaged srrrftc,

Cta@r na.rb dr to
rlxr@ h srdlrE*, an

rEEr@ffitof s.tlod
f.dlrtE ad pr6E to [r09at

valldated ry Rer,/io,€d and NoEd by:

ITSUE T. FOTTANI[.TA, CE

Dn bb.t Engin€e.
LORENZO O, CAPAOO, EdD
Chief, Sdr@i Go€rnance ard Opq-atixrs Dh/i6bn

eAddress: sayrE Hi-way, Purok 6, Gsisang, Malaybalaycity
Teletar No.: 088-314{094; Telephone No.: 088-813-1245

EmailAdd..ss: rrd dytrl ay.!tyGldeLe!L&9y ph

2l ltEO



,,Pil:,%

['

ar[tt,Iir d6! n[ iEird
De$rtment of Glutation

REGION X. NORTHERN MINDANAO
DIVISION OF MAIAYBAI,iIY CITY

Annex - B

DEPARTMEI{T ORDER NO. 036 , s. 2022
CHECKUST

EW @t€rnrrert Ortubl, a l/o. dw ExEf EI Rq,rd
rCIICX{ REqJIRED

SIGIIED REQI-'EsT LETTIR Of THE SOi@f I€AD @IXruTIIlG TXE FF, EO.f,4EXTS,

cEFllFrCrrIOr{ OF CtlSSR@i4 i{EEO6

e(b aEids Gi.dlE tE d E lrdEt,
E $r! r,n!d ol c.d. dE6rt orrsr
deffi dio.rld l&d deon rdio
b6.n m dE sb.nard p-4Ers of nE
orrarEEr 6 Gnn.d bI tE sDs

CERNFICAflON OF VAUO STTE @VNERSND CoDY of vllld 9t affl.rahD &.!mlls

ACTI'AL STTE VAIIDATIOI{ AXD AISEISTEIII

r.u.l 9E vdl&lo .nd asrEr R+ort
sqted by dr DhrEId! ErE€ *fih
l@EEr,at on 6 tu tyD. of *d
biklrEfEt@EdErdmnE
ddd. sao. *1rlt !E sdd oR !E 5p.
ol dpirr/ Eialdar to be nE(h 6 rtE

SOIL TESIII{G RESULT
cdnd.E ftr{.trr.d EncEfiq aElysE
eidr 6 dE 6jt of Soil r6E d'drEt

APPROVED DESIGN PLAI'IS AIiID PROGRIA4 OF
Conplet D.tdl.d Eie'GirE D6sG ad
E5tnEt6 rca.r.d bv tE Dirsin kEE
aod aoo6ld bY tlE SDS: ard

RECOI,,I EioAIION LITTER
RequEVs *eld b. llcollmdtcd to

tfift: r.Btugtul W..,.,o,tu el Htbl,Ftowj,pntleb b da,h letrqpUAe
d.a ri ctEd M bdq.

R.dasEr oa 05 an
d4dd stt lrE

R.dffito ltpdroa
d ityirna9.d sttEtG, r.p!6. r rrdhEl arl

-lFrFo 

ntrit of s.hod
fdlitiE an P.fris b mldo.t

valirated by: Rerriev{ed and fbEd by

tfSUE T. FONTAI{ILLA, CE

DMsion Engln€er
LORENZO O. CAPAOO, EdD
Gief, Sch@l Go\€rnance and Operdtions Divisbn

'qd' C"
Addr.ss: Slyr! Hi-way, Purok 6, c.sisan3, Malaybalay City

Telehx No.: O8a-314{O94; Telephon€ No.: 088-81}1246

EmailAddrrss: tit. irba.I { t!Odep.il E.v !f
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