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DEL{IVERY AND 'ACCEPTANCE OF AND PAYMENT FOR TEXTBOOKS ORDERED -
'USING CY1997 GAA BUDGET AND OTHER RELATED (CONCERNS

ST UUnderseuretar1es/Asslstant $ecretar1es G
o “Bureau/Center/Regional Directors '
“Regional Task Forces on Textbook Procurement
‘¢chools Division Super1ntendents/D1str1ct SuperV1surs
Se¢hool Adm1n1stlatorw/Pr1ne1pals/Propertv Custodlans
Al Otherq Concerned . . : .

| R i overage. ThlS DECS Memorandum contains the gu1del1nes
condelivery and . acceptance of and payment for textbooks ordered
~ (Annex 1) wging:sfunds from the Iumpsum appropriation for the =
'purchase ofiiinstructional materlala ‘included in the CY1997
General Appropriations Act = and other related concerns. - These
guidelines are based on the provisions contained in the
Memorandum of ‘Agreement between DECS and publishers (copies of
‘which ‘are Wlth the 'DECS Regional Offices and DECS Instructional
Materials- Council Secretarlat) as well as recommendat1ons of
vvarlous stakeholdarb 1n gﬁvernment s textbook program

2L Dues to the delayed issuance ot purchase orders by DECS-~
vReglonal Off1ces resulting from delayed release of required
Notice of Cash Allocation for procurement of books covered by
this Memorandum, the perlod for delivering books to all district = -
offices and’ high schools in all regions ‘where a publisher has an
order shall be within 105 calendar days rteckoned from the last
day all DECS Reg1onal offices issue the necessary purchase orders

for specific books owned bv this pub11Qer or from July 15,_1998
'whtchevez 1% earllbr

F The DECS InSLIucL10nal Mate1lals CounCIl Secratariat..
'(IMCS)Twhall monltor,and assist the-implementation ol the

approved: textbook proaurement system and procedures by all DECS
iReg10ndl Offices. ~For this purpose, all DECS Regional Offices

are required to prQV1do 'DECS IMCS with reports on the. status of
'1textbook procuiement and other 1nf0rmat1on as 1equested

:54;.  e For 1mmed1ate dls em1nat1on and approp11ate gu1dance of -
call concerned : ‘

¢/ C. PEFIANCO
ecretary 1&)

Tel. No. 9220982-8+
9201894
. Fax No. 9201887

e
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ANNEX 1

DELIVERY AND ALCEPTANCE OF AND PAYMENT FOR TEXTBOOKS
i ORDEREn USING' CY1997 GAA: BUDGET o -

;VDELIVFRY OF ORDERED TEXTBOOKS "AND " TEACHER S MANUALS T05
:QDISTRlcT OFFIFES AND HIGH SCHOOLS

at

. DECSRO shall prOV1de each oonce1ned publxsher W1th complete'

delivery instructions for thexr respective purchase orders;
,-delwiry instructions shall indicate complete name and
~address of recipient district offices/high schools ‘and
g_vorreapond1ng tltlos and quantlty of books to be dellvered‘
woto the latter;i e i i

.:iDECSRO Shdll not1fv aaoh lelSlOD re. thelr flnal ailocat1on

of: textbooks by L111e ‘and quantity ordered per d1str1ct and -

- high school with sufficient expianation re. changes in the
-;Qflglﬂal oxders subm1tted by the leIbIUU, ifranys :

.;mECSDO nhall notxiy each d1str1ct and h1ghﬁ5ahool in - the
division re. their respective final allocation of textbooks
Sbyootitle and quantlty ordered with sufficient explanation
ote. changes in the or1g1na1-order submttted_bybthese*

offlccs, if any

.;.DECSRO/DOS Shall notlfy d1qtr1ct officés/h1gh' schools of
Cdelivery qchadules relayed to them by publishers/publishers

‘:jtorwardere, district supervisor/designated property

..Lustod1an/school administrator or ‘other ‘authorized
~district/high school official should be instructed to be at

?fgthe1r stat1onn on the schoduled dellvery date(s)

Each DECb D1strlct Oifxce shall effect the 1mmediate
distribution/delivery of textbooks/teacher ‘s-manuals
;-Jeoelved from: publlshers/pub11shers authorized agents (PAAs):

al1 schools in: the dlstrlct

DECS Off1c1a1 all levels should 1n1tiate measures to*

maximize use: oi both old and new tuxtbooks and teacher '8

o manudl

_'DBCbRO ar DECSDOb should not agree to publlsher/PAAs
codeldivery ot ordered {extbooks: and/or teacher’s manuals for

AT entite reg1on or ‘division ‘to the DECSRO ‘or DECSDO only.

Publishers should be required to effect ‘delivery of books to
district offices ‘and high schools.  DECSRO and DECSDO -

-Offlc1als ate not: aLIQWeﬂ “to.accept any monetary or . non=-
Lmonetary oonsmderatlon from any publlshor/PAA to perform the
:}1equ1red de11ve1y of bookw to dlstrxcts and/or high schools.

¢ pmsm RHFRS/PUBLISHLRS FORWARDERS

"fPubl1ﬁher qha]l fo Iow paokag1ng spoc1f1catxons COﬂtﬂlﬂed 1nf
cooAnnex 3 of this DECS Memorandum (i.e., text entries to bev
'1:pr1nted o1 the corrugated boxes oontaxnang books)




2. Publishers or-publishers: authorigzged agents (PAAs) shall
oomotify DECS Regional and Division Offices about their =
respective delivery’sbhedules'to~diatrict_officés and . high v
schools at least 15 days prior to conduct of actual = o
deliveries to these offices/schools. el T,

copy of publisher’s contract with fbrWardexsiprior tofany
delivery made in a particular region. , B R e

':3;  Publisher shall also provide DECSRO and DECS IMC§ eaéh'a

s Fach - Publisher or PAAs of a specific textbook and teacher’s

o manual shall effect deliveries to all district offices and
o high schools in all regions wherte they have an order within
105 -calendar days reckoned from the last day all DECSROs
issued the necessary purchase orders for their specific
‘textbook and teacher’s manual to be funded out of the CY1997 = -

lumpsum  appropriation for instructional materials ‘or from

s dwly 1551998 whichever is earlier: REREREENN : SRt

5. Publishers or PAAs shall only effect deliveries during
oooregular-office hours during Monday,to.Friday'every'weeki'
cexcluding holidays. ' . . e L e

e In o trulye exceptional cases “wherein publisher/PAA
cosignify/admit inability to effect delivery of ordered books
~to specific district offices and high schools or when the
~authorized DECS official is not presént during a scheduled
~delivery, ' proper arrangemént - should be made by
~publisher/PAA with the DECS Division Office concerned to
callow delivery of ordered books to the nearest/next best
~location/office/school, Publisher/PAA should secure written
cipermission/agreement of “DECSDO Superintendent or OIC in such
©oinstances and relay this information to the concerned

B.  ACCEPTANCE OF DELIVERED TEXTBOOKS AND TEACHER’S MANUALS

- DECS REGIONAL/DIVISION/DISTRICT OFFICES AND SCHOOLS

leDistrict supervisors/designated property custodians/school = -
cocgdministrators are hereby given the authority to-"insgpect and:
\ ooraccept oo the deliveries made- by publishers ot  PAAs. ' Thése
b officials should be advised to indicate problems/issues
: o ~during delivery in the delivery receipt. The aforementioned
~officials shall be authorized to sign the original delivery
~receipts which must be returned to the publisher ‘or PAAs .
ivevy o forwarder ). oA copy of the delivery receipt must be
“retained by the above officials for record purposes. e

2. District/high school officials should ensure that adequate.
ovoand proper storage space will be available for the textbooks
and  teacher’s manuals to ‘he ‘deélivered to their
offices/schools, ' . T T ' FGE

3. District/high school officials should report any discrepancy

ooovas toothe titles and/or quantity of delivered materials to
“their offices/schools and/or problems/issues encountered re.
~deliveries of ordered books within five to ten (5-10)

7

/




:ftalendar dayq to thexr respectxve DECS Division Oifice.
DECS  Division: Off:ces should consolidate all these

leporls/prob]ems/L sues and submit these to their respectxve-

 3DEC Regional Office (ALLent1on "Regional: Task Force on
::Textbook Procurement) for 1mmediate action." ' :

i:PAYMENT FOR DLLIVEREB TEXTBOOKS AND TEACHER S MANUALs:

e
BT

_}vncs RFGlONAL OFFIQE

.Q:DbCSRO shall proce s payment to: each pub11sher w1th1n th1rty:
'T'(BO) calendax days from receipt of the: f0110w1ng documents~

5;a;_  0r1&1na1 sale ;invn1ce>'

i;b;  ;0r1g1na1 purchase order |

'fd; ﬁ'Cert1f1ed copv of the perfcrmance bond

‘:d;‘ ?DECS IMCS 1n$pect10n report (see Annex 2)

fzéfifTest results 1from the Department of Scxence “and

~Technology re. the quality of printing. paper: used 1n:
the prmduct1on ot bomks &nd corrugated boxeq used
i packaglng tha e books : - o

viﬂf@510r1g1na1 delxvery rece1pt {s1gned by d1str1ct

supervisor/designated: property custod1an/sch001v

iadm1nxstrat01/p11nc1pa1 nr_jother author1zed DECS
: nff1c1a1 R G : :

fig;i. ert1fled copy of publlsher s consolldated dellvery

.]eport (note:  publisher ‘entitled to first payment of
50% of contract price up0n delivery of 60% of total
orders; second payment of 40% upon delivery of 1 100%;
and final payment after 30 days after final: de11very of

_ ﬂ-boaks to rec1p1ent d1str1ct offlces/schools 1n a
:f'reg1on) : e = :

::h.j110ert1i1ed copy of 1nsurance COVElage from GSIS

, Pertlfted copv oi Guarantee Bond secured from USIS (for-
: ixnal payment QnIy) S

T}ﬁi},oworn statement qhowxng 1haL al] taxes,idut1es and

obligations 1ncurr&d in connection with the order have

been duly paid for, 1nclud1ng salaries and wages due

ita employees.lnvolved in the performance ot the
-:.vontract (fcr f1nal pavment only)

ab/062498
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3 .. 1.3 No print-thru.

" /1.5 Freg from hickeys.

e

Loaniiern oDATE:

T DECSIMCS INSPECTION REPORT EORM NO. 4488

Title of Texthook:

Quantity:

.Dcm:« ncﬂ_‘n_ 5 the _u-mwm moon._ AT
. LYES

_u_._nw:m is m:_wom.: m:n Qmm: H

M m Calars are bright.

1.4 No'ink wncaa_m.m n.: Sm_w_:m i

1.6 Execeilent -mm_m?mm_o:..

Quality Control in the Binding

PerfectBinding - yEs

3.1.1, Collating is in proper order.

:48.1.2. Sping’is fiat and even.

311.3. Glue thickness is correct. -

3.14, Spine Corners are square.

3.1.5. Side gluing is satisfactory..

3.1.6. Scoring is true and straight.

. INSPECTED BY:

NAME:
POSITION:

.. REPRESENTATIVE::

Umnm _/ﬂmqwcgolﬁh g%.ﬂﬁ—ﬁ.»hm OO&ZGF mﬁﬂﬁm.ﬂ#akﬁ
Dd.»:‘ﬂw. OO?.HWOﬁ IN mMMO‘EOA HMH.OEH

Publisher; -

Printer: *.

CEOETIRIR0  Quality Control in the Folder -

2.1 Allfolds falis on the fold guides.
: 2.2 Perforating falls on the Toid lings

2.3 All corners are square. ...

- /2.4 Folded signatures are flat. 05

Trimming

3.2.1.°All cormers are square.:

3 m 2. Texbooks size'is in mono&mnnm
With specifications ©

3.2 m Text lines are vmqm_um“ to'top msu

- bottom edges.
3.24.Page indicators %m_ﬁ on H:m same

“ispot. i :
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