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DTVISION MEMORANDUM
No. /.f.D .s.2024

TO:

FROM

Assistant Schools Division Superintendent
Division Chief and Unit Heads
Public Schools District Supervisors
Public Elementary and Secondary School Heads
Teacher and Non- Teaching Personnel
All Others Concemed

DISSEMINATION OF GUIDELINES IN TIIE CONDUCT OF TIIE
NATIONAL SCH(X)L BUILDING
2024

TNVENTORY (NSBr) FOR SY 202}.

DATE: 03 Apil2024

L In consonance with the issued unnumbered Memorandum of the Department of
Education from the Ofiice of the Undersecretary for Administration, this Office hereby directs
all elemeryand secondary public schools Administrative Officer II to attend online
orientation oa Guideline in the conduct of the National Schools Building Inventory (NSBI) for
SY 2023-2024 thk comtug April 16, 2024, Tuesday @ l0:30am via Google MS Teams.

2. For strict compliance with this Order is directed.

3. Queries and updates relat€d to school building construction projects please refer to Leslie
T. Fontanilla- Division Engineer lll at0927 690 5647 or 0908 919 8867.

TO BE POSTED IN TIIE WEBSITE

Address: Sayre Hi-wa% Purok 6, Casisan& Malaybalay City
Telefax No,: 08&314-0094; Telephone No.: 088-813-1246
Email Address: malavbalay.citv@deped.sov,ph
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De$artment of €!uc,rtion
OFFICE OF THE UNDERSECRETARY FOR ADMINISTRATION

OUA.OI.,IT.

TO:

THRU:

iIiIC,II

I,tAYA'AG

EDUCATION,

ALL OTHERS

Unders6iretarv for cture & Facilities

U foi stration

ssts t Secretary for Administration
in-Charge, Planning Service

GI'IDELII{ES II{ TIIE COITDUCT OF TIIT

2024
IWEISIORY (NSBI] IrrOR Sy 2O2g-

11 March 2024

The Department of Education continuously commit to improve the quality ofeducation by providing safe and conducive leaming environment through
construction of more school buildings, other infrastructure, and facilities for schoors.
Furthermore, ttre Department recognizes the importance of maintaining a complete
and accurate inventory of school infrastructure, including bu dings,llas*.oo*",
furniture, and other facirities to be used in planning, budgeting, ,""or."" allocation,
and decision making.

In preparation for the budget deliberations for the Fiscal year 2o2s, there w l be anupdate of the National School Building Inventory for Sy 2023-2024 to capture theupdated inventory of school infrastructure and other fac ities. This w I serve as
basis for adjusting classroom requirements to ensure the safe operation of schoors.
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I.

This Memorandum outlines the guidelines for the conduct of the NSBI, including the
procedures, timelines, and roles and responsibilities of concemed personnel across
all levels of governance. All public schools offering elementar5r, junior high schools
and senior high schools are required to comply with the prescribed guidelines an<l
actively participate in collecting and encoding NSBI data in the Basic Education
Information System.

In order to collect, encode, and report accurate and high-quality data in the NSBI
Module, personnel at the school level shall obsen e the following:

a. The school head conducts the School Building Inventory and manually
accomplish the NSBI Data Gathering Forms.

b. Review, encode and validate t.I:e inventory.
c. Submit two (2) signed copies of duly accomplished forms to the Schools

Division Office (SDO), Attention: Division Engineer.

Should there be errors in encoding ttre data in the system, the School Head shall
noti8, the SDO of any error committed through a letter addressed to the Division
Planning Officer (System related) and Division Engineer (NSBI Forms).

II. ROLES /TND RESFOITSIBILITIES

All DepEd personnel across all levels of govemance shall perform their respective
roles and responsibilities in accordance with those enumerated below:

Provide technical assistance on the
orientation of very large SDOs SIF-EFD, PS-EMISD
uthen

Update the system and provide a facility
to print generated data for verification

PPRD, Regional Engineer

Monitor status of submissions of SDOs PPRD

Orient School Heads (by cluster)
SGOD-PRS, Division
Education Facilities Section

Su OIIice
Create BEIS accounts for Engineers

SGOD-PRSan with edi facilities

I

ICTS-USD

Provide technical assistance on the
orientation and implementation for la.rge

SDOsand

Assist in the onsite validation to schools

MN?ATAG
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that necessary clearances from School
Head and SGOD are seanredl
Provide technical assistance to schools
on queries regarding NSBI forms, system,

lnventoryConduct actual school
Submit signed NSBI forms to SGOD

Monitor and validate submissions from
schools

Encode NSBI data in the BEIS

SGOD-PRS, Division
Education Facilities Section,

Offrce

SGOD.PRS, SPC, EFS

School Head

UI. ITSBI F'ORItrS

The NSBI Data cathering Forms for sy 2o23-2024 lsee Annex A) consist of eight (8)
tables, some of which have new data requirements that schools need to accomplish
in the reporting of the NSBI. The NSBI Data Gathering Forms can be accessed and
downloaded from the BEIS.

of Exis
Exi Rooms

Table 3

Exis Number of Water and Sanitation Facilities
Existing Number of Stand-Alone Water and Sanitation
Facilities

Table 7 Access to School

The NSBI Data Gathering Forms were updated w'ith the inclusion of new data
elements as a result of DepEd's reportorial commitment to other agencies related to
school buildings and facilities. For proper guidance and information, an Answering
Guide (see Annex 81 that contains ttre common definitions and examples will be
disseminated to all concemed personnel.

Building PWD Accessible

Room Condition:

For Condemnation
Condemned For Demolition

2Table

Table I
Table 2

Number of Temporary karning Space/s (TLS) &
Makeshift Room s

Table 4a

Table 4b

Table 5 Number of Usable Furniture
Table 6 Other Facili ties/Amenities

Table I

A{ATATAG
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Accomplished NSBI Data Gathering Forms shall be signed by the following school
and division personnel attesting the accuracy and veracity of the encoded and
reported data in both printed copy and in the system, as shown below:

Site Validation

w. PROCESS IN DErrERMIITIITG THE SCHOOL COORDINATES
(LATITI'DE/ II}ITGITI'DEI

In determining the school coordinates, the location of the flagpole shall serve as the
reference point. The School Head may use devices such as mobile phones,
smartphones (iOS or Android phones), tablets, or laptops to open Google Maps and
identify the latitude and longitude of the school to ensure accuracy of ttre information
or data.

Using smartphones/ tablets:

l. Ttrrn on the GPS on your device.
2- Open Google Maps.
3. Navigate the location you want to find the coordinates. You can scroll and

zoom to locate it.
4. Tap and hold to the specific location. A red pin will appear at the determined

location.
5. The coordinates will appear on the Search bar; then, copy or take a screenshot

of the coordinates.

Using laptops:

i. Open your browser (Googie Chrome, Mozilla Firefox, or any other browser).
2. Type Google Maps in the Search bar.
3. Narrigate to the location you want to determine the coordinates. Use the scroll

wheel to zoom in/out of the location.
4. Right-click on the location.
5. Click on the coordinates and copy them.

For samples of the processes in determining the school coordinates, please refer to
Annex C.

oefirn
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Division Engineer

System Verifier Planning Officer

NSBI Data Gathering Forms

System Validation
School Head

...._ ..... 4t....._... ., ..{.Erru.

lelephono No tOtl 861*.1 78S; [.nrail futr.rlor.rdnrrnrrtr.ltrrrnfiiriencri pov nh
S! 1:adt6uer er ,*'. 1tr $.o(c.t,, rr {j. ,** rrrprd i(,v prl



v. VALIDATIOIT QUOTA

Paper and onsite valiclation of NSBI data shall be conducted by tle Division Engineers
while the Division Planning Officers will veriff the accuracy of the data encoded in thc
system.

'lhe criterta or quota for the data validation will depend on the categoru/size of t"he

division as shorvn bclorv:

Small l00o/o of schools data validated
Medium At least 807o of schools data validated

At least 60Yo of schools data validated
vPry-!:aryg At least 4oo/oof schools data validated

\rI. TIMELIIIES

All personnel involved in the data collection, encoding, validation, and monitoring lbr tht:
NSBI for School Year '2023:2024 shall be guided accordingly on the following timelines
as shown trelou.:

: Orientation on NSBI for SY 20'23-'20'24 Starting March'22,'24'24

Iincoding of NSBI Data March '25,'20'24

tion of NSEiI Data May 1-31, )A'24

i End of Enr:oding in the System June Ol,2024

The cut-off clate of the data to be reported in the NSBI is as of Febnrg;ry 29, 2O24.

VU. MOIYITORI1YG AITD EVALUATIOIT

The f,olicy, Planning, and Research Division {PPRD) through the Regional Planning
C)flicer (RPO) shall monitor the status of submission by Schools f)ivision Oflices (SDO).
'Ihe SDOs shall do the same to all schools under their respective jurisdiction. Also, the
Division Planning Offrcer {DPO} and t}re l)ivision Engineer shall provide necessary
support in the fbrm of technical assistance to schools with dilliculties in encoding NSBI
data.

The DepEd Central office through the Planning Service-Education Managc'ment
Infnrmation System Division (PS-EMISD) shall inform all regions and divisions their
respective statuses of sutrmission and validation in coordination with the Itegional
Planning Oflicer.

I

I

neftrn
Room A-205, 2n'l Floor Alonzo Building, DepEd Complex, Meralco Avenue, Pasig City 1600

Telefax No.: (02) 8687-2744; Email: ps.od@deped.gov.ph

$3 DelrEd Phililrpincr IfI @depedphtlipphe$ @DepEd-Pl-t '@ www.deped,gov.phS4ATATAfi.....-*a.. -. F *Eip ftrrftna,



Updates and changes in the encoding and reporting of NSBI data will only be
disseminated through issuance of an Adr,'isory or a Memorandum.

VIu. COIITACT SI'PPORT

For clari{ications and queries, please contact the following offices:

School Infrastnrcture and Facilities - Education Facilities Division (SIF-EFD|

Planning Servlce - Education Management Information System Division {PS-
EMTSDI

Landline
Email:
Address:

Landline:
Telefax:
Email:
Address:

Landline:
Mobile:
Email:
Facebook:
Address:

(+63) 28 633 7263 / l+6sl 28 638 71 10 / (+6311 28 6s6 4877
A"L.rir L rj_iqgslg_e}ed . soi.- pil
Sti'Floor, Mabini Building, DepEd Complex, Meralco Avenue,
Pasig City

{+63} 28 638 2251 / (+63) 28 63s 3986
(+63) 28 63s 3986

il$.gl!:di i; (igpt' ci gqf ,ph
2,d Floor, Alonzo Building, DepEd Complex, Meralco Avenue,
Pasig City

(+63) 28 636 4878 I F63l 28 633 26s8
(+63) e39 436 1s90 (SMART) / (+63) 977 77t 228s (GLOBE)
,:!ipp o r:!-g-Q.ei s - I i s'4 rde p e d . qcr . p h / :SS_$dt_dSpqd3er., r:ir
www. facebook. com / groups / lis. helpdesk/
2",r Floor, Bonifacio Building, DepEd Complex, Meralco Avenue,
Pasig City

Information and Communication Technolory Service - User Support Division
lrcTs-usD)

For immediate dissemination and strict compliance.
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Dspartnsnt ofEducadon
School Bulldln3 lnvrntory Porm

(as of Fsbruary 29,2024)

Rrglon: X ' I{ORTHBRI{ MINDAI{AO school lD ;

lxvblon: MALAYBALAYCITY School Neme ;

LongltudG: ledtude:

Tablc 1- Summru of Exkdtr! Bulldlno

BdldtryLrDC/
I{rnbcrr BulLllDg Typsr

Fund
Sorrcefr I

Spednc Fund
Sore/r'

BuldlDg
coEdldon !

I{umbcr of
Stole1l6

N[mb.r of
Rou'

Yo
conplrtcd'

(ifnol
prcvidrd,
refcr to

bulldlng type)

l. bulldlug
PWD

ucslblc?r'

CLr.tficsdotr
of Bultdlagt

He
undellotra

mlor Ep.lI
llor thc lNr*

5 yqr?r'
(Yqlxo)

wlrh
Cq{lllcrtc of

Areptue?r'
(Ys/Nol

lr ttc rh@l
buldlrf lrcludcd
h tic lrcpEd Bool

of lccuntr?l I
(Yqlilo)

BulldlDI
Mtcrlrtrr'

Drae of Acqulddon
cctri

trffi
lafomtlooilAcquldtloar' Bmk Velucrt

C.1,5 cd6 cd 12

PFp.rcd & C.ttfrcd TruG.nd Corct b}I Vct'lll.d byi

NOVET A, SESTCON

Pl$ilnSOilGlll

Ydldstcdby!

LESLIE T. FONTANILLA
Enallcrlll

tldelA.ley Oay Dlvl.lor

E :TTIIr{
SupplyOflt$r

Mdrytulry ctty DMrton
schmt HG.d

Mdrytdry Gty Dlvbbn

Vcrr!f,Cd hr4



Deparbncnt of Educatlor
School Bulldlng Inventory Form

(ar ofFebruary 29,2024)

i'!,
\r,1

R.don: X.I{ORTHBNN MINDAI{AO ID:
MAI/IYBAIAY CTTY Sc.hool N{nG:

Bulldtrt
umh.rt

Rooil
umbcrre Rmm Cordldotra Room Urago'l Acoal Us.gc/s'r

I
Col. S

noonr Dlm6nrloar
(ln Gters)'3

Ir.r/r,rn tonSth

Prcp.n4 ccrtlrl.d Trrl. and Corruct by:

ITSIIE T.
Pbnnl Oallclt tmSchool F!.d

V.rliGd by:

Irlelryb.Ly Clty Dlrl6lon

V.ll&t d by:

li.Lyb.hy Cfty Dlvl.lon



Irepartment of Educatlon
school Bulldlng lnvertory Porm

(as of February 29, 2024)
'd;1,

negbn I titlr'Ifill;fi IIJIIJrIITJIId School lD I

Irvi.lon : Tri[TitTrTrffil rI School Nrmc r

T.Epordy L..rnlDg S)ec./s

Io. of Tampotary LaamhS
Secc/rr'

o. of Clasa.3/Scc6or3 nalnt
T.mporary lrerntnS Slac./3's

fr&kclhlft Room/r

l{o ofM.L.sbllt Roo /ra
lf o of Cl.rr.r/sccdoB u3lnt

li.k shlft RooEr/sI

Sulldlnt
I{rmbcrr

Xll'nb.r of Punctloml Tollet Borrrlsa

rElE ail,i?Tt! I-III' 3t!t?!I

Ifublr.I of
on-Funadonal

Tollet Bowl.2'

Iunb.r oa slnk/
WashDrrln'o

I{uEb.r of
Urlnatgtr

wlrh
ScpUc

Ta Cr
(Ycr/t{o)

umbcr of Feucctsl'

Ulhw.t r
Supply

wldroutWatcr
supply

Numlrcr of
Und

rr.ugh*



School
of Educadon
lnventory Form

fas of February 29,2024)

Region : X. NORTHERN MINDAI{AO

ri-llliEftitil MALAYBAIAY CITY

School ID :

School Name :

Number of Func{ional Tollet Bowlsa Number of
Non-Functional
Toilet Bowls2e

Numb€r of Slnk/
lUashbasln3o

Number of
Urinals3r

Number of
Urlnal

Trough32t TIl! Female rrt'D

CoL 2 CoL 3

shar€d

cd.1 Col- 5 CoL 6 CoL 7 CoL g

wth
Septlc

Tank33
(Yes/ o)

CoL 9

Number of FaucetsB

wlth Water
Supply

Water

Col.10 CoL 11CoLl

Klnder
ModuLr
Tablets

Kilder
cbalf6 ArmchelrtT School Desk38

Col.3 Col,4

Ottrer Classroom
Tablere

CoL 1 Col.2 CoL S CoL 6

Other Classroom

Ghalre

IrepEd New Deslgn
2.Seater Tabte & chah't

Elementary lunlor fiigh
School

senlor Hlgh
school

Col. 7 CoL 0 CoL9

lype of Facllltles/Amenldes

CoL3

Eood lfarker'?

Ptayground'8

School Gardenae

Entrance Gateso

Mt Gatell

$pe of Faclllfies/Amenitles

CoL 1

covered Gourt'z

Gymnaslums

Solar Penel"

Pcrmanent Perlmeter Fenceas

Temporary Perlmeter Fcncc6

Present ln Campus?
(Yes/No)

Prcsent ln Campus?
(Yes/No)

CoL 1

o Ye6 o I{o

lype of Faclllues/Amenldes

Col- 5

Blke Reckssz

Paved Pathway ftom EnEance Gate

to Bulldhg:r

Pathway Gover/Roofl ng5'

Prcsent ln Campus?
(Yes/t{o)

Col6CoL 2

o Yes oNo

o Ycs o I{o

o Yes o l{o

o Yes oNo

oY€E oNo

o Yes oNo

o Yes oNo

o Ye8 o l{o

o Yes oNo

o Yes o l{o

o Yes oNo

o Yes o I{o



of
School Buildlng Inventory Form

(as ofFebruary 29,2024)

, r:l
'qln

School ID:

School Name:

X - NORTHERN MINDANAO

Dlvlslon: MAIIIYBAIITY CITY

dn

$pe of Access Roadss Accessible by type of transportation[ti

Col.1 CoL 2

tr

tr

B

tr

tr

Paved

Unpaved

Levelled

Unlevelled / Rough road

On-going construction

tr

tr

tr

tr

tr

o

Private 4-Wheel Vehicle tr

tr

tr

tr

tr

tr

feepney

Private Motorcycl Habal-habal

Boat Train

UV Express Bus

Pedicab Biking

Tricycle Walking/Hiking


