Republika ng Pilipinas
RKagawaran ng Edukaspon

Tanggapan ng Pangalawang Kalihim
Schools Division of BENGUET

March 05, 2026

DIVISION MEMORANDUM
No. 4%, s. 2026

QUIDELINES ON THE SUBMISSION & MONITORING ON THE IMPLEMENTATION OF
THE DCP PROGRAM SUPPORT FUND (PSF) TEMPLATE INVENTORY FOR ICT
EQUIPMENT WITHIN the DCP PORTAL via LIS PLATFORM

TO: All PSDS end District In-charge DepEd-Benguet Division
All School Heads j 8
All Administrative Officers for schools | MAR ( 5 2[125JT
All School ICT Coordinators , b
All School Property Coordinators . REL EA;:C:; ED

All others concerned

1. Enclosed is DepEd Memorandum dated February 27, 2026, and signed by ATTY.
MARCELINO G. VELOSO INI, Assistant Secretary for ICTS, DepEd Central Office, regarding
DepEd Memo entitled “Guidelines on the Submission & Monitoring of the DCP
Inventory Template within the DCP Portal as the Official Platforn?, details of which
are stated herein.

2. Relative thereto the conducted online orientation last January 09, 2026, on the said
DepEd Program Implementation, the following schools have yet to submit their
accomplished DCP PSF Template beginning inventory report:

a_ Alno Kadoree ES, La Trinidad District

b. Camp 6 ES, Tuba District

c. Cagni-ing IS, Atok District

d. Evelio Javier MNHS, Tuba District

3. Initial submission deadline was set January 30, 2026, to which was extended to
February 27, 2026, to give way for the Validation of the submitted report.

4. All schools can check their submission status at this link bit.ly /sdobengDCPPSF.
Per DepEd Memorandum all school DCP PSF Template inventory template report shall be
validated and submitted on or before March 31, 2026,

5. For technical assistance, kindly contact our Program Technical Assistant Mr,
Lambert Legaspi and Mr. Jojo Challoy at 074 667-5864 or the Technical Assistant will be
contacting the immediate School heads for verification.

ESTELA P. LEON-
CARMIO EdD, CESO Il
Date: 2026 03.05
13:31:04 +08°00

6, For information and guidance. f Oigitalty signed by

ESTELA P. LEON-CARINO EdD. CESO Il
Regional Director and Concurrent Officer In-charge
Office of the Schools Division of Benguet
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Regubliba ng Pilipinas
Ragawaran ng Edukaspon

Tanggapan ng Pangalawang Kalihim
Schools Division of BENGUET

March 05, 2026

DIVISION MEMORANDUM
No.45, s. 2026

GUIDELINES ON THE SUBMISSION & MONITORING ON THE IMPLEMENTATION OF
THE DCP PROGRAM SUFPORT FUND {PSF) TEMPLATE INVENTORY FOR ICT
EQUIPMENT WITHIN the DCP PORTAL via LIS PLATFORM

. DepEd- Benguet Division
TO: All PSDS and District In-charge
All School Heads MAR DS 206! 3
All Administrative Officers for schools |
All School ICT Coordinators RELEASED

All School Property Coordinators
All others concerned

1. Enclosed is DepEd Memorandum dated February 27, 2026, and signed by ATTY.
MARCELINO G. VELOSOQO IIl, Assistant Secretary for ICTS, DepEd Central Office, regarding
DepEd Memo entitled “Guidelines on the Submission & Monitoring of the DCP
Inventory Template within the DCP Portal as the Official Platform®, details of which
are stated herein.

2. Relative thereto the conducted online orientation last January 09, 2026, on the said
DepEd Program Implementation, the following schools have yet to submit their
accomplished DCP PSF Template beginning inventory report:

a. Alno Kadoree ES, La Trinidad District

b. Camp 6 ES, Tuba District

¢. Cagui-ing IS, Atok District

d. Evelio Javier MNHS, Tuba District

3. Initial submission deadline was set January 30, 2026, to which was extended to
February 27, 2026, to give way for the Validation of the submitted report.

4. All schools can check their submission status at this link bit.ly/sdobengDCPPSF.
Per DepEd Memorandum all school DCP PSF Template inventory template report shall be
validated and submitted on or before March 31, 2026.

S. For technical assistance, kindly contact our Program Technical Assistant Mr,
Lambert Legaspi and Mr. Jojo Challoy at 074 667-5864 or the Technical Assistant will be
contacting the immediate School heads for verification.

ESTELA P. LEON-
CAAIRD EdD, CESO I
Darter: 2026.03.05
113104 +Hr00r

é. For information and guidance. ﬁ Digitally sigred by

ESTELA P. LEON-CARINO EdD. CESO I
Regional Director and Concurrent Officer Incharge
Office of the Schools Division of Benguet
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Republic of the Philippines

Department of Education

MEMORANDUM

TO : . REGIONAL DIRECTORS
SCHOOLS DIVISION SUPERINTENDENTS
REGIONAL AND DIVISION INFORMATION TECHNOLOGY
OFFICERS
REGIONAL & DIVISION SUPPLY OFFICERS
REGIONAL & DIVISION HR OFFICERS
SCHOOL HEADS
ALL OTHERS CONCERNED

FROM

A CELINO G. VELOSO I
Assistant Secretary

SUBJECT : GUIDELINES ON THE SUBMISSION & MONITORING OF THE
DCP INVENTORY TEMPLATE WITHIN THE DCP FORTAL AS

THE OFFICIAL PLATFORM
DATE : 27 February 2026
1. Background
1.1. DepEd Order (DO} No. 16, s. 2023, titled “Revised Guidelines on the

Implementation of the DepEd Computerization Program (DCP)”, provides
the policy framework for equipping public schools and DepEd offices with
quelity and equitable ICT resources to enhance teaching, learning,
governance, and operational processes. To implement DO No. 16, s.
2023, the Joint Memorandum dated 01 October 2026, “Guidelines on the
Engagement of Contract of Service for Information and Communications
Technology Needs” was issued to augment the ICT manpower in Schools
Division Offices to allow them to complete the verified ICT equipment
inventory and the verified personnel masterlist, among other tasks.

1.2, To facilitate the organized and efficient data collection by the Field
Offices, I[CTS-TID with the help of ADB ICT consultants developed an
online portal to ensure that submissions will contain the needed details
and that submissions are submitted faster. However, there are still some
issues as to how submission will be made. This issuance is made to
clarify and resolve these concerns.

1.3. This issuance reminds the Regions, Divisions, and Schools that they are
expected to ensure the effective adoption and utilization of the DCP
Portal as the centralized platform for monitoring and managing ICT
equipment and digital resources. They are likewise responsible for
maintaining the accuracy, timeliness, and confidentiality of all data
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encoded in the system, in strict adherence to Republic Act No. 10173
(Data Privacy Act of 2012}, its Implementing Rules and Regulations, and
relevant issuances of the National Privacy Commission,

3. Roles & Responsibilities

2.1. Regional Information Technology Officers (RITOs): Shall oversee the
overall compliance of their respective Divisions and Schools with the
submission requirements. They shall likewise provide technical
assistance on the proper utilization of the DCP Portal, as needed.

2.2. Division Information Technology Officers (DITOs): Shall assist the
RITOs in overseeing the compliance of their schools—through the
assigned School Heads—with all submission requirements.

DITOs shall likewise validate the inventory templates submitted by
schools (further validation procedures to be detalled in a separate
issuance once the system’s validation features are finalized).

Furthermore, DITOs are expected to provide technical assistance to
schools, as necessary, to ensure the proper and effective utilization of the
DCP Portal.

2.3. School Heads: Should lead the utilization and submission of ICT
Inventory Templates within the DCP Portal and ensure that all required
documents are properly completed and submitted.

Furthermore, Schoo! Heads may designate up to a maximum of four (4)
Administrative Officers as coordinators within their schools to
facilitate the timely submission of the inventory template by filling out
the template on or before the prescribed deadline.

2.4. School Head and 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

Officers (ITOs) and School Heads with complete and validated personnel
and property data. They shall also respond promptly to requests and
records verification to ensure accuracy and consistency.

3. Ongoing Updating and Maintenance. The ICT Inventory Template shall be
regularly updated beyond the initial submission period to ensure accuracy,
completeness, and alignment with actual field conditions.

3.1. Monthly Updating. ITOs and School Heads, with the assistance of HR
and Property Officers, shall update the ICT Inventory Template within
the DCP Portal at least once 8 month. Updates shall reflect all new
acquisitions, disposals, transfers, losses, or any other changes in asset
status.

3.2. Process Owmership. ITOs and School Heads shall establish a
systematic and institutionslized procedure for ICT inventory
management. This includes assigning appropriate personnel, defining
processes, and ensuring continuous compliance with update
requirements.

4. Roporting and Accountability. RITOs and DITOs shall be responsible for

validating the completeness and accuracy of ICT Inventory eniries across all
Divisions and Schools under their respective jurisdiction. Only upon thorough
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verification shall the RITOs and DITOs issue a formal endorsement to the
Central Office.

RITOs, DITOs, and School Heads are expected to maintain close coordination
to ensure a seamless, timely, and error-free submission process. Their active
cooperation is essential in maintaining data integrity, ensuring compliance with
the prescribed requirements, and supporting the smooth consolidation of ICT
inventory data at higher levels.

5. Deadline. Ficld Offices are reminded of the deadline for the deliverables stated
in our Joint Memorandum dated 01 October 2026, which requires completion
and submission of the deliverables within three {3) months from the draft of
receipt of the funds. Given that the funds were downloaded to the field in
December 2025, and to clarify the deadline, Field Offices must submit the
deliverables on or before 31 March 2026.

6. As a puide in complying with this issuance, find below Video Tutorial Guides
and Frequently Asked Questions (FAQs) for your reference:

Video Tutorials: https://tinvurl.com /InventoryTemplateVID
FAQs: https: / /tinyurl.com /FAQsDCPPSF

7. In line with these provisions, all offices concerned are advised to raise their
DCP portal and ICT Inventory Template concerns by completing the online form
at hitps:/ /tinyurl.com/PSFSupport .

8. Should you have any queries and concerns regerding this matter, your office
may contact Ms. Nifia Rica Bernas of ICTS - Technology Infrastructure Division
via email at icts.tid@deped.gov.ph or through landline at 8-633-2363.
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