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LOANING OF TEXTBOOKS 

Education Program Supervisor Concerned 
Public Schools District Supervisors 
Elementary and Secondary School Heads Concerned 
Division Supply Office Personnel 
Division LR Personnel 

October 6, 2020 

1. In reference to Division Memorandum No. 380, S.2020, re: Leaming Resources to Utilize
for the First Quarter and Submission of Reports on Printing Status of Worksheets and on
Inventory of Available Textbooks Containing the Most Essential Learning Competencies,
this Office reminds the schools concerning the loaning of books which shall be done on
purposes of making use of the available textbooks within the Division. In connection
thereof, concerned School Heads are expected to engage in said task within October 19-
23, 2020 (Please see the enclosure for the List of Loaner and Loanee ).

2. School Heads of the identified Loanee Schools are advised to arrange their mode of
transportation for transporting the books from the loaner. An Inventory Custodian Slip
(ICS) shall be issued by the loaner to the loanee for proper transfer of accountability and
responsibility.

3. Concerned schools are required to furnish the Division Supply Office and the LR Unit a
copy of the ICS for recording, tracing and monitoring purposes.

4. This office reiterates that all concerned personnel shall strictly observe the minimum health
protocols at all times that include wearing of face masks, face shields, physical distancing
of 1-2 meters, hand washing with soap and water, sanitizing with 70% alcohol, and using
of foot bath.

5. Travel expenses of concerned personnel shall be charged against local funds subject to the
usual accounting and auditing rules and regulations.

6. For immediate dissemination, guidance, and compliance.
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