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DIVISION MEMORANDUM
No.97 s 2018
TO:  Assistant Schools Division Superintendent
Division Chief
Unit Heads

All Concerned Division Personnel

CONDUCT OF PREVENTIVE MAINTENANCE TO DIVISION-ISSUED ICT EQUIPMENT

1. This Office announces the conduct of preventive maintenance to division-issued ICT
equipment that will commence on July 23, 2018. During the conduct of the said activity, the
ICT Services Unit will inspect, identify and handle emergent issues of all division-issued ICT
equipment, including desktop computer, laptop computers, printers and peripherals.

2. In this regard the following actions are to be done by the end users before the conduct of the
preventive maintenance:

a. Backup important files in removable storage devices like optical disk (CD or DVD)
and flash drives.

b. Transfer all personal files into a removable storage device.

c. Remove unused icons on the computer desktop.

d. Uninstall irrelevant software programs.

3. The ICT Services Unit shall follow the guidelines stated in DepEd Order No. 85, 5. 2010 -
Guidelines on the Proper Use of Computer and Network Facilities in all DepEd Administrative
Offices and Schools.

4. Enclosure No. 1 is the Preventive Maintenance Plan.

5. Immediate dissemination of this memorandum to all concemed is enjoined.

Waoen]

GERMELINA H. PASCUAL, CESO V
Schools Division Superintendent

wehbsite: www.depedcsjdm.weebly com @ e-mail: sanjosedelmonte.city@deped pov.ph ® telefax: (044) 815-2815
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