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CARAGA REGION

SCHOOTS DIVISION OF SIARGAO

April 25,2A25

DTVISION METIORANDINVI
No. l4 r -{ =" os.2025u {}-l J 5

CoNDUCT Or AilNUAL IIIITENTORY Or pROpERTy, PLAI{T AIID
EQUIPMENT, SEMI.HKPEI{DABLE PROPERTIES, AND

NATIONAL SCHOOL BUILDTNG r![rrENTORy (NSBII
roR scHooL YEAR 2A24-20/26

to Assistant Schools Division Superintendent
Public Schools Division Supervisors
Division Inventory & Condemnation Committee
Functional Division Chiefs
Elementary & Secondary School Heads
School FYoperty Custodians
Al1 Others Concerned
This Division

In compliance with Commission on Audit (COA) Circular No. 8O-124 dated
Januar5r 18, 1980, which states that physical inventory-taking is an
indispensable procedure for checking the integrity of propert5r custodianship.
The Division Inventory and Condemnation Team is hereby directed to conduct
trre Annual Physical count of all Property, Plaat, and Equipment (ppE|
and Semi-ffieudable Properties in the Divlsion Office and all Elementary
and Secondary Schools, acquired througfr procurement, donations, and
those transferred from Central Oflice, Regional Office, and Local Government
Units.

2. Per Regional Memorandum No. o363, s. 2o25 dated April B, 2a2s, and in
accordance with the Joint Memorandum Guidelines on the Conduct of the
National School Building inventory NSBI) for School Yea-r 2024-2A25, all
Schools and Division Offices are mandated to conduct the annual physical
inventory of fixed assets and semi-expendable properties between April 2025
to "Iuly 2025. This inventory aims to gather accurate and comprehensive data
on the inventory and condition of school buildings and other properties which
wili inform infrastructure planning, resource allocation, and policy
delrelopment across the Department.

The list of personnel involved in the inventory taking and schedule per office
and district is attached herewith (Enclosures 1 & 2).
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Bepsrtment of @hucstion
CARAGA REGION

SCHOOLS DIVISION OF SIARGAO

4 All Administrative Ofllcer II of Elementaqr and Secondary Schools being the
School Property Custodians are also required to join the scheduled inventory
taking and are expected to prepare the following reports:

a. Updated Inventory Report on Ph5rsical Count of Property Plant and
Equipment (RCppEl with Property Card (FCf categorized based on the
Chart of Accounts per Government Accounting Manual (threshold of
P5O,O0O.0O and above)
a.1 Sehool Buildings and Other Structures
a.2 Land
a.3 Motor Vehicles if any
a.4 Other *fachinery and Equipmeat
a.5 Inventory Inspection Report of Uusenriceable Property (IIRITPI

for disposal of defective and fully depreciated items.

b. Updated Inventory Report on Physical Count of Semi-Expendable
Property 2024 (RPCSPI with Seml-Expendable Property Card (SPCI.

b. I Instructional llfiaterials (Textbooks, LM, Self-Learning Modules
(sLM)

b.2 Frrtuiture and Fixtures (Armchairs, Tables & Chairs, and the like)
b.3 ICT Equipmeut (DCP Computers, Laptops, Printers, LCD

Projectors, etc. found in the trfR I DR, and all those acquired
through School MOOE and Donations)

b.4 Science and $Iathematics Equipment (SME)
b.5 OfIIce Equlpment (Copying Machines, refrigerators, air

conditioningunits, television, sound systems, and other equipment
used in the oflice / school)

b.6 Other School Equipmont and trfiaterials below the threshold
P50,000.00

b.7 AII other Donated Propertles from LGU, Provincial Government,
Private Individuals and Non-Government Organizations, and PIA
Projects.

b. 8 lnventory Inspeetion Report of Unserviceable Semi-B*pendable
b.9 Property (URUSP| for disposal of defective and fully depreciated

items.
It is requested that the complete copy of RPTCPPE and RPCSP of the schools
must be submitted to the Supply Unit on or before the scheduled dates duly
signed by the ollicials concerned in the school level.
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The Division Inventory Team together with the Division Supply Unit shall
consolidate all reports to come up with a Division Report of Inventory of Assets
f'or submission to the Cr:mmission on Audit and to the Accounting Unit for
reconciliation purposes.

Expenses incurred relative to the conduct of this activity shall be charged to
local MOOE Fund subject for usual accounting and auditing rules and
regulations.

8 trmmediate dissemination of and strict compliance with this memorandum is
directed.

O. CABERTE
Division SuperintendentAssistant

PHYSICAL COUNT
SCHOOL BUILDING

In-Charge
Office of the Schools Division Superintendent

Encl.: As stated
Reference: As stated
Tn be indicated in the EggpCXUA!-hdpX

under ttre following subjects:

INVEN']'ORY
ASSETII

2SDS/fcs
04/ 2s/2s
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Artuchment io Uul"ston Memorandum No..fi 1 - 1 3 3
frnclosute l:

tIST OF PARTICIPAI{TS FOR THE COT{DUCT OF THE ANTTT'AI"
ITTTIET{TORY OF PPE

t
1 Isagani B. Calidguid Inventory Committee Chairman

2. Francis Albert C. Golo Vice-Chairman / Supply Officer

c. Reycelle E" Agatep Member / Accounting Unit Staff

4 Cherrel D Estrella Member / Accounting Unit StaIf

5 Carlo Borris OraJiza Member / LRMDS Representative

6 Dave A. Betita Physical Facilities Representative

I Jerlie Belmart S. Sulapas Physical Facilities Staff

8 Aigen Casana Physical Facilities Staff

9 Maricel D. Malacura Accounting Unit Representative

10 .John Eric A. Jabines ICT Oflicer

11. Valentino Ernesto G. Castrence Supply Unit Representative

L2 Daniel C. Aflasco Supply Unit Staff

13. Neniel Dumanjog LRMDS Manager

14. Regry C. Asupre SocMob Representadve

15. Catherine B. Landao SocMob Representative

16. All Administrative Officer II of Schools / School Property Custodians
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SCHOOLS DIVISION OF SIARGAO

Attachment to Diui"sion Memorandum No. ffi f^ * ,il '7 ?.v-w-d u *l)

Bnclasure 2:

SCHEDT'LE OF ON.SITE VALIDATIOT{ AIID PI{YSICAL COUI{T O3'
IITVENT1ORY

TIMELINE OF VARIOUS ACTTUITIES

t
No. District Date

1 Burgos May 5, 2025 AM

2 San Benito May 5, 2025 PM

J Pilar May 6, 2025

4 San Isidro May 7, 2025

5 Socorro West May 8, 2425

6 Socorro East May 9, 2025
ryI Numancia East May 14, 2025

8 Numancia West May 14, 2025

9 General Luna May 15, 2025

10 Sapao May 16, 2025

11. Dapa East May 19,2025

12, Dapa West May 20, 2025

13 Division Office May 21,2425

Activity Date ofConduct

Coordination Meeting April 23,2025

Preperation of Forms & Property Stickers April 28-29,2A25

Deadline for Suhmission of Reports

(Hard Copy) - NSBI

April 30,2025

On-Site Validation & Physical Count May 5-23, 2A25

Finalization and Freparation of
Consolidated Validated Reports May 26-30,2025
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REGIONAL MEMORANDUM
No. 0363 , s" 2025

To: SchoolsDivisionSuperintendents
All Others Concerned

CONDUCT OF ANNUAL PHYSICAL COUNT ON PROPERTY, PLANT
AND FJQUIPMENT AND SEMI-EXPENDABLtr PROPERTIES

IN SCHOOLS AND DIVISION OFFICES

1. In compliance with Commission on Audit (COA) Circular No. 80-124
dated Januar5r 18, 1980, which mandates all government agencies to conduct
an annual physical inventory of fixed assets as a fundamental procedure to
ensllre the integrity of property custodianship, all Schools Division Offices are
hereby directed to schedule their respective Annual Physical Count of
Propert5r, Plant' and Equlpment (pPEl and semi-Expendable Propetties
between April 2o126 aad July 2A26.

2. To facilitate this process, the Schools Division Superintendent shall
constitute al Iriventory Committee, which shall be responsible for overseeing
the physical count, subject to the following requirements:

A. The Committee shall include representatives from both the
Act',ounting and Property Units.

B. The Committee shali be composed of a sufficient number of
mernbers to ensure the completion of the inventory within the
prescribed period.

3. l\4embers of the Inventory Committee shall be temporarily relieved of
their regular duties to fully dedicate their time to the inventory process.
Additionally, the physical count must be conducted in the presence of a
representative fl-om the Comrnission on Audit (COA), such as the Audit Team
Leader or a desrgnated team member.

4. For your rnformation, guidance and strict complialce.

MARIA

j
jri

INEhd. ASUNCION

oDirector IV
Regional Director

trncl: None

ryM\#
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Reference: COA Circular No. B0-124 dated January' 18, 1980
To be indicated in the Perpetual Index

under the following subjects:

ASSET DATA INVENTORY RECORDS

ASD/zlb
04!o3/2O2s
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OT;FICE OF THE UNDf,RSECRETARY FOR STRATECIC MANAGEMENT

IPOLICY, PLANNING, AND MOI{ITORING & EVALUATION)

JOINT MEMORANDUM

FOR ulxrs?ER, BASTC, HIGHER AND ?ECHIfiCAL EDUCATIOI{
BARMM
REGIOT{AL DIRECTIORS
SCHOOLS DIVTSIOIT SUPERIIITEISDEITTS
ALt OTIIERS CONCERilED

RoNALnr.ffio-.r.E'ROM
Undersecretary for Management

WTLTREDO E.

Undersecreta:y for Human Resource
Development

ST'BJECT GUIDELINES ON THE CONDUCT OF THE NATIONAL
scHoor BUTLDING II{VSNTORY {NSBI} FOR SY 20?'4-2026

DATE 28 NIarch 2025

The l)epartment of Education {DepEd) aims to provide conducive learning
environment as this contritrutes to better learning outcomes through adequate

schor:l bnildings, classrooms, other infrastmctr:re, and faciliiies in pubiic schools.
To strategically allncate its resources for school facilities, the Department maintains
a courpiete and accurate inventory of school infrastructure and facilities which
infr-irms planning, budgeting, resource allocation, and decision making.

In ihis regard, the National School Br"rilding [nventory (NSBI] rvill be updated for SY

2()'24-2A25 consistent with DepEd Order No. 1, s. 2017, other-wise known as the

Gr.rirlelines on the Nationai Inventory of DepEd Public School tsuildings for SY 2016'
2A17. This memorandum outlines the guidelines ftir the conduct of the NSBI,

incLuding the procedures, roles and r^esponsibilities, and timelines. Ail public schools

are required to r.:ornply and actively participate in collecting and encoding NSBI data
in the inforrnation system, gpided and assisted by the Schcols Division Offices.

\
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I. PROCEDI'RES

In order to collect, encode, and report high-quality data in the NSBI module,
personnel at the school level, specifcally the schooi head, shall observe the following:

a. The school head coaducts the schooi building inventory and reviews" encodes,

and validates the data in the system.
b. Submit twa {2} signed copies of duly accomplished forms to the Schools

Division Office {SDO), Attention: Division Engineer. These copies should be

generated frorn the NSBI, newly available in the system.

Should there be errors in encoding the data in the system, the Schooi Head shall

update the data for accuracy and reliability. Take note that schools and DepEd offices

benefit from correct and updated data, especially in producing an equitable

allocation of resources and erridence*based poiicies'

II. ROLES AI{D RESPONSIBILITIIS

The following are the roles and responsibilities of concerned DepEd personnel across

governance levels:

OFFICE OR PERSO!{NEL ROLES /RESPONSIBILITIES

Education Facilities Division,
Policy and Planning Service-
Education Managernent
Information System Division

Provide technical assistance on the
implementation and orientation of Regions
and SDOs on the NSBI

Information and Communications
Technolory Service (ICTS)-
Solutions Development Division
{SDD)

Develop, maintain, anrl update the system to
ensure that it fuirctions according to purpose
and can be accessed by all intended users

Inforrnation and Comrnunications
Technologr (ICTS)*User Support
Division {USD}

Provide te chnical assistance in terrns
different NSBI system concerrrs

REGIONAL
Policy, Pianning and Research
Division {PPRD) and Education
Support Senrices Division

Nionitor status of submissions of SDOs

Prorride technical assistance on the
implernentation for all SDOs

DIVTSION
School Governance 0perations
Division-Planning and Research
Section {SGOD-PRS}; SGOD-
Division Engineer

Provide technical assistance to schools on
queries regarding NSBI forms, system, and
pr0cesse$

Create Basic Eclucation Information System
(BEIS) accounts for Engineers (Plantilla) with
ecliting facilities tprouicled that neces'sarA
clearances from School Head and SGOD are
secureS

\
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III. I{SBI tr'ORMS

The NSBI Bata sti11 consist of eight {8} tables'

Generated NSBI Data Gathering Forms shall be signed by the following school and

division personnel attesting the accuracy and veracity of the encoded ard reported

data in both printed copy and in the system' as shown below:

IV. PROCESS IN DETERMINING THE SCHOOL COORDINATES

{LATITUDE/LONGITUDE}

In cleterminir:g the school cr:ordinates, the location of the tlagpole shall sen'e as the

refer.ence point. The school Head may Llse devices such as mobile phones,

smartphones {icS or Androicl phones), tabiets, or laptops to open G<iogle Maps and'

iclenti& the iatit.ude ancl longitude of the schooi to ensure a.:curacy of the information

or c1ata.

\

OFFICE OR PERSON'ryEL

PRS shalt create an accouxrt for the SGOD
engineers, theFcr SDOs withaut

Chief.

School Head
signed SGODtoformsNSBISubmit

SchoolEncode the data in the National

of schoolsand validate
LE\rEL

accurate

Table

Rooms
Number oi TemPorary Learning Spaces {TLS) & Makeshift

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

Number
Other OI

Table 1

Table 2
Table 3

Table 4a
Table 4b

Table 5
Table 6
Table 7

RESPONSIBILITY
SiteDivision

NSBI Data
Sl'stem Valid1lioll*

Schoo1 Head

I

I
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Using smartphones or tablets:

1. Tlrrn on the GPS on your device.
2. Operl Google Maps.
3. Navigate the location you want to find the coordinates. You can scroll and

zoom to locate it.
4. Tap and hold on 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.
6. Please check the attached Annex A for exasrple.

Using laptops:

1. Open your browser {Google Chrome, Mozilla Firefox, or any other browser}.
2. Type Google Maps in the Search bar,
3. Navigate to the location you want to cletermine the coordinates. Use the scroll

wheel to zoom in / out of the locatinn.
4. Right-click on the location.
5. Click on the coordinates and copy them.
6. Flease check the attached Annex B for example.

Please get the s/hole decimal number and not to round-off since each numeral
number corresponds to a certain kilometer. You mayveriSr ttre accuracy of the school
location obtained by inserting tJre determined school coordinates, by latitude and
longitude, in the google maps. For examples in google, please see annex A,

V. VALIDATIOI{ PROCPSS

The validation of NSBI data shali be conducted by the Division Engineers through
field visit. For the Planning Officer, completeness of submission shall be its
responsibility" The criteria or quota for the data validation through field visit of the
engineers is at leaet 5O schools. Hence, Divisions with less than 50 schools shall
vieit all.

For effective targeting of the schools to be validated, random selection was adopted.
The list of the schools to be validated by the DepEd Engineers are specified in this
link: htt;:*:1:iii!*Iiir'.I:",gndpar$slleo---l-s*Jtl-S8{Ys-{rdgitton. To ensure accountability and
transparency of field validation, the process of validation shall be as follows:

1. Engineers will visit the schools under the list;
2. A generated and printed report frorn the system will be the basis in validating

the schooi data;
3" Ifthere are eacoded data that needs to be corrected, tJre school head shall be

notilied by the engineer for appropriate action; and
4. A report on the lield validation, together witl: a geotagged photo of engineers

will be uploaded here: hffr:S_;,r-.1kt$,1"i*lii.BSiLegr$gp.-ertlI$,ElA"O_3i. Use DepEd
Microsoft Account to access, as uploading photos is required in this form.

\



VI. TIUTLIITES

The timelines for all the activities relative to the NSBI updating is as follows:

i r-it:rlairon on NSBi for SY 2024-2025 April 1O, 2O25

For Reginn and SrO Engineers arud Planning Afficers,
join online through MS teams:
Please rcgtster here to get the onltne llrlk:
htt.=s:.:,..r4=1:;:e2f:qrrrqli{$$I2Q2F*9f i4;,rf,p.- gp,

For all schaolheads, Fatebaok Liue willbe auailo'ble at
Ilr;pEd Phtlippines Faeebaak page.

Ttre orientation will be from 1O:OO AM to 12;O$ PM.

To establish capacity of schools in continually updating its data, the NSBI wiil be

oper: for encoding all throughout the yeerr. Latest data of each school wiil alsr: be

based r:n the latest submissicin during the cut-off dates provided above'

VII. MONITORING AND EVALUATION

The Policy, Planning, and Research Division (PPRD) through the Regional Planning
Olficer {RPO) shall rnonitor the status of submission by Schools Division Oflices

{SDOI and the Regional Eng;ineers shall mr:nitor the submission of SDO engineer's
field validation report. The SDOs shall also monitor the schools under their
resper:tirre jurisdiction. In arklition, the Division Planning Officer {DPO) and the

Divisir:n Enginer,:r shaJl provide necessary support in the fonn of technicai assistance

to schr:ols with diffrculties in encoding NSBI data.

The Dep0cl Central office, thror-rgh the trducation Facilities Division and Planning
Sen ice-Bducation Management Information System Division {PS-EMISD) shall
inform a-11 Regions and Divisjons their respective statuses of submission and
validation in coordirration rvith the Regional Planning Officer,

Star-ts on April 21, 2A25

Encoding of updated datct
will be open all gear round
ta establish liue ui:dates.

Encoding

Mai' 14-2O, 2025Subrnission of i,:rinted coi:ies to the Division Ol{ice
Last working day of May,
July, September, and
December

Cut-off dates for data generation

May 2-30, 2025Vairdation of NSBI Ilata (inciuding the lield validation
of engineers)



vffi. coHTAc? SuPPOST

Should there be a need fior assistance from the Central Office, the following contact
numbers can be contacted depending on the concern:

Educatioa Facilities Division: Engineering or infrastmcture-related ccncerns

Landiine: i+63) 2S 633 7263 / {+63} 28 638 7fiA I {+63} 28 536 4877

Email: efd@deped.gov.Ph

policy and Plaaaing Serviee - Education Management Information System

Divisioa {PS-EMISD|: Data-related concerns on NSBI

I-andline: i+63) 28 638 2251 7 1+63) 28 535 3986
Email: ps.emisdiOdeped.eov,ph

Iaformatian and Commuaieation Technnlory Serviee - User Support Division

{IC"S-USD}: NSBI system-related concerns

{+63) 28 636 4878 / {+63) 28 633 2658
(+63) e3e 436 1390 (SMART) / {+63) 977 77t 228s (GLOBE)

support -ebeis-lis1riideped. gov. ph I icts. r-lscl(i4deperl. gov. ph

www. facebook. com/ gror-rps / 1is, helpdesk/

La-ndline:
Mobile;
Email:
Facebook:

\



Annex A

Latitude and Longitude from Google Maps using smart phones or tablets
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B,v pressing the location, these numbers wili appear whici: are the latitude ald
longitr"rcle. Click the numLrers to copy the cornplete decirnal point of the location.



Annex B

Latitude and Longitude from Google Maps using Laptop or Desktop
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Latitude: 1 4.3459 L964O724663,
Longitude: i 2 1.08897296249603

Clrck on the center of the school then right clicll the red pin and click these

coorciinates tcr copy the exact numerical values WITHOUT rounding off for a more

accurate GPS location.
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