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DIVISION MEMORANDUM
No. 029 , s. 2026

DISSEMINATION OF THE MEMORANDUM FROM THE OFFICE OF THE
ASSISTANT SECRETARY RE: GUIDELINES ON THE SUBMISSION &
MONITORING OF THE DCP INVENTORY TEMPLATE WITHIN THE DCP PORTAL
AS THE OFFICIAL PLATFORM

To: Public Schools District Supervisors
School Heads
School Property Custodians
All Others Concerned

1. In connection with the attached memorandum from the office of the
Assistant Secretary Atty. Marcelino G. Veloso III, with the title GUIDELINES
ON THE SUBMISSION & MONITORING OF THE DCP INVENTORY
TEMPLATE WITHIN THE DCP PORTAL AS THE OFFICIAL PLATFORM, you
are hereby informed that the DCP Inventory must be submitted on or before
March 31, 2026.

2. For inquiries and clarifications, you may contact Roy J. Detoyato on his
phone number 09990360821.

3. For strict compliance of all concerned.

Digitally signed by

Estacio Ruth Laroscain
Adobe Acrobat
version:

2023.008.20470

RUTH L. ESTACIO PhD, CESO V
Schools Division Superintendent

Encl.: As stated

Reference: As stated
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BEBMORANDTUM

TO i REGIONAL DIRECTORS
SCHOOLS DIVISION SUPERINTENDENTS
REGIONAL AND DIVISION INFORMATION TECHNOLOGY
OFFICERS
REGIONAL & DIVISION SUPFLY OFFICERS
REGIONAL & DIVISION HR OFFICERS
SCHOOL HEADS
ALL OTHERS CONCERNED

FROM : A RCELING G. VELOSO III
Assistant Secretary

BUBJECT GUIDELINES ON THE SUEMISSION & MONITORING OF THE
DCPF INVENTORY TEMFPLATE WITHIN THE DCF PORTAL AS
THE OFFICIAL PLATFORBM

DATE : 27 February 2026

1. Background

1.1. DepEd Order [0 Mo, 16, s 2023, ttled “Repised Guideines on the
Implementotion of the Depfd Compuiercmtion Pregram (DO, provides
the policy framewark for equipping public schools and DepEd offices with
guality and eguitable 1CT resources to enhance teaching, karning,
governance, and operabonal processes, To implement DD Moo 16, s
2023, the Joint Memomodum dated 01 Detober 2026, "CGuidelines on the
Engagerment of Controct of Sernviee for Informnation and Communicalions
Technolpgy Needs® was issusd to augment the ICT manpower in Schools
Divigion (Mbces toe allow them to complete the weriffed 1CT eguipment
inventory and the verified pemonne] masterlist, among other tasls.

L2, To facilitate the organized and efcient data collecHon by the Field
(MIees, ICTS-TID with the help of ADB 1CT consultants deweloped an
online portal to ensure that submissions will contain the needed details
and that submissions are submitbed Rster, Flowesver, here are sHl some
issues as to how submission will be made, This issuance is made bo
clarify and reschve thess coneerns,

1.3. This issuance reminds the Regions, Divisions, and Schools that they are
expected to snsure the efFEctee adoption and utilization of the DCP
Portal as the centralized plathorm for monitoring and managing 1CT
eguipment and digital resources. They are likewise responsible for
maintaimng the accuracy, tmeliness, and confdentality of all data
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ercaded in the system, in stdct adherence o Bepublic Act Noo 10LT3
|Data Privacy Act of 200132), its Implementing Rules and Regulations, and
relevant issuances of the National Povacy Commission.

2. Roles & Responsibilities

2.1. Regional Information Technology Oficers (RITOs): Shall overses the
overall complisnes of their respective Divisions and Schools with the
submission mguirements. They shall bkewise povide technical
asgistance on the proper ublizaton of the DOP Portal, as needed,

2.2, Division Information Techoology Officers |[DITOs): Shall assist the
RITs In owvemsesing the oomplance of their schoosls—through the
assigned School Heads—awith all submission reguirements,

DITs shall likewise validate the inwntory templates submitted by
schools  (further volidotion procedures (o be defoded oo seporofe
ismunnre ey the sy=tern s validofon feofures ore fino feed]

Furthermore, DITOs are expected to provide technical assistance to
schools, as necessary, to ensure the proper and effectve utilization of the
CCP Portal,

2.4, SBchool Heads: Should lead the utilizabion amd submission of 1CT
Inventory Templates within the FCP Portal and ensure that all reguired
documents are pmperly completed and submitted.

Furt hermare, Schoal Heads may designate up to a mawimuam of four (4]
Administrative Officers as coordinators within their schools o
facilitate the timely submission of the inventory template by Hlling out
the ternplate on or before the presoribed deadline.

2.4, School Head apd School System Administrators: Shall use their
designated accounts to access the DCP Portal for downloading and
uploading of the templates,

2.5, HR and Property Officers: Shall provide the Information Technology
MHcem [ITOs) and School Feads with complete and validated personnel
and property data, They shall alse mspond promptly to reguests and
records werlication to ensure accuracy and consis tency. .

4. Ongeoing Updating and Maintenance. The ICT Imventory Template shall be
regularly updated beywond the initial submission peried to ensure accumcy,
completensss, and alignment with actual Held condibons.

3.1, Monthly Updating. 1T{0s and School Heads, with the assistance of HRE
and Property Officers, shall update the ICT Inventory Template within
the CF Portal at least coce a monoth Updates shall rellect all new
acguisitions, disposals, transfers, losses, or any other changes in assst
stahus,

3132, Process Ownership. [TOs and  School Heads shall establish oa
systermmatic and institutionalized procedure [or 10T inventory
management, This inchides assigning appmpriate personnel, delining
precesses, and ensuring conbnueus compliance with  update
reguirements.

4, Reporting and Accountability. REITOs and DNTOs shall be responsible for
validating the completensss and accumey of ICT Inventay entries across all
Divisioms and Schools under their respective jurisdicbon. Only upon thorough
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verification shall the RITOs and DITOs issue a formal endomement to the
Central Ohce,

RITO=s, DITOs, and School Heads are expecied to maintain oloss coordination
by ensure a seamless, Hmely, and error-fee submission prooess. Their active
oooperation is essental in maintaining data ntegrity, ensuring compliances with
the prescribed reguirements, and supporting the smooth consolidation of 10T
inventory data at higher levels,

Deadline. Fisld Ofices are reminded of the deadline or the delivembles stated
in our Joint Memorandum dated 01 Octeber 2026, which requires completion
amd submission of the deliverables within three [3) months from the drallt of
receipt of the funds. Given that the funds were downloaded to the feld in
December 2025, and to carify the deadline, Feld ffoes must submit the
deliverables on or before 31 March 2026,

As a guide in complying with this issuance, ind below Video Tutorial Guides
ard Freguenty Asked Questons [FAQs) for wour referenoce:

Vides Tuterials: htbps: /S HSonvarl comd Inven o T emplate VID
FAQs: https: /! / tinvurlcom (FAQs DCPPSEF

In line with these pmwvisions, all offices coneerned are advised to raiss their
CCP portal and 1CT Inventory Template concerns by completing the online form
IILI- « AR . .

o

Should you have any guerdess and concerns regarding this mattern, wur ollice
may contact Ms, Nifa Rica Bernas of 1CTS - Technadogy Infrstructure Division
via email at iets tid@de ped gov.ph or through landline at B-633-2363.
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