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SCHOOLS DIVISION OFFICE OF BATAAN 

DIVISION MEMORANDUM 
No. S<!,l , s. 2024 

DEC 16 2024 

DISTRIBUTION OF LAPTOPS FOR PUBLIC ELEMENTARY TEACHERS AND 
JUNIOR HIGH SCHOOL DEPARTMENT HEADS 

To: Assistant Schools Division Superintendent 
Chiefs of Division, CID and SGOD 
Education Program Supervisors 
Public Schools District Supervisors 
Elementary and Junior High School Principals 
District ICT Coordinators and School Property Custodians 
Elementary and Junior High School ICT Coordinators 
Elementary and Junior High School Property Custodians 
All Others Concerned 

1. This office informs all concerned for the Distribution of Laptops to Pblic
Elementary Teachers and Junior High School Department Heads scheduled on 
December 19, 2024, at Bataan People's Center, Capitol Compound,
Balanga City, Bataan starting from 6:00 AM to 2:00 PM.

2. Attached is the Program of Activities and color-coded seat plan per District for 
reference.

3. Teacher and Department Head recipients must submit the following 
documents to their respective School Property Custodian by December 16, 
2024. These documents can be accessed and downloaded online: 
https://tinyurl.com/SDOBTN2024LAPTOPDOCS

a. Two (2) copies of Kusang Loob na Pangako, duly signed by Recipient,
School Property Custodian and School Head, in wet signatures;

b. Two (2) copies of scanned Official DepEd Employee ID (Red), duly signed 
with three (3) specimen signatures per copy;

c. Two (2) copies of Inventory Custodian Slip, duly signed by Recipient in 
wet signatures; and

d. Two (2) copies of Masterlist of Recipients within the district, with laptop 

unit serial number, duly prepared by District Property Custodian.

Each school must submit two (2) folders containing all the required 

documents for the teacher and department head recipients within their 

school.
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