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II4EMORANDUMTOi

Disfict Supervisors
Elementary/Secondary PrinciPals

Head Teachen/Offi cer In-Charge

For the bformation and guidance of 4ll concemed'atiached is a DepEd ORDER

No.14, ;. 2012 ftotn BR. ARMIN A. LttlsTRo FcS, D€pEd seqetarv datcd Fetruary

1i, ioti, or the ' PoLIcY AND GUIDELINES oN TIIE PRoPER

"irisrms:inroNrARE,REcoRDING'RETRI&vAL 
AND DISP9SAL . oF

Ti'xrB-oK crx") wrfi THE TEAcHER's MANUALS (TMs) AND orlrfR
nVSfnUCffOffAf, MATERIALS (IMsf, which is self explanatory'

Wide disseminatio and strict compliance ofthis mcsloralldum is desircd'

coRAzoN c. RUBiO, CpSO YI
Schools Divisiol Superhtendetrt

cap/proporty



ft.!llhlir of rlr lljilipun.t
Fepsrtment of €iuretion

FtB 1 [ 2012. DepEd ORDER
No.14 , s 2012

FOI,ICY AND GUIDILTNF.S ON THE PROPER DISTTUBUTIOI{, CARE, RECOROING,
RPTRIEVAL Al{D DIsposAL oF TDxTBoons lTxs) wl}ti THE {D.{CHBR;S

MANUALS lTUs) AxD OTITER I]{STRSCTIOIYAI, MATDTuALS {IMs)
ro: RPPron l Drr(. r! \

Schools Division/Cnt Supciinrea.tents
Heads, PLbbc Elemeniary and Secondar,. S.hoojs
1 I Odc- con.Lmed

l. Tds Dep0d Order procictes the pollcy a!.t cutiletin€s on the p,oper Distrtrution,ca!., Rocordtng, t.trt.edt aD.r Dispo6.l o! T€xtboo&s {rxs, ptth tne T;ach€r,s ttaarats
lTMs) and ott€r Instructionar Materiars llMsl in order ia iEprove access to them. mermuetleir use, and minidize o. elimjnate dadagcs and/ or losses. lr rlso DrovLdes gurdet.nes on
th_e proper rccordins and dlsposal oi ddaAed ed &odeoned ,rxs vith tl1e Tf,4s o<l other'v'
2- These guidelines include reitdarion of eievant plovisjons in DepEd Orde, No. ?5, s.
2003 entitled 'Resolrinr rosses ot"erbooks, an.i DDCS Ordd N-o. 23, s. 2O0t 

"rtiU"A;l^"oI I dbaoh- I,s slLo-rt ."

3. 'fhe pdncipals/school heads lsHal shal eisure rl,al,lxs wir\ the TMs dd other lMs,
whtch de goremneDt property ae p.operty used, cd-e.t for, srteguarded from narLrral e.l
h,rman elements dd recorded

4. 1'he TXs wirh the TMs de provide.l to sludcnts and teac]lels iree and are int*ded to
be used for at least iile (5lyears. therelore, ir is rhe rcsponsjbitity of ev{:ry tedner, ieacher.
.nC SH to exe( all ellorls to proftct rhe TXs eth fte TMs dd other IMs froln da$age or toss
Io ! olong 'lPr rr, ipd.
s. AU concemed DepD.i officiats de enjor.ed ro srrjcLtv rmljremr.nt ar.l ddner€ ro rhe
enclosed gujdelines ed pto.edures. Hence, e1y injiacrior of rh;s guideunes sbatl be.leslt
wiLh "drin,s'J, !cly.

6. !'o. morc in{omation, sll conceflcd may contacr:

Ms. Socor.o A. Ptror
Lxe.u ve Dr Lc'or

- Insturional Mare.ials Councit Se.reiariar (iMCsJ,
5/F Mabidi Bldg., DepEd Complex, N{elatco Avexue, pasig cjry
Nfobile Phone Nos.:0927-793 73?,l, 0928 696-a82
l'eicfex Nos.: {02)634,0901; {02) 631 3690: {o2l 631 49as
E-Mail Addresses: imcsr.rdeped. gov.rjh; depgdimcsaa@dk9!4_

7 Imr<o,ar,.d.ssFrMdhonofdd".nc,onrttr.')r1-\rnisO.d
,/It./ o---\

BR AR.lllllIX A. 
''UISIRO 

F€C '

Sedetary

.,[. ,l a .

As "L"red

DepEd Order lvos I r25. s 2003 dd 23. s. ?Ooli

T. hp ir.li.,i..i tn rhc P.r.cDrJ rndex



ro DepBd Oidc! l[o. :r4, s.2(/\21 ,

*,-""..ff**L.aff
j he ru,owrng policy ano guia.r;n". u.. ir.u.:-: 

cter'' lr'!) rld o.oGt u't!'lals {Iut'

3) T€xtbook Islrancd a;d Distribution within tle Scbool
. 'lextbooks (TXs) and teacher's maluals (TMs) are Covernment propefiies and musteach te assigned a propenv code nuinber as indi"""a i^ O.pil b.a.",iN".iTl. ,o:.sub,hi.tsion ot consotidated tw;"?? Reegrt a ii*iy- r'rli',,";"' o.",,(ppE). rextboat und DesktArnrhais * o"pfa c"i,"i'ob,i";, :l 

"ff!=r.d.orooenr.rrikisoaces.com
. At rhe skn ofrhe school year, the school suppl) omcer/designated propeny custodianshall be responsibte ror issuinq rhc rxs.and iilr,,;;L;;;fi **i"iijiiii., **shall likewisc is*e the same lo-each 

"tudenr... Ihe Schooh Djvision Superinrendenb and School Heads.shoujd ensure rhat teacher.accept TXs and TMs issued Lo $em by.the school ,uppfy off"..raoign"; ;op.ny
::ll:9i.T fg:.th. 

-use.of 
rhe pupits. ir," ,"""n",J.iir#*i"'",. ,-oo."n'.ilr. roaccepl the TXs and TMs due to oer

wilh administrativelv Entes ot lrsses and accountabiliry, shall be deall
. 

1.^.slTll Officeri'designared propeny cusrodian sha $amp ma* rhe name ot lheschoot ar lhe fronr and bacL cover rirtepaSe. and any*h." i" [r" i"jy."i,i,li.X,rrrq. Txs and TMs issued ro each rea;". i ;,"d""r;;jl b.-;;;;:r";;;,Jr"r,
where. the TXs/TMs idenrifv whh rhe.user. The $ppty om.irVi..ii""i.J o.p.nycusrodians shsl maintain a record/tosbo.* 

"r 
rivfiir';rr".a-;.::;tJ.l, *.teacher-adviser rnay facilirate the r;rding uy rru"ini 

""*- rrJa""i' ,i"*ii,i" ,,,"record/logbook asainst rhe desi,naied pr"p;ny'";; ;;rl;; f;;;;"il, _.,"assigned a textbolJk.. Teachers are encouraged to read to lhe studenls *Take 
Care oflhe Book.. found in rJretnside Fronr cover ofhish schoor Tx! and tnsid. B""k C";;;.i;i.;;;;."Jir., ,nosialt min;mize darnage on Txs due ro improper hJ;;;;"";"''"'"', , ^"

b) Te*tlmok Inventorv in ihe Classrcom

. I"ihT shall require the students $ fili oui the .,Book Record Forrr|,, found id theInside Front cover ofthe TXs. Ea€h teacher_adli*,."rit""p 
" 
*"""* i"i"i l.,*the- TXs in hither classroom. It is suggested rf,ut ,tua.nir"u," ,_Jornry'"iil"*uabefore leaving the classroom or after every cjrs,s sesston.. 

l:l^o-:l :,erty_:fficers/designated propeiy c"rr;lians' ; encoLrrased ro ;ondud anInvefiory on TXs at least alier every €rading period or at rf," 
"-J "i " ,ern..r...

l:1.1:::9]j:"" .- facithare rhe prepairion ,r"" i""*,"rv ,lr""ei ,i" ,""Orniiri""or an rnvenror) repon ro lhe Supply Officeri designated iropen! c"o"ai"" 
"n.,every grading period or at the end oflhe semesh.

c) Textbook Retriqvsl snd Loss

. 
ll;"t"lf': l-l ":;ompuhrion 

of toss rxs can be found in DepEd order 25, s.zuur. rnc supptv oltce/desicnaled propeny custodian nrust prepare a..Marrix ofComputation for TX Losses.' in order lo standard ire rt e col tecrion. b e toJ is alampteoflhe computation matdx using the following formula:

Amourt to bc psid - scquisition cost _ d€preciation srrourt_ where

*?ji,r,f; i*"lT:ll ;i,:l:11:Jh"ff 1[:1"ffi liil*,'": [:: ;"jT:Fi,



Enclos re lo DepEd OnlerNo J s":012 "Policv ard CuidcliDes o! Prop€r Dkrributiot'

l;;::"iil;dil;,;;;;r "odii"po*r 
orr"*'L*k atr'r otber Iffitrrction'r Mstprisk

from Accountability.
ff,I.it"iiil,illili'i;*"rc an invesrisarion ror repon€d losses to d€rermine the need ro

classes,

ii'"iii t"qr""o 
""4 "llocation 

fo;rhe followinc school vear'

*'::'#"T'ili'ilI,f;it"ii,"'p""iri'"ii" tii'-nr ":"'! ::i":l.J:'"*:,:T :'i-oil:$ffi::6,il ft#; :;.1#i ;;]';*ll':l -'T 
j:ll:j:"::":lJ:ionrce/oeslqnruff p,uPtl, rlr'!vr'|ei'| -, 

."*"nt. prio. ro o. durinB rhe opening of
Division, Region' or Centml office tbr repla

. ff,i'iii"or'. g."r ;. to keep losses of each textl":1'l:!:l r:,::j.r."::::":"il:'"1:
lhe scnoor s goai ': ru ^ ::-: i head should ctosely monitor reldelal
achievement of lhis goal, the prjncrpal/scno .. : --:-trr-^ ,rra si,,.t.nr< rn

il::::'"l"J# #'i;t.;;i;;il";t""'munitv in remindins the studems to

i"t]l1n iit u"ro," tt 
" "nd 

oflhe school y€ar'

. The schools may provid€ incentives to encourage

end ofthe school Year'

T€xtbook,DisDosd

the reiurn of textbooks before the

d)

l1-tlioo,*ro."noeiignated propenv custodian should.idenrifv obso'"I:lT:q:l;

^,.*",1.o". 
rxonu, und submi[ the inventor} to lhe Division oflice. copy furnlsneo

ii. intn".,i"""i u""i"ls councit secreurial ()Mcsi'

. ilL'ffi;il;;;iJ head should ensur€ rhar all rxs/Tl\'s for condemnatioddtsPosar

schools on lhe disposal dates , .l ro frcilitale Tx disposal:. The following measur€s are recommende(" "'l'"" i*.d"t" 
"ld 

TxvTMs procurcd b' the ceDtral otfice or other tund 
'' iti.i* 6-du* srF, Locel school iloard' erc') that hsre bqen rePleced

i" *irir'. *ir*"0 ov the followirg Unive$g| Tirles This iocludes

TxVTMs in the following sub.jed areas:

are no lonler in tle inventory listare no longer in lhe invenlory llst

l.heDivisjonofficeincoordlnatlonwl$tneDisposalcommleeshallnolitythe

r Sibika I to 3

. HeKaSi 4 to 6

crade I (zone I

G[o's Manuab 1rhP4|1Texlb;oks (PhP 35.98



Enclosure to DepEd Order No. J s,2012 "Policy and Cuidclines on Prope. Dtutribution,
Crre, Recordirg' Retri€val,6nd Disposal ofTertbooh ard oiber lBtrrctionrl Materials

. English for Cmdes I to 6

. Mathematics for Crades 3,4, & 5
Amling Panlilunan I& ll
English I to IV

. Scienc€ & Technology I to IV (2004 Revised Edition)

. Malhcmatics I to lV (2009 Revis€d Edition)

. l4usic&Ars I,III, & ]V

. Phys Bduc:& H€alth ll & ry

ii. Subj€ct to the "Teatbook f,rchatrge Progrlm" TXs/TMs' wherc one(l)
clasvsection sh{ll retain one (l) title of tho following sub.iect areas:

. Science 3 Lo 6

. Mathematics L, 2. & 6

. Filipino I to 6'

. Araling Panlipunan III & IV

. Filipino Iro lV

. Music & Arts ll

. Phys. Educ. & Health I & III

. Oiher not-core subjects (MSEP, EKAWP, TLE, Values Educ.)

. The following measures may be rccommeaded to the Disposal Commihee:

i. Shredding, tearing, or cutting: TXVTMs should notbedisposed asawhole;
shredded or cu! paper may be sold to pap€r mills/manufaquring Planls for
recycirngl

ii. Donation lp teacher, students, and pareDts, who may wish to ulilize old books

as referenca materials for school projects, for insiructional aids, or to the

community and barangay \rho have reading programs, etc.


