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11 April 2025

DIVISION MEMORANDUM
No.         191        :       s.2025

pRocEss Brow oN TEE DELRERT, AccErmNCE, ALLocATloN, AND
DlsTRIBUTIOIT OF CENTRALI;y/ REGIONAII;y-pROcuRED uEARNmG

REsOuRCEs FROM SDO-nv TO DlsTRlcTs/scHOOLs

To:        Assistant schools Division superintendent
Chiefs BS-(CID and SGOD)
Public Schools District Supervisors/ District ln-Charge
Public Elementary and Secondary School Heads
All others concerned

1.         Relative   to  the   concern  of  the  field   regarding  LR  delivery,   acceptance,
allocation,  and  distribution  of  centrally/regionally  procured  learring  resources
which was raised during the 3rd Division Management Committee Meeting (MANCOM)
held at Saint Mary's University,  Bayombong,  Nueva Vizcaya last March 24,  2025,
this  Schools Division Office  thru the  CID-LRMS in coordination with the Division
Supply Officer, informs and shares to the field the crafted Process Flow to address
the mentioned concerns.

2.          The process Flow which is found in the attached Enclosure shall serve as the
work instructions to all concerned.

3.        It is requested that all district heads shall strictly monitor the compliance of
schools under their area of responsibility.

4.         F`or infomation, dissemination, guidance and strict compliance.
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0 Address:  Quezon SL Don Domingo Maddela, Bayombong, Nueva Vlzcaya 37co

|i` Cellphone No: . re3 962 6814945 . to3 992 035 2123
© Email Addro89: nuevavizcaya@deped.gov.ph
@ Website:  https://sdonuevavizcaya.com/
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Bnalo8i.r® to "alon Memorandum NI.           . 8. 2025
l>ROCESS FLOW ON "E DEIIVEFtY, ACCEPTANCE, ALLOCATION AND DISTRIBUTION OF CO/RO-PROCURED

LEARNING RESOURCES FROM SDO-NV/DROP OFF POINTS

SDS approves the

allocation/
distribution  list

and the Memo

prepared by the
LRMS for

uploading to the

SDO website

Supply Office Staff

provides the
LRMS with a

photocopy of the
Inspection and

Acceptance
Receipt (lAR)

Supply Office Staff

sorts the LRs
according to

allocation per

District ready for

release

School Supply

officer/Property
Custodian or

representative
receives the LRs

at the Division

Office or Drop off

points

CID  chief

recommends the
approval of the

allocation/
distribution list

Supply Office Staff

facilitates the
distribution and

issues Inventory

Custodian

slip/Inventory

Transfer Report

(for  lus)
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|` Cellphone No: . +63 962 6814945 . +63 992 035 2123
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Enctost.r`e to Dtiltslon lldemorand:a.in No.            . 8. 2025

PROCESS FLOW ON THE  DELIVERY, ACCEPTANCE, ALLOCATION AND DISTRIBUTION  OF CO/RO-PROCURED

LEARNING RESOuFtcES FROM SDO-NV/DROP OFF POINTS

District LR

Coordinators

update the
Google Sheet on

LR Situation

report

LRMS monitors

the updating of
the Google Sheet

on  LR Situation

and reports
feedback to CID

Chief ES

LRMS Staff

sends/submits the
LR Situation

report to the
Regional Office/

Central Office

when needed

End
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