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PROVISION AND USE OF OFFICIAL MOBILE PHONES, POSTPAID LINE$ AND PREPAID L?ADSB e{’z,
To:  All Concemed Personnel i

Pursuant to DepEd Order No. 17, s. 2019, the following are the list of authorized/eligible recipients for

the use of official mobile phones, postpaid lines, and prepaid loads for the period covering September
2019 - December 2019: )

= Number of Monthly

Position Employees |  Allocation
Schools Division Superintendent (SDS) 1 3,000.00
Assistant Schools Division Superintendent (ASDS) 1 2,500.00
Chief Education Supervisor 2 4,000.00
Public Schools District Supervisors (PSDS) 9 4,500.00
Education Program Speciaiist 11 5,500.00

Attomney 111 / Medical Officer Il 2 1,000.00 .
Accountant Il / Information Technology Officer Ill 2 1,000.00
Engineer Ill / Planning Officer | 2 1,000.00
Administrative Officer V (Admin & Finance) 2 1,000.00
Senior Education Program Specialist (SEPS) 4 2,000.00
Administrative Officer [V 4 2,000.00

TOTAL ALLOCATION PER MONTH 27,500.00

Attached to this memorandum is the list of recipients as Annex A and the Guidelines on the Provision
and Use of Official Mobile Phones, Postpaid Lines and Prepaid Loads. It is therefore reiterated under
Part IV, section 2 of these guidelines that “This provision shall not be treated as allowance, but as an
expense subject to the reimbursement cr liquidation procedure requiring submission of the
corresponding billing statements and/or official receipts.”

Immediate and wide dissemination of this memorandum is desired.

AB. BUYA-AOQ
Schag ion Superintendent
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SCHOOLS DIVISION OF ABRA Yina by Effectivity date: 01-14-2019
Bangued, Abra -
Annex A
List of Recipients
_ NAME | POSITION [ AMOUNT/MONTH
1 | GloriaB Buyaao | SDS 3,000.00
2 | Christopher C. Benigno 'ASDS B 2,500.00
3 Hedwig M. Belmes Chief-CID 2,000.00
4 Lemuel B. Dickson Chief-SGOD 2,000.00
S | Pedro B. Talingdan Jr. Education Program Supervisor 500.00
6 | Mijurodel B. Rifareal Education Program Supervisc: ] 500.00
7| Marlene Abaoag Education Program Supervisor - .500.00
8 | Jun Aguyos Education Frogram Supervisor 500.00
| 9 | Ronilo Garcia Education Program Supervisor 500.00
10 | Adelaida Bogayau Education Program Supervisor 500.00
11 | Ronald Marquez Education Program Supervisor 500.00
12 | Henrietta Bringas Education Program Supervisor 500.00
13 | Narciso Cannaoay Education Program Supervisor 500.00
14 | Bhenjo Agaloos Education Program Supervisor 500.00
| 15 | Emmanuel Bugtong Education Program Supervisor 500.00
16 | Mary Anne Grace Agoot Public Schools District Supervisor 500.00
17 | Analyn Atmosfera Public Schools District Supervisor 500.00
18 | Leonardo Balneg Public Schools District Supervisor 500.00
19 | Francisco Castillo Public Schools District Supervisor 500.00
20 | Catherine Lang-ayan Public Schools District Supervisor 500.00
21 | Perfecto Lataoan Public Schools District Supervisor 500.00
22 | Julio Lazaro Public Schools District Supervisor 500.00
23 | Guillermo Ortega Jr. Public Schoo's District Supervisor - - 500.00
24 | Ermely Paned Putiic Schaols District Supervisor 500.00
25 | Jannaliza M. Taloma Attorney |l 500.00
26 | Apolinar Turqueza Medical Officer Ill 500.00
27 | Marlou Borja Information Technology Officer Il 500.00
28 | Celia S. Bolante Accountant Il 500.00
29 | Femando Semanero Jr., Engineer |Il 500.00
30 | Meldie Damian Planning Officer Il 500.00
31 | Janet B. Pascua Administrative Officer V 500.00
32 | ElmerV. Batondo Administrative Officer V 500.00
33 | Eden Adriatico Senior Education Program Specialist 500.00
34 | Jan Nowel Pefia Senior Education Program Specialist 500.00
35 | Loma Llaneza Senior Education Program Specialist 500.00
36 | Jaeriel Bersamina Senior Education Program Specialist 500.00
37 | Merly Bargas Administrative Officer |V 500.00
38 | Fatima Ava A. Batondo Administrative Officer IV 500.00
39 | Gemma Cabutaje Administrative Officer IV 500.00
40 | Wilma Pacapac Administrative Officer IV 500.00
TOTAL 27,500.00
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Republic of the Philippines
Bepartment of Cducation

18 JUL 2019

DepEd ORDER
No. 017.s. 2019

GUIDELINES GN THE PROVISION AND USE OF OFFICIAL MOBILE PHONES,
POSTPAIDU LINES AND PREPAID LOADS

To: Undersccretarics
Assistant Secretaries
Bureau and Service Directors

Regional Directors
Schools Division Superintendents
Public Elementary and Sccondary School Heads

All Others Concerned
) For the information and guidance of all concerned, the Department of
Education (DepEd) issues the enclosed Guidelines on the Provision and Use of
Official Mobile Phones, Postpaid Lines and Prepaid Leads.
2 This Order shall take effect immediately upon issuance.
3s For more information, please contact the Office of the Undersecretary for
Finance, 2nd Floor, Rizal Building, Department of Education Central Office,
DepEd Complex, Meralco ' Avenue, Pasig * City through email at
usec.financebpm@deped.gov.ph or at telephone no. (02) 633-9342.

Immediate dissemination: of and strict compliance with this Order is directed

4.
mmoms BRIONES
Secretary
Encl.; _ : ; ’
As stated i L
Reference: i '
Office Memorandum dated February 6, 2007 *
To be indicated in the Perpetual Index
under the following subjects:
BUREAUS AND OFFICES PAYMENT
COMMUNICATIONS ¥ POLICY
PROCEDURE

OFFICIALS

SMMA, DO Guidelines on the Provision and Use of Official Mobile Phone

0412- June 20/July 10, 2019

DepEd Complex, Meralco Avenhua Pasig City 1600 H 633-7208/633-7%128/632-1361 a 636-4876/637-6209 4 www.deped.gov.
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(inclosure 1o Depid Order No. 017 . s. 2019)

GUIDELINES ON THE PROVISION AND USE OF OFFICIAL
MOBILE PHONES, POSTPAID LINES AND PREPAID LOADS

I Rationale

The use of Information and Communications Technology (ICT) equipment such as
ntial in carrying out the diverse tasks and responsibilities in
Department of Education (DepEd). Mobile phones
d lines and prepaid loads allow the
o have immediate communication

mobile phones s esse
workplaces especially in the
complemented with provisions on postpai

DepEd officials and other pel sonnel concerned t
with clients and stakeholders, and enable them to respond to time-sensitive issucs

and concerns.

II. Scope of the Folicy
ocedures in the provision and use of
s to DepEd officials and personnel
ivision Offices, and public schools.
ffices concerned in managing

This DepEd Order provides standards and pr
mobile phones, postpaid lines and prepaid load
at the Central Office, RegionaiOffices, Schools D
This also defines the roles and responsibilities of o

this program.

III. Policy Statement
vision and use of mobile phones,
gular DepEd - officials and

This policy aims to rationalize and regulate the pro
Offices, Schools Division

postpaid lines and prepaid loads for authorized re
personnel concerned at the Central Office, Regional

Offices and public schliools.

IV. Guidelines
The Department shall provide authorized officials and personnel listed herein with
postpaid line and prepaid load for use in the performance of their official duties

and responsibilities.

b

1. This provision shall not be treated as allowance, but as an expense
subject tc reimbursement or liquidation procedure requiring

submission of the corresponding billing statements and/or official
receipts.

2. The postpaid line and prepaid load shall be provided to officials. and to
other personnel holding regular positions in the DepEd agency stafling
pattern who have been duly designated by the competent authorities 10
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perform the duties and responsibilitics as Officers-in-Charge of such
positions.

3. The authorized/eligible recipients and their  maximum monthly
provision for the postpaid line and prepaid load are as follows:

“Office and Position ~ Monthly Ceiling |
' (Php)
B ) i ~ Central Office
Secretary T * 710,000.00
Undersecretary . ! 6,000.00
| .
Assistant Secretary ' '5,000.00
Director IV 4,000.00
Director 11 o 3,000.00
Division Chief 2,500.00 |
Assistant Division Chief '1,000.00
Allowable provision for the staff of 7 5,000.00
the Office of the Secretary - Proper
Allowable provision for the staff of 3,000.00
.t_b_e; Office of Undersecretary
Allowable provision for the staff of 2,000.00
| the Office of the Assistant Secretary .
| Allowable provision for the staff of 1,000.00
the Office of the Director |
Regional Cffice

;I Regional Director (RD) 4,000.00 |
: Assistant éegional Director ~3,000.00
"bvivision Chiefs = 2,500.00
E Education Program Supcrvisor 500.00
i provision for other RO ) 8,000.00 |
personnel authorized by the RD ) !
~ Schoql Division Office )
School Division Superintentent T 7 73.000.00
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Assistant School Division s 2,500.00 |
Superintendent 4 | ”
i Division Chief 2,000.00 |
Education Program Stxhéﬁisor 7 7500.00 |
Public Schools District Supervisor ‘ T 500.00 |
\

School Head/Principal | 300.00 '
|
Allowable provision for other SDO T 5,00(5:6_0—*‘;

personne! authorized by the SDS

4. The members of the Executive Committee may be allowed not more than
two (2) mobile phone line accounts, provided that the total 2mount (when
the two (2) billings are added) to be availed shall not exceed the monthly
ceiling herein specified per position or cligible recipient. However, for the
other eligible recipients, only ore (1) postpaid line per eligible recipient
shall be allowed regardiess of whether the ceiling has been fully used or
not. The eligible recipient has the option to avail of either a postpaid line
(DepEd Account or Personal Account) or prepaid load.

The Head of Office concerned shall identify and submit to Personnel
Division/Section/Unit the list of personnel/staff who will be authorized to
avail of official postpaid line and prepaid load chargeable against the
“allowable provision per office”. Staff who are on Contract of Service (COS)
or Job Order status will not be allowed to avail of this provision. Attached
is the template to be used for this purpose. (See attached Annex A)

.Ul

6. In no circumstances shall “Pass/Share-a-Load” be allowed. Charges for
“pass/share-a-load” will e on personal accourit of the eligible recipient
and payment will not be charged against government funds.

7. Charges frcm postpaid plan in excess of the monthly ceiling of authorized
provision shall be paid for by the personnel concerned.

8. Should the authorized postpaid line include the issuance of mobile phone
units at no additional cost to DepEd, the device /unit shall be the property
of the subscriber.

9. Mobile phone units, if procured and issued by DepEd, shall be covered by
the Property Acknowledgement Report (PAR) duly acknowledged by the
eligible recipient who shall be responsible/accountable for the unit/s
issued. When the eligible recipient retires, resigns, or is transfered, any
mobile phones or equivalent unit issued by DepED must be turned over to —;%

f

! Pagedof7

Actividad-Economia St Zone 2, Bangued, Abra | TelNo.(074)614-6918 |Website:http

Iww. .
#SeningYOUWhaHEART depedabra.com | E-mail: abra@deped gov.ph

Scanned by CamScanner

A



B P - .
the Re fonal/Division office or school, who in turn shall surrender the
units to the General Services Division-Central Office.

10, Procurement of mobile phones to be issued by DepEd shall strictly obsernve
the Revised lmplv:m‘ming Rules and Regulations (IRR) of R.A No. 9184 or
the Government Procurement Reform Act,

V. PROCEDURES

A. Upkeep of Mobiie Phone Units

1. The eligible recipient shall exercise dus care in the use of the DepEd-issued
mobile phone unit.

In cases where the unit needs to be repaired, the official or personnel
concerned shall directly proceed to the service provider for the repair of the
unit.

to

3. All expenses for the repair and maintenance of the DepEd-procured and
issued mobile phone unit that are not covered by the warranty shall be on

personal account of the eligible recipient.

4. Disposal of DepEd-issued mobile phones shall follow the guideline and
procedures in disposing unserviceable equipment.

B. Payment of Postpaid Line and Prepaid Lead Provision

1. For Postpaid Line under DepEd Account

a. Upon the receipt of the Statement ¢f Account (SOA) for postpaid
line under the official DepEd account, the Records Division
/Section  /Unit shall transmit the same to the Personnel

Division/Section /Unit.

b. The Personnel Division /Section/Unit shall review the SOA,
prepare the Obligation Request Status (ORS) and the
Disbursement Voucher (DV), and forward the said documents to

the Budget Division/Section /Unit.

¢. The Bucdget Division/Section/Unit shall process and record the
ORS in the Registry of Allotment and Obligation.

d. The Accouriting Dil'isicn/Section/'Unit shall process the payment
and ensure that the bills are paid on or before the due date.

€. Pursuant to COA Circular No. 2012-001, claims for postpaid line

and prepaid load must be supported by a SOA/Bill;

PageSof 7
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Invoice /Official Receipt  or
Certification by Agency
the eligible recipient st
nature.

Machine validated SOA and
Head or hijs authorized representative or
aung that calls made are all official in

2. For Postpaid Line under Personal Account and for Prepaid Load

a. The reimbursement procedures shall be followed. That is, payment
of monthly provision for postpaid line shall be made only upon

presentation of Official Receipt and Statement of Account from the
service provider,

b. For prepaid load, payment shall be made on the basis of an Official
Receipt from the seller and a Certification by Agency Head or his
authorized representative or the eligible recipient stating that calls
made are all official in nature.

VI. Source of Fund

A. The amounts required for payment of postpaid line and prepaid load under
this Order shall be taken from the General Administrative Support Service
(GASS)-MOOE appropriations/budget of the Central Office, Regional
Offices, School Division Offices and schools, and from other available legal
sources, subject to availability of funds and in compliance with existing
budgeting, accounting and auditing rules and regulations.

B. Other programs and projects with allocation for communication expense
shall charge its expenses from the respective program and project funds,
subject to separate internal guideline and in compliance ‘with existing
budgeting, accounting and auditing rules and regulations.

VII. Monitoring and Evaluation

A. Al offices and accountable officials and personnel thereof shall comply with
existing financial reporting guidelines on the use of funds for this purpose.

B. Any related concerns of offices not covered by the provisions of this policy
shall be referred to the appropriate governance level.

C. The Budget and Accounting Divisions of the DepEd Central Office, Regional
Finance Division and Finance Unit SDOs shall monitor compliance and
evaluate implementation of this DepEd Order.
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r" VIII. Eﬂ'ectivity

This Order shal]

. : take effect imm
INnconsistent with th

e herein guideline
I

ediately ang Supersedes all

issuances

1

LEONOR MAGTOLIS BRIONES

Secretary "?
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ANNEX A

LIST OF PERSONNEL/STAFF

WHO WILL A
PHONE SUBSCRIPTIO VAIL OF OFFICIAL MOBILE

NS/LINES AND PREPAID LOADS

Below i_s the list of Personnel/Staff of (  Office
subscriptions/lines and prepaid loads, ¢
for such purpose. This provision will facil
responsibilities of the ( Office ).

] who will avail of mobile phone
_hargeable_ against the allowable provision
1itate the accomplishment of functions and

NAME POSITION JUSTIFICATION | MONTHLY
| ALLOCATION
(PHP)

Mobile Phone Subscriptions/ Lines

Prepaid Loads

TOTAL
*list down functions, as stated in the TOR, which requires frequent use of mobile phones and prepaid loads, specify official
business use of the mobile phone subscription/lines and prepaid loads in order for the personnel ta perform cited function
{e.g. to coordinate with stakehalders, to gether data from régional offices)- * *

The total amount of (_/_in words and figures ) is chargeable against and within the
approved monthly ceiling for the personnel/staff of (__Office ), as provided in the
Guidelines on the Use of Mobile Phone Subscriptions/Lines and Prepaid Loads under
DepEd Order No. _____, dated ;

Appi‘oved by:

I:ieaa of Office*

Ly

*Head of Office is the Secretary, Undersecretary, Assistant Secretary, Bureau/Service and
Regional Director, and School Division Superinitendent.
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