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Republic of the Philippines
Department of Ebucation

REGION VI~ WESTERN VISAYAS
SCHOOLS DIVISION OF AKLAN

August 24, 2020

DIVISION MEMORANDUM
No. ‘g'?p , 8. 2020

DISSEMINATION OF OUA MEMO 00-0820-0093 TITLED GUIDELINES FOR
THE DEPLOYMENT/DELIVERY OF VARIOUS IT PACKAGES UNDER FY
2019 DCP

To: Public Schools District Supervisors
Heads, Public Elementary, Secondary and Integrated Schools

All Others Concerned

1. Please find attached OUA MEMO 00-0820-0093 dated August 17, 2020
titled “GUIDELINES FOR THE DEPLOYMENT/DELIVERY OF VARIOUS IT
PACKAGES UNDER FY 2019 DCP,” which is self-explanatory.

2. Please be informed that there will be a Webinar on the Guidelines on the
Deployment/Delivery of IT Packages under FY 2019 DCP to recipient schools on
August 28, 2020 via MS Teams (DCP 2019 Recipient Schools Teams).

3. Attached are the List of Recipient Schools and the training Checklist to be
used during the delivery of the packages.

4, Immediate dissemination of this Memorandum is desired.

MIGUEL MAC D. APOSIN EdD., CESO V
Schools Division Superintendent ﬂ’

Attachment: OUA MEMO 00-0820-0093 dated August 17, 2020
List of Recipient Schools
Training Checklist

To be indicated in the Perpetual Index
under the following subjects:

INFORMATION TECHNOLOGY PROGRAMS PROJECTS SCHOOLS

JFPJ

Aklan West Road, Poblacion, Numancia, Aklan

Tel/Fax No. (036) 265 3744 | (036) 265 3737 | {036) 265 3738 | (036) 265 3740 | (036) 2653741
Website; http://www.depedaklan.org

Email Address: aklan.1958@deped.gov.ph
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OUA MEMO 00-0820-0093
MEMORANDUM
17 August 2020

For: Regional Directors
Schools Division Superintendents
District Supervisors
Principala and School Heads
Regional and Division Supply Officers
Regional and Division IT Officers
School Property Custodians
School ICT Coordinators

Subject: CGUIDELINES FOR THE DEPLOYMENT/DELIVERY OF VARIOUS IT
PACKAGES UNDER FY2019 DCP

The following guidelines are hereby issued for the effective and efficient
deployment/delivery of VARIOUS IT PACKAGES under FY2019 DCP DepEd

Computerization Program (DCP}):

1. Batch 2019.01: G4-6 ICT Package

Item # Description Quantity
1 | 2-in-1 Tablet PC 50
2 | Laptop ~
3| Smart TV 1
4 | Wireless Router 1
5 | Charging Cart 2
6 | 3-in-1 Multifunction Inkjet Printer 1

Note: For All Regions

2. Batch 2019-02: JHS/SHS ICT Package

Item # Description Quantity
1 | Host laptop k 1
Laptop >0

Office of the Undersecretary for Administration (OUA)

N “\‘*‘i‘r.ﬁ‘ [Adrministrative Serulce (AS), formation and Cominunleations Technology Service (ICTS),
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3.

3 | Wireless Router 1
4 | Charging Cart 2

. S| Smartt TV 1
6 | 3-in-1 Multifunction Inkjet Printer 1

Note: For All Regions

Batch 2019-03: E-textbooks

Item # Description Quantity

1| 2-in-1 Tablet PC |50
2 | Laptop 1
3 | Wircless Router iR |
4 | Charging Cart 2

Note: For Regions II, III, IV-A, V only

DCP DEPLOYMENT:

1.

The Goods and Services shall be delivered to the Project sites / recipient
schools, within two hundred ten (210) days from issuance of the Notice to
Proceed.

. The Asset Management Division / Supply Office will inform the Division

Supply Officers of the deliveries to be made hy the suppliers and provide
them a copy of the distribution list and schedule of deliverics,

The DCP Packoge can only be unloaded when authorized Schoal
Personnel like School Property Custodian and the School Inspectorate
Team are present. 17 the School Property Custodian is not prescnt nor
available during the arrival of the DCP package at the schoel, the School
Head/ Principal should appoint an allernate School Property Custodian
that will handle the delivery for this project.

. Only the Supply Officer / Property Custodian shall receive the deliverics

whether the school is ready or not,

. Deliveries after 5pm, holidays including Saturdays and Sundays can be

accormnmodated on a case ta case basis and with priot coordination with
the School Property Cuatodian and IT Officers.

However, during the actual delivery of DCP packages, if the Supplier
found thal the recipient school is closed or un-cnergized or have no
available Classroom/ makeshift structures, the Supplier shall deliver the
packages to the Division or District Office. The Supply Officer shall
perform an initial checking of the delivered DCP package as to physical

in the Inspection and Acceptance Report (IAR).




7.

In case the Supplier/Forwarder or School Property Custodian notices that
some items are missing or damaged, Supplier should replace the
missing/damaged items or opt to restrict further opening of the boxes
pending an investigation of the incident fur the protection of the Supplier
and the recipient. Deliveries should be rejected if found to be NOT in
accordance with conditions stated in IAR.

UPON DELIVERY OF THE GOODS TO THE PROJECT SITES / RECIPIENT
SCHOOLS;

1.

'The supplier/forwarder shall bring the [ollowing documents to recipient
schools and turned over to the School Property Custodian ot
designated alternate:

1.1 Delivery Receipt;

1.2 Property Transfer Report (PTR);

1.3 Inspection and Acceptance Report (IAR); and

1.4 Training Checklist

The School Property Custodian (or designated alternate) shall
perform an initial checking for the delivered DCF package as to
phyaical conditions of the boxes, quantity and if conforms Lo the items
specified in the Inspection and Acceptance Report (IAR) prior to gigning
of Delivery Receipt.

SIGNING OF INSPECTION AND ACCEPTANCE REPORT (IAR) AND
PROPERTY TRANSFER REFORT (PTR)

1.

An inspection will be made on the delivered items by the School
Inspectoratc Team. The School Inspectorate Team shall sign the
Ingpection Report if the deliveries comply with the requirements; if not,
the deliveries will be rejected. The School Inspectorate Tcam shall see to
it that the following requirements are complied with:

1.4 Inspection of DCP Packages:

1.1.1  Verify that what was stated in rhe TAR conforms to
actual equipment delivered (technical specifications
including the product description, model, brand, and
product / serial numbers).

1.1 2 Verify Ihe quantity stated in the TAR against the actual
gquantity delivercd.

1.1.3 Inepect for damage.

1.2 Check for Operability / Functionality

1.2.1 Batch 2019-01: G4-6 ICT Package
a. Set-up 50 units 2-in-1 Tablet PCs and check if afl

devices can access files from the Host Laptop vigesmhe

Wireless Router




1.3

b. Set-up Printer on laptop, run the printer's self-test/
Print test page, check if working

¢. Set-up Charging/Storage Cart and check if all 2-in
1 Tablet PCs are charging and all USB
cables/ports/ plugs are working

d. Set-up the Smart Television and check the
following connections if working:
» USD ver. 2.0
« HDMI
+ Ethernet
¢ Bluetooth
» Wi-Fi Support
+ Component and Composite Vidco
* Ethernet
* Bluetooth
= Wi Fi connect laptop to TV

1.2.2 Batch 2019-02: JHS8/SHS ICT Package

a. 50 Laptops can access files from Host Laptop (Host)
using Wireless Routet

h. Sct-up Printer on laptop, run the printer's self-test/
Print test page, check if warking

c. Set-up Charging/Storage Cart and check if all
Laptops are charging and all USB cables/ports/
plugs are working

d. Set-up the Smart Television and checl the
following connections if working:
* USB ver. 2.0
= HDMI
« Ethernet
* Bluetooth
*» Wi-Fi Support
* Component and Composite Video
* Ethernet
» Bluetnoth
» Wi-Fi conncel laplop lo TV

1.2.3 Batch 2019-03; E-texthooks
a.  Sct-up the 50 2-in-1 Tablet PCs and check if all
devices can access files from the Host Laplop via
Wireless Router
b. Set-up Charging/Storage Cart and check if all
Laptops are charging and all USB cables/ports/
plugs are working

Truining Requirements

NG e

1.3.1 Training stated above shall be provided for at lcast ##; "
(2) teachers from each recipient school. Attendees 1 5*

o we




include the school’s designated 1CT Coordinator and
Division IT Officer.

1.3.2 Training manuals in hardcopies and soft copics (in
DVD) shall be provided per recipient school.

1.3.3  Training shall be conducted in the recipient school
installed IT equipment and be done during school hrours,
unless the school head and teachers request lo be
trained after school or teaching hours.

1.3.4 Training manuals shall be signed by the participants
after completing the required hours of training and
certified by the supplier and the ICT Coordinaltor.

D, AFTER THE DELIVERIES OF THE GOODS TO THE PROJECT SITES /
RECIPIENT SCHOOLS:
1. The supplier shall bring the following documents back to DepEd - ICTS3
- TID:
1.1 Signed Delivery Receipts
1.2 Signed Inspection and Acceptance Report (IAR)
1.3 Signed Properly Transfer Report (PTR)

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

E. AFTERSALES SUPPORT:

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 Certification of
Final Acceptance by the DepEd that the delivered goods and services have
been duly inspected and accepted (final acceptance).

2. For the following consumable items, a standard/basc warranty or
minimum of one (1) year warranly shall be applied:

2.1 Laptop and Tablel Batleries
2.2 Headsets
2.3 Optical Mouse for Laptops

3. Upun receipt by the Supplier of the Procuring Entity’s notice of any claims
arising under this warranty, the Supplier shall immediately act upon to
repair 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 stich natice.

4, For defects arising [rom within the fitst-half of the warranty period, as
applicable, DepEd may opt to demand for recall and replacement ol @
defective items. £




5. On the other hand, defects arising from the onset until the expiry of the
warranty period, DepEd may ask for repairs of the 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 penalty, in an amount equal to one-tenth (1/10) of one
percent (1%) 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. DepEd shall deduct the liquidated damages from any money due
or which may become due to the Supplier or collect from any of the
sccurlties or warranties posted by the Supplier, whichever is convenient.
Once the cumulative amount of liquidated damages rcaches ten percent
(10%) of the amount of the Contract, DepEd may rescind the Contract,
without prejudice to other courses of action and remedics open to it.

7. The Division IT Officers must consolidate all unresolved issues from the
recipient schools and submit to Regional IT Officers. The Regional IT
Officers must transmit all unresolved issues to
dep.recipients@deped.gov.ph. The TID-ICTS to forward all concerns to the
appropriate supplier. The Supplier must respond reports indicating
resolved, pending and closed issues to DepEd ICTS - Technology
Infrastructure Division.

8. DepEd TID-ICTS accommodates non-supplier action report at
icts.tid@deped.oov.ph.

F. Please refer to DepEd Order No. 42 8.2018 - Updated Guidelines on
Delivery, Inspection, Acceptance and Recording of DepEd Procured Assets.

G. For clarifications or more information on these matters, please direct
concerns to Engr. Ofelia L. Algo, ICTS-TID Chief, at ofelia.algo@deped.gov.ph.

For reference and strict compliance.

CLLADIDOQRZO-N0 93
Ta aumennaste i AcsLirent
preaey eron me QR Gass

Attachments:

a. List of recipients’ schools
bh. Copy of IAR

¢, Copy of Training Checklist
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Republic of the Philippines

DEPARTMENT OF EDUCATION DQ

DEPARTAMENT B OF EDUCATION

hED

supply, Delivery, Installation, Configuration, Testing, Training, and Maintenance of

Various IT Packages under FY2019 DCP

1. Batch 2019-01:G4-6 ICT Package
2. Baich 2019-02:JHS/SHS ICT Package
3. Batch 2019-03: E-textbooks

hour{s)

TRAINING CHECKLIST
Name of School: Date of Training:
School 1D: Duration of Training:
DCP Batch Na.: [] 2019-01 D 2019-02 E] 2019-03
Type of Training Conducted: QOrientation Only ]
Compurter Aidaed Instruction Only I:I
Face to Face Lecture and Hands-on D
1. Userl: Name (in Print): Signature:
2. User2: Name (in Print): Signature:
3. User3: Name (in Print): Signature:

Please check \,/) the appropriate boy for topics taken and put (X) for tapics rtaken ar (N/A) far lrems which ls not Included an rhis hateh.

3-in-1 Printer
Charging Cart

vV ot
TRAINING COURSE /
DURATION PARTICULARS X or
o | N/A
I. Equipment 2-in-1 Tablet PC
components and Host Laptop
functionalities Laptop - —
Wirelesg Router .
(60 minutes) Smart TV

il Proper installation | Setting up 2-in-1 Tablet
and configuration of | « Basic Info
equipment -+ Buttons functions

pagelof3




(60 minutes)

o Attached and Detached Tablet to
Kevboard

* Wireless Connection

*» Turning On/Off

« Connect and access files from the Host
Laptop via Wireless Router

Setting up Laptop

¢ Basic Info

* Laptop Ports Usage

* Storage Device

« Connect and aceess files from the Host
Laptop via Wireless Router

_S"ett"ing up wireless Router

» Setting up the tablet to connect to the
~ wireless Router

+« Setting up the Laptop to connect to the
wircless Router

» Setting up the Standalone PC to connect to
the wireless Router

Setting up Smart TV

« Basic Info

s TV Ports Usage

= Connection via HDMI cable; or Connection
via antenna cable, or other possible z
connections (if available in the school)

= How to connect the TV to a network

*+ How to connect Laptop and mobile device,isw

*+ Connecting an audio/video device
+ (if available in the school)

_Sefting up Printer

» Loading Paper

e Turning On/Off

 Charging Cart
* Secure, Organize & Charge 2-in-1 Tablet
PCs in the Charging Carts

* Secure, Organize & Charge Laptops in the
Charging Carts

III. Hands-on
Troubleshooting &
System
Restoration/Backup

(30 minutes)

» How to install and set up Operating Syétem i
(0O8), software, Anti-Virus, and necessary
drivers to run the PC

+« How to format, backup and recover data in
the hard disk using the recovery disk and
one touch recovery function

+ How to update Operating System (OS) and

Antivirus software

Page 2 of 3




+ How to peffOrm pfevéhtive maintenance
« How to upgrade and replace the hard disk,
memory, CD-ROM and other computer

peripherals
IV. Equipment ¢ Steps and procedures for hardware or
warranty and technical software failure or malfunctions reporting
support procedures using the helpdesk
{30 minutes) » Orientation on the scope of warranties and

procedures of the after sales support

Note: Duration of training is three (3) hours

Conductad hy: Certified Correct by:

Name & Signature of Trainer Name & Signature of School Head/ School ICT
Coordinator

Training Provider

Contact Number/s

TRAINING REQUIREMENTS

«  Tralning stated above shall be provided for at least two (2) teachers from each recipient school.

v Attendees mustinclude the school's designated ICT Coordinalar, Division IT Official or ICT Coordinator.

¢ Training manuals in hardcopies or soft copies (in DVD) shall be provided per recipient school.

= Training shall be conducted in the recipient school installed IT equipment and be done during school hours,
unless the school head and teachers request to be trained after school or teaching hours.

»  Training checklist will be signed by the participants after compisting the required hours of training.
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