Republic of

Department of Education
Region III
SCHOOLS DIVISION OF PAMPANGA

January 22, 2024

DIVISION MEMORANDUM
NO. 038  s. 2024

DISTRIBUTION OF CENTRALLY PROCURED LAPTOPS AS ASSISTIVE
ELECTRONIC TOOLS FOR LEARNERS WITH DISABILITIES (LWDs)

To: Assistant Schools Division Superintendents
CID and SGOD Chiefs
Public School District Supervisors
Heads of Secondary / Elementary Schools
School Property Custodians
All Others Concerned

1. This is to inform the field that as per the attached Joint Memorandum
subject: Information on the Centrally Procured Laptops as Assistive Electronic
Tool for Learners with Disabilities (LWDs) to be Delivered to the Schools
Division Offices in 2023 dated October 23, this Office is informing the field to
advise the recipient school property custodians to pick up the units at the
Division Office, Property and Supply Unit on January 26, 2024.
Distribution is by School.

2. Expenses incurred to the above activity may be charged against the School
MOOE subject to the usual accounting and auditing rules and regulations.
This Memorandum will serve as the Travel Order of in charge.

3. Schools who fail to pick up the said items shall constitute submission of a
justification letter before the pick-up date through this Ilink
bit.ly/LWDLETTEROFEXPLANATION2024.

4. Immediate and wide dissemination of this Memorandum is desir
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DISTRIBUTION OF CENTRALLY PROCURED LAPTOPS AS ASSISTIVE
ELECTRONIC TOOLS FOR LEARNERS WITH DISABILITIES (LWDs)

Aliocation List for Laptop 2022 per Elementary School

SY 2021-2022

Based on LIS, generated as of January 15, 2022

Region Division District BEIS School Name 2022
School ID

TOTAL Pampanga 7

Region Il Pampanga Apalit 105872 |lose Escaler Mem. ES 1
Region 1l Pampanga Guagua East 105997 |[Guagua ES 1
Region 1l Pampanga Lubao East 106023 |Lubao Elementary 1
Region it} Pampanga Lubao West 106058 |Sta. Cruz CS 1
Region I Pampanga San Luis 106245 |[San Luis CS 1
Region lIl Pampanga San Simon 106263 }San Simon Elementary School 1
Region IIt Pampanga Sta. Ana 106284 |Sta. Ana Elementary 1




DISTRIBUTION OF CENTRALLY PROCURED LAPTOPS AS ASSISTIVE
ELECTRONIC TOOLS FOR LEARNERS WITH DISABILITIES (LWDs)

Allocation List for Laptop 2022 per Junior High School
SY 2021-2022
Based on LIS, generated as of January 15, 2022

Region Division District BEIS School School Name 2022
ID
591 647
Region il Pampanga Candaba East 300874 Bahay Pare NHS 1
Region Pampanga Candaba East 306951 Pulong Gubat High School 1
Region i Pampanga Macabebe West 501828 Sitio Mindanao Integrated School 1
Region Iil Pampanga Magalang North 300876 Andres M. Luciano HS 1
Region It Pampanga Masantol North 300933 Masantol HS (Sta. Lucia NHS, Masantol) 1
Region Nl Pampanga Porac West 306933 Planas High School 1
Region lil Pampanga Apalit 306903 Bro. Andrew Gonzalez Tech.HS 1
Region i Pampanga Guagua West 300902 Natividad NHS 1
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Republic of the Philippines

Bepartment of Education

JOINT MEMORANDUM

TO REGIONAL DIRECTORS
SCHOOQLS DIVISION SUPERINTENDENTS
SCHOOLS DIVISION SUPPLY OFFICERS

TN N
FROM : ALMA RUEY C. TORIO
Assistany Sec retary for Curricuium and Teaching
Officer-in-Charge 4 f3 #
Office of the Under: cretary for Curriculum and Teaching
{v

SUBJECT INFORMATION ON THE CENTRALLY PROCURED LAPTOP 48

ASSISTIVE ELECTRONIC 'TOOL FOR LEARNERS WITH
DISABILITIES (LWDs) TO BE DELIVERED TO THE SCHOOLS
DIVISION OFFICES IN 2023

DATE October 22, 2023

The Department of Educaiion through the Bureau of Le: rming Resources (BLR), has
procured laptops for learmers with disabilities (LWDs) us ng the FY 2022 Continuie
Fund. The procured laptops as assistive tools complement the MATATAG's Basic
Education Agenda of an imclusive and supporuve teaching and learning environmern
making basic education aceessible for all

Relative hercto, JONECO Tech Marxeting Corporation as the Awarded Supplicr is
expected o dehver the lapiops 16 Schools Division Gthees {SDOs) starting this
January 2024 The Division Supply Ofiicer s requested 1o be present during the
delivery, iaspection, and receipt of the laptops. However, in the absence of the
Division Supply Ofticer. the BLR tequests tor the pame of the duly authorized
receiving personnel sent 1o blr.trpda deped.gov.ph (Attention: Shiela D. Cabisidan)
copy furmshed as.amdw deped.gov.ph (Attention: Alber: C. Alano) to be submitied
on or belore January 15, 2024 The detailed guidelines for this project is attached
for refervence and guidance.

Vtiachied. . as staued
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GUIDELINES ON THE RECEIPY, INSPECTION, DELIVERY AND UTILIZATION OF
THE CENTRALLY PROGCURED LAPTOP AS ASSISTIVE ELECTRONIC TOOL FOR
LEARNERS WITH DISABILITIES {LWDs})

L RATIONALE

The 1987 Philippine Constitution provides that the State shall protect and promote the
right of all citizens to quality cducation at all levels and shall take appropriate steps to
make such education accessible to all. Further, Republic Act (RA) 7277, or Magna Carta
for Disabled Persons, ensures that wwarners with disabilities have access to quality
education and ample opporiunities tc deveiop their skills

In compliance with Section 16 f RA 11639 or the General Appropriations Act (GAA) for
FY 2022, and other similar Special Provisions in the 2023 GAA which states the
provision of learning resources {LRs} shall include multiple platforms usuig electronic
and onhne modes of debvery for leainers with disabilines (LWDs  enrolied in formal
schoci and ALS. the provision of fapteos with accessibility features is necessary to serve
as a platform for different learning modalities for LWDs.

Given this, the procured laptops as assistive electronic tools for LWDs with accessibility
features and application software such as Non-Visual Deskiop Access (NVDA) and
Thorium Electronic Publication (ePUB} reader are relevani in developing, supporung,

and strengthening educanon Mmanagement and learning systems of LWDs to improve
aceess to quality and inclusive orimary education

These guidelines shall guide the field offices in their role and responsibilities on the
mnspection, receipt, distributing. dulization. and monitoring of the laptops as assistive
electroric wols for LWDs.

II. SCOPE

This Memorandum covers the guidelines on the utlizarion of laptops as assistive
electronic tools for LWDs which can be used as a platiorm for different modes of delivery
and further access to available digital learning resources.

IIl. DEFINITION OF TERMS

For purposes of these uidelires, 1he following terms are opcranonally defined as
follows:

L. Accessibility feaires are applcations designed to help learners with disabilities
use technology more easily and provide equal access and Opporiunity;

2. Assistive electronic tools are assistve technology either device, software, or
product that improves a person s ability 1o perform & task;

3. Digital materials are those that can be accessed by computer such as audio,

video. and visyal content included in the lessons/topics to make them engaging,

Imteractive, and multi-sersorial;

Goods are the cemtrally procured laptops as assistive electronic tools with

accessihility features for utiization of the les:ners across all disabilities:

.‘l“




5. Laptop :s classified as an assistive electronic tool that is easv to carry arou.lixd,
offers many learming Lenefits for LWDs, aliows accessible electronic or online
learming resources, and facihates guicker learming through its accessibility
features;2

6. Non-Visual Desktop Access (NVDA)is a free. apen-source “screen reader” which

enables blind and vision-impared people to use computers; and

Thorium Reader is & :tee h:ghly accessible. multiingual, and multi-format

reading appiication software
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IV. IMPLEMENTING GUIDELINES
A. Procedures, Duties, and Responsibilities

Bureau of Learning Resources (BLR)

i. The BLR identifies the recipient Schoo.s Division Offices {SDOs) of the
procured Goods.

2. The Goods are allocated to the recipient schools based on the available data
frcm the Enhance Basic Rducation information System (EBEIS] LWD
enrolment across all tvpes of disabilities m each division. Please refer to this
link: hitps / /b v, Tateh 2L stopallocanon_perSchooi for the allocation of
Goods to be received and disiributed to recipient schools.

3. The recipient SDOs saall be informed by the Bureau of Learning Resources
{BLR} on the celiverv schedule provided by the Awarded Supplier through a
Joint Memorandum of the Gffice of the Undersecretary for Curricuium and
Teaching (OUCT; and Operations.

4. The BLR shall prepare (he ispection protocols of Goods which shall be
discussed during the orientation of the Awarded Supplier and Pre-delivery
inspeciorate Team.

I8

Awarded Supplier
I The Awarded Supnher shall send a request for pre-delivery inspection (PDI)
to the Procurement Management Semvice-Contract Management Division
{ProcMS-CMD) copy furnisned with the foliowing detaiis:
a BLR Project Trile and Contr Number;

peciiic goods for inspection;

uanuty of goods for inspection.;

enue/Address of inspecrion site: and

ropesed schedule of inspection which must be at least ten (10}

calendar davs from the submission of the written request.

The complete quantity of goods stated i the request for PDI must be available

i the warehouse of the Awarded Suppher.

3. The Awarded Supplier in coordination with trc DepEd Central Office
Inspectors shall prepare the imspection area, 1o ensure smooth inspection
flow. The inspection should have enough space lor the conduct of the
inspection and well-ventilated.

4. Upon completion of PDI and once everything is in order, the Asset
Management Division (AMD] of the Cencral Office shall sign the acceptance
portion i the Inspection and Acceptance Report (JAR) and issue the same to
the Awarded Supplier whe shall taen Celiver the Geods to recipient SDOs
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based on thewr submutted delivery schedule within the contract delivery period
of 120 calendar days from 11e Nouce te Proceed dated July 11, 2023.

E. Pre-Delivery Inspection at the Central Office

The technical speaficatons in Annex A are used as a reference during the
inapection.

The inspection technique s 1004,

The inspection and test protocol specific to the Goods shzll serve as a guide
during the conduct of the inspeciion

PDL protocels should b comovliant with DepkEd Order 041, s. 2021 or any
amending order.

Receipt, Inspection, and Acceptance
Before the scheduled debivery to the recipient division:

a. the Awardea Supplier shiall coordinate with AMD for the issuance of the
IAR;

b the Awarded Supnlier saall notifv the AML and DepLkd Division Supply
Officer on the scheduiv of delivery as indicated i the Joint Memorandum
disseminated to the field offices; and

¢ Only laptops that passed the PDI shall be delivered to SDOs.

Upon delivery of the Guods to the recipient division:

The laptop can only be tnloaded i the presence of the Division Supply Officer,

duly authorized personncl, anc the SDO inspectorate team. if neither of the two

18 present, duly authorized recewving personnel shall handle the delivery and

acceplance protocols:

Only the Division Suppl: Oficer or their duly authorized personnei shail receive

the deliveries: and

The Divisien Supply Otticer or the duly autacrized receiving personnel shall:

1. sign the delvery rece pt based on quantty and quality and indicate the date

of actual delivery for computation of lquidated damages in case of deiay of

dehvery;

forwarc dehvery receipt (DR), Purchase Order (POJ/Contract to the

Inspectorate Team for Inspection:

3. sign the “Acceptance” poruion of the IAR based on the recommendation of the
nspectorate Team:;

4. record delwvery in the Semi-Expendable Property Card or Property Card (for
PPREL

5. prepare the consolidated report of deliveries required 1n DO 45, s. 2006 and
submit to the Regienad Supaly Offcer:

6. forward signed DR and AR (o the Awarded Suppler for pavment purposes;

and

prepare issuance cocuments to the recidient  school i.e., Property

Acknowledgement Receipt (PAR) or Inventory Custodian Slip {ICS) and sign all

“Issued by:™ portions of PAR and ICS.
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The SDO Inspectorate Team shall perform the inspection of the delivered Goods
to cnsure the GCoods conforra with the technical requirements, physical
conditions, and quanuy ammony others before signing the inspection part of the
(AR
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Deliveries of Goods to the recipient SDO shall be on reguiar working dayvs, during
office hours from 8.00 4.0, te 5:00 P M. The Receiving Personnel reserves the
tight to refuse 1o receive accept deiivered Joods made before 8:00 A.M. or after
.00 P.M., and on non-working davs.

Durning receipt of Goods

In case some items are missing or damaged. the Awarded Supplier should replace
the missing/damaged iwems. Deliveries should be rejected i found to be not by
conditions stated in the (AR

Rejected Goods shall be replaced by the warranty provisions in the bidding
documents. A three-year warranty for the delivered and accepted laptops and a
one-year warranty {or the delivered and aceepted laptop accessories shall reckon
from the date of issuance of Certificate of Final Acceptance {CFA} by the
Department of Education.

The Awarded Suppler siall replace ali reected Goods within fifteen calendar
days.

The replacement Goods shall be subject 1o re-inspection.

ssues/ovoncerns should be sent e the Sureau of Learning Resources Office of
he Director with the emanl addiess blr.od@deped. gov.ph copy furnished
birirndddeped gov ph for Appropriste actiorn,

Recording of Gioods

The Division Supply Otficer shall kKeep a record of the inventory of the unit and
Put inventory/property tag prior to release o schoo! and send a notification
through the Divisior Memorandum announcing the recipient of the laptop.

The School Property Custodian (SPC) shall sign the “Requested by” and
“Reccived by” portions of the RIS and submit to the SDO Supply Officer.

The School Property Custodiar: shall mitially accept the accountability based on
the PAR and ICS 1ssued by the SPO Supply Officer.

The School Properiy Custodian records delivery in the Semi-Expendable Property
Card or Property Card {for PPE).

The Schoot Property Custodian prepares PAR or 1CS o transfer the accourntability
o the identified wacher-recipient of the school (Note: all items rot supported by
PAR/ICE 10 the identified reachar rociment are considered vnder the custody of
SPCy.

The School Property Custodian prepares the necessary documents before
1ssuance to the teacher-adviser of the LWids who shall ensure proper care and
responsibility for the utiization of the laptop by the learners.

The teacher-adviser of the target user with the assistance of the School information
Tecanology Officer 1T/ Cooidinator shall check first he conditien of the laptop and
Its content.

Distribution of Gocds

The SDO shall noufy thi- reciptent schools through a Division Memorandum to
get their allotred Goods from their respaciive SO,




E. After the Deliveries

The Dision Supply Oficer shall duly sign the Sollowing documents whic‘r} shall be
submitted by the Awarded Supplier (o the ProcMS-CMD for preparation of payvment
of the end-user;

a. Delivery Receipt;

b. Inspection and Acceptance Repor:; and

¢. Property Transfer Rerort.

F. Utilization, Safelteeping, and Maintenance

Utilization

L. The laptop. as an assistive electronic tool is primarily intended for learning

purposes of LWDs enrolled in the formal school and alternative learning systemn

{ALS).

Utilization of the device by ALS learners may aiso be perm:tted by the agreed

schedule, conditions of Iorrowing . and maintenance set forth by the lending

school.

3. The laptop will be used as s platform for accessing different LRs for LWDs
enrolled in the formal school ard ALS.

4. Only qualitv-assured accessidle format LRs developed and/ar managed by the
Central Office, Region and Division Cffices, and schoois must be uploaded in the
unit by the School nformauon Techinology Officer 47O Courdinater,

'tu

Safekeeping and Mainte nance

L. The Schaol Heads shall cnsure that the laptops which are government property

are properly used, cared or, saiegiiarded. and recorded.

Before turning over the laptops to the class advisers, the school should ensure

that they are properly accounted for and tecorded by the Administrative Officer

U designated as School Property Custodian and/or Schoo! Property Custodian if

the school does nat have &n appointed Administratve Officer (AQ} 11

3. The school is responsible for the safekeeping and maintenance of the laptops and
15 Lable for any damages or losses: however, the Class Advisers and/or Special
seeds Education Teachers are idable for any iosses or damage :f it 15 determined
that neghgenrce oceurred while the device was in their custody.

s The AO [ designated as 3chool Property Custodian /School Property Custodian
1 coordination with designated Schaol [nformation Technology (ICT! Coordinator
shall conducr checking and /or mspecton of its condition: at the end of the school
yvear,

5. The repair and mamtenasice of the laptop snall he ¢harged to a special education
fund, the school’s Maimtenance and Other Operating Expenses (MOOE), and
Oothes SOUrces.

]

Service Center

The authorized service cenier per Region in the Philippines by the Awarded
Supplieris i Annex B,




Installation of other Accessible Software

Ih addition w0 the NVDA, Thorium, and Microsoft Office 365 installed in each
laptop other free accessibie apphcation scftware for LWDs recommended by their
teacher/s can also be 1astalled through the approval and assistance of the
Informarion Technology Coordinator of the Division and/or School.

MONITORING AND EVALUATION

The BLR-PD shall inoniter and continuously gather feedback on the utilization.
safekeeping, and maintenance of the assisuve electronic tool for learners with
disabilities. Schools Division Clfices (SDO! shall submit utihzation report to BLR-
PD at the end of the schoal yew eruculating the effeciiveness of the provision of assistive
devices in HOProving access and effective learning autcomes,

VI. REFERENCES

1987 Philippine Constitution states n Articie XIV, Section |

Section 16 of Republic Act 11639 or the General Appropriations Act {GAA; for
2022

2023 Special Provisions

Republic Act (RA) 7277, otherwise Known as Magna Carta for Disabled Person,
Republic Act 11518 (Cenera; Apprropriation. Act of 2021

DepiEd Order No. 41, s 202, Inspection. and Acceptance Protocol for the
Procurement of Goods in the Department of Educatior

Contract No.: 2C22-BLR2(O:23)-BIT CBODA-CO26 Procurement of Laptop as Assistive
Electronic Tool for LWDs-Liatch 2

VIL. EFFECTIVITY

This Memerandum shall ke effect immediately upen s issuance.




