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FROM - SOC/‘!:?\%LA ROSA, CESO VI

Schools Division Superintendent;b’

SUBJECT : INVENTORY OF ICT EQUIPMENT AND RETRIEVAL OF DEFECTIVE IT EQUIPMENT
TO SDO OFFICES/SECTIONS

DATE : June 26, 2018

One of the Division ICT unit functions is to “Manage and Maintain the Information and
Communication Technology (ICT) Systems and Infrastructure of the divisions to effectively
support operations.”

In relation to this, the SDO-IT unit will conduct an inventory of ICT equipment to
determine, check and assess IT equipment/devices whether it is in good condition, needed to be
replaced or beyond repair. The defective units must be retrieved/returned at the Supply Office
and be properly coordinated with the IT unit for final diagnosis before the disposal of the said
defective IT equipment/devices. Further, you are advised to coordinate with the ICT unit for the
request of new or replacement of IT equipment/devices needed in your Office for some
recommendations about the specifications and the quality of the IT equipment to be bought or
replaced and other IT related concerns using the attached form.

For information, guidance and compliance.
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JEMMIFER B. METICA
Information Technology Officer-l

SOCORRO V. DELA ROSA, CESO VI
Schools Division Superintendent
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