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FOREWORD 

The Department of Education – Schools Division Office of 
Mandaluyong city, as one of the National Government Agencies 
whose mandate is to formulate, implement and coordinate 
policies, plans, programs, and projects in the areas of formal and 
non-formal basic education.  

It supervises 24 elementary and secondary education institutions, 
including alternative learning systems, both public and private, and 
provides for the establishment and maintenance of a complete, 
adequate, and integrated system of basic education relevant to 
the goals of the national development.  

In view of R.A. 11032 requiring all government agencies to have a 
Citizen’s Charter, the different offices have worked together to craft 
its own Citizen’s Charter with the aim to communicate the service 
standards of the external and internal services that we provide to 
our clients.  

DR. ROMELA M. CRUZ, CESO VI 
Schools Division Superintendent 



 

I. Brief History of the Philippine Education System

Education in the Philippines has undergone several stages of development
from the pre-Spanish times to the present. In meeting the needs of the society,
education serves as a focus of emphases/priorities of the leadership at certain
periods/epochs in our national journey as a race.

Table 1. Evolution of the Official Name of Department of Education and Its Titular Head 

Year 
Official Name of 

Department 

Office Titular 

Head 
Legal Bases 

1898 

Department 

Secretaryship of 

Police and Internal 

Peace and Order, 

Justice, Education 

and Hygiene 

Department 

Secretary 

Decree of June 23 

1898 of President 

Emilio Aguinaldo 

1901 – 1916 
Department of 

Public Instruction 

General 

Superintendent 

Act. No. 74 of the 

Philippine 

Commission, Jan. 21, 

1901 

1916 – 1942 
Department of 

Public Instruction 
Secretary 

Organic Act Law of 

1916 (Jones Law) 

1942 – 1944 

Department of 

Education, Health 

and Public Welfare 
Commissioner 

Renamed by the 

Japanese Executive 

Commission, June 11, 

1942 

1944 

Department of 

Education, Health 

and Public Welfare 

Minister 

Renamed by 

Japanese Sponsored 

Philippine Republic 

1944 
Department of 

Public Instruction 
Secretary 

Renamed by 

Japanese Sponsored 

Philippine Republic 

1945 – 1946 

Department of 

Public Instruction 

and Information 

Secretary 

Renamed by the 

Commonwealth 

Government 

1946 – 1947 
Department of 

Instruction 
Secretary 

Renamed by the 

Commonwealth 

Government 

1947 – 1975 
Department of 

Education 
Secretary 

E.O. No. 94 October 

1947 (Reorganization 

Act of 1947) 

1975 – 1978 

Department of 

Education and 

Culture 

Secretary 

Proc. No. 1081, 

September 24, 

1972 

1978 – 1984 

Ministry of 

Education and 

Culture 

Minister 

P.D. No. 1397, June

2, 1978



 

1984 – 1986 

Ministry of 

Education, Culture 

and Sports 

Minister 

Education Act of 1982 

1987 – 1994 

Department of 

Education, Culture 

and Sports 

Secretary 

E.O. No. 117. January 

30, 1987 

1994 – 2001 

Department of 

Education, Culture 

and Sports 
Secretary 

RA 7722 and RA 

7796, 1994 

Trifocalization of 

Education 

Management 

2001 - 

present 

Department of 

Education Secretary 

RA 9155, August 2001 

(Governance of Basic 

Education Act) 

In 1947, by virtue of Executive Order No. 94, the Department of 
Instruction was changed to the Department of Education. During this period, 
the regulation and supervision of public and private schools belonged to the 
Bureau of Public and Private Schools. 

In 1972, it became the Department of Education and Culture by virtue of 
Proclamation 1081 and the Ministry of Education and Culture in 1978 by virtue 
of P.D. No. 1397. Thirteen regional offices were created and major 
organizational changes were implemented in the educational system. 
The Education Act of 1982 created the Ministry of Education, Culture and 
Sports which later became the Department of Education, Culture and Sports in 
1987 by virtue of Executive Order No. 117. The structure of DECS as embodied 
in EO No. 117 has practically remained unchanged until 1994 when the 
Commission on Higher Education (CHED), and 1995 when the Technical 
Education and Skills Development Authority (TESDA) were established to 
supervise tertiary degree programs and non-degree technical-vocational 
programs, respectively. 

The Congressional Commission on Education (EDCOM) report provided 
the impetus for Congress to pass RA 7722 and RA 7796 in 1994 creating the 
Commission on Higher Education (CHED) and the Technical Education and 
Skills Development Authority (TESDA), respectively. 
The trifocal education system refocused DECS’ mandate to basic education 
which covers elementary, secondary and non-formal education, including 
culture and sports. TESDA now administers the post-secondary, middle-level 
manpower training and development while CHED is responsible for higher 
education. 

In August 2001, Republic Act 9155, otherwise called the Governance of 
Basic Education Act, was passed transforming the name of the Department of 
Education, Culture and Sports (DECS) to the Department of Education (DepEd) 
and redefining the role of field offices (regional offices, division offices, district 
offices and schools). RA 9155 provides the overall framework for (i) school 
head empowerment by strengthening their leadership roles and (ii) school- 
based management within the context of transparency and local accountability. 
The goal of basic education is to provide the school age population and young 



 

adults with skills, knowledge, and values to become caring, self-reliant, 
productive and patriotic citizens. 

II. DepEd Management Structure

To carry out its mandates and objectives, the Department is organized 
into two major structural components. The Central Office maintains the overall 
administration of basic education at the national level. The Field Offices are 
responsible for the regional and local coordination and administration of the 
Department’s mandate. 

In 2015, the Department underwent a restructuring of its office functions 
and staffing. The result of which was the Rationalization Plan for the new 
organizational structure. Details of the new structure are further explained in 
DepEd Order No. 52, series 2015 also known as the New Organizational 
Structures of the Central, Regional, and Schools Division Offices of the 
Department of Education. 

Figure 1. DepEd Organizational Structure per DO. 52 s, 2015 

Following the Rationalization Plan structure, the Office of the Secretary (OSEC) 
at the Central Office oversee and manages five (5) different strands and 
supported by bureaus, services, and divisions. DepEd operates with nine (9) 
Undersecretaries and five (5) Assistant Secretaries in the following areas: 



 

● Curriculum and Instruction
● Finance and Administration
● Governance and Operations
● Legal and Legislative Affairs
● Strategic Management

● Field Operations

Five (5) attached agencies: 

● Early Childhood Care and Development (ECCD) Council
● National Book Development Board (NBDB)
● National Council for Children’s Television (NCCT)
● National Museum

● Philippine High School for the Arts

Three (3) coordinating councils: 

● Adopt-a-School Program (ASP) Coordinating Council
● Literacy Coordinating Council (LCC)
● Teacher Education Council (TEC)

●

Figure 2. DepEd Organizational Structure per DO. 52 s, 2015 
REGIONAL OFFICE 

At the sub-national level, the Field Offices consist of the following: 

● Seventeen (17) Regional Offices including the Bangsamoro
Autonomous Region in Muslim Mindanao (BARMM*), each headed by
a Regional Director (a Regional Secretary in the case of BARMM).



● Two hundred twenty-three (223) Provincial and City Schools Divisions
Offices, each headed by a Schools Division Superintendent.

Figure 3. DepEd Organizational Structure per DO. 52 s, 2015 
SCHOOLS DIVISION OFFICE 

Under the supervision of the Schools Division Offices are 61,916 schools, 
broken down into Curricular Offering below. Note that data were official based 
on School Year 2019-2020. 

● 44, 916 elementary schools

● 1,824 Junior high schools

● 1,420 Senior high schools

● 7,400 JHS with SHS

● 2,969 Elementary School and Junior High School

● 3,394 All Offerings

III. Mandate:

The Department of Education was established through the Education 
Decree of 1863 as the Superior Commission of Primary Instruction under a 
Chairman. The Education agency underwent many reorganization efforts in the 



 

20th century in order to better define its purpose vis a vis the changing 
administrations and charters. The present-day Department of Education’s 
mandate was established through Republic Act 9155, otherwise known as the 
Governance of Basic Education Act of 2001. 

The aforementioned RA substantially provides that the Department of 
Education (DepEd) formulates, implements, and coordinates policies, plans, 
programs and projects in the areas of formal and non-formal basic education. 
It supervises all elementary and secondary education institutions, including 
alternative learning systems, both public and private; and provides for the 
establishment and maintenance of a complete, adequate, and integrated 
system of basic education relevant to the goals of national development. 

IV. Vision:

We dream of Filipinos who passionately love their country and whose 
values and competencies enable them to realize their full potential and 
contribute meaningfully to nation building. 

As a learner-centered public institution, the Department of Education 
continuously improves itself to better serve its stakeholders. 

V. Mission:

To protect and promote the right of every Filipino to quality, equitable, 
culture-based, and complete basic education where: 

a. Students learn in a child-friendly, gender-sensitive, safe, and motivating
environment. Teachers facilitate learning and constantly nurture every
learner.

b. Administrators and staff, as stewards of the institution, ensure an
enabling and supportive environment for effective learning to happen.

c. Family, community, and other stakeholders are actively engaged and
share responsibility for developing life-long learners.

VI. Service Pledge:

The Department of Education is committed to providing learners with 
quality basic education that is accessible, inclusive, and liberating through: 

● Proactive leadership

● Shared governance
● Evidence-based policies, standards, and programs
● A responsive and relevant curriculum
● Highly competent and committed officials, and teaching and non- 

teaching personnel

● An enabling learning environment



LIST OF SERVICES 

Accounting 
1. Liquidation of Cash Advances
2. Processing of Disbursement Vouchers

Budget 
1. Budget Monitoring and Reporting in the Unified Reporting

System of DBM (On-Line Reporting of Actual Budget
Utilization)

2. Budget Monitoring and Reporting of Monthly Flash Report of
Actual Budget Utilization

3. Budget Monitoring and Reporting of Quarterly Budgetary &
Financial Accountability Reports (BFARs)

4. Budget Preparation for Annual Appropriation for the
Succeeding Year

5. Posting/Updating of Disbursement
6. Processing of Allotment for Seminar, Workshop, Activity or

Training (ORS MOOE)
7. Processing of Obligation Request Status for Payment of

Personnel Services (PS)
8. Submission of Budget Execution Document No. 1 Physical

and Financial Plan

Cash 
1. Handling of Cash Advances
2. Issuance of Official Receipt
3. Liquidation of Disbursed Funds

Curriculum Implementation Division 
1. Access to LRMDS Portal and Division CIDigital LR Portal
2. Alternative Learning System Enrolment
3. Borrowing and Returning of Books from and to the School

Library
4. Borrowing Procedures for Books and other Materials Over

Night
5. Program Work Flow of Submission of Contextualized Learning

Resources
6. Quality Assurance of Supplementary Learning Resources



General Services 
1. Housekeeping and Maintenance 
2. Motor Vehicle Management and Maintenance Services 
3. Provision for Service Vehicle 
4. Use of Facilities and Equipment 
5. Workplace Safety and Security 

 
ICT 

1. Troubleshooting of ICT Equipment 
2. Uploading of Publications 
3. User Account Management for Centrally Managed Systems 

 
Legal 

1. Filing of Complaints 
2. Issuance of Certificate of No Pending Case for Non-Teaching 

Personnel 
3. Request for Correction of Entries in the School Records 

 
Personnel 

1. Application for ERF (Equivalent Record Form) 
2. Application for Leave 
3. Application for Permit to Teach 
4. Application for Reinstatement from Leave 
5. Application for Retirement 
6. Application for Sabbatical/Study Leave 
7. Foreign Travel Authority Request on Official Time or Official 

Business 
8. Issuance of Certificate of Employment 
9. Issuance of Certification of PhilHealth Remittances 
10. Issuance of Service Record 
11. Loan Approval and Verification 
12. Processing of Application (New Teacher-Applicants) 
13. Processing of Application (Non-Teaching Related) 
14. Processing of Appointment (Original, Reemployment, 

Reappointment, Promotion and Transfer) 
15. Processing of Terminal Leave Benefits 
16. Request for Correction of Name and Change of Status 
17. Submission of Employment Application (Non-Teaching-

related) 
18. Submission of Employment Application (Teaching-related) 



19. Submission of Employment Application for Teacher I Position
20. Submission of Supplementary Payroll

Public Affairs 
1. Public Affairs

Quality Management System 
1. Control of Documented Information
2. Handling of Client Satisfaction
3. Handling of Non Conforming Services
4. Internal Quality Audit
5. Management Review
6. Risk Management

Records 
1. Certification, Authentication and Verification of School

Records
2. Issuance of Requested Documents (CTC and Photocopy of

Documents)
3. Issuance of Requested Documents (Non-CTC)
4. Issuance of Requested Documents in Certified True Copy

(CTC) and Photocopy
5. Issuance of School Forms, Certifications, and other School

Permanent Records
6. Receiving and Releasing of Incoming and Outgoing

Communication
7. Records Disposal
8. Records Management System

SGOD 
1. Enrollment (Default)
2. Enrollment (Online)
3. Request for Basic Education Data (External Stakeholder)
4. Request for Basic Education Data (Internal Stakeholder)
5. Request for Data for EBEIS/LIS/NAT and Performance

Indicators
6. School Learning and Development

Supply and Property 
1. Acceptance and Distribution of Textbook, Supplies and

Equipment



2. Distribution of Printed Self-Learning Modules in Distance
Learning Modality

3. Laboratory and School Inventory
4. Property and Equipment Clearance Signing
5. Requisition and Issuance of Supplies
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Department of @lucation
National Capital Region

Schools Division Office - Mardaluyong Ci

2. For the information, guidance, and compliance of all
purpose of implementing ISO 9O01:2O15 Quality Management S

M. CF,SE
Assistant ols Division Superintenden

lCer In-Charge
Oflice of the Schools Division Superintendent

Encl. : As stated
Reference: NONE

To be indicated in the PerDetual Ildcr
Under the lollowing subjects:

PROCEDURE

SVO/JDSM/ SepteIr,ber 24, 2021

3

for the

OfEce of the Schools DaYision
Superintendent

OFFICE MEMORATDIIM
No. oe - 'f '+ , s.2O2l

DEPI,OYMENT OF FIN.SOP-OOg REVISION 01
TTTLED AS LrQrrrDATrOr{ OF CASIH ADVANCES

To: Offrcer In-Charge, Office of the Assistant Schools Division Superintendent
Chief Education Supervisors, CID and SGOD
Officials, OSDS, CID and SGOD
AII Others Concerned

l. This Office hereby deploys the approved Standard Operating Procedure with
the following details:

Process Title: Liquidation of Cash Advances
Document No. FIN-SOP.OO9
Revision o1
Effective Date September 27 , 2O2l
Process Orrmer: Krizel A. Tayag

Septembcr 24,2021

,3@X c"lb"ros St., Brcy. Highway Hills, Mandaluyong City

6rcLA oioi ,s"stsgzi. oo 7ss61263 ' clo 7ess2ss7 o sGoD 8s34e810

W sdo.mandaluyong@deped'govph'www'depedmandaluyong'org k

3 <:,



CONTROLLED COPY

Standard Operating Procedure
prcscribed to

. DepEd Citizen's Charter,

' RA 11032 Ease of Doing Business Act,
. EO 2. s. 2016 Frsodom of lnfo. Acl
o RA'10173 Data Privacy Acl

Process 'l-itle: Liquidation of Cash Advances Document No.: FtN-SOP-009

Revision: UIObjective: To establish a system to monitor the submission of
cash advance liquidations by non-implementing
units as well as the checking and submission of
the same to the Resident COA Auditor

Effective Date: September 27,2021

EODB
Classification:

Simple
1-3 days

Complex
4-7 days

Z Highly Technical
8-20 days

Pages: 3

Schools Division Office of Mandaluyong

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Disbursement Report folder with supporting
documents

Non-lmplementing Unit School

Llquidation Report folder with supporting
documents

Accountable Officer/Employee

Client Steps

1. The Records
Section forwards
Disbursement
Report (DR)
submitted by the
Non-lmplementing
Unit school in two
(2) copies.

The Accountable
Officer/Employee
submits the
Liquidation Report
(LR) in two (2)
copies

Agency Action Fees to
be Paid

Processing
Time

Person
Responsible

Senior
Bookkeeper

1 5 minutes1.1 The assigned Senior
Bookkeeper receives the DR/LR,
records the date and time and affixes
his/her signature in the Pre-Audit
Tracking of
DisbursemenULiquidation Report
(Tracking/Certification Form).
DRs/LRs recoived beyond 5:00 PM
shall be considered as submitted the
following working day

Senior
Bookkeeper

8 daysNone'1.2 The Senior Bookkeeper checks,
assesses, evaluates, gives feedback
on the completeness and accuracy
of the required suPPorting
documents based on Govemment
Accounting Manual and COA
Circular 2012-001

Senior
Bookkeeper

10 minutesNone1.3 lf the DR/LR is incomPlete or

needs compliance, the Accounting
Staff indicates the feedback and

recommendation in the Pre-Audit
Findings/Recommendations
Feedback Form

1

None

The folder and all its attachments
are placed in a bin with UV lights as
a safety measure



2. The
Non-lmplementing
Unit school or
Accountable
Officer/Employee
complies with the
pre-audit feedback
by personally
submifting the
lacking documents
to the Accounting
Unit

None Senior
Bookkeeper

5 days Non-implementing
Unit School or
Accountable

Ofiicer/Employee

2 days Senior
Bookkeeper

2.2 lf all details are complied, the
Senior Bookkeeper enters the
data/amount to the Enhanced
Financial Reporting System (eFRS).
Separate monitoring sheets shall be
updated for the following:

1. SemiExpendable items
2. Taxes withheld

lf the school concerned failed to
comply with the recommendations,
the transaction involved and its
corresponding amount shall not be
considered liquidated

None Senior
Bookkeeper

None 3 minutes Division
Accountant

2.3 The Senior Bookkeeper forwards
the DRYLR to the Division
Accountant, records date and time
and affixes name/signature in the
Pre-Audit Tracking of
DisbursemenUliquidation Report
(Tracking/Certifi cation Form)

Division
Accountant

l dayNone2.4 The Division Accountant reviews
the DR/LR and approves the entry in
the eFRS and prints the
corresponding Journal Entry
Voucher (JEV)

2

1.4 The Feedback Form is
communicated to the concemed
Non-lmplementing Unit school or
Accounta ble Ofiicer/Employee

5 minutes

None

2.1 The Senior Bookkeeper
re-evaluates submitted requirements
for completeness and accuracy. The
Accounting Staff gives updated
feedback in the "Remarks" column of
the Pre-Audit
Findings/Recommendations
Feedback Form

None

10 minutes



2.5 The Accountant then releases
the signed DR/LR with JEV and
records the date and time and affixes
his/her name/signature in the
Pre-Audit Tracking of
DisbursemenULiquidation Report
(Tracking/Certification Form)

3 minutes Division
Accountant

2.6 The Senior Bookkeeper submits
the DR/LR to the Office of the
Schools Division Superintendent for
signature

None 5 minutes Senior
Bookkeeper

2 steps 10 steps None 16 days and
51 minutes

Freedom of lnformation Statement
This document will be published intemally and extemally. Any

data ftom this process can be requested throuqh
httos://foi.oov.oh

Any data from this process are processed for the
implementing a Quality Management System. All

processed in accordance with the Data Priva

purpo{ot
oiftu'o'

Oata Privacy Slatement

KRIZEL A. TAYAG

Prepared by:

Accountant
DR. AURELIO G.

orc,
CESE

Reviewed by:

DR.

App

CESE
OIC, SDS

ELA M. C

None

^M",ASDs\
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OFFICE MEMORAITDIIM
No. 09 - .i3 , s.2O2L

DEPLOYMEITT OF FIN-SOP-OO8 REVISION 01
TITLED AS PROCESSING OF DISBI'RSEMENT VOUCHIRS

To: Officer In-Charge, O{fice of the Assistant Schools Division Superintendent
Chief Education Supervisors, CID and SGOD
Officials, OSDS, CID and SGOD
All Others Concerned

1. This Office hereby deploys the approved Standard Operating Procedure witJ
the following details:

Process Title: Processing of Disbursement Vouchers
Document No.
Revision: 01
E{fective Date: September 27 , 2O2l
Process Owner: Krizel A. Tayag

2. For the information, guidance, and compliance of all con for the
purpose of implementing ISO 9001:2O15 Quality Management Sys

RO M. , CESE
Assistant Sch ls Division uperintende ,4

cer In-Charge
Office of the Schools Division Superintendent

Encl. :

Reference
As stated
NONE

To be indicated in the Perpctud l8der
Under the following subjects:

PROCEDURE

SVO/JDSM /Septe mber 24, 2O2 l

Calbayog 5t., Brgy. Highway Hills, Mandatuyong City
osDs 79555921 . AO 79561263 . CtD 79552557 . SGOO 85349810
sdo.mandaluyong@deped.gov.ph . www.depedmandaluyong.org

I

i

FIN.SOP.OOS
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CONTROLLED COPY

Standard Operating Procedure
prescibed to

. DepEd Citizen's Chartor,

. RA 11032 Ease of Doing Business Act,

. EO 2, s- 20'16 Freodom of lnfo Act

. RA'10173 Data Privacy Act

Document No.:Processing of Disbursement Vouchers

01Revision

September 27,2021Effective Date:

Objective:

2Pages:! simpte
'l-3 days

complex
4-7 days

Highly Technical
8-20 days

Schools Division Office of Mandaluyong

Process Title:

1. The Budget
Unit forwards the
Obligation
Request and
Status (ORS)
together with the
supporting
documonts and
attachments

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Obligation Request and Status (ORS) Budget Unit

Supporting Documents and Aftachments https://bit.lylRevisedChecklist

Processing
Tlme

Person
Responsible

Fees to
be Paid

Agency ActionClient Steps

None 5 minutes Senior
Bookkeeper

1.1 The Senior Bookkeeper receives
the ORS from the Budget Unit

1.2 The Senior Bookkeeper checks
for the completeness of the
supporting documents as per COA
Circular 2012-001

None 30 minutes Senior
Bookkeeper

None 5 minutes Senior
Bookkeeper

2.1 The Senior Bookkeeper
re-checks the completeness of the
supporting documents

None 15 minutes Senior
Bookkeeper

1

FtN-SOP-008

To establish a system of processing Disbursement
Vouchers effectively and efficiently to ensure
timely delivery of services to the Schools Division
Office's clients.

EOOB
Classilication:

1.3 lf supporting
documents/attachments are
incomplete, the Senior Bookkeeper
shall return the documents to the
party concerned for compliance

2. The requesting
party completes
the lacking
documents/attach
ments and
resubmits the
same to the
Accounting Unit



None 5 minutes

2.3 For applicable transactions, the
Senior Bookkeeper shall also prepare
the List of Due and Demandable
Accounts Payable - Authority to Debit
Account (LDDAP-ADA)

1 . Three (3) copies for creditors
enrolled in the Electronic
Modified Disbursement
System (eMDS) facility of the
Land Bank of the Philippines

2. Six (6) copies for creditors not
enrolled in the eMDS

5 minutes Senior
Bookkeeper

2.4 The LDDAP-ADA and DV
together with lhe ORS and its
supporting documents is forwarded to
the Division Accountant for signature

None Senior
Bookkeeper

2.5 The Division Accountant counter
checks the supporting documents for
completeness and validity

None 15 minutes Division
Accountant

2.6 Once checked, the Division
Accountant then signs the Box C of
the DV and the attached
LDDAP-ADA

None 5 minutes Division
Accountant

None 3 minutes Division
Accountant

2.8 The Accounting Staff assigned
releases the signed documents to the
appropriate ofiice concerned for
approval and signature on Box A of
the DV

None 5 minutes Accounting Staff

2 steps 11 stepg None 96 minutes

Freedom of lnformation Statement
This document will be published internall

data from this process can be req
y and extemally. Any

uested through
httos:// qov.oh

Any data from this process are processed for the
implementing a Quality Management System. All

purp

tn accordance with the Pflva

Oata Privacy Statement

p
ll be

of

""o""liJo#,o"oo
Accounlant , CESEDR. AURELIO G

Reviewed by:

orc, As
DR.

Ap

CESEELA M. C
OIC, S

2

2.2 The Senior Bookkeeper shall then
encode and prepare the
Disbursement Voucher (DV) in the
Enhanced Financial Reporting
System (eFRS) in two (2) copies

1. lf applicable, withholding tax
shall be computed and
deducted to the total amount
payable

Senior
Bookkeeper

None

3 minutes

2.7 The Division Accountant foMards
the signed LDDAP-ADA and DV with
all the attachments to the Accounting
Staff assigned for releasing
documents

Data
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BY

DATE
Schools Division Oflice - MandaluYo Ci

Offrce ot the Schools Division
Superintendent Septeaber 2L,2O2L

DEPLOYMENT OF FIIT-SOP.OO3 RTVISION 01 TITLED AS

BI,DGEf,MoITIToRINGAIIDREPoRTINGIITTHEI,NIE.IEDREPoRTING
sYsTEMor.DBM(oI{.LINEREFoRTINGoFACTUALBI,DGETUTILIZATIoNI

To: Oflicer In-charge, offrce of the Assistant schools Division Superintendent
Chief Education Supervisors, CID and SGOD
O{Iicials, OSDS, CID and SGOD
A11 Others Concerned

l.ThisO{ficeherebydeploystheapprovedStandardoperatingProcedurewith
the following details:

For the information, guidance, and compliance of all con ed for the

(

2
purpose of implementing ISO gOOl:2O15 Quality Management Sys

RO M.
Assistant Sch Division uperintendentrr/

flicer In-Charge !
Office of the chools Division SuPerinten

Encl. : As stated
Reference: NONE

To be indicated in the PerDetud lttdex
Under the following subjects:

PROCEDURE

SVO/ JDSM / SePt ember 2 l, 2O2 |

CESE

b

Budget Monitoring and
ReporLing System of DBM (

Reporting in the Unifred
On-line Reporting of Actual

UtilizationBu
FIN-SOP-OO3Document No.

Revision:
Se tember 22 2027Effective Date:
Ma. Cecilia Z. TriaProcess Owner:

Calbayog St., BrgY. HighwaY Hills, Mandaluyong City

osDs 7i555921. Ao 79561263. clD 79552557 ' sGoD 85349810

sdo.mandaluyong@deped.gov ph' www depedmandaluyong'org

I ..--,- .,.

OFFICE MEMORANDIIM
xo.0\-?') s,2o2r

Process Title:

01



CONTROLLED COPY

Schools Division Office of Mandaluyong

Standard Oirerating Procedure
prescribed to

. OepEd Citizen's Charter,

. RA 11032 Ease of Doing Businsss Ac{,

. EO 2. s. 2016 Fr€edom of lnfo. Act

. RA 10'173 Data Pdvacy Act

Process Title: Budget Monitoring and Reporting in the Unified
Reporting System of DBM (On-Line Reporting
of Actual Budget Utilization)

Document No. FtN-SOP-003

Objective: To report the actual Quarterly budget utilization
of the Schools Division Ofiice of Mandaluyong

Revision: 01

Effective Date: Seplember 22,2021

EODB
Classification

Simple
'l-3 days

!l Hignv Technical
8-20 days

Page: 1

CHECKLIST OF REQUIREMENTS WHERE TO
SECURE

Financial Accounlability Report No. 1: Statement of appropriations, allotments, obligations,
disbursements and balances by PPA

Budget Unit
Financial Accountability Report No. 'l -A: Summary of Appropriations, Allotments,
Obligations, Disbursements and Balances by Object of Expenditures

Financial Accountability Report No. 1-B: List of allotments and sub-allotments as of the
Quarter

CIient Steps Fees to
be Paid

Processing
llme

Person
Responsible

1. DBM requires quarterly
submission of data in the Unified
Reporting System which is the
basis of the Agency Performanc€
Review (APR)

1-1 Encodes and review Quarterly
BFARS of Division Proper and
ensure the coneclness and
compleleness of the data entries and
submission of BFARS of
lmplementing Units

None 10 days Budget Officer

None

1.3 lnforms DBM ICTSS for the
migration of reports to the nexl
quarter

None Budget Officer

1 step 3 steps None 10 days,75 min.

Data Privacy Statement
Any data from this process are processed for the purposr6f
implernenting a Quality Management System. Alldata yrfll be

plocessed in accrrdance with the Dd6 Pnvacy Ft.

Freedom of lnformation Statement
This document will be published intemally and extemally. Any

data from this process can be requested lhrough
h tlp st//fol. qqv-p[

, CESEoR.

Ap

OIC, SDS
OMELA M. CNSO, CESE

Reviewed by

OIC, AS
DR. AURELIO G.

Prepared by: ,6Arr/
na.c/$lz.kn

Budlet Qlfficer lll

1

!Complex
4-7 days

Agency Action

1.2 lnforms the Head of the Agency
for the Approval and submission of
BFARS

1 5 minutes Budget Officer

60 minutes
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Bepublir ot tbr Dlrilippineg

Department of @Uucstion
National Capital Region

Schools Division Offrce - Mandaluyong City OA
+021*

September 2l,2O2L

0
Office of the Schools Division
Superintendent

OFFICE MEMORANDIIM
No. Ilh- 21 s,2O2lvr -r

DEPI.OYMENT OF FIIT.SOP-OOI RE\IISION 01
TITLED AS BI'DGET MONITORING /TND RTPORTING

OF MONTIILY FLIISH REPIORT OF ACTUAL BI'DGET UTILIZATION

To: OIEcer In-Charge, Oflice of tJ e Assistant Schools Division Superintendent
Chief Education Supervisors, CID and SGOD
Ollicials, OSDS, CID and SGOD
All Others Concerned

l. This Office hereby deploys the approved Standard Operating Procedure with
the following details:

Process Title: Budget Monitoring and Reporting of Monthly Flash
Report of Actual Budget Utilization

Document No. FIN.SOP-OO1
Revision: 01
Effective Date: ternber 22 202r
Process Owner: Ma. Cecilia Z- Tria

2. For the information, guidance, and compliance of all co ed for the
purpose of implementing ISO 9OO1:2015 Quality Management Sys

RO , cEsE
Assistant S s Division uperintenden

cer In-Charge y
b

OIIice of the ools Division Superintenden

To be indicated in the Perpctuql Ipder
Under the following subjects:

PROCEDURE

SVO/JDSM/September 21, 2O2 I

bCalbayog St., Brgy. Highway Hills, Mandaluyong City
OSDS 79555921 . AO 79561.263. CID 79552557. SGOD 85349810
sdo.mandaluyong@deped.gov.ph . www.depedmandaluyong.org

M.

Encl. : As stated
Reference: NONE



CONTROLLED COPY

Schools Division Office of Mandaluyong

Standard Operating Procedure
prescibed to

. OepEd Citizan's Charter,

. RA'11032 Ease ol Doing Business Ac1,

. EO 2, s. 2016 Freodom of lnfo. Aci

. RA 10173 Data Privacy Acl

Process 'l-itle: Budget Monitoring and Reporting of Monthly
Flash Report of Actual Budget Utilization

Document No.: FtN-SOP-001

Objective: To monitor the actual monthly budget utilization
of the Schools Division Office of Mandaluyong

Revision: 01

Effective Date Seplember 22, 2021

EODB
Classiflcation

I Simpte
1 -3 days

Complex
4-7 days

Highly Technical
8-20 days

Page: 2

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Summary of Disbursement Voucher (DV) Accounting Unit

Summary of Report of Advice to Debit Account lssued
(RADAT)

Cash Section

Agency Action Fees to
be Paid

Processing
Time

Person
Responsible

1 . Accounting Unit and Cash
Section forwards summary
of Disbursement Vouchers,
ADA and RADAI via email
(Division Proper) on a
regular basis

lmplem€nting Units submits
Electronic Budget
Monitoring System (eBMS)
file via email on a regular
basis

1.1 Encodes and reviews
the Disbursement
Vouchers, ADA and
RADAI details in the
eBMS

None Budget Staff

1.2 Checks completeness
of data entries

None 30 minutes Budget Staff

None 1 day Budget Officer

1.4 lntegrates Allotment
and Utilization of Division
Proper & lmplementing
Units

None 15 minutes Budget Officer

1.5 Consolidates report None '15 minutes Budget Officer

1 .6 Submits Consolidator
and BMS All Data to
DepEd-NCR Budget Unit

None 5 minutes Budget Officer

Client Steps

60 minutes

1.3 Reviews and analyze
data entries



?
CONTROLLED COPY

via email

'1 .7 Records the report in
the monitoring sheet of
NCR

None 30 minutes Budget Officer

Freedom of lnformation Statem6nt
This document will be publashed intemally and extemally. Any

data from this process can be requested through
httos://foi.qov.oh

Data Privacy Statement
Any data from this process are processed for the purposg,of
implementing a Quality Management System. Alldata yrll be

processed in accordance with the Oata Pivacy f|

"'","'Yr{ftff*,o
BLdgUt Officer lll

DR. AURELIO G.
orc,

CESE

Reviewed by:

DR. CESE
OIC, SDS

M.

1 step 7 steps None 'l day, 2
hours and
35 minutes
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Bepublir of tlrr Srilippines

Nalional Capital Region ..
Schools Division Office - Mandaluyong Ciiy ilxf

-IITTT] '-qw
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J
OfFce of the schools Division
Superintendent

September 2L,2O2L

No. t- s,2O2L

DEPLOYMEI5T OF I'N-SOP-OO2 RTUISION 01 TITLED AS
BITDGET MOMTORTNG AI{D REPTORTTNG OF QU/TRTERLY BTTDGETARY &

FINAITCIAL ACCOUIiTTABILITY REPIORTS (BFARSI

To: Offrcer In-Charge, Oflice of the Assistant Schools Division Superintendent
Chief Education Supervisors, CID and SGOD
Ofticials, OSDS, CID and SGOD
AII Others Concerned

1. This Oflice hereby deploys the approved Standard Operating Procedure with
the following details:

Process Title: Budget Monitoring and Reporting of Quarterly
Budgetary & Financial Accountability Reports (BFARs)

Document No. FIN-SOP-OO2
Revision: 01
Effective Date September 22, 2021
Process Owner: Ma. Cecilia Z. Tria

2. For the information, guidance, and compliance of all ed for the
purpose of implementing ISO 900 I :2O 15 Quality Management Sys

RO M.
Assistant Sch s Division Superintenden\t

!cer In-Charge F
Office of the Schools Division Superintendejt

Encl. : As stated
Reference: NONE

To be indicated in the Perpctuel llder
Under the following subjects:

PROCEDURE

SVO/JDSM/Septenber 21, 2O2l

bCalbayog 51., Brgy. Highway Hills, Mandaluyong City
OSDS 79555921 . AO 79561263. CID 79552557 . SGOD 85349810
sdo.mandaluyong@deped.gov.ph o www.depedmandaluyong.org

-tl 2 '?l

Depsrtment of @Ducation

CESE



CONTROLLED COPY

Schools Division Office of Mandaluyong

Standard Operating Procedure
prescibed to

. DepEd Citizen's Charter,

. RA '11032 Ease of Doing Businoss Act,

. EO 2, s. 2016 Freedom of lnto. Acl

. RA 10'173 Data Privacy Act

Process Title: Budget Monitoring and Reporting of Quarterly
Budgetary & Financial Accountability Reports
(BFARS)

Document No.: FtN-SOP-002

Objective: To submit and report the actual Quartedy
budget utilization of the Schools Division Ofiice
of Mandaluyong

Revision: 01

Effective Date: September 22, 2021

EODB
Classification:

Simple
1-3 days

Complex ! Hignly Technical
4-7 days 8-20 days

Page:

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Financial Accountability Report No. 1: Consolidated Statement of
appropriations, allotments, obligations, disbursements and
balances by PPA

Budget Unit

Financial Accountability Report No. 1-A: Consolidated Summary of
Appropriations, Allotments, Obligations, Disbursements and
Balances by Object of Expenditures

Financial Accountability Report No. 1-B: List of allotments and
sub-allotments as of the Quarter

Financial Accountability Report No. 2: Statement of Approved
Budget, Utilizations, Disbursements And Balances (COA only)

Client Steps Agency Action Fees to
be Paid

Processing
Time

Person
Responsible

'l.lmplementing Units
submits Electronic Budget
Monitoring System (eBMS)
file via email

1.1 Consolidates received
files from lmplementing
Units and forwards to
Budget Oficer via email

None '15 minutes Budget Staff

1 .2 Reviews & analyzes
data entries in the eBMS
of D.O. Proper and
lmplementing Units and
fonrvards file to DepEd-
NCR for verification of
accuracy of report

None 16 days Budget Officer

1 .3 lf accepted, lntegrates
Allotment and Utilization
of Division Proper and
lmplementing Units

None 30 minutes Budget Officer

1.4 Consolidates report None 30 minutes Budget Officer

2



CONTROLLED COPY

and submits
Gonsolidator and BMS
All Data to DepEd NCR
Budget Unit via email

1 .5 Print approved report
based on DepEd-NCR's
recommendation

None t hour Budget Officer

'1 .7 Submits hard copies to
Deped-NCR Budget Unit,
COA and SDS Office

None 10 minutes Budget Staff

1-B Files copies of the
reports

None 5 minutes Budget Staff

't step 8 steps None 16 days, 2
hours and
30 minutes

Froedom of lnformation Statoment
This document will be published intemally and enemally. Any

data from this process can be requested through
httos://foi.aov.oh

Data Privacy Statement
Any data from this process are proc€ssed for the pu
implementing a Quality Management System. All data

processed in accordance with the Oata Privacy
be

BU
IA TRIA

Prepared by:

MA.
Officer lll

o, cEsE

Reviewed by:

orc, AS
DR. AURELIO G.

App

DR CESEELA M. C
orc, s
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National Capital Region

Schools Division OIfice - Mandalu ng 5-a)
JOffice of the Schools Division

Superintendent
September 2L,2O2L

DEPLOYMENT OF FIIT.SOP.OO4 REYISION 01 TITLED ASI
BI'DGET PRIPARATION flOR AITI{UAL APPROPRIATIOIT

FOR THE SUCCEEDIITG YEAR

To: Offrcer In-Charge, O{Iice of tJlre Assistant Schools Division Superintendent
Chief Education Supervisors, CID and SGOD
Officials, OSDS, CID and SGOD
All Others Concerned

1. This Oflice hereby deploys the approved Standard Operating Procedure with
the following details:

Process Tifle: Budget Preparation for Annual Appropriation for the
Succeeding Year

Document No. FIN-SOP.O04
Revision o1
Effective Date: Se tember 22 202r
Process Owner: Ma. Cecilia Z. Tria

2. For the information, guidance, and compliance of all ed for the
purpose of implementing ISO 9O01:2015 Quality Management Sys

M. CESE
Assistant Sch

fticer In-Chargey-
ls Division penntendentr/

OIfice of the Schools Division Superintende,{
Encl. : As stated
Reference: NONE

To be indicated in the Perpctud llder
Under the following subjects:

PROCEDURE

bCalbayog St., Brgy. Highway Hills, Mandaluyong City
OSDS 79555921 . AO 79561263 . CID 79552557 . SGOD 85349810
sdo.mandaluyont@deped.Bov.ph . www.depedmandaluyong.org

Bepartment of @Drrcation
BY:

OFFIQE MEI,IORANDIrM
No. A4-:tl s-2o2r

----------1-.

SVO/JDSM/Septenber 21, 2O2 |



CONTROLLED COPY

Schools Division Office of Mandaluyong

Standard Operating Procedure
prescribed to

. DepEd Citizen's Charter,

. RA 1'1032 Ease of Doing Business Act,

. EO 2, s. 2016 Freedom of lnfo. Ac1

. RA 10'73 Data Privacy Act

Process lltle: Budget Preparation for Annual Appropriation for
the Succeeding Year

Document No.: FIN-SOP-004

Objective: To prepare and secure the annual budget of the
Schools Division Office-Mandaluyong for the
succeeding year.

Revision 01

Seplember 22,2021

EODB
Classification:

Simple
1-3 days

!Complex
4-7 days

Highly Technical
8-20 days

Page 2

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Budget Proposal (BP) 205: Retirees Personnel Section

Budget Proposal (BP) 204: Substitute Teachers Personnel Section

Budget Proposal (BP) 201 : Personnel Services (PS) and Maintenance
and Other Operating Expenses (MOOE)

Personnel Section
SGOD Planning Unit

Client Steps Agency Action Fees to be
Paid

Processing
Ilme

Person
Responsible

1. DBM requires submission of
BPs every 2nd Quarter

1.1 Budget Section
requires the
needed data for
BP 205, BP 204
and BP 201

None 5 minutes Budget Officer

2. Personnel Section submits the
list of retirees, filled teaching and
non{eaching positions and
non-permanent positions

2.1 Prepares
worksheet
analysis and
submits to
Deped-NCR via
email

None 48 hours Budget Officer
DBM Official

Personnel Ofiicer

3. Receives emailed template of
BP 201 and BP 204 from
DepEd-CO

3.1 Encodes and
submits BPs in
the Online
Submission of
Budget Proposal
(OSBP) of DBM

None 72 hours Budget Officer
DBM Official

Personnel Officer

3.2 lnforms the
Head of the
Agency for the
Approval &
Submission of
the encoded
BPS

None 30 minutes Superintendent

1

Effective Date:



CONTROLLED COPY

3.3 Ensures the
complete
submission of
BPs

None 5 minutes Budget Officer

Freedom of lnformation Statement
This document will be published intemally and extemally. Any

data from this process can be requested through
httos://foi.oov.oh

Data Pdvacy Statement
Any data from this process are processed for the purposgr0f
implementing a Ouality Management System. All data yrl[ be

processed in accordance with the Data Privacy rat.

Prepared by /f CL/
ua.d$uel..:nte

Bdd#t Officer lll
DR. AURELIO G.

otc,
CESE

Reviewed by:

DR. CESEM.
otc,

2

3 steps 5 steps None 5 days and
40 minutes
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Bepu[tir ot tb? Dtitippinrd

@epartment of @lucatton
National Capital Region

Schools Division OIIice - Mandaluyong City
?:4Df

Office of the Schools Division
Superintendent

Jaruarlr 7, 2o22

DEPIPYUEITT OF FIIT.SOP.OIO REVISION OO TITLED AS
POSTING/IJPDATING OF DISBIJRSEMENTS

To: Officer In-Charge, Ofiice of the Assistant Schools Division Superintendent
Chief Education Supervisors, CID and SGOD
Officials, OSDS, CID and SGOD
All Others Concerned

1. This Office hereby deploys the approved Standard Operating Procedure with
the following details:

Process Title: Posting/ Updating of Disbursements
Document No. FIN-SOP-OIO
Revision: oo
Effective Date: January 71,2022
Process Owner Ma. Cecilia Z. Tria

2. For the information, guidance, and compliance of all ed for the
purpose of implementing ISO 9001:2O15 Quatity Management tem

RO M. cEsovI
Assistant ools Division Slrperintenden

Ofiicer In-Charge
Office of th Schools Division Superintendent

Encl. :

Referenee
As stated
NONE

To be indicated in the Parpatu.l lEd,er
Under the following subjects:

SVO/JDSM/Janu ary 7, 2022

/

a

Calbayog St., Brgy. Highway Hills, Mandaluyong City
OSDS 79555921 . AO 79561263 . CID 79552557 . SGOD 85349810
sdo.mandaluyonS@d€ped.Bov.ph . www-depedmandaluyong.org

Ar"
I

OFFICE }IEMORAITDUDI
116. c>J2 , e.2O22

t

PROCEDURE



Schools Division Office of Mandaluyong

CONTROLLED COPY

Standard Operating Procedure
prescibed to

. OepEd Citizon's Chan€r,

. RA 1 1 032 Eas€ of Doing Business Act,

. EO 2, 6. 2016 Fr€edom of lnfo. Act

. RA 10173 Oata Privacy Act

Process 'l-itle: Posting/Updating of Disbursements Document No.: FtN-SOP-010

Revision: 00Objective: To establish a database to monitor the
tracking system of obligations and
disbursement. Effective Date:

EODB
Classification:

Complex
4-7 days

Highly Technical
8-20 days

Page: 1

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Google Sheet Drive Shared Google Sheet Drive of Obligations &
Disbursements

Obligations Request Status (ORS) Budget Unit

Advice to Debit Accounts (ADA) Accounting Unit

Accounting Unit

Budget Monitoring System

Client Steps Agency Action Fees to be
Paid

Processing
llme

Person
Responsible

1.1 Encodes Disbursement
Details per transaction in th
BMS.

None 5 minutes Budget Staff

2. Cashier emails
the Summary of
RADAI to the
Budget Omcer.

2.1 Encodes ADA details per
transaction in the BMS.

None 5 minutes

2 steps 2 steps None 10 minut€s

Frcsdom of lntormation Statement
This document will be puuished intemally and e)demaly. Any

data ftom this process can be requested through
hnDS /,for oov.oh

Data Privacy Statement
Any data from this process are processed for the
implementing a Quality Management Syslem. AI

processed in accordance with the Data priva
bedata

cy

--",'lr-3.tp" CESE DR. CESO VtELA M. C
otc, s

January 11,2022

M Simpte
1-3 days

Disbursement Details

Budget Unit

1. Accounting
Staff/s encode/s
Disbursement
Details in the
Google Sheet
Drive.

Budget Staff

Prepared by:

/fT
MA. CECILIA Z TRIA

Budget Omcer lll

1
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l[epublir of t!e ]01;itippines

Department of @Lucstion
BY: (National Capital Region

Schools Division Oflice - Mandalu IU21 T'31 P-
office of the Schools Division
Sup€rintendent

September 2l,2O2L

oFFrcp"nrEuroRANDtm
lo. Ui | - -11 s,2021-

DEPIPYMENT OF FIN.SOP.OOT RIIIISIOI| OI TITLED ASt
PROCESS;ING OF ALLOTMENT F'OR SEMINAR, WORI(SHOP,

ACTTVITY OR TRAIT{ING

To: Offrcer In-Charge, OIIice of the Assistant Schools Division Superintendent
Chief Education Supervisors, CID and SGOD
OIlicials, OSDS, CID and SGOD
All Others Concemed

1. This Office hereby deploys the approved Standard Operating Procedure with
the following details:

Process Title: Processing of Allotment for Seminar, Workshop,
Activity or Training

Document No FlN-SOP-007
Revision: o1
Effective Date: September 22, 2O2l
Process Owner: Ma. Cecilia Z. Tria

2. For the information, guidance, and compliance of all co ed for the
purpose of implementing ISO 9OO1:2O15 Quality Management Sys

RO M. CESE
perintendenAssistant Sch ls Division !rfficer In-Charge y

OIEce of the chools Division Superintenden

Encl. :

Reference
As stated
NONE

To be indicated in the Pcrpctud lEdcr
Under tie following subjects:

PROCEDURE

SVO/JDSM/September 2l, 2O2l

bCalbayog St., 8rgy. Highway Hills, Mandaluyong City
osos 79555921 . AO 79551263. CID 79552557 0 SGOD 85349810
sdo.mandaluyong@deped.gov.ph r www.depedmandaluyong.org

t



CONTROLLED COPY

Schools Division Office of Mandaluyong

Standard Operating Procedure
prescribed to

. oepEd citzen's Charter,

. RA 'l'1032 Ease of Doing Business Act,

. EO 2, s. 2016 Freedom of lnfo. Acl

. RA '10173 Dala Privacy Act

Process'lltle: Processing of Allotment for Semina(
Workshop, Activity or Training

Objective: To facilitate the release of allotment as cash
advance for Seminar, Workshop, Activity or
Training

Revision: 01

Effective Date: September 22, 2021

EODB
Classification

!Complex
4-7 days

Highly Technical
8-20 days

Page: 2

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Proposal https://bit. lylmanda-proposal

Activity Request i Authority to Conduct

Certiflcation of Unliquidated Cash Advances Accounting Unit

Requisition and lssue Slip Supply and Property Section

Abstract of Canvas Supply and Property Section

Client Steps Agency Action Fees to
be Paid

Processing
Tme

Person
Responsible

a. Proposal with signature of
immediate superior

b. Activity Request or Authority to
Conduct

c. Certirication of Unliquidated
Cash Advances

1.'l Budget Omcer
certifies availability of
allotment and forward
to ASDS

None 5 minutes Budget fficer

2. ASDS review and sign the proposal
and fonvard to SDS

None 5 minutes AsSt,
Superintendent

None 5 minutes Superintendent

4. Proponent submits the the followlng to
Budget Unit

a. Complete signature of proposal
b. Signed AR/ATC
c. Certification of Unliquidated

Cash Advances
d. lf with CSE of more than 1000, 3

canvases / quotations, RIS and
Abstract of Canvas

4.1 Budget Unit checks
the completeness of
the submitted
documents

None 30 minutes Budget Staff

Document No.: FtN-SOP-007

! simpte
'l-3 days

Project Management
lnformation System (PMIS

'1. Proponent submits the following:

3. SDS review and sign the proposal and
forward to Proponent

1



CONTROLLED COPY

e lf with Resource Speaker,
i. DepEd/Other

Govemment
Agency/lndividual
Private

1 . Cuniculum Vitae
2. lnvitation and

Acceptance
ii. Company Private

1. lnvitation and
acceptance

2. Proposal from
the Resource
Speaker

3. Mayor's Permit
4. Professional

License/Cunicul
um Vitae

5. PhilGeps
Certificate

6. Bank Account
Details

7. TIN

4.2 Prepares the ORS
and forwards it to the
Ofiice of the
Administrative Offcer
V for signature and
further processing of
Disbursement Voucher
and Advice to Debit
Account.

None 5 minutes Budget Staff
and Budget

Ofiicer

4 steps 3 steps None 50 minutes

Freedom of lntormation Statement
This document will be published intemally and externally. Any

data from this process can be requested through
httDS:/ifoi oov.Dh

Data Privacy Statement
Any data from this process are processed for the purpogaof
implementrng a Ouality Management Syslem. All datay'rll be

processed in accordance with the Data Privacy^t.

Prepared ov, 14,til
na.q(drazlnta

Mds{/officer lil

Reviewed by: i

DR. AURELIO C. AL&O(O
otc. ASDb \ , CESE CESE

Ap

DR. OMELA M. C
OIC, S

2
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Department of @bucation
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Schools Division OIfice - Mandaluyong Cih*# iln 5 u
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Office of the Schools Division
Superintendent

September 2t,2O2l

OF'FICE RANDUM
No. s,2O2l

DEPLOIMEITT OF FIN.SOP.OO6 REI/ISION 01 TITLED AS
PR(rcESSMG OF OBLIGATIOI REQITEST STATUS FrOR PAYUENT OF

PERSOITNTL SERVTCES; (PStl

To: Oflicer In-Charge, OItrce of tJ:e Assistant Schools Division Superintendent
Chief Education Supervisors, CID and SGOD
OIIiciaIs, OSDS, CID and SGOD
A11 Otlers Concerned

1. This Office hereby deploys the approved Standard Operating Procedure with
the following details:

Process Title: Processing of Obligation Request Status for Payment of
Personnel Services (PS)

Document No.
Revision ol
Effective Date: September 22, 2O2l
Process Owner: Ma. Cecilia Z. Tria

2. For the information, guidance, and compliance of all con ed for the
purpose of implementing ISO 9O0 1:2O 15 Quality Management Sys

RO M.
Assistant ls Division

CESE
perintendent/

"rr/
fticer In-Charge v

chools Division Superintend

Encl. :

Reference
As stated
NONE

SVO/JDSM/September 2 t, 2O2 |

Calbayog St., Brgy. Highway Hills, Mandaluyong City
osDs 79555921 . AO 79561263 . CtD 79552557 . SGOD 85349810
sdo.mandaluyong@deped.gov.ph . www.depedmandaluyong.org

FIN.SOP-O06

Office of the

To be indicated in tle Pcrpctud lEder
Under the following subjects:

PROCEDURE



CONTROLLED COPY

Schools Oivision Office of Mandaluyong

Standard Operating Procedure
prescribed to

. OepEd Citizen's Charter,

. RA '11032 Ease of Doing Business Act,

. EO 2. s. 2016 Freedom of lnfo. Act

. RA 10173 Data Privacy Act

Process Title: Processing of Obligation Request Status for
Payment of Personnel Services (PS)

Document No.: FrN-SOP-006

Objective: To facilitate the release and certify the
availability of allotment of Salaries,
Remittances, Beneflts and other supplementary
payroll

Revision 01

Effective Date: Seplember 22,2021

EODB
Classification

! Simpte
1 -3 days

Complex
4-7 days

Highly Technical
8-20 days

Page: 1

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Copy of Summary of Cash Disbursement and Register (SCDR) Accounting Unit

Supplementary Payroll (SP) Personnel Section - Payroll

Client Steps Agency Action Fees to
be Paid

Processin
g Time

Person
Responsible

1. Accounting submits
SCDR or Personnel
submits SP

1.1 Receives the SCDR / SP and logs in
the incoming logbook

None 5 minutes

None 15 minutes Budget Staff

1.4 ldentifies the source of funds and
prepares ORS.

None 5 minutes Budget Staff

1.5 Reviews entries in the ORS and print None 5 minutes

1.6 Certities the availability of allotment None Budget Officer

1.7 Records in the outgoing/releasing
logbook

None 5 minutes Budget Staff

1.8 Forwards the ORS and supporting
documents to AOV

None 5 minutes Budget Staff

l step 8 steps None 45 minutes

Data Privacy Statemont
Any data from this process are processed for the pu
implementing a Quality Management Syslem. All

sedS n aaccord cenproce thwith Dae Pta nv
ill be

ud
RIA

Prepared by

MA
Officer lll

Reviewed by: x /

DR. AURELIo o. o.rfuo
OIC, ASDS \

CESE oR.

App

Z, CESEOMELA M. C
OIC, S

Budget Staff

1.2 Summarizes and review the payroll per
PAP Code

Budget Officer

5 minutes

Freedom of lnformation Statement
This document will be published intemally and extemally. Any

data from this process can be requested through
https.//fo.qov.oh

1
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Department of @lucation
National Capital Region

Schools Division Office - Maldalu ong Ci 1dJv t2021 b.
Offic€ of the Schools Division
Superint€ndent

OFFICE

September 2L, 2O2l

RANDUM
No. s,2O2L

DEPI.OYMENT OF FIN.SOP-OOs REUISIOil 01 TITLED AS;
STIBUISS;ION OF BT'DGEf, EI@CUTION DOCIIMEI{T NO. 1

PEYSICAL AITD FINANCIAL PLI\N

To: Oflicer In-Charge, OIfice of the Assistant Schools Division Superintendent
Chief Education Supervisors, CID and SGOD
Officials, OSDS, CID and SGOD
All Others Concerned

1. This OI[ce hereby deploys the approved Standard Operating Procedure wit]r
the following details:

Process Title: Submission of Budget Execution Document No. 1

Ph cal and Financial Plan
Document No. FIN.SOP-OO5
Revision: 01
Effective Date: tenber 22, 2O2l
Process Owner Ma. Cecilia Z. Tria

2. For the information, guidance, and compliance of all co ed for the
purpose of implementing ISO 9O0l :2O 15 Quality Management Sys

RO M. , CESE

r ln-Charge d
t/s Division perintenden

Oflice of the ols Division Superintend ."1
Encl. : As stated
Reference: NONE

To be indicated in thc Pcrpetual lldex
Under the following subjects:

PRoCEDURE

SVO/JDSM/September 21 , 2O2l

bCalbayog St., 8rgy. Highway Hills, Mandaluyong City
OSOS 79555921 . AO 79561263. CID 79552557.sGOD 8534981.0
sdo.mandaluyong@deped.gov.ph o www.depedmandaluyong.org

-*-%_

Assistant



CONTROLLED COPY

Schools Division Office of Mandaluyong

Standard Operating Procedure
prescdbed to

. DepEd Cilizen's Charter,

. RA 1 'l 032 Ease of Doing Business Act,

. EO 2, s. 2016 Freedom of lnto- Ac1

. RA 10'173 Data Privacy Act

Process Title Submission of Budget Execution Document No.
1 Physical and Financial Plan

Document No.: FtN-SOP-005

Objective: To report annual financial plans for the current
year of Schools Division Office-Mandaluyong

Revision:

Effective Date: September 22, 2021

EODB
Classification

Simple
1-3 days

!Complex
4-7 days

Highly Technical
8-20 days

Page: 2

CHECKLIST OF REOUIREMENTS WHERE TO SECURE

Template of National Expenditure Program (NEP) Central Office

Template of General Appropriations Act (GAA) Central Office

Template of Work and Financial Plan (WFP) OSDS. CID and SGOD

Client Steps Agency Action Fees to
be Paid

Processing
llme

Person
Responsible

DBM requires
submission of BED No.
1 and Central Office
provides template of
NEP and GAA through
email

'1 .1 Reviews and analyze
template

None 60 minutes Budget Officer

1.2 Prepares WFP for
Mandatory and Utility
Expenses

None 24 hours Budget Officer

1.3 Requires WFP from OSDS,
CID and SGOD

None 5 minutes Budget Officer

2. OSDS, CID and SGOD
submits their WFP for
succeeding year

2.1 Reviews WFP of OSDS,
CID and SGOD

None 72 hours Budget Officer

2.2 Computes quarterly
programming of PPAs

None 30 minutes Budget Ofiicer

2.3 Encodes the overall annual
financial plan of
SDO-Mandaluyong in the
Online Reporting System of
DBM (BED no. 1)

None 48 hours Budget Officer

2.4 Reviews the encoded
annual financial plan

None 60 minutes

1

01

Budget Officer



2.5 lnforms the Head of the
Agency for the Approval &
Submission of the
Encoded annual financial
plan

None 30 minutes Superintendent

2.6 Ensures the submission of
BED no. 1 of D.O. proper

and lmplementing units

None 60 minutes Budget Officer

2 steps 9 steps None 6 days and
4 hours

Data Privacy Statemant
Any data ftom lhis process are processed lor the purposg^f
implementing a Quality Management Syslem. All dataI'lll be

prooessed in accordance with the Oala Piyacy ,4.

'*'*'lli/rt,{,^o
BudgH Officer lll

Reviewed by: I
DR. AURELTo c. o.ffio

OIC, ASD6 \
, CESE CESEDR.

App

ELA M, C
OIC, SD

2

CONTROLLED COPY

Freedom of lnformation Stalement
This document will be published intemally and extemally. Any

data from this process can be requested through
hltos://foi.oov.oh
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Office of the Schools Division
superintendent

OFFICE UEMORANDIIM
No. 0q-1q s,2o2r

Encl. : As stated
Reference: NONE

To be indicated in t}Ie Pcrpctud Itdcr
Under the following subjects:

PROCEDURE

SVO/JDSM/September I6, 202l

Eepublir ot tre Sbitippines

@epartment of @Lucstion
National Capital Region

Schools Division O{fice - Mandaluyong Ci

o cer
Oflice of t.I:e S S

Septenber L6,2O2L

8tc0R0s stcl IJ

0
l

I
!

I
IBY

1 h

DEPLOYMENT OF N)M.SOP-OO2 RIVISION OO
TITLED AS HANDLING OF CASH ADVANCES AND DISBURSEMENT

To: Oflicer In-Charge, OIIice of the Assistant Schools Division Superintendent
Chief Education Supervisors, CID and SGOD
Oflicials, OSDS, CID and SGOD
All Others Concerned

Process Title: Handling of Cash Advances and Disbursement
Document No. ADM-SOP-OO2
Revision:
Effective Datc: September 20, 2O2l
Process Owner Marlyn D. Marcelo

2. For the information, guidance, and compliance of all co ed for the
purpose of implementing ISO 900f :2O15 Quality Management Sys

M. CESE^.-
Assistant Schoo Division Superintendent

ln-Ct.arge f,fi(
Division Suibrintendent

bCalbayog 5t., Brgy. Highway Hills, Mandaluyong City
OSDS 79555921 . AO 79561263 . CID 79552557. SGOD 85349810
sdo.mandaluyong@deped.gov.ph . www.depedmandaluyong.org

scfl00ts

1. This O{Iice hereby deploys the approved Standard Operating Procedure wit}r
the following details:

o0



CONTROLLED COPY

Standard Operating Procedure
prescribed to

. DepEd Citizen's Charter,

. RA 11032 Eass of Doing Business Act,

. EO 2, s. 2016 Fro€dom of lnfo. Acl

. RA 10173 Data P.ivacy Act

Process Title: Handling of Cash Advances and Disbursement Document No.: ADM.SOP.OO2

RevisionObjective: To provide a system for release of Cash
Advances and other disbursement to Schools
Division Ofiice of Mandaluyong officials. Effective Date: September 20, 2021

EODB
Classitication:

! Simpte
1-3 days

Complex
4-7 days

Highly Technical
8-20 days

Page: 2

Schools Division Office of Mandaluyong

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

1. Proposal RE: Cash Advance ( 1 Original Copy) Accounting Unit

2. Certification of No unliquidated CAs Respective offi ce/bureau/service

3. Documentary requirements Respective office/bureau/service

Client Steps Agency Action Fees to
be Paid

Processing
Time

Person
Responsible

'1. Prepare Proposal for
Request of Cash Advance and
Certification of No unliquidated
CAs

1.1 lssues Authority to Cash
Advance and Certification of
No unliquidated CA's

None 20 minutes Accounting Staff

2. Forward to Head of Office for
Approval and attached
documentary requirements
needed for Cash Advances

2.1 Signs the documentary
requirements needed for
Cash Advance

None 15 minutes Head of Office

3.1 Fonrvards the ORS/DV to
signatories

1 day Accounting Staff

3.2 Receives/enmdes
complete, accurate and
approved DV, ORS, ADA and
supportlng documents form
the Head of Offlce/Approving
Unit

None 10 minutes Cash Personnel

3.3 Prepares mds check or
commercial check required

None Cashier

3.4 Prepares Advice of
Check lssued and Cancelled
(ACrC)

None 30 minutes Cashier

1

00

3. Prepare DV and attached
documentary requirements
needed for Cash Advances

None

10 minutes



CONTROLLED COPY

3.5 Reviews the check
details against ACIC or ADA

None 10 minutes Cashier

3.6 Signs the check and
ACIC or ADA

None 10 minutes Cashier

3.7 Forwards checks and
ACIC or ADA to the Head of
Ofiice for signature

None 10 minutes Cash Personnel

3.8 Signs the checks and
ACIC or ADA

None 30 minutes Head of Ofiice

3.9 Receives the signed
checks and ACIC or ADA

None 10 minutes Accounting
Personnel

3.10 Encode the checks and
ACIC or ADA to the LBP
emds facility

None 5 minutes Accountant

3.1 1 Forwards checks and
ACCIC or ADA to Cash Unit

None 10 minutes Accounting
Personnel

3.12 Approves the ACCIC or
ADA and generate LBP emds
report

None 10 minutes Cashier

3.13 Submits ACCIC to LPB
and BOTR

None 4 hours Cash Personnel

3.'14 Notify the clients that
the Cash Advances is
available for encashment or
credited to their ATM

None 5 minutes Cash Personnel

3 steps 16 steps None 1 day, 7 hrs
& 5 minutes

Freedom ot lnformation Statement
This document will be published intemally and extemally. Any

data ftom this process can be requested through
hlps://for.qov.oh

implementing a Quality Management System. All d
in accordance with the Data Privacy

be

MARLYN

Prepared

shier
. MARCELO DR. AURELIO G. A CESE

Reviewed by

OIC, ASD

Approved

oR. , CESE
OIC, SD

2

Data Privacy Statement
Any data from this process are processed for the purpose of
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Bepubhr ot tbr illtitippinfE

Depsrtment of @!uration
National Capital Region ., 

"''Schools Division Office - Mandaluyong CiW j r,n
Office of the Schools Division
Sup€rintendent

September L6,2O2l

OFFICE,MEMORANDIIM
No. 0q-14 e,2o2L

DEPI.OYMENT OF ADM-SOP-OO1 REVISION OO
TITLED AS ISSU/INCE OF OFFICIAL RBCEIPTS

To:

1. This Office hereby deploys the approved Standard Operating Procedure with
the following details:

Issuance of Oflicial Receipts
Document No. ADM-SOP-OO1
Revision: 00
Effective Date:
Process Owner: Marlyn D. Marcelo

2. For the information, guidance, and compliance of all
purpose of implementing ISO 9001:2O15 Quatity Management

Assistant S ools Divi
,cEsD/r--

Superintendent

ncerned for the
em.

Officer
Office of the ools

In-Charge tr-t
Division Supdrintendent

Encl. : As stated
Reference: NONE

SVO/JDSM/September 16, 2021

bCalbayog St., Brgy. Highway Hills, Mandaluyong City
OSDS 79555921 o AO 79561253 . CtD 79552557 . SGOD 85349810
sdo.mandaluyong@deped.gov.ph . www.depedmandaluyong.org

I

0r./0lsSCHO r0u6A[0At"u

OIficer In-Charge, Oflice of the Assistant Schools Division Superintendent
Chief Education Supervisors, CID and SGOD
OIIiciaIs, OSDS, CID and SGOD
All Others Concerned

Process Tifle:

September 20, 2027

To be indicated in the Perpctual tader
Under the following subjects:

PROCEDURE



CONTROLLED COPY

Schools Division Office of Mandaluyong

Freodom of lnformation Statement
This document will be published intemally and extemally. Any

data ftom this process can be requested through
f; [PS]/foi.qov.Ph

Standard Operating Procedure
prescibed to

. DepEd Citizen's Charter,

. RA 11032 Ease of Doing Business Ac1,

. EO 2, s. 2016 Freedom or lnfo. Acl

. RA 10'173 Data Privacy Act

Process -Iltle: lssuance of Official Receipts Document No.: ADM-SOP.OO.1

Revision: 00Objective To establish a system of collection and
issuance of official receipts

Effective Date: September 20, 2021

EODB
Classilication:

E simpte
1-3 days

Complex
4-7 days Page: 1

CHECKLIST OF
REQUIREMENTS

WHERE TO SECURE

1. Order of Payment
Form - Original
copy

. For payment for Bid Documents: Bids and Awards Committee

. For School permits: School Govemance Operation Division

. For Disallowance: Accounting Ofiice

. Excess of CA: Accounting Office

. Overpayment of Salaries and Refunds : Accounting Section

. Provident Fund Payment: Accounting Section

Client Steps Agency Action Fees to be
Paid

1 . Secure Order of Payment
form from lhe Accounting
Section

1.1 lssue Order of Payment
form

None Accounting Staff/
Accountant

2. Bring the Order of
Payment to the Cash Unit
for issuance of Offcial
Receipt

2.1 Verify the completeness
of data and conesponding
amount indicated

None 2 minutes Collecting Officer

3. Pay to the collecting
officer the required amount
indicated in the Official
Receipt & Order of Payment

3.1 Receive payment and
encode the details to the
Official Receipt

Applicable
fees as

contained in
the Order of

Payment

5 minutes Collecting Officer

4.Check and receive the
Omcial Receipt

4.1 lssue Omcial Receipt to
the Payee

None 3 minutes Collecting Officer

4 steps 4 steps None 15 minutes

implementing a Quality Management System. All will be
processed in accordance with Data Priva

Prepared by

shier
. MARCELO

Reviewed by: . //
oR. AURELIo G. arrMLo

OIC, ASDS '
CESE

Approved

DR. CESEELA M. C
OIC, SD

E Highly Technical
8-20 days

1

Processing
Time

Person
Responsible

5 minutes

Data Privacy Statement
Any data from this process are processed for the purpose of



Departmrnt of @!rtcution
s{z t r,ztNational Capital Region

Schools Division Offrce - Mandaluyong City

September 22,2021

DEPLOYMENT OF' ADM-SOP-OI 1 REVISION 01
TITLED AS LIQI'IDATION OF DISBI'RSED FI'NDS

To:

1. This ollice hereby deploys the approved staldard operating Procedure with
the following details:

Process Title Liquidation of Disbursed Funds
Document No.

01
Effective Date: tember 24 202t
Process Owner: Marl D. Marcelo

2. For the information, guidance, and compliance of all cerned for the
purpose of implementing ISO 9O01:20 f 5 Quality Management

RO M. , CESE
Assistant S s Divi ent

flicer In-C
Offrce of tlle ools Division Superintenden{

Encl. : As stated
Reference: NONE

To be indicated in the Perpctual Inder
Under the following subjects:

PROCEDURE

SVO/ JDSM / Septeaber 22, 2O2 1

Calbayog St., Brgy. Highway Hills, Mandaluyong City

osDs 79555921 . AO 79561263. CrD 79552557. SGOD 85349810

sdo.mandaluyong@deped.gov.ph o www.depedmandaluyong.org b

Bepubtir ot tbe Srilippines

Nn
Offic€ of the Schools Division
superintendent

OFFICE UEMORANDIIM
xo. &- 11 s,2o2L

OIIicer In-Charge, Oflice of the Assistant Schools Division Superintendent
Chief Education Supervisors, CID and SGOD
Offrcials, OSDS, CID and SGOD
AIl Others Concerned

ADM-SOP-O11
Revision:



CONTROLLED COPY

Standard Operating Procedure
prescribed to

. DepEd Citizeo's Charter,

. RA 1'1032 Eas€ of Doing Businoss Act,

. EO 2. s. 2016 Freodom of lntu. Act
o RA 10173 Data Prlvacy Acl

Process Tltle Liquidation of Disbursed Funds Document No. ADM-SOP-011

Revision 01

Effective Date September 24, 2021

Objective To establish a system of liquidating disbursed
funds to SDO officials

EOOB
Classification

! simpte
1-3 days

Complex
4-7 days

Highly Technical
8-20 days

2

Schools Division Office of ltllandaluyong

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Cash Unit

2. Table of Contents

Client Steps Agency Action
Fees to be

Paid
Processing

Time
Person

Responsible

1 . Accountable Omcer
Submit Documentary
Requirements(3 copies, 1

original and 2 photocopies)

1.1 Receives the Documentary
Requirements

None 5 minutes Cash Personnel

'1.2 Validates Documentary
Requiremenls None 5 minutes Cash Personnel

2. Secure Order of Payment
2.1 Prepares Liquidation Report
(GAM Appendix 44 LR)

None 2 hours Cash Personnel

3. Pay to the Collecting
Officer

3.1 lssue OR if any and attached
to the Liquidation Report (Follow

SOP on lssuance of Official
Receipts)

None 5 minutes Cash Personnel

3.2 Logs and Submit Liquidation
Report (GAM appendix 44 LR to
Accounting Unit)

None 5 minutes Cash Personnel

Page:

1 . Liquidation Report (GAM Appendix 44 LR)
original copy

Cash Unit

1



CONTROLLED COPY

3.3 Encode Liquidation Report to
Monitoring Sheet

None 5 minutes Cashier

5 minutes Cash Personnel3.4 Files a copy of the
Liquidation Report

None

3 steps 7 steps None 2 hours and
30 minutes

Data Privacy Statement
Any data from this process are processed for the
implementing a Quality Management System. All

processed in accordance with the Data Priva

purpqEe
deta./will
cvfa.

of
be

Approved

DR. RO , CESEM.
otc,ter

Prepared by:

MARCELOMARLYN

Reviewed by:

DR. AURELIO G. AL , CESE
OIC, ASD

2

Fieedom of lnformation Statement
This document will be published intemally and extemally. Any

data from this process can be requested through
httosl/foi.oov.oh
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Office of the Schools Division
Sup€rintendent

January 25, 2o22

OFFICE MEMORAITDIIM
No. Oa , s. 2o.22

DEPLOYMEilT OF CID.SOP.OOI REVISIOIT (x) TITLED AS
ACCESS TO LRMDS PORTAL AI{D DTVISIOT CIDIGITAI, LR PORTAL

To Offrcer In-Charge, Ofhce of the Assistant Schools Division Superintendent
Chief Education Supervisors, CID and SGOD
Oflicials, OSDS, CID and SGOD
AII Others Concerned

1. This OfEce hereby deploys the approved Standard Operating Procedure with
the following details:

Process Title: Access to LRMDS Porta.l and Division ClDigital LR
Portal

Document No. CID-SOP-OO1
Revision: 00
Effective f)ate: January 27, 2022
Process Owner: Dorothy Grace I. Reyes

2, For the information, guidance, and compliance of all c d for the
purpose of implementing ISO 9001:2015 Quality Management Sys m

ROMELA . CRUZ, \/I
Assistant Schools Division uperintenden

o r In-Charge 3/
Office of the Sch ls Division Superintendent

Encl. :

Reference
As stated
NONE

To be indicated in t}te Perpctual lrdex
Under t}te following subjects:

PROCEDURE

SVO/JDSM/January 25, 2022

/

bCalbayog St., Brgy. Highway Hills, Mandaluyong City

OSDS 79555921 . AO 79551263. ClD79552557 o SGOD 85349810

sdo.mandaluyong@deped.gov.ph o www.depedmandaluyong.org

Depsrtment of @!ucation
J:@F,r



CONTROLLED COPY

Standard Operating Procedure
prescibed to

. DepEd Citizen's Charter,

. RA 11032 Ease of Doing Business Acl,

. EO 2, s.20'16 Fr€edom of Info. Acl

. RA 10173 Data Privacy Act

Document No.:Process Title: Access to LRMDS Portal and Division ClDigital LR
Portal

00Revision:

Effective Date: January 27 ,2022

Objective: The LRMDS provides access to quality
resources from the Regions, Divisions,
Cluster/School level including:
. information on quantity and quality and
location of textbooks and
supplementary materials, and cultural
expertise,
. access to leaming, teaching and
professional development resources in digital
format and locales resources in print format
and hard copy,
. standards, specilications and guidelines for
assessing & evaluating, acquiring
& harvesting, modification, development and
production of resources

EODB
Classification:

E Simple E Complex
1-3 days 4-7 days

Highly Technical
8-20 days

Page: 4

Schools Division Office of Mandaluyong

A. LRMDS DepEd Portal ( www.lrmds.deped.gov.ph)

CHECKLIST OF REQU IREMENTS WHERE TO SECURE

1 .Computer/Laptop and lnternet Connection

2.Registered LR account
a. DepEd Email for DepEd Employees
b. DepEd Mandaluyong Account for ClDigital

LR Portal
c. Any active Email Address for Leamers,

Parents and Stakeholders

Division lnformation Technology Officer through
School ICT Coordinators

Fees to be
Paid

Processin
g Time

Person
Responsible

1 .Open any browser engine
and go to www.lrmds.
deped.gov.ph

't .1 Assist Client (if
necessary)

None 1 minute Client / LR Stafi /
Librarian

2.Click the Begin Quick Tour
for new users (Optional)

2.1 Assist Client (if
necessary)

None 1 minute

3.Log-in to the LR
Portal using your DepEd
Email

3.1 Assist Client (if
necessary)

None '1 minute Client / LR Staff /
Librarian

ctD-soP-001

Client Steps Agency Action

Client / LR Staff /
Librarian

1



4.On the upper left side
menu
Bar, click the Resources Tab
and select either K to 12
Resources, Alternative
Learning System or
Professional Development

B. ClDigital LR Portal (depedmandaluyong.org shared drive)

4.1 Assist Client (if
necessary)

None 't0
minutes

Client / LR Staff /
Librarian

Client / LR Staff /
Librarian

5.1 Assist Client (if
necessary)

None5. Reline search either by
Grade Level, Strand Stages
or Domains

None Client / LR Staff /
Librarian

6. Select desired leaming 6.1 Assist Client (if
necessary)

Client / LR Stafi /
Librarian

7.1 Assist Client (if
necessary)

None7. Select the content from
the given list ananged by
title.

8.1 Assist Client (if
necessary)

None Client / LR Stafi /
Librarian

9. Click view or download
(Only registered users can
download references from
the portal. Guest users are
only limited to browse and
search in portals)

9.,l Assist Client (if
necessary)

None 5 minutes Client / LR Staff /
Librarian

10.1 Assist Client (if
necessary)

None 5 minutes Client / LR Staff /
Librarian

10. Copy or print the
downloaded Leaming
Resource

None l minute Client / LR Stafi /
Librarian

11 .1 Assist Client (if
necessary)

11 steps None 24 minutes11 steps

Client Steps Agency Action Fees to
be Paid

Processing
Time

Person
Responsible

1.Open Google Chrome and
sign in using your
depedmandaluyong.org
account
(fi rstname.sumame@deped
mandaluyong.org)

1 .1 Assist Client (if
necessary)

None 1 minute Client / LR Staff /
Librarian

2.Click the Shared Drive
option on the lefl side menu

2.1 Assist Client (if
necessary)

1 minute Client / LR Staff /
Librarian

3.Select ClDigital LR Portal
Folder.

2

8. Use the search button
from the upper tab to filter
the desired leaming
resource

1'l . Open feedback
mechanism in the contact
us tab and accomplish
online feedback form.



a. lf ClDigital portal is
not visible, click the
Hidden Shared Drive
Link in the upper right
corner of the shared
drive

b. lf ClDigital is still not
found on the hidden
shared drive, you may
contact our School
ICT Coordinator or LR
PDO ll to request
access to ClDigital.

3.'t Assist Client using the
request form link
h it.l italacces
s

5 minute Client / LR PDO ll/
School ICT

Coordinator / ITO

4.ln the ClDigital LR Portal
Shared Drive Folde( select
the Resources you wish to
access. The folders are
ananged according to

a. CLAID Learning
Modules ananged by
Subject Area

b. ADM Resources from
Central Ofiice

c. USLeM Resources
from Region Ofiice

d. Frontlearners Offline
Resources for Grades
8, 9, 11 and 12

4.'1 Assist Client (if
necessary)

1 0 mrnutes Client / LR Stafi /
Librarian

5. Select desired learning
area. Each folder contains
resources ananged by
School Year Published,
Grade Level, Quarter and File
Type.

5.1 Assist Client (if
necessary)

Client / LR Statr /
Librarian

6. Use the search in drive
button from the upper tab to
filter the desired leaming
resource

6.1 Assist Client (if
necessary)

Client / LR Staff /
Librarian

7
a. Double click to open

and view the file.
b. Right click and select

download to grab a
copy of the file. (Only
registered users can
access and download
references from the
ClDigital LR Portal.

7.1 Assist Client (if
necessary)

5 minutes

a. Copy or print the
downloaded Leaming
Resource

b. lnstall Frontleamers
Ofiline Application

10. 10.1 Assist Client (if
necessary) 5 minutes

20 minutes

Client / LR Stafi /
Librarian

J

Client / LR Staff /
Librarian



10 steps 10 steps None 47 minutes

Freedom of lnfomatlon Stalement
This document will be published intemally and extemally. Any

data from this process can be requested through
httos /rfo .gov.ph

Oata Privacy Statement
Any data from this process are processed for the purpose of
implementing a Quality Management System. All data will be

processed in accordance with the Data Privacy ict.
Prepared by:

Proiect ment Officer ll
E I. REYES

\

r&i'
eSos\

Reviewed by:

SO, CESE

Approved by

DR. RO CESO Vr
OIC, SDS

4

DR. AURELIO G.
orc,
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lRepubtit of tle Sritispint'

lr

Depsrtmrnt of @[utation
National Capital Region

Schools Division Oflice - Mandaluyong City

G'XE.,, 1 a:6pn

'gfEce of the Schoots Division
Superintendent

January 24,2o22

OFr.ICE MEMORAIT DTIM
I$o. 02Ll . s.20122

DEPLOYMEIIIT OF CID.SOP-q)3 REVISIOI{ OO TITLED AS
ALTER]IIATWE LEARITNCG SYSTEM EXROLMEIIIT

Offrcer In-Charge, Office of the Assistant Schools Division Superintendent
Chief Education Supervisors, CID and SGOD
Offrcials, OSDS, CID and SGOD
AII Others Concerned

1. This OIEce hereby deploys the approved Standard Operating Procedure with
the following details:

Process Title: Altemative karning System Enrolment
Document No. crD-soP-003
Revision o0
Effective Date: January 26,2022
Process Owner: Jorry D. Balbuena

erned for the
purpose of implementing ISO 9O01:2015 Quality anagement tem.

M. cEsovI
Assistant Sc ls Di

ffrcer v-
Oflice of the hools nt

Encl. :

Reference:
As stated
NONE

To be indicated in the PerDetual Iader
Under tJle following subjects:

PROCEDURE

SVO/JDSM/Januaxy 24, 2022

bCalbayog St., Brgy. Highway Hills, MandaluyonS City
OSDS 79555921 . AO 79551263. CID 79552557. SGOD 85349810
sdo.mandaluyong@deped.gov.ph o www.depedmandaluyong.org

To:

2. For the information, guidance, and compliance of all

In-Charge
Division Su



CONTROLLED COPY

Schools Division Office of Mandaluyong

Standard Operating Procedure
prcscibed lo

. D6pEd Citizen's Chartar,

. RA 11032 Ease ot Odng Busin€ss Ac{,

. EO 2. s, 20'16 F.eedorn of lnfo. Ad

. RA 10173 Data Pivacy Act

Alternative Leaming System Enrolment Document No.: clD-soP-003

Oblective This procedure shall provide all oppo(unities
for oul-of-school youth and adutt (OSYA) to
develop basic and functional literacy skills and
to access equivalent pathways to complete
basic education.

Revision: 00

Effective Date: January 26, 2022

EODB
Classification

Z Simpte
1-3 days

Complex E Highly Technical
4-7 days 8-20 days

2

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

1. Latest 1X1 lD picture with name tag
2. Photocopy of Birth CertificateiBaptismal

Certificate
3. Valid lD

ALS Learner

4. Functional Literacy Test
5. Assessment of Basic Literacy

Curriculum Implementation Division

6. Online registration form

Client Steps Agency Action Fees to
be Paid

Processing
Time

Person
Responsible

1. Go to the online
registration form and fill out
with mmplete and conect
information

1.1 Receive, validate the data None 3 minutes ALS Education
Program

Specialist ll
(EPS il)

1.2 Refer the leamer to the
ALS center

None 7 minutes ALS EPS II

1 .3 Receive the enrolment
data from the ALS EPS ll

None 3 minutes ALS Teacher

None 60 minutes ALS Teacher

2. Receive details and
information regarding the
leaming sessions

2.1 lnform schedule of
leaming session

None 10 minutes ALS Teacher

2 steps 5 steps None t hour and
23 minutes

1

Process Title:

Page:

htlps://bit.lv/manda-als-reo-2022

1.4 Conduct assessmenU
screening in basic literacy
(ABL) and functional literacy
test (FLT) and identify the
entry level attained and group
clientele/learners according to
literacy level



Freadom of ln omatlon Statsment
This document will be published intemally and extemally. Any

data Aom this process can be requested through
https://foi.oov.oh

Data Prlvacy Stat€ment ,
Any data from this process are processed for the purpog6
implementing a Quality Management System. All data ytll

processed in accordance with the Data PrivacV Af.

of
be

OIC, SDS
vt

Approved

DR,NA

Prepared by:

ANd ALS
Supervisor

JOVY
Education

Reviewed by:

OIC, ASDS
DR. AURELIO G.

2



.*'t:.%

'.F,i B

iltepublir of tlr? lplralippin?s

Departmrnt of @lucetion
Nationa.l Capita.l Region

Schools Division Office - Mandaluyong Ci

R
t 24€,8

Office of the Schools Division
Superintendent

Januaty 25, 2022

OFEICE MEMORAIYDI'U
I[o. OsS . s.2022

DEPLOYMEI{T OF CID-AOP.q)6 REVISIOIY OO TITI,ED AS
BORROWfrG ATYD RETUR]fllllG OF BOOKS FROU AITD TO TIIE

SCHOOL LIBRARY

Ofhcer In-Charge, Ofrce of the Assistant Schools Division Superintendent
Chief Education Supervisors, CID and SGOD
Offrcials, OSDS, CID and SGOD
All Others Concerned

l. This OItrce hereby deploys the approved Standard Operating Procedure with
the following details:

2. For the information, guidance, ald compliance of all oncemed for the
purpose of implementing ISO 9O01:20f 5 Quality Management tem.

M. cEsovI
Assistant Schoo s Divisi SuperintendenKo
Offrce of the Sc

er In-Charge /
ls Division Superintendent

Encl. :

Reference:
As stated
NONE

To be indicated in the Perpetud luder
Under the following subjects:

PROCEDURE

SVO/JDSM/Janu ary 25, 2022

Process Title: Borrowing and Returning of Books from and to
the School Library

Document No. CID-SOP-O06
00Revision:
January 27 , 2022ElIective Date:

Process Owner: Calixto N. Camangeg )

kCalbayog St., Brgy. Highway Hills, Mandaluyong City
OSDS 7955s921 o AO 7956L263 . CtO 7q5S2SS7 o SGOO 85349810
sdo.mandaluyong@deped.gov.ph o www.depedmandaluyong.org

(

To:



CONTROLLED COPY

Schools Division Office of Mandaluyong

Process
Title:

Standard Operating Procedure
prescibed to

. DepEd Citizen's Charte(

. RA 11032 Ease of Doing Business Act,

. EO 2, s. 2016 Freedom of lnro. A61

. RA 10'173 Data Pivacy Act

Borrowing and Retuming of Books from and to the
School Library

oD-soP-006

Revision 00Objective: 1. Provide a variety of leaming materials to library
users.
2. To provide information and ideas that are
fundamental to today's information and knowledge
based society.

Effective Date: January 27 , 2022

EODB
Classification:

E Simple ! Complex
1-3 days 4-7 days

E Highly Technical
8-20 days

Page: 2

WHERE TO SECURE

School ldentifi cation lD School

School Library Card School Library

'1. Log-in to library's
logbook

3. Check the card
catalog or lists of
books available in
the library that
he/she would like to
borrow.

Borrowers card not
needed when
bonowing inside the
library just sign-in the
logbook of where a
particular material
was taken. (ex. Gen.
References, Vertical
files, Database,
Starbooks, NLP
database).

Agency Action Fees to
be Paid

Processing
Time

Person
Responsible

None 2 minutes

2. Always wear a
school lD when
entering the library.
Present the library
card.

2.1 Check the library card and the
name logged-in with her/his
school lD.

None 2 minutes

3.1 Assist library users in looking
for the materials they need if a
book is not available. Provide/ofier
other resources (database,
OER's, online resources, and
vertical files).

None 5 minutes

1

Document No.:

CHECKLIST OF REQUIREMENTS

Client Steps

Librarian/School
Library Teacher

in-Charge



4. Write the complete
information needed
in the bonower's slip
like the title of the
book, author's name,
location number
(optional).

7. Return of book
bonowed. Present
the book borrowed to
Librarian on duty in
the circulation
section.

7 steps

2 minutes4.1 Check borrowers slip and look
for the material requested as
written on the borrowers slip.

5.1 Receive the bonower's card
with the filled-out book card,
stamp the card with the date
issued and due date.

None 2 minutes5. Fill-out the book
card with the
bonower's
information.

None 2 minutes6. lssue the book to
the borrower.

6.1 Remind the bonower of the
book due date, rule on returning
of bonowed books.

Librarian/School
Library Teacher

in-Charge

7.1 Check the book and the due
date slip at the back cover.
Pull-out the book card and
bonower's card from file. Stamp
the bonower's card and book card
the date and stamp retumed mark
on both cards.

Return the bonower's card to the
client and collate pages of the
book to check missing pages
before pufting it back to the shelf.

None 3 minutes

None 18 minutes6 steps

Frs6dom of lnfomation Stalement
This document will be publishad intemally and extemally. Any

dala lrom this process can be requested through
https:/,roi,qov.rrh

Any dala from this process ara processed
implementing a Quality Management

processed in accordance with the

Data Privacy Statement

Privacy Act.
. AII data will be
the purpose of

Reviewed by: I

I

DR. AURELIo G. AL&s
OIC, ASDS '

O, CESE DR. R

App

E
otc, sDS

. CRUZ, CESO VI
trNfo"f

CALIXTO N. CAMANGEG
Librarian ll

Prepared by:

2
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1{epulrlir of tl,e nhllrppln?E

Departmrnt of @!ucation
National Capital Region

Schools Division Office - Mardaluyong City '

OE,$)D

a:oDP

Office of the Schools Division
Superintendent

OFFICE MEMORAITDIIM
IrIo. O3Z , s, 2o22

DEPLOYUEITT OT CID.SOP.q)2 REVISIOI| (x) TITLED AS
BORROWIIYG PROCEDUREA FOR BOOITS AITD OTHER UATTRIALS

OvERTIGITT

To: Offrcer In-Charge, Ofiice of the Assistant Schools Division Superintendent
Chief Education Supervisors, CID and SGOD
Officia,ls, OSDS, CID and SGOD
All Others Concemed

l. This Office hereby deploys the approved Standard Operating Procedure with
the following details:

2. For tlle information, guidance, and compliance of all ncemed for the
purpose of implementing ISO 9OO1:2O15 Quafity Management stem

ROMELA cEsovI
Assistant Schools lvlslo Superintendenvo r In-Charge )/
O{Iice of the Sc ls Division Sup€rintendent

Encl. : As stated
Refereoce: NONE

To be indicated in the PerDetual Ildex
Under tl.e following subjects

PROCEDURE

SVO/JDSM/January 25, 2022

Process Title: Borrowing Procedures for Books and other
Materials Overnight

Document No. CID.SOP.OO2
Revision:
EIIective Date: January 27, 2022
Process Owner: Calixto N. Camangeg a

bCalbayog St., Brgy. Highway Hills, Mandaluyong City
OSDS 79555921 . AO79s6L263. ClD79552557 . SGOD 85349810
sdo.mandaluyong@deped.gov.ph o www.depedmandaluyong.org

0

January 25, 2022

00



CONTROLLED COPY

Standard Operating Procedure
prescibed to

. DepEd Citizen's Charter,

. RA 11032 Ease of Doing Business Acl,

. EO 2, s.20',6 Freedom of lnfo. Act

. RA 10173 Data Privacy Act

Process
Tltle:

Borrowing Procedures for Books and other
Materials Overnight

Document No.: ctD-soP-002

Revision 00Objective: 1. Provide a variety of resources to meet the
difierent needs of library clients.

2. Easy access to library materials and other
resources.

3. To understand users'choice to use
different resources in different ways.

Effective Date: January 27 , 2022

Z Simple ! complex
'l-3 days 4-7 days

E Highly Technical
8-20 days

EODB
Classification

Page: 2

Schools Division Office of Mandaluyong

CHECKLIST OF REQUIREN/ENTS WHERE TO SECURE

School ldentification Card School

School Library/Borrower's Card School Library

Client Steps Agency Action Fees to
be Paid

Processing
Time

Person
Responsible

1. Log-in to the library's
logbook.

None

Librarian/
School Library

Teacher ln-charge

2. Present the library card. 2.1 Check the library card
and the name logged-in

None 2 minutes

3. Check the card catalog or
lists of books available in the
library that he/she would like
to borrow.

3.1 Assist library users in
Iooking for the materials
they need if books are not
available. Provide/offer
other resources
(database, OER's, online
resources)

None 5 minutes

4. Write the complete
information needed in the
borrower's slip like the title of
the book, author's name,
location number (optional).

4.1 Check borrowers slip
and look for the material
requested as written on
the borrower's slip

None 3 minutes

5. Fill-out the book card with
the borrower's information.

5.1 Receive the
borrower's card with the
filled-out book card, stamp
the card with the date
issued and due date.

None 2 minutes

1

2 minutes



, lssue the book to the
r.

6.1 Remind the borrower
of the book due date, rule
on retuming of bonowed
books

None 3 minutes

6 steps 5 steps None 17 minutes

Freedom of lnlormation Statoment
This document will be published intemally and extemally. Any

data Aom this process can be requested through
httr,s i 'fot aov ph

Data Prlvacy Statemant
Any data from this proc€ss are processed for the purpose of
rmplementing a Quality Management System. All dera will be

processed in acrordance with the Data Privag/Act.

,s,foT
Prepared by:

DR. AURELIO G.
otc,

Reviewed by:

SO, CESE

Approved by

CESO Vl
otc, J

DR. ROM

2

CALIXTO N. CAMANGEG
Librarian ll
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TBepartment of @Uucutton
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Office of the Schools Division
Superint€ndent

Jaruary 25, 2o22

OFFICE MEMORAITDIIM
No. O<3 , s.2o22

DEPLOYUEITT OF CID.SOP.q)4 RIvISIOil OO TITIJD AS
PROGRA}I WORXFLOW OF SI'BUISSIOIT OF COI{TEXTUALIZED

LEARIIIITG RESOURCES

To Oflicer In-Charge, Ofice of the Assistant Schools Division Superintendent
Chief Education Supervisors, CID ald SGOD
Oflicials, OSDS, CID and SGOD
All Others Concerned

1. This OfEce hereby deploys the approved Standard Operating Procedure with
t}te following deta-ils:

2, For the information, guidance, and complia-nce of all erned for the
purpose of implementing ISO 9O01:2015 Quality Management tem.

cEsovI
Assistant Divisi Superintenden/

r In-Charge !:
OIIice of the S ls Division Superintendent

Encl. :

Reference:
As stated
NONE

To be indicated in the Perpetud Iadcr
Under the following subjects:

PROCEDURE

SVO/JDSM/January 25, 2022

Process Title: Program Worldlow of Submission of
Contextualized learning Resources

Document No. CID-SOP-O04
Revision: 00
Effective Date: January 27 , 2022
Process Owner: Dr. Ruby E. Baniqued

Calbayog St., Brgy. Highway Hills, Mandaluyong City
osDs 79555921 . AO 79561263. CtD 79552557. SGOD 85349810
sdo.mandaluyong@deped.gov.ph o www.depedmandaluyong.org

,:6bfa.r



CONTROLLED COPY

Standard Operating Procedure
prescibed lo

. OepEd Citizen's Charter,

. RA 11032 Ease of Doing Business Act,

. EO 2, s. 2016 Freedom of lnfo. Acl

. RA 10'173 Data PriYacy Act

Program Workflow of Submission of
Contextualized Leaming Resources

Document No. ctD-soP-004

Revision: 00

Effective Date January 27 ,2022

Objective: To manage the submission of contextualized
Leaming Resources

2EODB
Classification:

Z Simple fl Complex
'l-3 days 4-7 days

fl Highly Technical
8-20 days

Page:

Schools Division Office of Mandaluyong

Process Title:

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Developed Leaming Resources EPS in-charge of the subjecU School LR
Coordinators

LR Forms EPS.LRMS

6. Monitor the utilization
of contextualized LRs

Fees to
be Paid

Processing
Time

Person
Responsible

Client Steps Agency Action

None EPS in-charge of
the subject
School LR

Coordinalors

'1 .l Collation of developed
contextualized LRs.

2.1 Validation of LRs None t hour Quality Assurers
-Content

-Language
-Technical design

2. Quality assure the
submitted LRs.

None I day Division Librarian3.1 Preparation of lnventory
Report.

3. Preparation of
metadata/lnventory of
Contextualized LRs
submifted.

None t hour LRMS Team
LR Technical

Assistants

4.1 Upload the digital copy
and submit the hard and soft
copy for production.

4. Upload the
ready{o-print
contextualized LRs via
ClDigital LR Portal.

5. Fonvard the
contelitualized LRs for
production

1 day CID Chief
LRMS Team

None6.1 Monitor the utilization of
LRs.

None 3 days and
2 hours

5 steps5 steps

'1. Submit the
contextualized LRs to
CID.LRMS.

l day

I



. ,'t

Prepared by:

&!an.{xl
DR. RUBY E. BANIQUED

Education Program Supervisor
LRMS

Freedom of lnformatlon Statement
This document will be published intemally and extemally. Any

data from this process can bs requested through
https i /foi.gov.!h

Data Privacy Statement
Any data from lhis plocess are processed for the purpose oi
implementing a Quality Management System. All data will be

processed in accordance with the Data Privacy Act.

DR. AURELIO G.
orc,

I

/Nd",
dsos\

Reviewed by:

, CESE

Approved by:

CESO VtDR.
OIC, SDS

M.

2
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iRepubtir of tt? ptJilippines I

Department of @Ducstion
National Capital Region

orace

2:

Schools Division Office - Mandaluyong City
Offic€ of the Schools Division
Superintendent

January 25, 2022

OFFICE MEMORAIYDIIM
No. O34 , s. 2o22

DEPLOYUEITT OF CID.SOP-OOs REVISIOIT (x) TITLED AS
QUALITY ASSURAIICE OF SUPPLEUEITITARY LEARIYIIiIG RTSOURCES

To: Offrcer In-Charge, Offrce of the Assistant Schools Division Superintendent
Chief Education Supervisors, CID and SGOD
Officia-ls, OSDS, CID and SGOD
All Others Concerned

l. This OfEce hereby deploys the approved Standard Operating Procedure with
the following details:

Process Tit-le: Qua-lity Assurance of Supplementary Learning
Resources

Document No. CID-SOP-OO5
Revision: 00
Effective Date: January 27 , 2022
Process Owner: Dr. Ruby E. Baniqued

2. For the information, guidance, and comptance of concerned for the
purpose of implementing ISO 9O0l:2O15 Quality Manageme t System.

R , cEsovI
Assistant Divi n Superintenden,

er In-Charge {
Office of the hools Division Supennte ndent

Encl. :

Reference
As sta.ted
NONE

To be indicated in the Perpctud lEdes
Under the following subjects:

PROCEDURE

SVO/JDSM/January 25, 2022

@
Calbayog St., Brgy. Highway Hills, Mandaluyong City

OSDS 79555921 . AO 79561263 . CID 7 9552557 . SGOD 85349810
sdo.mandaluyong@deped.gov.ph o www.depedmandaluyong.org

uLn utvisiI

B[ct
rlF!

E



CONTROLLED COPY

Standard Operating Procedure
prescibed to

. DepEd Citizen's Charte.,

. RA '11032 Eas6 of Doing Business Act,

. EO 2, s. 2016 Freedom of lnfo. Act

. FtA 10173 Data Privacy Aci

Document No.: crD-soP-005Ouality Assurance of Supplementary Leaming
Resources

Revision: 00

Effective Date: January 27 ,2022

To supervise the quality assurance of
supplementary learning resources

Objective:

Page: 2EODB
Classification:

I simpte
1-3 days

complex E Highly Technical
4-7 days 8-20 days

Schools Division Office of Mandaluyong

Process Title:

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Evaluation Tools LRMS Supervisor

Accomplished Evaluation Tools and Summary of
Findings

Quality Assurers

1. Organize the
division quality
assurance team by
leaming area and key
stage.

5. Final
Review/Conformance
Review/Sign off LRs

Agency Action Fees to
be Paid

Processing
Time

Person ResponsibleClient Steps

None l day PDO II.LRMS/
LRMS Supervisor

1.1 Organization of QA Teams

2. Evaluation of LRs
in terms of:

a. content
b. language
c. layout and

design

2.1 Evaluation of the
developed SLRs to check
IPR compliance and
specifications set.

None l day QA Team
Content Experts

Language Experts
Technical Design Expert

3. Review of the
Revised SLRs

3.1 Validate None 1 day QA Team
Content Experts

Language Experts
Technical Design Expert

4. Field Validation 4.1 Validation None '1 day LR Supervisor
PDO II-LRMS

Division Librarian

5.1 lssue a Specialty
Clearance to indicate that the
LR are ready to print and are
uploaded to SDO LR Portal.

None 1 day CID Chief
EPSs

LRMS Supervisor

5 steps 5 steps None 5 days

1



Prepared by:

&!oai$xl
DR. RUBY E. BANIQUED

Education Program Supervisor
LRMS

Froodom of lnfo7mr(lon Statoment
This document will be published intsmally and extemally. Any

data from this process can be requested through
httpsr//foi.oov.oh

Data Pdvacy Stalemenl
Any data from this process are processed for lhe Srrpose of
implementing a Ouality Management System. All gata will be

processed in accordance with the Oata Priv?6y Act.

DR. AURELIO G.
otc,

od$l*to.
asbs'

Reviewed by:

CESE

Approved by:

CESO VIoR.
OIC, SDS

M.

2



office of the schools Divlsaon
superintendent
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,ffiRd

w,
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Ci

Bepartment of @Uucstion
National Capital Region

Schools Division Offrce -

Office of t}te

Novembet 23,2O2L

I

DEPI'YUEITT OF ADU.SOP416 REVISIOII 01 TITLED AS

HOUSDKEEPNTG AIID UAINTETCAXCE

Officer In-Charge, Offrce of ttre Assistant Schools Division Superintendent

Chief Education Supervisors, CID and SGOD

Oflicials, OSDS, CID and SGOD
A1l Others Concerned

This Office hereby deploys the approved Standard Operating Procedure with

.) For the information, guidance, and comPliance of all ed for the

purpose of implementing ISO 9O0 1 :20 15 Qudity MAI agement Sys

RO cEsEa--
Assistant Sch s Divi Superintendent

cer In-Charge f; 7-
Division Superintendent

Encl. :

Reference:
As stated
NONE

To be indicated in the PcrD.turl Indcr
Under the fouowing subjects:

PROCEDURE

SVO / JDSM/ November 23, 2O2 1

b

Process Title:
Document No. ADM-SOP-O16
Revision:
Elfective Date: November 29 2021
Process Owner: Mark Sherwin G. M bol

Calbayog St., Brgy. HiShway Hills, Mandaluyong CitY

osDs 79!55921. Ao 79s51253 . clD 79552557 ' SGoo 8s349810

sdo.mandaluyong@deped.gov'ph' www depedmandaluyonS'org

-----.-.--.--

OFFICE UEUORAITDUT
ilo. ll-21 , s.2O2I-

the following details:

ol



CONTROLLED COPY

CHECKLIST OF REOUIREMENTS WHERE TO SECURE

Office Housekeeping Checklist
Office of the Administrative fficer V

Maintenance Job Request

Schools Oivision Offce of Mandaluyong

Standard Operating Procedure
prcscribed to

. DepEd Citizen's Charter,

. RA 11032 Ea66 of Ooing Busin€ss Acl,

. EO 2, s. 2016 Fr6€dom of lnfo. Ac1

. RA 10173 Data Privacy A.l

Process Title: Housekeeping and Maintenance Document No.: ADM.SOP.O16

Objective: To establish procedures in order to ensure
effective and efficient management of SDO -
Mandaluyong premises.

01

Effective Date: November 29, 2021

EODB
Classification:

! slmpte ! Complex E Highly Technical
1-3 days z1-7 days &20 days

Pages:

Client Steps Agency Action Fees to
be

Paid

Processing
Time

Person Responsible

1 . Proceed to area of assignment
N/A 5 minutes Utility Personnel

2. Conduct cleaning of assignment
based on Housekeeping Checklist N/A 30 minutes Utility Personnel

3. Report Defi ciencies/hazards found
during cleaning N/A 5 minutes Utility Personnel

4. Submits Housekeeping Checklist
to the Ofiice of the AOV N/A 5 minutes Utility Personnel

5. Review Housekeeping Checklist
N/A 5 minutes

Staff of the Office of
the Administrative

Officer V

5 minutes Staff of the Office of
the Administrative

Ofiicer V

7. lssues maintenance Job Request
Form for deficiencies.

N/A 5 minutes Staff of the Office of
the Administrative

Officer V

8. Monitor action tak€n on
maintenance job requests.

N/A lf Necessary Staff of the Office of
the Administrative

fficerV

1

Revision:

2

6. Produce corrective action reports. N/A



9. Files housekeeping checklist. N/A Staff of the Office of
the Administrative

Officer V

0 step 9 step6 None t hour and 5
minutes

Fieodom of lnformation Statement
This document will be published intemally and oxtemally. Any

data from this process can be requested through
https://foi.qov.ph

Data PriYacy Statement
Any data lrom this process are processed for the purpose of
implementing a Quality Management System. All flata will be

processed in accordance with the Data PnvfV Aa.

Officer V
N MBOL

Prepared by

Admin
MARK SH O, CESE RUZ, CESE

otc,AS S

Reviewed by:

DR.DR. AUREUO G.
olc,

2

5 minutes

Approved
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Depsrtment of @Uucation
National Capital Region

Schools Division Offrce - Mandaluyong City
? 4 lt2t .t-: rJ p'-

November 23,2o21

OFFICE MEMORA}IDUM
rro. ll'Lb s.2O2L

DEPLOYMEilT OF ADM.SOP.O17 REVISION 01 TITLED AS
MOTOR VEHICLE MANAGEMENT IIND MNNTEI{ANCE SERVICES

To: Officer In-Charge, Offrce of the Assistant Schools Division Superintendent
Chief Education Supervisors, CID and SGOD
Ofiicials, OSDS, CID and SGOD
A11 Others Concerned

1. This OfEce hereby deploys tJle approved Standard Operating Procedure with
the following details:

Process Title: Motor Vehicle Management and Maintenance Services
ADM-SOP-O17

Revision: 01
Effective Date: November 29, 2021
Process Owner: Mark Sherwin G. Magsombol

2. For the information, guidance, and compliance of all co cerned for the
purpose of implementing ISO 9001:2O15 Quality Management

RO , cEs&A-
Assistant School Division Superintendent

r In-Charge I
Office of the Sch Division Superintendent

Encl. : As stated
Reference: NONE

To be indicated in the IEdex
Under the following subjects:

PROCEDURE

SVO/JDSM/November 23, 2O2l

calbayog St., Brgy. Highway Hills, Mandaluyong City

OSDS 79555921 . AO 79561263 o CID 79552557. SGOD 85349810

sdo.mandaluyong@deped.gov.ph o www.depedmandaluyong.org

ullu I

Ofrice of the schools Division
Superintendent

Document No.

>-



CONTROLLED COPY

Schools Division Office of Mandaluyong

Standard Operating Procedure
p@scibed to

. DepEd Citizgn's Charter,

. RA '11032 Eas€ of Ooing Business Ac{.

. EO 2. s. 2016 Freedom ol lnfo. Act

. RA 10173 Data Privacy Ad

Process Tltle: Motor Vehicle Management and Maintenance
Services

Document No.: ADM,SOP.O17

Ob.iective: To provide policies, guidelines and
procedures in the maintenance and repair of
Schools Division Office - Mandaluyong
vehicles.

Revision: 01

Effective Date: November 29, 2021

EODB
Classiflcation:

E simpte
1-3 days

Complex
4-7 days

Highly Technical
8-20 days

Pages 4

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Vehicle Daily Checklist (BLOWBAGETS)

Ofiice of the Administrative Officer V
Job Request for Service Vehicle

Accident lnformation Sheet

Client Steps Agency Action Fees
to be
Paid

Processing
Time

Person Responsible

DAILY MATNTENANCE (DM)

'1.1 lnspect condition and
cleanliness of vehicle on a daily
basis (follow BLOW-BAGETS
principle) using the Vehide Daily
Checklist.

N/A 10 minutes Driver

1.2 Submit compiled Vehicle Daily
Checklist every end of the month.

N/A 5 minutes Driver

1.3 Review the vehicle daily
checklist upon submission.

*For cases with immediate action,
report to the ofice of the Aov.
Refer to the process below.

N/A 5 minutes Driver

N/A 5 minutes Staff of the Ofiice of
the Administrative

Officer V

5 steps 4 steps None 25 minutes

1

Certification of Completion

1 .4 File the accomplished Vehicle
Daily Checklist.



1.1 Check mileage of service
vehicle if due for Periodic
Maintenance

N/A 1 minute Driver

1.2 Contact outsourced Vehicle
Service Center for cost estimate of
Periodic Maintenance.

N/A 15 minutes Driver

1 .3 Prepare Job Request for
Service Vehicle for funding.

N/A 5 minutes Staff of the Office of
the Administrative

fficerV

1.4 Process Proposal for funding to
OSDS for approval

N/A 3 days Staff of the Office of
the Administrative

OfficerV

1.5 Bring the Service Vehicle to the
selected Outsourced Vehicle
Service Center.

N/A 15 minutes Driver

2.1 Upon advice of the Outsourced
Vehicle Service Center, retrieve the
service vehicle and secure
documents for liquidation.

N/A 4 hours Driver

2.2 Maintain a file copy of Service
Vehicle Preventive Maintenance.

N/A 5 minutes Staff of the Office of
the Administrative

fficerV

'l step 7 steps None
3 days,

4 hours and
41 minutes

REPAIR OF SERVICE VEHICLE (MINOR REPAIR)

1 .'1 Reports the findings based on
Vehicle Daily Checklist.

N/A 5 minutes Driver

1.2 Contact the outsource
mechanics for a cost estimate and
list of spare parts.

N/A 't 0 minutes Staff of the Office of
the Administrative

OfficerV

1.3 Prepare request for funds based
on Job Request for Service Vehicle,
Service Contract and proposed list
of spare parts.

N/A 5 minutes Staff of the Office of
the Administrative

fficerV

1 .4 Purchase the spare parts NiA t hour Driver

2. Conduct minor
repair and
maintenance

2.1 lnspect spare parts installation
and conduct test drive.

N/A 3 hours Driver

2.2 Submit documents for
liquidation such as: Job Request for
Service Vehicle

N/A 15 minutes Driver

2

PERIODIC MAINTENANCE (PM) EVERY 5,OOO KMS

2. Conduct Periodic
Maintenance



N/A Administrative
Officer V

2.3 Prepare liquidation and attach
all supporting documents.

2.4 Maintain a file copy of all
pertaining to minor repairs.

N/A 5 minutes Administrative Aide

1 step 8 step3 None 4 hourr and
50 minutes

MAJOR REPAIR

1 .1 Contacts outsource Vehacle
Service Center for scheduling of
repair.

N/A 10 minutes Driver

2. Assess repair/s to
be performed.

2,1 Request for Cost Estimate of
repair.

N/A 10 minutes Driver

2.2 Submit Cost Estimate
containing lhe assessment for
repair.

N/A 3-5 days Driver

2.3 Prepare request for funding and
attached Cost Estimate.

N/A '10 minutes Staff of the Office of
the Administrative

Ofiicer V

2.4 Advise the availability of funds. N/A 5 minutes Cashier

2.5 Submit the Govemment Vehicle
to Outsource Vehicle Service
Center for Repair

N/A 10 minutes Driver

3. Conduct maior
repair and
maintenance

N/A '10 minutes Oriver

3.2 File duplicate copy of all
documents pertaining to major
repair.

5 minutes Stafi of the Office of
the Administrative

Officer V

2 6teps 8 steps None
3-5 days and

I hour

VEHICLE ACCIDENTS

N/A 5 minutes Driver

1.2 Record the names and
addresses of the third party (ies)
insurance company.

N/A 5 minutes Driver

3

10 minutes

3.1 Upon advice of the Outsource
Vehicle Service Center, retrieve the
service vehicle and secure
documents for liquidation.

N/A

1.1 Obtain the names and
addresses of the third party (ies), all
injured persons as well as the
witnesses and its insurance
company and inform the SDO as
soon as possible.



1.3 lnform the Schools Division
Ofiice as soon as possible.

N/A 5 minutes Driver

'1.4 Summon the police/traffc
enforcer to the scene of the
accident and obtain a copy of the
police report.

N/A 3 hours Driver

1.5 Accomplish Vehicle Accident
Report.

N/A 5 minutes Driver

1.6 Submit Vehicle Accident Report. N/A 5 minutes

1.7 Assess need for repair based on
Vehicle Accident Report.

N/A 15 manutes Staff of the Office of
the Administrative

fficerV

1.8 Prepare Job Requests for
Service Vehicles refer to the
procedures for Minor or Major
repairs.

N/A 10 minutes Stafi of the Offce of
the Administrative

fficerV

1.9 File duplicate copy of all
documents pertaining to vehicle
accident.

N/A 5 minutes Staff of the ffice of
the Administrative

fficerV

0 step 9 steps None
3 hours and
55 minutes

Freedom of Information Statoment
This document will be published intomally and sxl8mally. Any

data from this process can be roquosted through
https://foi.oov.oh

Data Privary Statement
Any data from this pro@ss are processed for ths purpose of
imdementing a Quality Management System. All data will be

processed in accordance withrthe Data Privacl Acl.

Admi

Prepared

Ofiicer V
SOMBOLMARK SH , CESE

S

Reviewed by

DR. RUZ, CESE
otc,

4

Driver

DR. AUREUO G.
orc,

Approved



lRepublit ot tbe lPlrilipsined

TBepartment of @Ducstion
National Capital Region

Schools Division OIfice - Mandal Ci 0 \frrJPL
Office of the Schools Division
Superintendent

OFT'ICE UEMORA.IVDUU
xo. tt-2{ ,a.2o2L

Encl. : As stated
Reference: NONE

To be indicated in the Poroctuel Indcr
Uuder the fouowing subjects:

PROCEDURE

SVO/JDSM/November 23, 2O2l

November 23,2O2l

DEPLOYUEITT OF AI)U-SOP415 REIIISIOIY 01 TTTLED AS
PROVISIOI| F'OR SENf,IICE VEIIICLE

To: Officer In-Charge, Office of the Assistant Schools Division Superintendent
Chief Education Supervisors, CID and SGOD
Officials, OSDS, CID and SGOD
A11 Others Concerned

l. This Office hereby deploys the approved Standard Operating Procedure with
the following details:

Process Title: Provision for Service Vehicle
Document No. ADM-SOP_015
Revision: o1
Effective Date: November 29 2027
Process Owner:

2. For tJ:e information, guidance, and compliance of all concerned for the
purpose of implementing ISO 90O1:2O15 Quality M t System.

M. oEiSE'/>-
Assistant Sch Division Superintendent

cer
Office of the

bCalbayog St., Brgy. Highway Hills, Mandaluyong City

otrt 79555921 o AO 79561263 . CID 79552557 . SGOD 85349810

sdo.mandaluyonS@deped.8ov.ph o www depedmandaluyonS'org

Mark Sherwin G. Magsombol

In-Charge A >:
Division Superintendent

flril



CONTROLLED COPY

Schools Division Office of Mandaluyong

Standard Operating Procedure
prescribed to

. D€pEd Cit26n's Cturter,

. RA 11032 Ease of Dcing gusiness Act,

. EO 2, s. 2016 Fr€€dom of lntu. Act

. RA 10173 Data Privscy Ad

Process Title Document No.: ADM-SOP-015

Objective: To provide guidelines in the proper scheduling
and usage of Schools Division Ofiice -
Mandaluyong's services vehicles.

Revision: 01

Effective Date: November 29, 2021

EODB
Classification:

! simpte
1-3 days

Complex
4-l days

Highly Technical
&20 days

Pages 2

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Vehicle Request Form

Office of the Administrative Officer V
Monthly Report of Official Travels

Client Steps Agency Action Fees
to be
Paid

Processing
Time

Person Responsible

1. Accomplishes Vehicle
Request Form (VRF)

1.1 Review Vehicle Request
Form based on vehicle
availability

N/A 1 minute Staff of the Office of the
Administrative Officer V

1.2 lf available, approve
VRF.

If not available, clients have
to wait for the next available
vehicle.

N/A 5 minutes Staff of the Office of the
Administrative Officer V

2. Clients with approved
VRF utilize the vehicle.

2.1 VRF will be filed
accordingly. N/A Staff of the Ofiice of the

Administrative Officer V

2.2 Accomplishes Driver's
Trip ficket for every trip N/A 5 minutes Driver

2.3 Submits DTT and VRF to
the Office of the AO V every
Friday

N/A 5 minutes Driver

N/A Staff of the Ofilce of the
Administrative Officer V

1

Provision for Service Vehicle

Trip Ticket Form

Motor Vehicle lnsurance

4 minutes

2.4 Prepares Summary of
Monthly Report of Official
Travels

5 minutes



2.5 l€view Monthly Report
of Official Travel and lile
accordingly.

10 minutesN/A Staff of the Ofiice of the
Administrative Officer V

2 steps 7 steps None 35 minutes

Freedom of lnformation Statement
This doorment will be published intemally and extemally. Any

data from this process can be requested through
https://foi.oov.oh

Data Privacy Statement
Any data lrom this process 

"r. 
pro.r"""d for the purlrose of

implementing a Quality Management Syslem. All d# will be
processed in accordance with the Da[a Privar, Acl.

RUZ, CESE
orc,

App

DR. RMAGSOMBOL
Offcer V

Prepared

Admin

Reviewed bv: i I

on. euner-ro c. o#"o,
OIC, ASN \

CESE

2

MARK SHERWN



Eepublir of tbe fbitiprineg

Depsrtment of @ducation
National Capital Region

Schools Division Oflice - Mandaluyong City
t74 i0zl i:rl 7

Office of the schools Division
sup€rintendent

Novenber 23,2O2L

OFTICE MEMORAI{DIM
No. lt-LI .s. 2021

To: Olficer In-Charge, OIIice of the Assistant Schools Division Superintendent
Chief Education Supervisors, CID and SGOD
Officials, OSDS, CID and SGOD
All Others Concerned

1. This OItrce hereby deploys tJ:e approved Standard Operating Procedure with
the following details:

Process Title: Use of Facitties and Equipment
Document No
Revision: o1
Effective Date: November 29, 2O2l
Process Oumer: Mark Sherwin G. Magsombol

2. For the information, guidance, and compliance of all ed for the
purpose of implementing ISO 9OO1:2O15 Quality Management m

M. cESE/C.
Assistant Schoo Division Superintendent

o In-Charge 1,'
Offrce of the s Division Superintendent

Encl. :

Reference:
As stated
NONE

To be indicated in the Perpetual Itrder
Under the following subjects:

PROCEDURE

SVO/JDSM / Noveaber 23, 2O2 I

v-

Calbayog St., Brgy. Highway Hills, Mandaluyong city
osDs 79sss921 . AO 79561263 . CID 79552557 . SGOD 85349810

sdo.mandaluyong@deped.gov.ph o www.depedmandaluyong.org b

DEPII)YUENT OF ADM-SOP-OIg REVISION 01 TITLED AS
usD oF FACILITIES AND EQIITPUTNT

ADM.SOP-OI9



CONTROLLED COPY

Standard Operatlng Procedure
ptoscibed to

. DepEd Cilizen's Chsrler,

. RA 'l'1032 Ease ol Ddng Busin€ss Ac1,

. EO 2, s. 2016 FrBedom of lnfo. Acl

. RA 10173 Data Privacy Aci

Process l'ltle: Use of Facilities and Equipment ADM-SOP-o19

Objective: To establish policies and guidelines in
ensuring a well-cpordinated and effcient
utilization of SDO - Mandaluyong facilities
and resources.

Revision: 01

Efiective Date: November 29, 2021

EODB
Classification:

! Simpte ! Complex I Hignly technical
1-3 days +7 days &20 days

Pages: ,l

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Facilities Reservation Monitoring Form

Office of the Administrative Officer V

Equipment Reservation Monitoring Form

Facilities and Equipment Form

Cancellation Form

Client Steps Agency Action Fees
to be
Paid

Processing
Time

Person
Responsible

FOR EVENTS, FUNCTIONS, ACNVMES AND REGULAR MEETING

lnquire if the date/s
requested for the use of
facilities and equipment is

available.

1 't .1 Checks availability of
requested room and
equipment.

lf unavailable, choose a
different date or venue.

N/A 3 minutes Stafi of the Office
of the

Administrative
Oficer V

'1.2 lssue Facilities and
Equipment Form to the
requestor.

N/A 3 minutes Stafi of the Offce
of the

Administrative
fficerV

2.1 Reviews completeness
of details of Facilities and
Equipment Form received
from the requestor.

N/A 2 minutes Stafi of the Office
of the

Administrative
Ofiicer V

2. Accomplishes and submit
Facilities and Equipment
Form

1

Schools Division Office of Mandaluyong

Document No.:

Work Permit Form



3. Attached memo of
Cancellation to the
Facilities and Equipment
Request or Work
Authorization Form.

2.2 Approves the use of
facilities or equipment.

N/A 5 minutes Administrative
fficerV

2.3 lnforms and retums
original Facilities and
Equipment Form to the
requestor.

N/A 5 minutes Stafi of the Office
of the

Administrative
Officer V

2.4 Updates Facility and
Equipment Monitoring
Sheet, lnform housekeeping
Personnel with confi rmed
details of reservation and
file the second copy.

N/A 5 minutes Staff of the Office
of the

Administrative
fficerV

2 steps 6 stops Non€ 23 minutes

FOR OVERTIME WORK

1 . Accomplishes Work
Authorization Form from
Administrative Oficer V

'I .1 Reviews Work
Authorization Form

N/A 1 minute

1 .2 Approves the use of
facilities and equipment and
fumishes a copy to the
Security Personnel and
requestor.

N/A 3 minutes lnterested Party

2. Gonduct overtime work 2.1 Files the third (3") copy
of the Work Authorization
Form.

N/A 3 minutes Staff of the Ofice
of the

Administrative
Offcer V

2 steps 3 steps None 7 minutes

CANCELLATION OF FACILIT]ES AND EQUTPMENT REQUEST OR WORK PERMIT FORM

1. Prepares memo for
Cancellation of Facilities and
Equipment Request Form
and Work Authorization
Form.

N/A lnterested Party

2. Submit memo of
cancellation to Administrative
Offce.

N/A lnterested Parg

3.1 Update
Facility/Equipment
Monitoring Sheet with
confirmed details of
reservation

3 minutes Stafi of the Ofiice
of the

AdministraUve
OfficerV

3.2 Shall retrieve to the
security personnel the copy
of Facilities / Equipment
Request or Work
Authorization Form.

N/A 3 minutes Stafi of the Office
of the

Administrative
fficerV

2

lnterested Party

N/A



3.3 File the copy F & E
Request or Work
Authorization Form.

N/A 5 minutes Stafi of the Office
of the

Administrative
Oficer V

Freedom of lnformatlon Statemont
This doGrment will be published intemally and extemally. Any

data from this process can be rsquested through
httosJ/foi.oov.oh

Data Privacy Statement
Any data from this process are processed for the purB)se of
implementing a Quality Management System. All day'will be

processed in accordance \,vithffe Oata PnyacllAc1.

Ofiicer V
MARK SHERWIN

Prepared

DR. AURELIO G.
otc,

CESE

Reviewed by:

CESEDR. M.

Approved

OIC, SDS

3

3 steps 3 steps None 11 minutes



Eepublir of tbe Dbitippineg

National Capital Region
Schools Division Oflice - Mandaluyon

Offtce of the Schools Division
Superintendent

November 23,2o21

OF'FICE MEMORANDUM
I{o. lt - , e.2O2l

Officer In-Charge, Office of the Assistant Schools Division Superintendent
Chief Education Supervisors, CID and SGOD
Officials, OSDS, CID and SGOD
All Others Concemed

l. This Office hereby deploys tl.e approved Standard Operating Procedure with
the following details:

Process Title: Workplace Safety and Security
Document No. ADM-SOP-OI8
Revision: o1
Effective Date: November 29,2O2l
Process Owner: Mark Sherwin G. Magsombol

2. For tJ:e information, guidance, and compliance of all ncerned for the
purpose of implementing ISO 900f :20f 5 Quality M agement tem.

RO cEsEA-
Assistant Sch s Division Superintendent

In-Charge \
Offrce of the ols Division Superintendent

Encl. : As stated
Reference: NONE

To be indicated in the PcrDctual Iqder
Under the following subjects:

PROCEDURE

SVO/JDSM/Novembet 23, 2021

Ci

?a

kCalbayog St., Brgy. Highway Hills, Mandaluyong City

osDS 79555921 . AO 79561263. CID 79552557. SGOD 85349810
sdo.mandaluyong@deped.gov.ph r www.depedmandaluyong.org

Department of @Ducation

DEPI.OYMENT OF ADM-SOP.OI8 RITIISIO.II 01 TITLED AS
WORI{PLI\CE SAFETY AND SBCT'RITY

To:

M.



CONTROLLED COPY

Schools Division Office of Mandaluyong

Standard Operating Procedure
prescibed to

. OepEd Citizen's Cha(er,

. RA '11032 Ease of Doing Business Act,

. EO 2, s. 2016 Freedom of lnfo. Act

. RA'10173 Data Privacy Act

Workplace Safety and Security ADM-SOP.O,I8

Objective: To establish guidelines and procedures that
will promote a safe and secured work
environment.

Revision 01

Effective Date: November 29, 2021

EODB
Classification:

! Simpte
1-3 days

Complex
4-7 days

Highly Technical
8-20 days

Pages: 3

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Maintenance Job Request

Ofiice of the Administrative Officer V
Gate Pass

Security Personnel lnspection Checklist

Client Steps Agency Action Fees to
be Paid

Processing
Time

Person
Responsible

PERSONNEL / INTERESTED PARTY FOR SDO EMPLOYEES

1 . Enters the SDO premises 1 .1 Conduct frisk search
to all incoming interested
parties

N/A 20 seconds Security
Personnel

N/A 5 minutes Security
Personnel / Guest

I step 2 steps None 5 minut€s
and 20

seconds

PERSONNEL 
' 

INTERESTED PARTY FOR NON . SDO EMPLOYEES

2. Enters the SDO premises 2.1 Conduct frisk search
to all incoming interested
parties

N/A 20 seconds Security
Personnel

3. Deposits item at Admin
Office safety Box, if any.

3.1 Request for lD N/A 5 minutes Security
Personnel

3.2 lssue Visitor's lD N/A Security
Personnel

1

Process lltle: Document No.:

Visitor's Logbook/Log Sheet

1.2 Employee or the
security personnel log the
name and time of entry in
the logbook

5 minutes



3.3 Logs the name and
time of entry and
signature

N/A I minute Security
Personnel / Guest

3.4 Refers interested
parties to lnformation
Desk

N/A l minute Security
Personnel

3.5 Contact the
concemed person.

N/A 1 minute lnformation Desk

3.6 Provides direction on
the location of contract

N/A 1 minute lnformation Desk

4. Return lD issued and
retrieves Visitor's lD before
leaving the person.

N/A 1 minute

3 steps 7 steps None 15 minutes
and 20

seconds

SECURITY OF OFFICE ASSETS

1.1 Review and Approve
Gate Pass.

N/A 1 minute lnterested Party

2. Submit approved Gate
Pass to Security Personnel
upon departure from ofiice.

2.1 Update the asset
records.

N/A 5 minutes Administrative
Offcer V

2.2 Files Gate Pass. N/A 1 minute lnterested Party

2 steps 3 steps None 7 minutes

FACILITIES / AREA INSPECTION

1.'l Plans the facilities
inspection.

N/A 5 minutes Administrative
Officer V/ Security

Personnel

1.2 Conducts rounds on
facilities.

N/A 20 minutes Security
Personnel

1.3 lnspect premises
based on Security
Rounds Checklist.

N/A 20 minutes Security
Personnel

1.4 Generates and
reports the result of
inspection.

N/A 5 minutes Security
Personnel

1 .5 Submits Security
Rounds Checklist

N/A 5 minutes Security
Personnel

1.6 Review Security
Round Checklist.

N/A 5 minutes Administrative
Officer V

z

1. Accomplishes Gate Pass
from AOV



'l.7 Files Security Round
Checklist.

N/A 5 minutes Stafi of the Offce
of the

Administrative
Officer V

0 step 7 steps None 65 minutes

Freedom ot lnformation St tamant
This document will be publishsd intomally and extemally. Any

data from this process can bo requested through
lltps://foi.qov.Dh

Drta Privacy Statoment
Any data ftom this process are processsd for the purp$e
implementing a Quality Management System. All dat?6vill

Frocessed 
in accordance with the Data PrivacylAa.

of
be

BOL
Ofiicer V

Prepared by:

Admi
MARK DR. AURELIO G.

otc,
M""
ASgb\

CESE

Reviewed by: Approved

DR. CESE

3

orc,



Etpulrlic of tbe lPbilippineg

De$a$ment of @Ducation
National Capital Region

Schools Division Office - Mandaluyong City

l/'
lv
I i , ttJti llt. t7o **

scHt}ots 0ty,storu 0iFIC€ I/IANDAI.UY()I!G i
RTCOfiOS SEljTIOfl

Office of the Schools Division
Superintendent

December L6, 2O2l

OFFICE MEMORANDUM
No. 12. t) s,2O2L

DEPLOYMEITT OF IST-SOP.q)2 R.EVISIOT OO
TITLED TROI'BLESHOOTHIIYG OF ICT EQI'IPMENT

To: Officer In-Charge, Oflice of tl:e Assistant Schools Division Superintendent
Chief Education Supervisors, CID and SGOD
Offrcials, OSDS, CID and SGOD
All Others Concerned

1. This Office hereby deploys the approved Standard Operating Procedure with
the following details:

Process Title: Troubleshooting of ICT Equipment
Document No. ICT-SOP-OO2
Revision: 00
Effective Date: December 27 , 2O2l
Process Owner: John Darryll S. Mercado

2. For the information, guidance, and compliance of concerned for the
purpose of implementing ISO 9OO 1:2015 Quality System.

M. cEsovI
/Assistant S ls Di on Superintenden

Officer In-Charge l
Oflice of the ools Division Superintendent

Encl. :

Reference:
As stated
NONE

To be indicated in t}le Perpeturl lldcr
Under the following subjects:

PROCEDURE

JDSM/December 16, 2O2l

kCalbayog 5t., Brgy. Highway Hills, Mandaluyong City

oSDS 79555921 . AO 79561263 . CID 79s525s7 . SGOD 8s349810
sdo.mandaluyong@deped.gov.ph . www.depedmandaluyong.org



CONTROLLED COPY

CHECKLIST OF REOUIREMENTS WHERE TO SECURE

Client Steps Agency Action Fees to
be Paid

Processing
llme

Person
Responsible

1. SDO Employee fills out
the ICT Service Request
Form

1.1 ICT Unit will receive an email
about the details of the request.

None 5 minutes ICT Unit

1.2 ICT Unit will evaluate the
request if:

a. Serviceable within ICT
unit

b, Serviceable through
service center

c. Unserviceable

None 30 minutes ICT Unit

None 1-3 days

2. SDO Employee
receives fixed or upgraded
equipment

2. 1 ICT Unit asks client to fill out
a Client Satisfaction Survey form.

None 15 minutes

2 steps 4 steps None 3 days and
50 minutes

Schools Division Office of Mandaluyong

Standard Operating Procedure
prescribed to

. DopEd Citizen's Charter.

. RA 11032 Ease of Doing Business Act,

. EO 2, s. 2016 Freedom of lnfo. Acl

. RA 10173 Data Privacy Act

Troubleshooting of ICT Equipment Document No lcT-soP-002

Evaluation, assessment and troubleshooting
of government-procured ICT equipment of
Schools Division Office

00

Effective Date: Decembe( 27 , 2021

EODB
Classification:

g simpte
1-3 days

Complex
4-7 days

! Highly Technical
8-20 days

Page:

Freedom of lnformation Statement
This document will be published intemally and externally. Any

data from this process can be requested through
t OV h

Data Privacy Statement
Any dala from this process are processed for the 9urpose of
implementing a Ouality Management System. Ally'ala will be

processed in accordance wit??he D/fia Pnvfcy Acl.

MERCADO
lnformat lon Technology Officer

JOHN DA SO, CESEDR. AURELIO G

Reviewed by Approved

DR.
OIC, AS

ELA M. RUZ, CESE
OIC, S D

1

SDO Mandaluyong ICT Service Request Form bit.lv/mndictservicereouest

'1.3 ICT Unit koubleshoots
equipment if serviceable.
Coordinate with the Supply
Section if purchase is needed.

ICT Unit

ICT Unit

Process I rtle:

Objective: Revision:

1

Prepared by:



""'': ^:,...-

i,E,' I scHo0t s 0tt,tsr0N 0rncr Mnruoatuvonc

lieputrtrr of thr ll|)itipprnrs

Department of @!ucation
at

National Capital Region
Schools Division Offrce - Mandaluyon City

Ofrice of the Schools Division
Superintendent

December 16, 2O2L

OFFICE MEMORANDUM
No. l2- tq a,2O2l

DEPLOYMEITT OF ICT.SOP-OO3 REVISIOT OO
TITLED T'PI.OADING OF PI'BLICATIOI{S

Officer In-Charge, Oflice of the Assistant Schools Division Superintendent
Chief Education Supervisors, CID and SGOD
Officials, OSDS, CID and SGOD
All Others Concerned

1. This Oflice hereby deploys the approved Standard Operating Procedure with
the following details:

Process Title: Uploading of Publications
Document No
Revision 00
Effective Date:
Process Owner: John Darryll S. Mercado

2. For the information, guidance, and compliance of concerned for the
purpose of implementing ISO 9OO I :2015 Quality Managemen System.

RO M. cEsovr
Assistant Sch s Divi Superintenden

fltcer In-Charge 1

OIIice of the chools Division Superintendent

Encl. ; As stated
Reference: NONE

To be indicated in the Perpetud lldcr
Under the following subjects:

PROCEDURE

JDSM/December 16,2021

I l 
"-\o 

o^'''

bCalbayog St., Brgy. Highway Hills, MandaluyonB City
OSDS 79555921 . AO 79s61263 . CID 79552557 . SGOD 85349810
sdo.mandaluyong@deped.gov.ph o www.depedmandaluyong.org

DEC

To:

ICT-SOP O03

December 27,2O2l



CONTROLLED COPY

Schools Division Office of Mandaluyong

Standard Operating Procedure
prescibed to

. DepEd Citlzen's Charter,

. RA 11032 Ease of Doing Business Act,

. EO 2. s. 2016 Freedom of lnfo. Act

. RA 10173 Data Privacy Aci

Uploading of Publications Document No. tcT-soP-003

This describes the procedures in the
uploading of publications on the official
website and social media accounts.

Revision: 00

Effective Date: Decembet 27 ,2021

EODB
Classification

Simple
1-3 days

! Complex
4-7 days

Highly Technical
8-20 days

1

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Uploading of Publications Request Sheet ICT Unit

Memoranda/Advisories Records Section

lssuances
Bidding Documents
lnvitation to Bid
Request for Quotations
Notice of Award
Notice to Proceed

Bids and Awards Committee

Announcements/Articles SDO Employee

Client Steps Agency Action Fees to
be Paid

Processing
Time

Person
Responsible

1 .1 Receive the documents
and other publication materials

None 2 minutes

1.2 Analyze the content and
schedule

None 3 minutes ICT Unit

1 .3 Upload the document
and/or publication materials on
the website or social media
accounts

None 5 minutes ICT Unit

1 steps 2 steps None '10 minutes

Data Privacy Statement
Any data ftom this process are processed for the purpose of
implementing a Quality Management Systern. All data will be

processed in accordancervith the Data/Privacy Act.

lnformation Technology Offi cer
L MERCAOO

Prepared by:

JOHN D

Reviewed by: \ i
DR. AURELTo c. AdN

OIC, ASD\
SO, CESE

Appro

OR
otc SDS

by:

OME . CRUZ, CESE

Process Title:

Objective:

Page:

1. Accomplish the
Uploading of
Publications Request
Sheet

ICT Unit

Froodom of lntormation Statement
This document will be published intemally and extemally. Any

data from this process can be requested through
httos://for.qov.oh

1



a

Encl. :

Reference
As stated
NONE

To be indicated in tie Perrrctual ludcr
Under the following subjects:

PROCEDURE

JDSM/December 16,2021

us 0ivtslofl oFflcE MAil0A[UIRIC stcTrofl
l&rpublir ot tlre $IJitippines

Depsrtment of @Ducation
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0Ec_z o nn tl:rcov/
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National Capital Region
Schools Division OIIice - Mandalu Ci

Offic€ of the Schools Division
Superintendent

DeceEber L6, 2O2L

OFFICE MEMORANDUM
No. 12- 12 s,2O2L

DEPLOYMENT OF ICT.SOP.OOI REI/ISION OO
TITLED USER ACCOUIIT MANAGEItrENT

OF CENTRALLY.MAITAGED SYSTEITIS

To Officer In-Charge, OIIice of the Assistant Schools Division Superintendent
Chief Education Supervisors, CID and SGOD
Oflicials, OSDS, CID and SGOD
All Others Concemed

l. This Oflice hereby deploys the approved Standard Operating Procedure with
the following details:

Process Title: User Account Management of Centrally-Managed
Systems

Document No. ICT-SOP-OO 1

Revision: o0
Effective Date: December 27 2021
Process Osrner: John ll S. Mercado

2. For the information, guidance, and compliance of a.ll con ed for the
purpose of implementing ISO 9OOf :2015 Quality anagement Sys

M. CRUZ, VI
Assistant Sc s Division Superintenden

cer In-Charge y
Office of th ls Division Superintendent

/

bCalbayog St.,8rgy. Highway Hills, Mandaluyong City
osos 79555921 . AO 79561263 . CtD 79552557 . SGOD 85349810
sdo.mandaluyong@deped.gov.ph . www,depedmandaluyong.org



Schools Division Office of Mandaluyong

Standard Operating Procedure
presctibed to

. DepEd Cilizen's Charte(

. RA '11032 Ease of Doing Business Acl,

. EO 2, s. 2016 Frcedom of lnfo. Aci

. RA 10173 Data Privacy Acl

Process Title User Account Management for Centrally Managed
Systems

Objective Creation, deletion and renaming of user
accounts, and resetting of passwords for
regular SDO proper and field personnel. This
includes, but not limited to, Google and
Microsoft accounts, DPDS, and others.

Revision 00

Effective Date: December 27 , 2021

EODB
Classification

Simple
1-3 days

Complex
4-7 days

E Highly Technical
8-20 days

Pages: 2

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

SDO Mandaluyong Account Reset Form

SDO Mandaluyong CREATE Requests Sheet
(lCT Coordinators access only)

https://bit.lv/sdomcreate

Client Steps Agency Action Fees to be
Paid

CREATION OF ACCOUNTS

'l . ICT Coordinators
fill out the SDO
Mandaluyong
CREATE Requests
Sheet lf Microsoft accounts, ICT unit fills

out Ofiice 365 ldentity and Account
Management Form ver. 3 and waits
for the email of Central Office.

None 5 minutes ICT Unit

1.2 Once an account is created,
ICT Unit provides to the requestor
via email.

None ICT Unit

1 step 2 steps None 7 minutes

RESETTING OF ACCOUNT PASSWORDS

1 . Requestor fills out
SDO Mandaluyong

'l .1 ICT Unit reset account
passwords based on information

None 3 minutes ICT Unit

CONTROLLED COPY

Document No.: rcT-soP-001

https://bit.lylmndreset

Processing
Time

Person
Responsible

1.1 lf Google accounts, ICT Unit
creates an account in the division
Admin console.

2 minutes

1



;i
Account Reset Form provided

1.2 Once account password is
reset, ICT Unit provides to the
requestor via email.

None 2 minutes ICT Unit

Freedom of lnformation Statement
This document will be published intemally and externally. Any

data from this process can be requesled through
httos://foi.oov.oh

Data Privacy Statement )
Any data from this process are processed for the durpose of
implementing a Ouality Management System. All ,ata will be

processed in accordance wilh the Data Priv?ty Act.

Prepared by:

JOHN
Technology Officer

MERCADO DR. AURELIO G.
olc, **N"" CESE

Reviewed by: Approved

DR. CESE
OIC, SDS

M.

2

1 step 2 steps None 5 minutes



Eeuublir of tlte lDltilippirres

TBepsrtment of @[trcation tl t^J

OFFI
No.

Office of the Schools Division
Superintendent

National Capital Region
Schools Division Office - Mandaluyong Ci onrs,SEP 2 I 2021, Tfl-

September 2L,2O2L

CESE
perinten

MEMORANDUM
s,2O2l

DEPLOYMENT OF LDG.SOP.OOI REVISION 01
TITLTD AS FILIITG OT'COMPI,/UNT

To: Offrcer In-Charge, Oflice of the Assistant Schools Division Superintendent
Chief Education Supervisors, CID and SGOD
Officials, OSDS, CID and SGOD
All Others Concerned

l. This Oftice hereby deploys the approved Standard Operating Procedure with
the following details:

Process Title: Filing of Complaint
Document No. LEG-SOP-OO1
Revision: 01
Effective Date: September 22, 2O2l
Process Owner: Ma. Bernice Doreen M. Aberin

2. For t}le information, guidance, and compliance of all con ed for the
purpose of implementing ISO 9001:2O15 Quality Management Sys

M.
Assistant S ls Division

flicer In-Charge / tr
Offrce of the chools Division Su tendentpenn

Encl. :

Reference
As stated
NONE

To be indicated in the Perpcturl Indcx
Under the following subjects:

PROCEDURE

SVO/JDSM/September 21, 2O2l

bCalbayog St., Brgy. Highway Hills, Mandaluyong City
osDs 79555921 . AO 79561263 . CtD 79552557 . SGOD 85349810
sdo.mandaluyong@deped.gov.ph o www.depedmandaluyong.org

BY



CONTROLLED COPY

Schools Division Office of Mandaluyong

Standard Oporating Procedure
prescribed to

. DepEd Citizen's Charter,

. RA 11032 Ease of Doing Business Act,

. EO 2, s. 2016 Fre€dom of lnfo. Aci

. RA t0173 Data Privacy Acl

Process 'l-itle Filing of Complaint

Objective Person who has a cause of action may file an
administrative complaint against teaching/
teaching related personnel and non{eaching
personnel of the DepEd, compliant with the
requirements under Seclions 4 and 5 of OepEd
Order No. 49 s. 2006 or Revised Rules of
Procedures of the Department of Education in
Administrative Cases

Effective Date September 22, 2021

EODB
Classification:

! simpte
1-3 days

Complex
4-7 days

Highly Technical
8-20 days

Page 1

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

1. Copy of the Formal Complaint under oalh containing a certification/statement on
non-forum shopping

2. Copy of Certified True Copies of documenlary evidence and affldavits of witness

Client Steps Agency Action Fees to be
Paid

Processing
Time

Person
Responsible

1 . Complainant
submits the formal
complaint with
supporting
evidence, if
necessary

1.1 Receive and evaluate the formal
requirements of a complaint pursuant to D.O
49, s. 2006

a. Noncompliant: lssue a checklist of
requirements, give appropriate advice,
and request the client to sign the
Walk-ln Client lntake and Action Form

b. Compliant: Request the client to
proceed to the Records Section for
processing

None 20 minutes Legal Unit
staff

2. Submit checked
complaint and
supporting
evidences to
Records Section

2-1 Records Section receives the complaint
and provide mpies to Legal Unit and to the
complainant

None 5 minutes Records
Section staff

2 steps 2 steps None 25 minutes

Freedom of lnformation Statemant
This document will be published intemally and externally. Any

data from this process can be requested through
n hs://foi OV

Oata Privacy Statement
Any data from this process are processed for the purpose
implementing a Quality Management System. All data

processed in accordance with the Data Privacy

Prepared by

ATTY MA. B

egal Officer

Reviewed by: \/ /
DR. AURELTo G. adlMs

OIC, ASDb\
O, CESE

App

D ROMELA M.
OIC, S

Z, CESE

1

Document No.: LEG-SOP-OO1

Revision: 01

Complainant

M. ABERIN
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Eepubtic ot tl;e l0lrilippinrg

Department of (EDucation

iloiJ4-,-National Capital Region
Schools Division Oflice - Mandaluyong Ci 54t

office of the Schools Division
Sup€rintendent

September 2L,2O2l

OF.F'ICE
No. s,2O2l

DEPI,OYMENT OF LEG.SOP.OO2 RTVISION OO
TITLED AS ISSUANCE OF CERTIFICATE OF NO PENDING CAS;E

To: OIIicer In-Charge, OI[ce of the Assistant Schools Division Superintendent
Chief Education Supervisors, CID and SGOD
Officia]s, OSDS, CID and SGOD
All Others Concerned

1. This OIEce hereby deploys tJre approved Standard Operating Procedure with
the following details:

Process Title: Issuance of Certificate of No Pending Case
Document No. LEG-SOP-O02
Revision: 00
Effective Date: September 22, 2O2l
Process Orrryrer: Ma. Bernice Doreen M. Abenn

2. For the information, guidance, and compliance of all co ed for the
purpose of implementing ISO 900f :2O 15 Quality Management

M. IAssistant s Division uperintenden
cer

OIIice of the Schools
ln-Ch.arlge t /
Division Sup$rintendent

Encl. ; As stated
Reference: NONE

To be indicated in the PerDetual Iader
Under the following subjects:

PROCEDURE

SVO/.JDSM / Septemtter 21,2021

bCalbayog St., Brgy. Highway Hills, Mandaluyong City
OSDS 79555921 . AO 79561263 . CID 79552557 o SGOD 85349810
sdo.mandaluyong@deped.gov.ph . www.depedmandaluyong.org

J

CESE



CONTROLLED COPY

Schools Division Office of Mandaluyong

Standard Operating Procedure
prescribad to

. O€pEd Citizen's Charter,

. RA 11032 Ease of Doing Business Act,

. EO 2, 6. 2016 Freedorn of lnfo. Act

. RA 10173 Data Privacy Act

Process Title: lssuance of Certificate of No Pending Case Document No.:

Objective: Certiflcate of No Pending Administrative Case is
one of the requirements when applying for
clearance. This is to ensure thal the requesting
DepEd Non-Teaching Personnel has no pending
administrative case filed before any office of the
Department before allowing him/her to travel to
foreign countries or to permanently leave his/her
office through resignalion or retirement.

Revision 00

Effective Date: September 22, 2021

EODB
Classification:

! simpte
1-3 days

Complex
4-7 days

Highly Technical
8-20 days

CHECKLIST OF REOUIREMENTS WHERE TO SECURE

1. Government issued lD Requesting Entity

2. Online Request Form hft os://bit.ly/nopendinocaseform

Client Steps Agency Action Fees to
be Paid

Processing
Time

Person
Responsible

1 .'l Legal Unit review and check
requiremenVs & verify from the list of
formally charged employees

lf employee does not have a pending
case, issue certification / sign clearance
lf employee has a pending administrative
case, inform employee that he/she will be
cleared after case has been resolved or
sanction has been completed

None 10 minutes

Legal Assistant
/Legal Ofiicer

'l .2 lf verified, release certificate via email
or printed copy

None 5 minutes

1 steps 2 steps 10 minutes

Freedom ot lnfomation Statement
This document will be published intemally and etemally. Any

data from this process can be requested through
htto s://fo i. o ov. ph

Data Privacy Statement
Any data ftom this process are processed for the purposgDf
implementing a Ouality Management System. All data ,,rd be

procTsed in accordance wilh the Data Pnvacy/rfl.

Prepared by:

ATTY MA.
egal fficer

OOREEN M. ABERIN

Reviewed by: ,,1
oR. AURELTo c. ALd(Yo

OIC. ASDS
, CESE DR.

App

CESEELA M. C
OIC, SD

1

LEG-SOP-OO2

Page: 1

1. Client fills out
the online request
form

None
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Erpublir ot tbe mtiliruine,

Depsrtment of @Lucstion
National Capital Region

Schools Division Office - Mandaluyong City

*, t \\'r\
BEP 2 uoa-, 5,4

vOffice of the Schools Division
Superintendent

September 2\,2O2L

OFFI
No.

MEMORANDUM
s,2O2L

DEPLOYMENT OF LEG-SOP-OO3 RE\IISIOTT OO TITLED AS
REQI'EST F'OR CORRBCTION OF ENTRIES IN SCI{OOL REICORDS

To: Olficer In-Charge, OIIice of the Assistant Schools Division Superintendent
Chief Education Supervisors, CID and SGOD
Ollicials, OSDS, CID and SGOD
All Others Concerned

l. This Offrce hereby deploys the approved Standard Operating procedure wittr
tlle following details:

2. For the information, guidance, and complialce of all c ed for the
purpose of implementing ISO 9OO1:2015 Quality Management S m

RO M.C
Assistant Sc

Office of the

h s Division Su
CESE

perinten
r In-Charge / d-Schools Division Supenntendent

d""l

Encl. ; As stated
Reference: NONE

To be indicated in the PelDctud lpdex
Under the follorfing subjects:

PROCEDURE

SVO/JDSM/Septerr.ler 21, 2O2 |

Process Tifle: R uest for Correction of Entries in School Records
Document No. LEG.SOP-OO3
Revision 00
Effective Date tember 22, 2027
Process Oumer: Ma. Bernice Doreen M. Aberin

bCalbayog 51., Brgy. Highway Hills, Mandaluyong City
OSDS 79555921 . AO 79561263. CID 79552557. SGOD 85349810
sdo.mandaluyong@deped.gov.ph o www.depedmandaluyong.org

(
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CONTROLLED COPY

Schools Division Office of Mandaluyong

Standard Operating Procedure
presctibed to

. DepEd Citizen's Charter,

. RA 11032 Ease of Doing Business Act.

. EO 2, s. 2016 Freedom of lnfo. Act

. RA 10173 Data Privacy A.i

Process Title: Request for Correction of Entries in School
Records

Document No.: LEG-SOP.OO3

Objective: This process covers the rectification of personal
information in scholastic records. lt is a remedy for
any student whose school records contain error/s
which is/are purely typographical in nature, and
which can be coffected by the issuance of a
Resolution directing the conection of such enor/s.

Revision:

Effective Date Seplember 22,2021

EODB
Classification:

Z Simpte
'1-3 days

! Complex
4-7 days

Highly Technical
8-20 days

Page: 2

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

'l . Application indicating the entry/entries to be conected Requesting party

2. Certiflcate of Live Birth issued by Philippine Statistics Authority PSA

3. Certified true copy of Form 137 or FS 9 or Diploma whichever is
applicable

School

4. Affidavit of Two Disinterested Persons applicable Affiants

5. Other documents that may be required by the Attomey lll of the Division
Ofiice in order to prove the application

6. Authorization Letter or Special Power of Attorney (if the application is filed
by the person other than the owner of the record

Requesting party

7. Data Privacy Consent Form Legal Unit

Client Steps Agency Action Fees to
be Paid

Processing
Time

Person
Responsible

1.1 Review and check all the
Requirements submitted as to
completeness.

a. lf complete, proceed to verification
and evaluation of documents.

b. lf incomplete, return the
documents to the applicant with an advice
as to how to acquire his/her deficiency

None 10 minutes Legal Staff /
Legal Officer

1 .2 Verity the authenticity of all required
documents and run the original PSA Birth
Certificate under the UV Blue Lamp to

None 5 minutes

1

00

Requesting party

1 . Submit all the
required
documents and
fill out the
application form
for Correction of
Entries in the
School Records



determine existence of PSA seal

2.
ClienUApplicant
will fill out and
sign the Data
Privacy Consent
Form

2.'l Verify the completeness of the
filled-out of form

None 2 minutes

2.2 Endorsehecommend to the SDS or in
his absence, the ASDS, the granting of
the application.

None 5 minutes Legal Officer

2.3 A signed Order will be issued by the
SDS or, in his absence, the ASDS, to the
public or private school to change the
entries in the school records of the
applicant

l day SDS

3. Receive a copy
of the receipt

3.1 Release a copy of the Order to the
applicant and to the concerned school

None 3 minutes Legal Unit
personnel

3 steps 6 steps None 1 day and 25
minutes

Freedom of lnformation Statement
This document will be published intemally and extemally. Any

data from this process can be requested through
httos //foi.aov.oh

Data Privacy Statement
Any dala from this process are processed for the purposerf
implementing a Quality Management System. All data ,rCf be

processed in accordance wth the Oala Pivacy 
lA,.

M. ABERIN
I Officer

Prepared by

ATTY. MA-

Reviewed by: \ I
DR. AUREL|o o. adidso

OIC, AS65\
, CESE

b

DR.

App

z, cEsEMELA M. C
orc, s

2

CONTROLLED

None
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National Capital Region
Schools Division Ottrce - Mandaluyong City

Ofnc€ of the Schools Division
Superintendent

January 7,2022

OFF.ICE MEMORANDUM
Iyo. oo 3 ,2.2o22

DEPI.OYMENT OF ADM-SOP.O23 RTVISION OO TITLED AS
APPLICATION FIOR ERI' (FQUTVALENT RDCORD FORIUI

To Ofhcer In-Charge, Oflice of the Assistant Schools Division Superintendent
Chief Educadon Supervisors, CID and SGOD
Offrcials, OSDS, CID and SGOD
All Others Concemed

1. This Office hereby deploys the approved Standa-rd Operating Procedure with
the following details:

Process Title: Application for ERF (Equivalent Record Form)
Document No. ADM-SOP-023
Revision: oo
Effective Date: January 10, 2022
Process Owner: Menchie DC. Kubayashi

2. For the information, guidance, and compliance of all cerned for the
purpose of implementing ISO 9OO 1:2O 15 Quality Managemen tS

RO M. cEsovI
Assistant ls Di Superintenden $Oflicer In-Charge /
Office of e Schools Division Su p€rintendent

Encl. :

Reference:
As stated
NONE

To be indicated in t}le Perpeturl lpdcr
Uoder the following subjects:

PROCEDURE

SVO/JDSM/January 7, 2022

bCalbayog St., Brgy. Highway Hills, Mandaluyong City
OSDS 79555921 . AO 79561253 . CID 79552557 . SGOD 85349810
sdo.mandaluyong@deped.8ov.ph . www.depedmandaluyong.org



(

Schools Division Office of Mandaluyong

CONTROLLED COPY

Standard Operating Procedure
prescibed to

. DepEd Citizen's Charter,

. RA 11032 Ease of Ooing Business Act,

. EO 2, s. 2016 Freedom of lnfo. Act

. RA 10173 Oata Privacy Act

Process Title: Application for ERF (Equivalent Record Form) Document No.: ADM .SOP-023

Objective: To establish a clear and systematic procedure
in the submission, receiving and taking action
of ERF. This service is to validate the
classification level of teachers covered by the
Teachers' Pay Preparation Schedule (TPPS).
The Personnel Section will assess
and validate the documents submitted to be
endorsed to the Regional Office for
approval.

Revision: 00

Effective Date: January 10,2022

EODB
Classification:

Z Simpte
'l-3 days

Complex
4-7 days

Highly Technical
8-20 days

Page: 4

Teacher llJll
'1 . Endorsement Letter signed by School Head

(3 Original copies)
2. Duly accomplished Equivalent Record Form

(ERF) (4 original copies)
3. Authenticated Copy of Transcript of Records in

the Masteral Course signed by the School
Registrar (1 original and 3 photocopy)

4. Permit to Study or Accreditation of units in the
Masteral Course (1 original and 3 photocopy)

5. Plantilla Allocation List (4 copies)
6. Service Remrd (2 copies)
7. Accomplished Checklist of Requirements

(chronologically arranged) (4 copies)

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Personnel Section ln-Charge
Personnel Section ln-Charge
Personnel Section I n-Charge

School Head

Client

Graduate School Registrar

Client

School Head

Client

Graduate School Registrar

Client

School Head

1

SPED Teacher l-ll
1. Endorsement Letter signed by School Head
(3 Original copies)
2. Duly accomplished Equivalent Record Form

(ERF) (4 original copies)
3. Authenticated Copy of Transcript of Records in

the Masteral Course signed by the School
Registrar (1 original and 3 photocopy)

4. Permit to Study or Accreditation of units in the
Masteral Course (1 original and 3 photocopy)

5. Certificates of Trainings for the last five years (at
least 24 hours) (1 photocopy)

6. Cerlification that the candidate has Very Satisfactory
Rating for the last three (3) years (tpCRF) and*has three (3) years experience teaching children in
any of the categories of children with special needs
signed by the Principal and attested by the Schools
Division Superintendent (4 copies)

* with template



7. " Dala on the number of learners enrolled in the
category of children with special needs handled
by the Candidate.*' with template

8. Justification for the need of the position (2
copies)
9. Plantilla Allocation List (4 copies)
'10. Service Record (2 copies)
11 . Rank List of all personnel who are qualified
for the desired position, duly signed by the
Chairman and Members of the Human Resource
Merit and Promotion Selection Board (HRMPSB)
and approved by the SDS or Certification that the
applicant is a lone candidate. (2 copies)
12. Accomplished Checklist of Requirements
(chronologically ananged) (4 copies)

School Head

School Head

Personnel Section ln-Charge
Personnel Section ln-Charge
Personnel Section ln-Charge

Personnel Section ln-Charge

Head Teacher l-Vl
'1. Endorsement Letter signed by School Head
(3 Original copies)
2. Duly accomplished Equivalent Record Form

(ERF) (4 original copies)
3. Authenticated Copy of Transcript of Records in

the Masteral Course signed by the School
Registrar (1 original and 3 photocopy)

4. Permit to Study or Accreditation of units in the
Masteral Course (1 original and 3 photocopy)

5. Certificates of Trainings for the last five years (at
least 24 hours) (1 photocopy)

6. .Certification that the candidate has Very
Satisfactory Rating for the last three (3) years
(IPCRF) (2 copies)

" with template
7. List of teachers in each ofthe eight (8) major

subject areas, duly identified by their respective
item number per Plantilla of Personnel, each
page duly signed/certified correct by the head of
the school and attested by the School's Division
Superintendent (2 copies)

'. with template
8. Updated copy of the School's Plantilla of

Personnel for the current Fiscal Year - please
maruhighlight the name of the teachers in the
subject area of the teacher for reclassification
(1 copy)

9. Justifrcation for the need of the position (2
copies)

10.SF7 for the current School Year (1 copy)
11 .Plantilla Allocation List (4 copies)
l2.Service Record (2 copies)
'l'1. Rank List of all personnel who are qualified
for the desired position, duly signed by the
Chairman and Members of the Human Resource
Merit and Promotion Selection Board (HRMPSB)
and approved by the SDS or Certification that the
applicant is a lone candidate. (2 copies)

12. Accomplished Checklist of Requirements
(chronologically arranged) (4 copies)

School Head

Client

Graduate School Registrar

Client

Client

School Head

School Head

Personnel Section ln-Charge

School Head

School Head
Personnel Section I n-Charge
Personnel Section ln-Charge
Personnel Section ln-Charge

Personnel Section ln-Charge

2



Master Teacher l-ll
1. Endorsement Letter signed by School Head
(3 Original copies)
2. Authenticated Copy of Transcript of Records in

the Masteral Course signed by the School
Registrar (1 original and 3 photocopy)

3. Permit to Study or Accreditation of units in the
Masteral Course (1 original and 3 photocopy)

4. Certificates of Relevant Trainings (at least 24
hours) - not used during the last promotion
(1 certified true copy)

5. .Certification that the candidate has Very
Satisfactory Rating for the last three (3) years
(IPCRF) (2 copies)

' with template
6. Personal Data Sheet (Form 212) (2 original)
7. SF7 for the current School Year duly signed by

the School Head and the SDS (1 copy)
8. For Junior High School:

List of teachers in each of the eight (8) major
subject areas, duly identified by their respective
item number per Plantilla of Personnel, each
page duly signed/certifled correct by the School
Head and attested by the Schools Division
Superintendent (SDS) indicating S.Y. (2 copies)
For Elementary:
List of Teachers by school in a District with
corresponding item number each page duly
signed/ certified correct by the School Head and
attested by the SDS indicating S.Y. (2 copies)

9. Recommendation of the SDS (3 copies)
l0.Plantilla Allocation List (4 copies)
11 .Service Record (2 copies)
1 l. Rank List of all personnel who are qualified
for the desired position, duly signed by the
Chairman and Members of the Human Resource
Merit and Promotion Selection Board (HRMPSB)
and approved by the SDS (2 copies)
12. Accomplished Checklist of Requirements
(chronologically arranged) (4 copies)

School Head

Graduate School Registrar

Client

Client

School Head

Client
School Head

School Head

School Head

SDS
Personnel Section ln-Charge
Personnel Section ln-Charge
Personnel Section ln-Charge

Personnel Section ln-Charge

Client Steps Agency Action Fees to
be Paid

Processing
'l''ime

Person
Responsible

1. Submit all documentary
requirements

1.1. Check the
document as to
completeness

None 15 minutes Personnel Section
ln-Charge

1.2. Receive the complete
documents

None 15 minutes Records Section
Person-in-Charge

1.3. Forward the
complete document
to the Personnel Section
for appropriate Action

None 2 hours Records Section
Person-in-Charge

1.4. Review the
submitted complete

None 2 hours Personnel Section
Person-in-Charge

3



1 step

documents and
provide appropriate
action

1.5. Check the acted ERF,
sign and initial the
documents

None 30 minutes Personnel Officer

1.6.Fon^,ard to the
Office of the AO for
recommending approval

None 15 minutes Personnel Section
Person-in-Charge

'1.7. Forward to the
Office of the SDS
for Approval

15 minutes AO V Ofiice
Person-in-Charge

1 .8. Sign the ERF
documents

None l day ASDS / SDS

1.9 Fonivard the signed
ERF documents to the
Personnel Section

None '15 minutes SDS Office
Person-in-Charge

1.10lndorse the ERF
application to Regional
Ofiice through liaison
officer

None 15 minutes Personnel Section
Person-in-Charge

10 steps None 1 day, 4
hourc
per

transaction

Freedom of lnformation Staloment
This document will be published internally and extemally. Any

data from this process c€n be requested through
httosJ/foi.oov.ph

Data Privacy Statement
Any data from this process are proc€ssed for the pu
implementing a Quality Management System. All

of
be

n aaccord withnceprocessed Datathe

.K BAYASHI

Prepared by:

Personnel Officer
MENCHIE DR. AURELIO G.

otc, ^>u/,"ASOS\
, CESE

Reviewed by:

DR. cEso vtELA M. CR
OIC, S

4

None
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Office of the Schools Division
SuperinEndent

Janrrar;z 7, 2022

OFr.ICE UEUORAITDT'U
Ifo. <2 o 't . s.2922

DEPIOYMEIYT OF ADU-SOP.O24 REVISION OO
TITLED AS APPLICATIOIII FOR LE,AVE

lo: Oficer In-Charge, Office of the Assistant Schools Division Superintendent
Chief Education Supervisors, CID and SGOD
Officials, OSDS, CID and SGOD
All Others Concerned

1. This OIIice hereby deploys the approved Standard Operating Procedure with
the following details:

Process Title: Application for lrave
Document No. ADM-SOP-024
Revision 00
Effective Date: January lO,2022
Process Owner: Menchie DC. Kubayashi

2. For the information, guidance, and compliance of all
purpose of implementing ISO 9OO1:2015 Quality Management m

RO M. cEso vI
Assistant sDi penn tenden$

OIIicer In-Charge d
OIIice of Schools DMsion Superintendent

Encl. :

Reference:
As stated
NONE

To be indicated in the Pcrpctrral lldcr
Under the following subjects:

PROCEDURE

SVO/JDSM/January 7, 2022

bCalbayog St., Brgy. Highway Hills, Mandaluyong City
OSDS 79555921 . AO 79561253 . CID 79552557 . SGOD 85349810
sdo.mandaluyong@deped.gov.ph . www.depedmandaluyong.org

Eepublic ot tre Frilippinrs

TBepartment of @Ducstion
National Capital Region

Schools Division OIfice - Maldaluyong City

for the



Process Title:

CONTROLLED COPY

Schools Division Office of Mandaluyong

Application for Leave Document No.: ADM .SOP-024

Objective: To establish a clear and systematic procedure
in the submission, receiving and taking action
of leave. Leave of absence, for any person
other than serious illness of an officer or
employee or any member of his family, must
be contingent upon the needs of the service.
The grant vacation leave is discretionary on
the part of the agency head or authority
concerned; thus, mere filing of such leave
application does not entitle an officer or
employee to go on leave outright.

Revision: 00

Effective Date: January 10,2022

EODB
Classification

Z Simpte
1-3 days

Complex
4-7 days

Highly Technical
8-20 days

Page 5

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Vacation Leave
1 . CSC Form 6 Revised 2020 (3 original copies)
2. Clearance Form, only if traveling
abroad, or if traveling local for more
than 15 days (4 original copies)
lf 30 days or more,
2. Letter request (3 copies: 1 original and 2
photocopies)
3. Certificate of last day of service (3 copies: 1 original
and 2 photocopies)
4. Endorsement from the School Head (3 copies: 1

original and 2 photocopies)
- Shall be filed five (5) days in advance

Personnel Section / Person-in-Charge in lhe school
Client

Client

School Head

School Head

Sick Leave
1. CSC Form 6 Revised 2020 (3 original copies)
2. Medical Certificate, if more than 5 days sick leave

(3 copies: 1 original and 2 photocopies)
lf 30 days or more,
2. Letter request (3 copies: 1 original and 2
photocopies)
3. Certificate of last day of service (3 copies: 1 original
and 2 photocopies)
4. Endorsement from the School Head (3 copies: 1

original and 2 photocopies)
. lt shall be frled immediately upon employee's retum f.om such leave.
' lf filed in advance or exceeding five (5) days, application shall be
accompanied by a Egd!@L@!!if;9aE. ln case medical consultation was
not availed ol an amlbyil should be executed by an applicant.

Personnel Section / Person-in-Charge in the school
Client

Client

School Head

School Head

Paternity Leave
1. CSC Form 6 Revised 2020 (3 original copies)
2. Letter request, if necessary (3 copies: 1 original

Personnel Section / Person-in-Charge in the school
Client

1

Standard Operating Procedure
prescribed to

. DepEd Citizen's Charter,

. RA 11032 Ease of Doing Business Act,

. EO 2, s.2016 Freedom ol lnfo. Ac{

. RA 10173 Data Privacy Act



and 2 photocopies)
Add itio n a I Re q u i re me nts :
. Marriage ContracUCertificate (1 photocopy)
. Birth Certificate of Child or Medical
Certificale of Wife if Miscaniage (1 photocopy)

Personnel Section / Person-in-Charge in lhe school
Client

Client

School Head

School Head

Personnel Section / Person-in-Charge in the school
Client

Client
Client

Personnel Section / Person-in-Charge in the school
Client

Forced Leave
1. CSC Form 6 Revised 2020 (3 original copies)i 

Annuel 6ve-dey v9c€tion legve shall tro forfeited it not takgn during the
year ln case the scheduled leave has been cancelled in the exigency of
the service by the head of agency, it shall no longer be deducted kom the
accumulated vacation leave. Availment of one (1) day or more Vacation
Leave (VL) shall b6 considered for complying with th; mandatory/forced
leave subject to the conditions under Section 25, Rule XVI of th; Omnibus
Rules lmplementing E.O. No. 292.

Personnel Section / Person-in-Charge in the school
Client

Personnel Section / Person-in-Charge in the school
Client

Maternity Leave
1. CSC Form 6 Revised 2020 (3 original copies)
2. Letter request (3 copies: 1 original and 2

photocopies)
3. Medical Certificate (3 copies: 1 original and 2

photocopies)
4. Certificate of last day of service (3 copies: 1 original
and 2 photocopies)
5. Endorsement from the School Head (3 copies: 1

original and 2 photocopies)
Additional Requirements:
6. Accomplished Notice of Allocation of Maternity
Leave Credits to the father of caregiver (CS Form No.
6a), if needed

Solo Parent Leave
'l . CSC Form 6 Revised 2020 (3 original copies)
2. Letter request, if necessary (3 copies: 1 original

and 2 photocopies)
Add iti onal Req u i re me nts :
. Birth Certificate of child ( 1 photocopy)
. Updated Solo Parent lD (1 photocopy)
' lt shall be filed in advance o. whenever possible five (5) days before
going on such leave

Special Privilege Leave
1. CSC Form 6 Revised 2020 (3 original copies)
* lt shall be filed/approved for at least one (1) week prior to
availment, except on emergency cases. Special privilege
leave within the Philippines or abroad shall be indicated in the
form for purposes of securing travel authority and completing
clearance from money and work accountabilities.

VAWC Leave
1. CSC Form 6 Revised 2020 (3 originat copies)
2. Letter request (3 copies: 1 original and 2

photocopies)
3. lt shall be accompanied by any of the following

supporting documents ('l photocopy):
a. Barangay Protection Order (BpO) obtained
from the barangay;
b. Temporary/Permanent Protection Order
(TPO/PPO) obtained from the court;
c. lf the protection order is not yet issued by
the barangay or the court, a certification issued
by the Punong Barangay/Kagawad or a.

2

Client
Client

Client



Prosecutor or the Clerk of Court that the
application for the BPO, TPO or PPO has been
filed with the said office shall be sufficient to
support the application for the ten-day leave;
or
d. ln the absence of the BPO/TPO/PPO or the
certification, a police report specifying the
details of the occurrence of violence on the
victim and a medical certificate may be
considered, at the discretion of the immediate
supervisor of the woman employee concemed.

4. Endorsement from the School Head (3 copies: I
original and 2 photocopies)

Leave of Absence under the ltlagna Carta of
Women (Special Leave Benefits for Women)
'l. CSC Form 6 Revised 2020 (3 original copies)
2. Letter request (3 copies: 1 original and 2

photocopies)
3. Medical Certificate filled out by the proper medical

authorities, e.g. the attending surgeon
accompanied by a clinical summary reflecting the
gynecological disorder which shall be addressed or
was addressed by the said surgery; the
histopathological report; the operative technique
used for the surgery; the duration of the surgery
including the perioperative period (period of
confinement around surgery); as well as the
employees estimated period of recuperation for the
same (3 copies: 1 original and 2 photocopies)

4. Certificate of last day of service (3 copies: 1 original
and 2 photocopies)
5. Endorsement from the School Head (3 copies: 1

original and 2 photocopies)
* 

Th€ application may be filed in advance, that is, at teast five (S)days
prior to the scheduled date ofthe gynecological surgery that will be
undergone by the employee. ln case of emergency, the application for
special leave shall be filed immediately upon employee's retum but during
confinement the agency shall be notified of said surgery

Rehabilitation Leave
'l . CSC Form 6 Revised 2020 (3 original copies)
2. Letter request (3 copies: 1 original and 2

photocopies)
3. Medical Certificate on the nature of injuries the

course of treatment involved, and the need to
undergo rest, recuperation, and rehabilitation, as
the case may be
(3 copies: 1 original and 2 photocopies)

School Head

Personnel Section / Person-in-Charge in the school
Client

Client

School Head

School Head

Special Emergency (Calamity) Leave
1. CSC Form 6 Revised 2020 (3 original copies)
2. Valid lD to verify the and validate the place of

residence (1 photocopy)
3. Barangay Certification that the employee's

residence has been affected and under state of
calamity (1 photocopy)

* 
The special emergency leave can be applied tor a maximum of five (5)

straight working days or staggered basis within thidy (30) days from the
actual occu once of lhe natural catamity/disaster. Said privil;ge shall be
enloyed once a year, nol in every inslance of calamity or disasler

Personnel Section / Person-in-Charge in the school
Client

Client

Personnel Section / Person-in-Charge in the school
Client

Client

3

Y



4. Certificate of last day of service (3 copies: 1 original
and 2 photocopies)

5. Endorsement from the School Head (3 copies: 1

original and 2 photocopies)
r 

Application shall be made within one ( l ) week from the time of the
accident except when a longer period is warranted.

School Head

School Head

Personnel Section / Person-in-Charge in the school
Client

Client

Sabbatical/Study Leave
1 . CSC Form 6 Revised 2020 (3 original copies)
2. Letter request (3 mpies: 'l original and 2

photocopies)
3. Prescribed Form of Schedule of Teacher who will

go on study leave under R.A. No.4670
4. Study Leave Agreement
5. D.O. Clearance
6. Performance Rating for the Last 3 years
7. Proof that the Teacher is enrolled (if any)
8. Medical Certificate - physically fit
9. Certificate of last day of service (3 copies: '1 original

and 2 photocopies)
10. Endorsement from the School Head (3copies: 1

original and 2 photocopies)

Personnel Section / Person-in-Charge in the school
Client

Personnel Section / Person-in-Charge in the school

School Head

Client
Client
Client
Client
Client

School Head

Adoption Leave
1 . CSC Form 6 Revised 2020 (3 original copies)
2. Letter request (3 copies: 1 original and 2

photocopies)
3. Authenticated copy of the Pre-Adoptive Placement

Authority issued by the Department of Social
Welfare and Development (DSWD) (1 photocopy)

Client Steps Fees to
be Paid

Processing
l'lme

Person
Responsible

1. Submit complete
documentary requirements
within the prescribed timeline
from the concerned ofiice.

1 .1 . Check the
document as to
completeness

None 15 minutes Personnel Section
Person-in-Charge

1.2.Receive the
complete documents

None '15 minutes

1.3. Fonrard the
mmplete document
to the Personnel
Section for
appropriate Action

2 hours Records Section
Person-in-Charge

1 .4. Review the
submitted complete
document and
provide appropriate
action

None Personnel Section
Person-in-Charge

'l .5 Check the acted
leave, sign and initial
the documents

30 minutes Personnel Officer

4

Agency Action

Records Section
Person-in-Charge

None

t hour

None



1.6.Forward to the
Office of the AO V/ ASDS
Office for recommending
approval

15 minutes Personnel Section
Person-in-Charge

1.7. Forward to the
Office of the
SDS/ASDS
for Approval

None 15 minutes AO V Office/
ASDS Office

Person-in-Charge

1 .8. Sign and approve
the leave

None 1 day ASDS / SDS

1.9. FoMard the
approve leave to the
Personnel Section

None 15 minutes ASDS/SDS Office
Person-in-Charge

1.10. Sort and
segregate the approve
leave (for SDO, for
school and for
employees' file)

None 15 minutes Personnel Section
Person-in-Charge

1.11 . Forward the
approved leave to the
Records Section for
release

15 minutes Personnel Section
Person-in-Charge

1 .1 2 Release the
approved leave

None 15 minutes Records Section
Person-in-Charge

2.Receive the approved
leave

2.1 File necessary
records.

None 5 minutes Records Section
Person-in-Charge

2 steps 13 steps None 1 day, 5
hours,35
minutes

per
transaction

Freedom of lnformation Statement
This document will be published internally and extemally. Any

data from this process can be requested through
httos://foi.gov.oh

Data Privacy Statement
Any data from this process are processed for the pu

ementing a Quality Management System. All
processed in accordance with the Data Priva

ll be

Prepared by: . 
^-q"ka"

MENCHIE-DC. KUBAYASHI
Personnel Officer

Reviewed by: \ \
DR. AURELIO O. AS.

orc, ASQS\
so, cEsE DR.

Ap

cEso vtMELA M. CR
otc,

E

None

None
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Department of @!ucstion
National Capital Region

Schools Division Office - Mandaluyong City
Office of the Schools DiYision
Superintendent

OFFICE MEM
!Io. 6'{'i

ORANDIIM
, s.2022

DEPLOYMEI|T OF AI)M.SOP.O38 REVISIO.r OO TITLED AS
APPLICATIOil FOR PERMIT TO TEACH

Offrcer In-Charge, Office of the Assistant Schools Division Superinte ndent
Chief Education Supervisors, CID and SGOD
Officials, OSDS, CID and SGOD
All Others Concerned

1. This OIEce hereby deploys the approved Standard Operating Procedure with
the following details:

Process Title: Application for Permit to Teach

Document No ADM-SOP-O38
Revision: 00
Effective Date: February 2, 2022
Process Owner: Menctrie DC. Kubayashi

2. Por the information, guidalce, and compliance of all con d for the
purpose of implementing ISO 9001:2O15 Quality Management Sys

M. CRUZ, so vr
Assistant Sch ls Division S rintendent

ficer In-Charge y,
O{Iice of the ools Division Superintende"/

Encl. : As stated
Reference: NONE

To be indicated in t.lle Perpetual Index
Under the following subjects:

PROCEDT'RE

SVO/JDSM/Januaty 31, 2022

bCalbayog 5t., Brgy. Highway Hills, Mandaluvong city
OSDS 7955s921o AO 79561253 o CID 79552ss7 . SGOD 85349810

sdo.mandaluyong@deped.gov.ph r www.depedmandaluyong.org

II l:3opn

January 31,2o22

To:



CONTROLLED COPY

Schools Division Office of Mandaluyong

Process Title: Application for Permit to Teach Document No.: ADM -SOP-038

Objective: To establish a clear and systematic procedure in
the submission, receiving and taking action of
permit to teach.

Revision: 00

Effective Date: February 2,2022

EODB
Classification:

Z Simple
'l -3 days

Complex
4-7 days

Highly Technical
8-20 days

Page

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

1. Letter-Request with recommending approval of
the School Head / lmmediate Superior (3 copies)

Concerned Employee and School Head /
lmmediate Superior

2. Endorsement from the School Head / lmmediate
Superior (3 copies)

School Head / lmmediate Superior

3. Prescribed Form of Request for Permit to Teach
(3 copies)

Concerned Employee

4. lnformaton Required in Connection with the
Request for Permission to Teach Outside Ofiice
Hours (3 copies)

Concemed Employee

5. Certification from the University of the Teaching
Assignments (3 copies)

University

6. Medical Certificate stating that the employee is
fit (3 copies)

Medical Doctor

Client Steps Fees to
be Paid

Processing
Time

Person
Responsible

1. Submit
complete
documentary
requirements
within the
prescribed
timeline from
the concemed
office.

1 .1 Check the documents as to
completeness.

None 1 5 minutes Personnel Section
Person-in-Charge

1 .2 lf incomplete, retum the papers
and coordinate with concerned
office/personnel to request lacking
documents and/or confirm anY
inconsistencies.

lf complete and accurate, receive the
documents.

None

None

20 minutes

'I 5 minutes

Personnel Section
Person in-Charge

Records Section
Person in-Charge

Standard Operating Procedure
prescibed to

. DepEd Citizen's Chartor.

. RA 11032 Ease ofDoing Business Acl,

. EO 2. s.20i6 FreEdom of lnfo. Act

. RA 10173 Data Privacy Acl

Agency Action

1



1.3 Fonrard the complete documents
to the Personnel Section for
appropriate action.

None 2 hours Records Section
Person-in-Charge

1 .4 Review the submitted complete
documents and provide appropriate
action.

None t hour Personnel Section
Person-in-Charge

1 .5 Check the papers and initial the
documents.

None 30 minutes Personnel Officer

1 .6 Forward to the SDS for signature. None 15 minutes Personnel Section
Person-in-Charge

1 .7 Sign the documents. None 1 day SDS

None 15 minutes SDS Ofiice
Person-in-Charge

1 .9 Sort and segregate the signed
documents (for SDO file and for
school/teacher's copy).

None 15 minutes Personnel Section
Person-in-Charge

2. Fonivard the
documents to the
Records Section.

None '1 0 manutes Personnel Section
Person-in-Charge

3. Receive the
documents.

3.1 Place the signed documents to
the school's pigeon hall for schooU
teacher's copy.

None '10 minutes Records Section
Person-in-Charge

3 steps 10 steps None 'l day,
5 hours, 25
minutes per
transaction

Data Privacy Statement 1
Any dala from this process are procassed for the purpose f
implementing a Ouality Management System. All data willle

processed in accordance wiyqthe Dala Pnvacy Act. //

Freedom of lnfotmation Statement
This document will be published intemally and extemally. Any

data from this process can be requested through
httDs://foi.oov.oh

vtLA M. CRU
OIC, SDS

Approved

DR. RO

Reviewed by: \ /
DR. AURELTo o. ar-&(o

OIC, ASDS \
, CESEBAYASHI

tP

M c.
nel

2

1.8 Forward the signed documents to
the Personnel Section.
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Srlubtir ot Oe Slrilippine{ i

Department of @lucution :

National Capital Region
Schools Division OIIice - Mandaluyong City :'

{:sop^

January 3L, 2022

OFFICE MORANDIIM
No. a s.2o22

DEPLOYMEIIIT OF ADM-SOP-O37 REVISIOil OO TITLED AS
APPLICATIOIII T1OR REIITSTATEMEITT FROM LEAVE

To: Offrcer In-Charge, Office of the Assistant Schools Division Superintendent
Chief Education Supervisors, CID and SGOD
Oflicials, OSDS, CID and SGOD
All Others Concerned

1. This O{Ece hereby deploys the approved Standard Operating Procedure with
the following details:

Process Title: Application for Reinstatement from l,eave

Document No.
Revision 00
Effective Date: February 2, 2022
Process Owner Menchie DC. Kubayashi

2. For the information, guidance, and compliance of all conce d for the
purpose of implementing ISO 9001:2015 Quality Management sy

M. CRUZ, \rI
Assistant Sch Is Division Su tendent

rcer In-Charge )'
4O{Iice of the ools Division Superintende

Encl. : As stated
Reference: NONE

To be indicated in t}le Perpctu.l lEder
Under the following subjects:

PROCEDURE

SVO/ JDSM/January 3 l, 2022

bCalbayog st., Brgy. Highway Hills, Mandaluyong city
OSDS 79555921 . AO7956L263. Clo 79552557 . SGOD 85349810

sdo.mandaluyong@deped.gov.ph o www.depedmandaluyong.org

r
Office of the Schools Division
Superintendent

ADM-SOP-O37



CONTROLLED COPY

Schools Division Office of lUandaluyong

ss Title: Application for Reinstatement from Leave Document No.: ADM-SOP-037

Objective: To establish a clear and systematic procedure in
the submission, receiving and taking action of
reinstatement from leave.

Revision: 00

Effective Date: Febtuary 2,2022

Z Simpte
1-3 days

I Complex
4-7 days

Highly Technical
8-20 days

Page 2

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

1. Letter-Request (3 copies) Concemed Employee

2. Endorsement from the School Head (3 copies) School Head

3. First Day of Service (3 copies) School Head

4. Medical Certificate stating that the employee is
fit to work (3 copies)

Medical Doctor

Client Steps

Submit complete
documentary
requirements
within the
prescribed
timeline from the
concerned
oflice.

Person
Responsible

Agency Action Fees to
be Paid

Processing
Time

15 minutes Personnel Section
Person-in-Charge

1 .1 . Check the documents as to
completeness

20 minutes

'15 minutes

Personnel Section
Person in-Charge

Records Section
Person in-Charge

1 .2. lf incomplete, retum the papers
and coordinate with concemed
office/personnel to requesl lacking
documents and/or confirm any
inconsistencies.

lf complete and accurate, receive
the documents.

None

None

None 2 hours Records Section
Person-in-Charge

1 .3. Fonvard the complete
documents to the Personnel
Section for appropriate Action

None t hour Personnel Section
Person-in-Charge

1.4. Review the submitted complete
document and provide appropriate
action

1

Standard Operating Procedure
prescribed to

. DepEd Citizen's Charter,

. RA 11032 Ease of Ooing Businoss Act,

. EO 2, s.2016 Freedom of lnfo. Act

. RA 10173 Data Privacy Act

EODB
Classification:

None



'l .5. Check the reinstatement and
initial the documents

None 30 minutes Personnel Officer

None 15 minutes Personnel Section
Person-in-Charge

1 .7. Sign the documents None l day SDS

None1 .8. Forward the signed documents
to the Personnel Section

15 minutes SDS Office
Person-in-Charge

1.9. Sort and segregate the signed
documents (for SDO lile, for NCR
and for school/teacher's copy)

None 15 minutes Personnel Section
Person-in-Charge

2. Forward the
documents to the
Records Section

None 10 minutes Personnel Section
Person-in-Charge

3. Receive the
documents

3.1 Place the signed documents to
the school's pigeon hall for school/
teacher's copy

None 10 minutes Records Section
Person-in-Charge

None 15 minutes Records Section
Person-in-Charge

4. Release the
documents

4.1 Release the signed
endorsement and documents to the
Liaison Officer for submission to
DepEd NCR

1'l steps None 1 day,
5 hours, 40

minutes

4 steps

Frsodom ot lnformatlon Stalomont
This document will be puuished intemally and oxtamally. Any

data from this process can be requested through
https.ii lor gov.ph

Data Privacy Statement
Any data from this process aro processed for the purpose of
rmplementing a Ouality Management System. All data will be,

processed in accordance with th) Data. Pnvacy Act. /

ME

Prepared b

c.
nel cer

AYASHI

Reviewed by: \ I

DR. AURELTo n. oL@(o
otc, ASDF

, CESE M. CRUZ,
IC, SDS

vtDR. ROME

2

1.6. Fonvard to the SDS for
signature

Approved by:



l[epublit of tbe Sbilippines

Department of @Ducation
National Capital Region

Schools Division Oflice - Mandaluyong City

t>-a>;iitilIlm*E
I
1
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i
I

Ofrice of the Schools Dlvision
Superintendent

Jarruary 7, 2022

OT'FICE MEMORANDTIM
IYo. oo 5 , s.2O22

DEPI.OYMENT OF ADM.SOP-O2s REVISION OO
TITLED AS APPLICATIOIY FOR RETIREIUENT

To OIIicer In-Charge, Office of tJle Assistant Schools Division Superintendent
Chief Education Supervisors, CID and SGOD
Oflicials, OSDS, CID and SGOD
All Others Concerned

1. This Office hereby deploys the approved Standard Operating Procedure witJ:
the following details:

Process Title: Application for Retirement
Document No. ADM-SOP.O25
Revision: o0
Effective Date January lO,2022
Process Oqmer: Menchie DC. Kubayashi

2. For the information, guidance, and compliance of all co ed for the
pulpose of implementing ISO 9001 :2015 Quality Management

cEsovI
Assistant ools Divi

Oflicer In-
Superintenden
atr:gc E

(

Oflice of e Schools Division Superintendent

Encl. : As stated
Reference: NONE

To be indicated in t}Ie Pcspctual Ildcr
Under the following subjects:

PROCEDURE

SVO/JDSM/January 7, 2022

bCalbayog St., Brgy. Highway Hills, Mandaluyong City
osDs 79555921 . AO 79561263 . CtD 79552557 . SGOO 8s349810
sdo.mandaluyong@deped.gov.ph . www.depedmandaluyong.org

u,i



CONTROLLED COPY

Standard Operating Procedure
prescdbed to

. DepEd Citizen's Charter.

. RA 11032 Ease of Ooing Business Act,

. EO 2, s- 2016 Freedom ot lnro. Ac1

. RA 10173 Data Privac] Act

Application for Retirement Document No.: ADM-SOP-025

Revision 00Objective: To establish a clear and systematic procedure
in the submission, receiving and taking action
of retirement papers. Effective Date: January 10,2022

EODB
Classification:

! Simpte
1-3 days

Complex
4-T days

Highly Technical
&20 days

3

Schools Division Office of Mandaluyong

Process l-itle:

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

1 . GSIS application for retirement benefits
(5 copies)

Personnel Section ln-Charge

2. Service Record (5 copies) Personnel Section ln-Charge

3. Division Office Clearance (5 copies) Personnel Section ln-Charge

4. CSC Form No. 7 Clearance Form (5 copies) Personnel Section ln-Charge

5. Statement of Assets and Liabilities (5 copies) Client

6. Certificate of No Pending Administrative Case
(5 copies)

Teachers and teaching-related: NCR Legal Office
Non-Teaching Personnel: SDO Legal Office

7. Certificate of Last Day of Service (5 copies)

8. Certification of leave without pay (5 copies) Personnel Section ln-Charge

9. Certificate of Last Salary Received (5 copies) NCR Regional Payroll Services Unit (RPSU)

'10. Provident Clearance (1 original and 4 copies) NCR Regional Payroll Services Unit (RPSU)

11. Ombudsman Clearance (1 original and 4
copies)

Ombudsman's Office

Client Steps Agency Action Fees to
be Paid

Processing
Time

Person
Responsible

1. Submit all documentary
requirements

1 .1. Check the
document as to
completeness

None 25 minutes Personnel Section
ln-Charge

1.2. Receive the complete
documents

None 15 minutes Records Section
Person-in-Charge

'l .3. Fonivard the
complete document
to the Personnel Section
for appropriate Action

None 2 hours Records Section
Person-in-Charge

Page:

School-based: School Head
Non-school based: SDO Personnel Officer

1



1 .4. Review the
submitted complete
documents and
provide appropriate
action

None 2 hours Personnel Section
Person-in-Charge

'l .5 Check the acted
retirement documents,
sign and initial the
documents

t hour Personnel Officer

1.6.FoMard to the
Acmuntant for signature
of the D.O. Clearance and
CSC Form No. 7
Clearance

10 minutes Personnel Section
Person-in-Charge

1.7 Sign the D.O.
Clearance and CSC Form
No. 7 Clearance

None 30 minutes Accountant

1 .8. FoMard to the
Cashier for signature of
the D.O. Clearance and
CSC Form No. 7
Clearance

None 10 minutes Personnel Section
Person-in-Charge

1.9. Sign the D.O.
Clearance and CSC Form
No. 7 Clearance

None 30 minutes Cashier

1 .10. Forward to the
Supply and Property
Officer for signature of the
D.O. Clearance and CSC
Form No. 7 Clearance

Personnel Section
Person-in-Charge

1 .1 'l . Sign the D.O.
Clearance and CSC Form
No. 7 Clearance

None 30 minutes Supply and
Property Officer

1.12. Fonivard to the
Librarian for signature of
the CSC Form No. 7
Clearance

None '10 minutes Personnel Section
Person-in-Charge

1.13. Sign the CSC Form
No. 7 Clearance

None 30 minutes Librarian

1 .14. Fonivard to the
Legal fficer for signature
of the D.O. Clearance and
CSC Form No. 7
Clearance

None 10 minutes Personnel Section
Person-in-Charge

1.15. Sign the D.O.
Clearance and CSC Form
No. 7 Clearance

None Legal Officer

2

None

None

None '10 minutes

30 minutes



1 step

1 .16. Forward to the
Administrative Officer V
for signature of the D.O.
Clearance

None 10 minutes Personnel Section
Person-in-Charge

1.17. Sign the D.O.
Clearance

None 30 minutes Administrative
Officer V

'l.18. Forward to the
Office of the SDS for
signature

None '15 minutes AO V Office
Person-in-Charge

'l .1 9. Sign the retirement
papers

None l day SDS

1.20. Forward the signed
retirement papers to the
Personnel Section

None 15 minutes SDS Office
Person-in-Charge

1 .21. Sort and segregate
the retirement papers (for
SDO, for school and for
employees' file, for GSIS)

None Personnel Section
Person-in-Charge

1 .22 lndorse the
retirement papers to GSIS
through liaison officer

None 15 minutes Personnel Section
Person-in-Charge

22 steps None 2 days,2
hours, 45

minutes per
transaction

Data Privacy Statement
Any data from this process are processed for the purpof
implementing a Quality Management System. Alt datar(ill

processed in accordance with the Data Privacfa.

of
be

Preoared bv: /' 
^Y:Ui/b+,f,.

MENCHiE 9d xdArvrsxr
Pers-onnel Officer

I
Reviewed by: \ /

DR. AURELTo o. rddso
OIC, ASdS\

CESE DR.

Ap

CESO VIMELA M. C
OIC, S

3

20 minutes

Fraedom of lnformation Statement
This document will be published internally and extemally. Any

data from this process can be requested through
httos://foi.oov.oh
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l&epullir of tl.,s Sritipsines

Bepartment of @Ducution
National Capital Region

Schools Division Office - Mandaluyong City
J ' tl.Jol^

Office of the Schools Division
Superintendent

January 3L,2022

OFFICE MEMORANDUM
lllo. Otl.( , s. 2022

DEPLOYMEITT OF ADM.SOP.O39 REVISIOI| OO TITLED AS
APPLICATIOT F'OR SABBATIC/TL/ STUDY LEAVE

To: Offrcer In-Charge, Offrce of the Assistant Schools Division Superintendent
Chief Education Supervisors, CID and SGOD
Offrcia,ls, OSDS, CID and SGOD
All Others Concerned

l. This OIfice hereby deploys the approved Standard Operating Procedure with
the following details:

Process Title: Application for Sabbatical/Study kave
Document No. ADM.SOP.O39
Revision: 00
Effective Date: February 2, 2022
Process Owner: Menchie DC. Kubayashi

2. For the information, guidance, and compliance of all conc erl for the
purpose of implementing ISO 9O0l:2O15 Quality nt Syste

R M. CRUZ, \rI
Assistant Sc s Division S perintendent

o er In-Charge ;,,
Offrce of the ools Division Superintendenf

Eocl. : As stated
Reference: NONE

To be indicated in the PerDctual Iadex
Under ttre following subjects

PROCEDURE

SVO/JDSM/ January 3 l, 2022

kCalbayog St., Brgy. HiBhway Hills, Nilandaluyong City
OSDS 79555921 . AO 79561263. CID 795525s7 . SGOD 85349810
sdo.mandaluyong@deped.gov.ph o www.depedmandaluyong.org



CONTROLLED COPY

Standard Operating Procedure
presctibed to

. DepEd Ciliz€n's Charter,

. RA 11032 Easo ot Doing Business Act,

. EO 2, s. 2016 Freedom of lnfo. Ac1

. RA 10173 Data Privacy Act

Process Title: Application for Sabbaticaustudy Leave Document No.: ADM.SOP.O39

Revision 00Objective To establish a clear and systematic procedure in
the submission, receiving and taking action of
sabbatical/study leave. Effective Date: February 2,2022

EODB
Classification:

! Simple
'l-3 days

Complex
4-7 days

Highly Technical
8-20 days

Page: 2

Schools Division Office of Mandaluyong

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Concerned Employee and School Head /
lmmediate Superior

School Head / lmmediate Superior

3. Prescribed Form of Schedule of Teacher who
will go on study leave under R.A. No. 4670
(3 copies)

Concemed Employee and School Head /
lmmediate Superior

4. Study Leave Agreement (3 copies) Concemed Employee

5. CSC Form 6 Leave Form (3 copies) Concemed Employee

6. Certificate of last day of service (3 copies) Concemed Employee

7. Teacher's Clearance (3 copies) Concemed Employee

8. SDO Clearance (3 copies) Concemed Employee

9. CSC Form No. 7 Clearance (3 copies) Concerned Employee

'10. Performance Rating for the last 3 years
(3 copies)

Concemed Employee

11 . Proof that the Employee is enrolled (3 copies) Concemed Employee

12. Medical Certificate stating that the employee is
flt (3 copies)

Medical Doctor

Client Steps Agency Action Fees to
be Paid

Processing
Time

Person
Responsible

1. Submit complete
documentary
requirements
within the
prescribed
timeline from the
concerned ofiice.

None 15 minutes Personnel Section
Person-in-Charge

1

1. Letter-Request with recommending approval of
the School Head / lmmediate Superior (3 copies)

2. Endorsement from the School Head / lmmediate
Supedor (3 copies)

1.1 Check the documents as to
completeness.



1 .2 lf incomplete, return the
papers and coordinate with
concerned office/personnel to
request lacking documents and/or
confirm any inconsistencies.

lf complete and accurate, receive
the documents.

None

None

20 minutes

15 minutes

Personnel Section
Person in-Charge

Records Section
Person in-Charge

1 .3 Forward the complete
documents to the Personnel
Section for appropriate action.

None 2 hours Records Section
Person-in-Charge

'l .4 Review the submitted
complete documents and provide
appropriate action.

None t hour Personnel Section
Person-in-Charge

1 .5 Check the papers and initial
the documents.

None 30 minutes Personnel Officer

1 .6 Fonivard to the SDS for
signature.

None 15 minutes Personnel Section
Person-in-Charge

I .7 Sign the documents. None l day SDS

1 .8 Fonrvard the signed
documents to the Personnel
Section.

None 15 minutes SDS Office
Person-in-Charge

1 .9 Sort and segregate the signed
documents (for SDO file and for
school/teacher's copy).

None 15 minutes Personnel Section
Person-in-Charge

2. Forward the
documents to the
Records Section.

None 1 0 minutes Personnel Section
Person-in-Charge

3. Receive the
documents.

3.'l Place the signed documents to
the school's pigeon hall for the
school/ teacher's copy.

None 10 minutes Records Section
Person-in-Charge

3 steps 10 steps None 1 day,
5 hours, 25

minutes

Freedom of ln o.mation Stalement
This document will be published intemally and extemally. Any

data from this process can be rsquesled through
httos i lfor.oov.oh

Data Privacy StatcmGnt
Any data from this process are processed for the purpose of
implementing a Quality Management System. All data will qe

processed in accordance with tn Data_ Pnvacy Acl. /
Prepare v

nel Officer
c. , CESE ovtDR. AURELIO G

Reviewed by: Approved by:

DR. ROME
OIC, ASDS

M. CRUZ,
IC, SDS

2



Eepublic ot tbe Sbitippines

Department of @lucation
National Capital Region

Schools Division Office - Mandaluyong City
IT,JAIVT-r7Fffi,E6T--._!_

*l

Office of the Schools Oivision
Superintendent

.Ianuar5r 7, 2o[22

OFr.ICT UF. ORAITDI'U
No. 5 , e.2O22

DEPLOIUEIYT OF IU)U-SOP.O26 REI/ISIOIY OO TTTLED AS
FIORTIGIiI TRAVEL AUTHORITY REQT,EST OII

OFFICIAL TIME OR OFFICIAL BUAINESS

To: Oflicer In-Charge, Oflice of the Assistant Schools Division Superintendent
Chief Education Supervisors, CID and SGOD
Ollicials, OSDS, CID and SGOD
All Others Concemed

l. This OIfice hereby deploys the approved Standard Operating Procedure with
the following details:

Process Title: Foreign Ttavel Authority Request on Oflicial Time or
Ofhcial Business

Document No. ADM.SOP.O26
Revision: 00
Effective Date: January 70,2022
Process Owner: Menchie DC. Kubayashi

2. For the information, guidarrce, and compliance of all ed for the
purpose of implementing ISO 9001:2015 Quality Managemen tS

M. cE80vr
Assistant s Divis tend

Office of e Schools Division Su perintendent

Encl. :

Reference
As stated
NONE

To be indicated in the ?erlctud ltldGr
Under the following subjects:

PROCEDURE

bCalbayog St., Brgy. Highway Hills, Mandaluyong City
OSDS 79555921 . AO 79551263 . CID 79552557 . SGOD 85349810
sdo,mandaluyong@deped.gov.ph . www.depedmandaluyong.org

OIIicer In-Charge x

SVO/JDSM/January 7, 2022



Schools Division Office of Mandaluyong

CONTROLLED COPY

Standard Operating Procedure
prescribed to

. DepEd Citizenl CtEde(

. RA '11032 Easo of Cking Business Act.

. EO 2, s.2016 Freedom of lnfo. Act

. RA 10173 Data P.ivacy Acl

Process Title: Foreign Travel Authority Request on Ofiicial
Time or Ofiicial Business

Document No.: ADM-SOP-026

Objective: To establish a clear and systematic procedure
in the processing of required documents for
personnel who are going to travel outside the
country for personal and official purposes.

Revision: 00

January 10,2022

EODB
Classification:

E Simple I Complex
1-3 days +7 days

Highly Technical
&20 days

Page: 3

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

1. Letter on lntent (4 copies) Requesting Party / Client

2. Division ffice Clearance signed by the School
Property Custodian and School Head (4 copies)

School Head

3. Designation of relieving teacher / employee in
their absence (4 copies)

School Head

4. lndorsement of the School Head (forschool
personnel) which will reflect the arrangement
mode during the absence of the school personnel
to ensure continuity of service (4 copies)

School Head

5. Certificate ofno pending case (4 copies) For teaching & teaching-related: NCR Legal Office
For non-teaching: SDO Legal Unit

6. Travel Authority Request Form A of DO No. 43, s.
2014 (4 copies)

School Head

7. Travel lnformation Form (see attached template)
(4 copies)

Requesting Party i Client

8. lnvitation Letter (4 copies) Event Organizer

9. Estimated Travel Cost ((see attached template)
(4 copies)

Requesting Party / Client

'10. Certificate of expected date of departure
(4 copies)

Requesting Party / Client

11 . Certificate of Last Day of Service (4 copies) School Head

12. CS Form No. 6 Revised 2020 - Leave Form
(4 copies)

Requesting Party / Client

1

Effective Date:



Client Steps Agency Action Fees to
be Paid

Processing
Time

1. 1 Check for the
completeness of submitted
documentary
requirements and accuracy of
the travel
details

None 15 minutes Personnel Section
Person in-Charge

lf incomplete, return the
papers and coordinate with
concerned office/personnel to
request lacking documents
and/or confirm any
inconsistencies.

lf complete and accurate,
receive the documents.

None

None

20 minutes

15 minutes

Personnel Section
Person in-Charge

Records Section
Person in-Charge

1,2 Forward the
complete documents
to the Personnel Section for
appropriate Action

None 2 hours Records Section
Person-in-Charge

1.3 Review the
submitted complete
Document,
provide appropriate
action and prepare the
necessary
additional
requirements

None t hour Personnel Section
Person-in-Charge

1.4 Check the acled travel
abroad documents, sign and
initial the documents

None 30 minutes Personnel Officer

1.5 Fonvard to the
Office of the Accountant,
Cashier, Supply and Property
Officer, Legal Officer and AO
V for signature of the Division
Office Clearance

None 3 hours Personnel Section
Person-in-Charge

1.6 Fonivard to the SDS for
signature

None 15 minutes AO V Office
Person-in-Charge

1.7 Sign the documents None 1 day SDS

1.8 Fonarard the signed
documents to the Personnel
Section

15 minutes SDS Office
Person-in-Charge

1 .9 Sort and segregate the
signed documents (for SDO
file, for NCR and for CO)

None 15 minutes Personnel Section
Person-in-Charge

2

Person
Responsible

1. Submit all documentary
requirements within the
prescribe timeline (at
least 30 days before
the expected date of
departure)

None



1 .10 Fonvard the
documents to the Records
Section

None 10 minutes Personnel Section
Person-in-Charge

2. 1 Release the signed
endorsement and documents
to the Liaison Ofiicer for
submission to DepEd NCR

None 15 minutes Records Section
Person-in-Charge

2 steps 10 steps None 2 days, 45
minutes

per
transaction

Frecdom of lnformation Statement
This document will be published intemally and extemally. Any

data from this process can be requested through
hltos.//foi.qov.oh

Data Privacy Statement
Any data from this process are processed for the
implementing a Quality Management System. All

prqcessed in accordance with the Data Priva

purpot

':ft.
of
be

Personnel Officer

Reviewed by: /

DR. AURELTo c. ALA$L
OIC, ASDS \

O, CESE

AP

DR. z, cEso vrOMELA M. C
otc,

3

2. Receives travel
documents

Preoared bv: r 
^' \q&&'/e"

MENCHIEPC. xrYslvasHr
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Bqubtir ot ttle DIJitipprnes

Depsrtment of @[ucution
National Capita.l Region

Schools Division Office - Mandaluyong Ci
3o f11

Office of the Schools DiYision
Superintendent

Januaty 3L, 2o22

OFEICE MEMrro. o12
ORAITDIIM

, s. 2o22

DEPLOYMEI{T OF N)M-SOP.O36 REVISIOIiI OO TITLED AS
ISSUAITCE OF CERTIFICATE OF EMPLOYMEIITT

To:

l This OfEce hereby deploys t1le approved Standard Operating Procedure with
the following details:

Process Title: Issuance of Certificate of Employment

Document No, ADM.SOP.O36
Revision: 00
Eflective Date: Fe bruary 2, 2022
Process Owner: Menchie DC. Kubayashi

2.
pu

For the information, guidance, ald complialce of all rned for the
rpose of implementing ISO 9OO1:2O15 Quali Management Sy

R M.C
Assistant Sc ools Divisio

cEsovI
Superintend ertr

Officer In-Charge /
Office of the ls Division Superintendent

Encl. : As stated
Reference: NoNE

To be indicated in t}te Perpetual Iader
Under t.lle following subjects:

PROCEDURE

SVO/JDSM/January 31, 2022

Calbayog St., Brgy. Highway Hills, Mandaluyong city
OSDS 79sss921 . AO 79567263. ClD79ss25s7 . SGOD 85349810

sdo.mandaluyong@deped.gov.ph r www.depedmandaluyong.org

V
I

Oflicer In-Charge , Oflice of the Assistant Schools Division Superintendent
Chief Education Supervisors, CID and SGOD
Offrcials, OSDS, CID and SGOD
AII Others Concemed



Standard Operating Procedure
prescibed to

. DepEd Citizen's Charter,
o RA 11032 Eas€ ofDoing Business Act,
. EO 2. s. 2016 Freedom of lnto. Acl
. RA 10173 Oata Privary Ac{

lssuance of Certiflcate of Employment Document No.: ADM-SOP-036

Objective: To establish a clear and systematic procedure in
the issuance of requested certificates of
employment.

00

Effective Date: February 2,2022

EODB
Classification

! Simple
1-3 days

Complex
4-7 days

Highly Technical
8-20 days

Page: 2

CONTROLLED COPY

Schools Division Office of Mandaluyong

cess Title:

For face-to-face
transaction /

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

For face-to-face transaction / request
1 . Accomplished Transaction/ Request Form (1 copy)

Personnel Section

For online service transaction / request
2. Accomplished online services link in the website

Requesting Party / Client

Client Steps Agency Action Fees to
be Paid

Processing
Time

Person
Responsible

1. Accomplish
Transaction/
Request Form

None 5 minutes Requesting Party /
Client

1 .1 Receive and review of request of
request ftom client

None 5 minutes Personnel Section
Person-in-Charge

1 .2 Retrieve of documents from
Service Record file

None 5 minutes Personnel Section
Person-in-Charge

1 .3 Process Request None 5 minutes Personnel Section
Person-in-Charge

2. Check and
sign the
Certificate of
Employment

None 5 minutes Personnel Officer

3. Receive the
signed Certificate
of Employment

3.'l Release the Certificate of
Employment

None 5 minutes Personnel Section
Person-in-Charge

4 steps None 30 minutes

1

3 steps

Revision:

equest



Prepared

Officer

Freedom of lnformatlon Statement
This document will be published intemslly and extemally. Any

data from this process can be requestad through
hllps.//foi gov ph

Deta Prlvacy Statement
Any data ftom lhis process are processed for the purpose of
implemenling a Ouality Management System. All data will be

processed in accordance with 
,tle Data Privacy Ac1.

DR. AURELIO G.
otc,

CESE

Reviewed by:

OIC, SDS
vtDR.

Approved

2

,.M""
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Sepublit otftre DIlitimrnos

Depertment of @Uuution
National Capital Regon

Schools Division Office - Mandaluyong City
Ofrice of the Schools Division
Superintendent

Januaty gL,2o22

OF'F'ICE MEMORAIYDIIM
lfo. 4V , s. 2022

DEPLOYUEIIT OF AI'U-SOP-OIIO REVISIOI| OO TITLED AS
ISSUAI{CE OF CERTItr"ICATIOIT OI. PIIILHEALTH REUITTAICCES

To: Olfrcer In-Charge, Ofhce of the Assistant Schools Division Superinte ndent
Chief Education Supervisors, CID and SGOD
Oflicials, OSDS, CID and SGOD
A1l Others Concerned

1. This O{Ece hereby deploys the approved Standard Operating Frocedure wit}t
the following details:

Process Tifle: Issuance of Certification of PhilHealth Remittances

Document No. ADM-SOP-04O
Revision: 00
Effective Date: February 2, 2022
Process Owner: Menchie DC. Kubayashi

'2. For the information, guidance, and compliance of all concemed r the
purpose of implementing ISO 9001:2015 Quality M ment System.

ROMELAM cRuz,
Assistant Schools sion Supe tendent

In-Charge y1
Division Supe rintend

Encl. : As stated
Reference: NONE

To be indicated in the Perpetual IEdex
Under the following subjects:

PROCEDURE

SVO/JDSM/January 31, 2022

O1fice of the Sc en#

tcalbayog st., Brgy. Highway Hills, Mandaluyong citv
OSDS 79555921. AO 79561253 o CID 79552557 . SGOD 85349810

sdo.mandaluyong@deped.gov.ph o www.depedmandaluyong.org

,ff{,^,,, {'lo1"^



CONTROLLED COPY

Schools Division Office of Mandaluyong

Standard Operating Procedure
prescibed to

. DepEd Citizen's Charter,

. RA 11032 Easo ofDoing Business Ac{,

. EO 2, s.2016 Freedom of lnfo. Act

. RA 10173 Data Privacy Act

lssuance of Certification of PhilHealth Remittances Document No.:Process Title:

Revision: 00

Effective Date: Febtuary 2,2022

Objective To establish a clear and systematic procedure in
the issuance of requesled certification of philhealth
remittances.

EODB
Classification

I simpte
1-3 days

! Complex
4-7 days

E Highly Technical
8-20 days

CHECKLIST OF REOUIREMENTS WHERE TO SECURE

For face-to-face transaction / request
1. Accomplished Transactioni Request Form (1 copy)

Personnel Section

For online service transaction / request
1 . Accomplished online services link in the website

Requesting Party / Client

Client Steps Agency Action Fees to
be Paid

Processing
Time

Person
Responsible

For face-to-face
transaction / request

None 5 minutes

1.1 Receive and review of
request of request from client.

None 5 minutes Personnel Section
Person-in-Charge

1 .2 Retrieve of documents
from Philhealth remittance file.

None 5 minutes Personnel Section
Person-in-Charge

1 .3 Process request. None 5 minutes Personnel Section
Person-in-Charge

2. Check and sign the
Certifl cation of Philhealth
Remittances.

None 5 minutes Personnel Officer

3. Receive the signed
Certifi cation of Philhealth
Remittances.

3.'l Release the Certification
of Philhealth Remittances.

None 5 minutes Personnel Section
Person-in-Charge

3 steps None 30 minutes

ADM-SOP-O4O

Page: 2

1 . Accomplish
Transaction/ Request
Form

Requesting Party /
Client

4 steps

1



Prepared

KU

Freedom of lnformation Statement
This document will be published intemally and enemally. Any

data from this process can be requested lhrough
https iifoi gov oh

Data Privacy Statement
Any data from this process are processed for the
implem€nting a Quality Manag€ment System. All

in accordance with Data Act.
will be

of

, CESE

Reviewed by:

DR. AURELIO G.
otc,

approveo uyl/ , / I
DR. RoMEfl"ihf,z.

/orc, s$
CESO VI

2



Depsrtment of @lucation oarJ@ I

+
I

National Capital Region
Schools Division Oflice - Maldalu Ci

Office of the Schools Division
Superintendent

Jaauar5r 7,2022

OFFICE METUORA.IIDI'DI
No. oo 7 . s.2O22

DEPIPYMENT OF ADU-8OP-O27 RE1IISIOT OO
TITLED AS ISAUANCE OF SERVICE REOORD

To: OIIicer In-Charge, OIIice of the Assistart Schools Division Superintendent
Chief Education Supervisors, CID and SGOD
Offrcials, OSDS, CID and SGOD
All Others Concerned

1. This Ollice hereby deploys the approved Standard Operating Procedure with
the following det"ils:

Process Title:
Document No. ADM.SOP.O27
Revision: oo
Effective Date: January 70,2022
Process Owner: Menchie DC. Kubayashi

2. For the information, guidance, and compliance of all for the
purpose of implementing ISO 9001:2015 Quality Management

M. cEsovI
ools Divisi Superintenden b
OIIicer In-Charge N

Oflice of Schools Division Superintendent

Encl. :

Reference
As stated
NONE

To be indicated in the Fcrpctu.l lldcr
Under tie following subjects:

PROCEDURE

SVO/JDSM/January 7, 2022

bCalbayog St., Brgy. Highway Hills, Mandaluyong City

otot rr55592t o ao 79561263 . CID 79552557 . SGOO 85349810

sdo.mandaluyong@deped.gov.ph . www.depedmandaluyong.orS

(

;Bepublic ot tlr. pralippin?s

Issuance of Service Record

Assistant



CONTROLLED COPY

Schools Division Office of Mandaluyong

Standard Operating Procedure
prascibed to

. DepEd Citizen's Charter,

. RA 11032 Easa of Ooing Business Act,

. EO 2, s. 2016 Freedom ot lnfo. Act

. RA10173 Data Privacy Act

Process lltle: lssuance of Service Record Document No.: ADM.SOP.O27

Objective To establish a clear and systematic procedure
in the issuance of requested service record.

Revision 00

Effective Date January 10,2022

EODB
Classification:

! simpte
1-3 days

Complex
+7 days

Highly Technical
8-20 days

Page: 2

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

For face-to-face transaction / request
'1. Accomplished Transaction/ Request Form

(1 copy)

Personnel Section

For online service transaction / request
I . Accomplished online services link in the

website

Requesting Party / Client

Client Steps Agency Action Fees to
be Paid

Processing
Time

Person
Responsible

For face-to-face
transaction / request

None 5 minutes Requesting Party /
Client

1 .1 Receive and review of
request of request from
client

None 5 minutes Personnel Section
Person-in-Charge

1.2 Retrieve of documents
for Service Record file

5 minutes Personnel Section
Person-in-Charge

None 5 minutes Personnel Section
Person-in-Charge

2. Check and sign the
Service Record

None 5 minutes Personnel Officer

3. Receive the signed
Service Record

3.1 Release the Service
Record

None 5 minutes Personnel Section
Person-in-Charge

4 steps None 30 minutos
per

transaction

3 steps

1. Accomplish Transaction/
Request Form

None

'1.3 Process Request

1



For online service
transaction / request

Requesting Party /
Client

1. Accomplish the online
services link

None 5 minutes

1.1 Review of request in
the online service

None 5 minutes Personnel Section
Person-in-Charge

None 5 minutes Personnel Section
Person-in-Charge

1 .3 Process Request None 5 minutes Personnel Section
Person-in-Charge

2. Check and afiix digital
signature in the Service
Record

None 5 minutes Personnel Officer

3. Receive the signed
Service Record

3.1 Release the Service
Record through email

None 5 minutes Personnel Section
Person-in-Charge

3 steps 4 steps None 30 minutes
p€r

transaction

Fi€edom of lnformation Statement
This document will be published internally and extemally. Any

data from this process can be requested through
https://Foi.oov.oh

Data Privacy Statement
Any data ftom this process are processed for the puDo,
implementing a Quality Management System. All dat?,frill

procossed in accordance with the Data Privac^t.

of
be

Prepared by:

MENCI{IE K HI
nel Officer

DR. AURELIO G
orc,

Ml"
esbs\

O, CESE

Reviewed by: Ap

DR. iIELA M.
orc,

GESO Vr

1.2 Retrieve of documents
for Service Record file
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Depsrtment of @lucstion
National Capital Region

Schools Division Ofnce - Mandaluyong City

',:ffiii

ioArFtrtr7

Office of the Schools Division
Superint€ndent

Janrraqr 7,2o22

OFFICE M EMORANDT'III
Ho. ao 8 , e. 2022

DEPI,OYMEI|T Or. ADU-SOP-O2A REYISION OO TITLED AS
IOAN APPROVAI, AIYD VERIHCATIOIT

To: Officer In-Charge, OIEce of the Assistant Schools Division Superintendent
Chief Fducation Supervisors, CID and SGOD
OfEcials, OSDS, CID and SGOD
AII Others Concerned

1. This Oflice hereby deploys tJ:e approved Standard Operating Procedure with
the following details:

Process Tifle: Loan Approval and Verification
Document No- ADM,SOP.O28
Revision
Eflective Date: January lO, 2022
Process Owner: Menchie DC. Kubayashi

2. For t.I:e information, guidance, and compliance of all co ed for the
purpose of implementing ISO 9OO1:2015 Qua-lity Management S m.

M.CR cEso vI
Assistant S ools Division tenden{

Oflicer In-Ch
Oflice of Schools Division Superintendent

Encl. : As stated
Reference: NONE

To be indicated in the PGrpctual hdex
Under the following subjects:

PROCEDURE

SVO/JDSM/January 7, 2022

bCalbayog St., Brgy. Highway Hills, Mandaluyong City

OSDS 79555921 . AO 79561263 . CID 79552557 . SGOD 85349810
sdo.mandaluyong@deped.gov.ph . www.depedmandaluyong.org

"1
3C

oo



CONTROLLED COPY

Process Title:

Schools Division Office of Mandaluyong

Standard Operating Procedure
prcscibed to

. DepEd Citizeo's Cha,ter,

. RA 11032 Ease of tking Busin€ss Aci,

. EO 2, s.20'16 Fr€edom of lnio. A.t

. RA 10i73 Data Privacy Act

Loan Approval and Verification Document No.: ADM.SOP-028

Objective: To establish a clear and systematic procedure
in the verification and approval/disapproval of
loans from GSIS, Pag-lbig, Provident and
Private Lending lnstitutions

Revision: 00

Effective Date: January 1O,2022

EODB
Classification:

Z simpte
'l-3 days

Complex
+7 days

Highly Technical
8-20 days

Page: 2

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

For GSIS Loans
For face-to-face transaction
1. Recent Pay slip (one (1) photocopy) and
bring the original
2. Certificate of No Pending Case (one (1)
original copy)
For online transaction:
3. Submit request at email address of the
SDO verifie
Subject: Approval of GSIS Loan

Requesting Party/Client

For teaching and teaching-related: NCR Legal Ofiice
For non-teaching: SDO Legal Unit

For Private Lending lnstitutions:
5. Latest pay slip (original copy)
6. Official DepEd email address

Requesting Party/Client

Client Steps Agency Action Fees to
be Paid

Processing
'l'ime

Person
Responsible

1. Submit all the documents
for loan application
(walk-in/
online through email
address of the SDO verifier)

1.1 Receive the
complete documents
(walk-in/online)

None 5 minutes Personnel Section
Person-in-Charge

1.2 Check and
Evaluate loan
application if eligible

Note: First email, first
action

None 20 minutes Personnel Section
Person-in-Charge

1.3 Approve /
Disapprove loan
application through
e-confirmation of
GSIS/ email

None 15 minutes Personnel Section
Person-in-Charge

1



;

1.4 Notify the client on
the action taken by
the Ofiice through
email.

None 1 5 minutes Personnel Section
Person-in-Charge

Freedom of lnfomation Statement
This document will be published intemally and extemally. Any

data from this process can be requested through
httos://foi.aov ph

Data Privacy Statement
Any data from this process are processed for the purposl,of
implementing a Quality Managemenl System. All datalrlll be

p/ocessed in accordance with the Da]€ Pnvacy lftL

Officer
MENCHiE

Prepared by:

OR. AURELIO G.
olc,

CESE

Reviewed by:

cEso vrDR.
otc,

2

None 55 minutes
psr

transaction

1 step 4 steps
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FICE MANOAI.UYOI{G

STCTION

Department of @Ducstion
National Capital Region

Schools Division Office - Mandaluyong City SE 'tt ,n?l
l:tsPm

Office of the Schools Division
Superintendent

September 23,2O2L

s,2O2l

To: OIIicer In-Charge, Oflice of the Assistant Schools Division Superintendent
Chief Education Supervisors, CID and SGOD
Officials, OSDS, CID and SGOD
All Others Concerned

1. This Office hereby deploys the approved Standard Operating Procedure wit-h
the following details:

Process Title Processin g of Application
(New Teacher- Applicants)

Document No. ADM-SOP-006
Revision: 01
Effective Date: September 27 , 2O2l
Process Owner: Menchie DC. Kubayashi

2. For the information, guidance, and compliance of all concerned for the
purpose of implementing ISO 9O0l:2O15 Quality Management tem

RO M.
Assistant Sch s Division Su

CESE
perintendent

r In-Charge / g
artOffice of the ools Division Superintend

Encl.:
Reference

As stated
NONE

To be indicated in the Perpctuel Iadcx
Under tie following subjects:

PROCEDURE

SVO/JDSM/September 23, 2021

bCalbayog St., Brgy. Highway Hills, Mandaluyong City
OSDS 79555921 . AO 79561263. CID 79552557 . SGOD 85349810
sdo.mandaluyong@deped.gov.ph o www.depedmandaluyong.org

OFFICE MEMORAIDINil
No. oq- 40

DEPLOYMEITT OF ADM-SOP-OO6 RETIISION 01 TITLED AS
PROCESS;ING OF APPLICATION (I[EW TEACIIER-APPLICANTS)



CONTROLLED COPY

Schools Division Office of Mandaluyong

Standard Operating Procedure
prascibed to

. DepEd Citizen's Charter,

. RA 11032 Easo of Ooing Business Acl,

. EO 2, s. 20'16 Fre€dom of lntu. Act

. RA 10173 Data Privacy Act

Process Title: Processing of Application
(New Teacher-Applicants)

Document No.:

Objective: To establish a clear and systematic
procedure in the processing of application of
new teacher-applicants.

Revision 01

Effective Date September 27, 2021

EODB
Classification:

E Simpte
'l-3 days

Complex
4-7 days

Z Highly Technical
8-20 days

Page: 5

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Pertinent documents of teacher-applicants Applicant

Duly accomplished lnitial Evaluation Form (lEF) (2
copies)

School Screening Committee

Duly accomplished pre-assessment of papers (2
copies)

School Screening Committee

Duly accomplished demonstration-teaching
Assessment of teacher-applicants (2 copies)

School Screening Committee

Duly accomplished demonstration of skills acquired
in a specialized training assessment of elementary
and junior high school teacher-applicants (2
copies)

School Screening Committee

Client Steps Agency Action Fees to
be Paid

Processing
Time

Person
Responsible

1. Orientation of School
HRMPSB Focal Person
and School Screening
Committee

None l day

2. Submit the pertinent
documents of
teacher-applicants, IEF
and duly accomplished
assessment
forms/templates

2.1 Check completeness of
the submitted documents.

None 15 minutes SDO Personnel
Section Staff

2.2 lt the documents are
incomplete, return the deficient
documents

None 10 minutes SDO Personnel
Section Staff

3. Receive and stamp None '15 minutes SDO Records
Section Staff

1

ADM.SOP-OO6

SDO Personnel
Section Head
(HRMO) and SDO
HRMPSB



CONTROLLED COPY

the complete
documents.

None 5 days Special Task
Force on
Applicants'
Document
Validation

5. Check the Applicant's
qualification stated in the
IEF and as evidence in
their submitted papers
vis-a-vis qualification
standards

5 days SDO Personnel
Section Head
(HRMo)

6. Submit the lnitial
Evaluation Results (lER)
to the SDO
HRMPSB

None SDO Personnel
Section Head
(HRMO)

7. Check the IER and
finalize the qualified and
disqualifi ed applicants
through deliberation

None l day SDO HRMPSB

8. Release letter of
disqualification to the
disqualifi ed applicants
who did not meet the
minimum qualification
standards

None 3 days SDO Personnel
Section Head
(HRMO) and SDO
Records Section
Staff

9. Check the
accomplished
assessment
forms/templates and
papers submitted by
teacher-applicants
vis-a-vis applicable
guidelines

None 3 days SDO HRMPSB
Secretariat

10. Check the
pre-assessment of
papers,
demonstration{eaching
and demonstration of
skills through
deliberation

3 days SDO HRMPSB

11 . Orientation of
qualified teacher-
applicants

None l day SDO Personnel
Section Head
(HRMO) and SDO
HRMPSB

12. Finalize the
schedule of interview of
qualified

None 2 days SDO Personnel
Section Head
(HRMo)

2

4. Evaluate the
documents submitted by
all the applicants for
authenticity and veracity

None

'15 minutes

None



CONTROLLED COPY

teacher-applicants and
d raft
memorandum

13. Check and initial the
draft memorandum

13.'l lf with correction in the
draft memorandum, return to
the SDO Personnel Section
Head

None AOViASDSStaff

13.2 lf with correction, edit the
memorandum

None 10 minutes SDO Personnel
Section Head
(HRMO) i Staff

13.3 Return the edited
memorandum to the AOV
Office for initial

10 minutes SDO Personnel
Section Staff

14. Sign the
memorandum

None 30 minutes SDS

None 15 minutes SDO Records
Section Staff

None 2 days School Screening
Committee and
SDO HRMPSB
Secretariat

5 days SDO HRMPSB
and
Sub-Commiftees

'18. Coordinate with
Bureau of Education
Assessment relative to
schedule of English
Proficiency Test with
letter-request of the SDS

None 2 days SDO Testing
Coordinator

None 2 days

None I day SDO Personnel
Section Head
(HRMO)

21.1 lf with correction in the
draft memorandum, return to

None AOV/ASDSStafr

3

10 minutes

None

15. Release the
memorandum relative to
the schedule of interview
of qualified
teacher-applicants

16. lnform the
teacher-applicants on
their schedule of
interview

17. lnterview of qualified
teacher-applicants

None

19. Coordinate with the
Division Testing
Coordinator and
lnformation Technology
Officer and finalize the
schedule of English
Proficiency of
teacher-applicants

SDO Personnel
Section Head
(HRMo)

20. Draft memorandum
relative to the Schedule
of English Proficiency
Test (EPT)

21 . Check and initial the
draft memorandum

'10 minutes



CONTROLLED COPY

the SDO Personnel Section
Head

21.2 lf with correct;on, edit the
memorandum

None 10 minutes SDO Personnel
Section Head
(HRMo) / Staff

21 .3 Return the edited
memorandum to the AOV
Office for initial

10 minutes SDO Personnel
Section Staff

22. Sign the
memorandum

None 30 minutes SDS

23. Release the
memorandum relative to
the schedule of EPT

None 15 minutes SDO Records
Section Stafi

24. lnform the qualified
teacher-applicants on
their schedule of EPT

None School HRMPSB
Focal Person and
SDO HRMPSB
Secretariat

None 2 days SDO Testing
Coordinator,
lnformation
Technology
Officer, Room
Examiners, SDO
Personnel Section
Head and Staff

None 5 days SDO HRMPSB
Secretariat

27. Checking of
consolidated scores

None SDO HRMPSB

28. Final Deliberation of
SDO HRMPSB

None 1 day SDO HRMPSB

29. Sign the Completed
Comparative
Assessment
Results-Registry of
Qualified Applicants
(CAR-ROA) of
Teacher-Applicants

None l day SDO HRMPSB

30. Approved and sign
the CAR-RQA of
Teacher-Applicants

None 'l hour SDS

31 . Draft memorandum 30 minutes SDO Personnel

4

None

2 days

25. English Proficiency
Test of qualified
teacher-applicants

26. Consolidation and
encoding of paper
assessment, interview
demoteaching and EPT
results

4 days

None



relative to the
Completed Comparative
Assessment
Results-Registry of
Qualified Applicants
(cAR-RaA) of
Teacher-Applicants

32. Check and initial the
draft memorandum

32.1 lf with correction in the
draft memorandum, return to
the SDO Personnel Section
Head

None '10 minutes AOV/ASDSStaff

32.2 lf with correction, edit the
memorandum.

None '10 minutes SDO Personnel
Section Head
(HRMO) / Staff

32.3 Return the edited
memorandum to the AOV
Office for initial

None 10 minutes SDO Personnel
Section Staff

33. Sign the
memorandum

None 30 minutes SDS

34. Post the Completed
Comparative
Assessment
Results-Registry of
Qualified Applicants
(CAR-RQA) of
Teacher-Applicants

None 10 calendar
days

34 steps 'll steps None 56 days, 9
hours, 25
minutes

Froodom of lnformation Statement
This document will be published internally and extemally. Any

data from this process can be requested through
httos://foi qov.Dh

Data Privacy Statement
Any data from this process are processed for the
implementing a Quality Management System. All

processed in accordance with Data

rpose of

Act.
will be

Prepa

M
nel I

BAYASHI DR. AURELIO G
orc,

M
edos\

so, cEsE

Reviewed by:

DR. RO

Approved

, CESEELA M. C
otc,

(

CONTROLLED COPY

Section Head
(HRMO)

SDO Personnel
Section Head
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Department of @Ducstion
National Capital Region

Schools Division Office - Mandaluyong City
Ofrice of the Schools Division
Superintendent

September 23,2021

OFT'ICE MEMORAT{DUM
No. q- 41

DEPLOYMENT OT'ADM-SOP-OO7 RE\IISION OO TITLED AS
PROCESSTTTG OF APPLTCATTON (NON-TEACTTING REL/ITED)

To Oltrcer In-Charge, Office of tlle Assistant Schools Division Superintendent
Chief Education Supervisors, CID and SGOD
Officials, OSDS, CID and SGOD
A11 Others Concerned

1. This Oflice hereby deploys the approved Standard Operating Procedure with
the following details:

2. For the information, guidance, and compliance of all cerned for the
purpose of implementing ISO 9001:2O15 Quality M ent S

tlt
RO M. , cF^sE

Assistant School Division upenntendenb
Offr In-Charge 5, $'

Oflice of the Sch ls Division Superintendent

Encl. : As stated
Reference: NONE

To be indicated in the Pcrrrctual l[dcr
Under the following subjects:

PROCEDURE

SVO/JDSM/September 23, 2O2l

Process Title: Processing of Application
(Non-Teaching Related )

Document No. ADM.SOP-OO7
Revision
Effective Date: September 27 , 2o21
Process Owner: Menchie DC. Kubayashi

bCalbayog 5t., 8rgy. Highway Hills, Mandaluyong City
osDs 79155921 . AO 79561263. CtD 79552557 . SGOD 85349810
sdo.mandaluyong@deped.gov.ph . www.depedmandaluyong.org

t/
I
I "sP^

s,2O2L

00



CONTROLLED COPY

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

All pertinent documents of non-teaching applicants
stated in ADM-SOP-oo4

Applicant

Schools Division Office of Mandaluyong

Standard Operating Procedure
prescibed to

. DepEd Citizen's Charl6r,

. RA 1'1032 Easo o, Doing Businsss Act,

. EO 2, s. 2016 Freedom ot lnto. Act

. RA 10173 Data Privacy Act

Process lltle: Processing of Applicat,on (Non-Teaching Related) Document No.: ADM.SOP-OO7

Objective: To establish a clear and systematic procedure
in the processing of application of
non{eaching applicants.

Revision: 00

Effective Date: Seplembet 27 , 2O2'l

EODB
Classification:

Z Highly Technical
8-20 days

3

Client Steps Agency Action Fees to
be Paid

Processing
Time

Person
Responsible

1. Evaluate the documents
submitted by all the
applicants for authenticity
and veracity

None 5 days Special Task Force
on Applicants'
Oocument
Validation

2. Encode the applicants'
details in the lnitial
Evaluation Form (lEF)

None 2 days SDO HRMPSB
Secrelariat

3. Check the Applicant's
qualification stated in the
IEF and as evidence in
lheir submitled papers
vis-a-vis qualification
Standards and determine if
qualified or disqualified

None 5 days SDO Personnel
Section Head
(HRMO)

4. Submit the lnitial
Evaluation Results (lER) to
the SDO
HRMPSB

None 'l day SDO Personnel
Section Head
(HRMO)

5. Check the IER and
finalize the qualified and
disqualifi ed applicants
through deliberation

None l day SDO HRMPSB

6. Release letter to the
applicants if they are
qualifi ed or disqualified

None 3 days SDO Personnel
Section Head
(HRMO) and SDO
Records Section
Staff

7. Orientation of qualified
applicants

None 1 day SDO HRMPSB
Secretariat

1

E Simple ! Complex
1-3 days 4-7 days

Page:



CONTROLLED COPY

8. Pre-assessment of
papers vis-a-vis applicable
guidelines through
deliberation

None 3 days SDO HRMPSB
Secretariat

9. Finalize the schedule of
interview and open-ranking
of qualified applicants and
draft
memorandum

None 2 days SDO Personnel
Section Head
(HRMo)

10. Check and initial the
draft memorandum

10.1 lf with correction in the draft
memorandum, retum to the SDO
Personnel Section Head

None 10 minutes AOV/ASDSStaff

10.2 lf with conection, edit the
memorandum

'10 minutes SDO Personnel
Section Head
(HRMo) / Statr

10.3 Return the edited
memorandum to the AOV Ofiice
for initial

10 minutes SDO Personnel
Section Stafl

11. Sign the memorandum None 30 minutes SDS

12. Release the
memorandum relative to
the schedule of interview
and open-ranking of
qualified applicants

None 15 minutes

'13. lnform the qualified
applicants on their
schedule of interview and
open-ranking

None 1 day SDO HRMPSB
Secretariat

'14. lnterview of qualified
applicants

None 3 days SDO HRMPSB and
Sub-.Committees

15. Open-ranking of
qualified applicants

None 3 days SDO HRMPSB

16. Conduct 360 degree
feedback on Psycho-social
attributes and Personality
Traits

None 3 days SDO HRMPSB
Secretanat

17. Consolidation and
encoding of paper
assessment, interview and
results of 360 degree
feedback evaluation on
Psycho-social attributes
and Personality Traits

None 3 days SDO HRMPSB
Secretariat

18. Checking of
consolidated scores

None 1 day SDO HRMPSB

19. Final Deliberation of
SDO HRMPSB

None 1 day SDO HRMPSB

20. Sign the Completed
Comparalive Assessment

None 1 day SDO HRMPSB

2

None

None

SDO Records
Section Staff



CONTROLLED COPY

Results (CAR) of Oualilied
Applicants

21. Approved and sign the
CAR

None t hour SDS

22. Draft memorandum
relative to the Completed
Comparative Assessment
Results (CAR) of Qualified
Applicants

None 30 minutes SDO Personnel
Section Head
(HRMo)

23. Check and initial the
draft memorandum

23.1 lf with conection in the draft
memorandum, retum to the SDO
Personnel Section Head

None 10 minutes AOV/ASDSStaff

None 10 minutes SOO Personnel
Section Head
(HRMO) / Staff

23.3 Retum the edited
memorandum to the AOV Ofiice
for initial

None 10 minutes SDO Personnel
Section Stafi

24. Sign the memorandum None 30 minutes

25. Post the Completed
Comparative Assessmenl
Results (CAR) of Qualified
Applicants

None 10 calendar
days

SDO Personnel
Section Head

25 steps 6 steps None 49 days,
4 hours, 45

minutes

Freedom of lnformation Statement
This document will be published intemally and extemally. Any

data from this process can be requested through
https:/i foi.oov.oh

Data Privacy Statement
Any daia from this process are processed for the purpose of
implementing a Quality Management System. All datglwill be

processed in accordance will the Data Privacy/Act.

nel
ME

Prepared

BAYASHI
cer

DR. AURELIO G.
otc,

N""
A+S.

, CESE

Reviewed by: Approved

DR.
OIC, SDS

a

23.2 lf with correction, edit the
memorandum.

SDS

CESE
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Department of @Dutation

National Capital Region
Schools Division Oflice - Mandaluyon Ci

Ofrice of the Schools Division
Superintendent

February 9,2o22

OFFICE MEMORANDIIM
IIo. OS3 , e.2or22

DEPLOYUEITT OF ADM-SOP-O2g REVISIOIII OO TITLED AS
PROCESSIITG OF APPOIITTMITT (ORIGIITAL, RIEMPLOYUEITT,

RTAPPOIIIITMETT, PROMOTIOII AI![D TRAITSFERI

To Olfrcer In-Charge, Offrce of the Assistant Schools Division Superintendent
Chief Education Supervisors, CID and SGOD
Offlcials, OSDS, CID a'rtd SGOD
All Others Concerned

1. This OIEce hereby deploys the approved Standard Operating Procedure with
the following details:

Process Tifle: Processing of Appointment (Original,
Reemployment, Reappointment, Promotion and
Transfer)

Document No. ADM.SOP-029
Revision: 00
Eflective Date February lO, 2022
Process Owner Menchie DC. Kubayashi

2. For the information, guidance, and compliance of all ncemed for the
purpose of implementing ISO 9001:2015 Quality Management S stem.

M. cEso vl-
Scho s Division S perintendent /

Encl. : As stated
Reference: NONE

PROCEDURE

SVO/JDSM/February 9, 2022

8Y

DATE

Calbayog St., Brgy. Highway Hills, Mandaluyong city
OSDS 79555921 . AO 7956L263 . CIO 7 9552557 . SGOO 85349810
sdo.mandaluyong@deped.gov.ph o www.depedmandaluyong.org

To be indicated in the Perpctud lEdsa
Under the follocring subjects:

a,_
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Schools Division Office of Mandaluyong

Standard Operating Procedure
prescibed to

. DepEd Citizen's Charter,

. RA 11032 Ease of Doing Business Act,

. EO 2. s. 2016 Freedom of lnfo- Act

. RA 10173 Data Privacy Act

Process Title: Document No.: ADM-SOP-029

Objective To establish a clear and systematic procedure
in the processing of appointment papers of
newly-hired, promoted, reemployed,
reappointed or transferred employees.

Revision: 00

February 10,2022

EODB
Classification

g Simpte
1-3 days

Complex
4-7 days

Highly Technical
8-20 days

Page 4

WHERE TO SECURE

1. Publication -CSC Form No. 9 (Revised
2018) received by CSCFO (1 certified true copy)

Personnel Section

2. Checklist of Requirements (1 original) Personnel Section

3. Appointment Form CS Form No. 33-A
(Revised 2O18) (4 original)

Personnel Section

4. Oath of Office -CS Form No. 32
(Revised 20'l 8\ (4 original)

Personnel Section

5. Certificate of Assumption to Duty -CS
Form No. 4 (Series of 2018) (4 original)

6. Position Description Form-DBM-CSC Form No. 'l

(Revised version No. 1 s.2017) (4 copies)
Personnel Section

7. Approved Comparative Assessment Results (CAR) -
for promotion only (1 certified true copy)

Personnel Section

8. Duly accomplished CSC Form 212 (Revised 2017)
-Personal Data Sheet (4 copies)

Appointee

9. Certified true copy of Original Transcript of Records
(4 copies) - for original appointment, transfer,
reemployment and promotion

'10. Original copy of the authenticated certificate of
eligibilitykati ng for original appointment, promotion,
transfer, reappointment (change of status to permanent)
or reemployment ('l original, 3 photocopies) - except for
Appointment as Provisional-Senior HS

Appointee

Appointee

1

Processing of Appointment (Original,
Reemployment, Reappointment, Promotion and
Transfer)

Effective Date:

CHECKLIST OF REQUIREMENTS

Personnel Section

Appointee

'l l . Original copy of the authenticated Professional Regulation
Commission (PRC) ldentificatjon card -if applicable (1 original,
3 photocopies) - for original, reappointment and reemployment
except for Appointment as Provisional-Senior HS



12. Performance Rating in the last rating period
(3 photocopies) - for promotion or transfer

Appointee

13. Medical Certificate -CS Form No. 211
(Revised 2017) (1 original, 2 photocopies) - for original
appointment, transfer and reemployment

Govemment Physician

14. Results of Medical Exam and Laboratory test
(3 photocopies) - for original appointment, transfer and
reemployment

Accredited Health Care Facility

15. NBI Clearance (3 photocopies) - for original
appointment and reemployment

16. Clearance from money, property and work-related
accountabilities from the appointee's former ofiice
(3 copies) - for promotion, reappointment, or transfer
involving movemenl from one departmenUagency to
another and reemployment

Former Employer

PSA

18. Maniage Certificate jf applicable (3 photocopies)

- for original appointment, transfer and reemployment
PSA

19. lnformation Sheet Required for AO No. 171 (4 copies)

20. Supplementary lnformation Sheet (4 copies) Personnel Section

21. BIR Form 19021190512305 (TlN Number)
(3 photocopies) - for original appointment and
reemployment

BIR

22. Philhealth ER2 Form/ Philhealth lD - for original
appointment and reemployment

Philhealth

23. Swom Assets, Liabilities, and Net Worth (SALN)
(1 original and 3 photocopies) - for original appointment
and reemployment

Appointee

24. Pag-lbig MID Number (4 photocopies) - for original
appointment and reemployment

Pag-lbig

Client Steps Agency Action Fees to
be Paid

Processing
Time

Person
Responsible

1 Submit all documentary
requirements

1.1 . Check the
document as to
completeness

None 15 minutes Personnel Section
ln-Charge

1.2 lf incomplele, retum
the papers and
coordinate with
concerned
ofiice/personnel to
request lacking
documents and/or

None 20 minutes Personnel Section
Person in-Charge

2

NBI

17. PSA Birth Certilicate (3 photocopies) - for original
appointment, transfer and reemployment

Personnel Section



lf complete and
accurate, receive the
documents.

None '15 minules Personnel Section
Person in-Charge

None 30 minutes Personnel Section
Person in-Charge

1 .4 Prepare
Assumption of Duty
Form CS Form No. 4

None 15 minutes Personnel Section
Person in-Charge

1 .5 Forward the
Appointment Form CS
Form No. 33-A,
Assumption of Duty CS
Form No. 4 and other
documents to
Personnel Officer

None 15 minutes Personnel Section
Person in-Charge

1.6 Check the papers
and sign the
Appointment Form CS
Form No. 33-A and
Assumption of Duty
Form CS Form No. 4
and attest at the back
of the Personal Data
Sheet- CS Fotm 212

None t hour Personnel Officer

'|,.7 Forward the SALN
Form to the Office of
the AOV

None 1 5 minules

1.8 Attest at the back of
the SALN

None 30 minutes Administrative
Officer V

1.9 Fonivard the
Appointment Form CS
Form No. 33-A and
other documents to
ASDS/ HRMPSB
Chairperson for
signature

None 1 5 minutes Personnel Section
Person in-Charge

1.10 Check and sign
the Appointment Form
CS Form No. 33-A

t hour

1 .11 Forward the
Appointment Form CS
Form No. 33-A and
other documents to
SDS for signature

None 15 minutes ASDS / HRMPSB
Chairperson

Secretary

J

confirm any
inconsistencies.

1.3 Prepare
Appointment Form CS
Form No. 33-A

Personnel Section
Person in-Charge

None ASDS / HRMPSB
Chairperson



'1.12 Check and sign
the Appointment Form
CS Form No. 33-A,
Assumption of Duty
Form CS Form No. 4
and Oath of Office -CS
Form No. 32

None l day SDS

1.13 Fonarard the
signed Appointment
Form CS Form No.
33-A, Assumption of
Duty Form CS Form
No. 4
and Oath of Office -CS
Form No. 32 to the
Personnel Section

None '15 minutes SDS Secretary

2. Appointee acknowledges
receipt of the appointment

2.1 Appointee sign the
appointment

None 15 minutes Appointee

2.2 Fumish the
appointee a copy of the
appointment.

None 20 minutes Personnel Section
Person in-Charge

2 steps 15 steps None 1 day,5
hours, 55
minutes

Frsedom of lnfomatlon Statemont
This documant will be published intemally and enemalty. Any

data from this process c€n be requested through
https //foi.9ov.ph

Data Priyacy Statomsnt
Any data from this process are procrssed for ihe purpose of
implementing a Quality Management System. All data will be

processed in accordance with ff Data Priv?6y Act.

ME HI

Prepared

el Offlcer

Reviewed by: \ /

DR. AuRELto c. a&so
OIC. ASDS '

, CESE T:::'.-ifl{1ffi CESO Vt

4



"ftJ%,{\Ul
Eepuhlir of tle Pbilippines

on""* rlliil3llfi::'l""X3i1yo,,g ci j 0A IJNJ-l+z:
Office of the Schools Division
Superintendent

January 2L, 2o22

OFFICE MEMORANDT'M
Ilo. o23 s.2022

DEPLOYMEIYT Or. N)M.SOP.O3O REVISIOT OO TITLED AS
PROCESSIITG OF TERUIIIIAL LEAVE BEIYEFITS

To Oflicer In-Charge, Offrce of the Assistant Schools Division Superintendent
Chief Education Supervisors, CID and SGOD
Oflicials, OSDS, CID and SGOD
All Others Concerned

2. For the information, guidance, and compliance of
purpose of implementing ISO 9001:2015 Qualitv Manageme

MELA M.
Assistant hools Division Sunerintende nt 

"
Offrcer In-Charge 2f .-

Schools Division Superintendent

concemed for the
System.

cEsovr

Oflice of

To be indicated in the Perpetual Index
Under the following subjects:

PROCEDURE

SVO/JDSM/January 21, 2022

Process Title: Processing of Terminal kave Benefits
Document No. ADM-SOP-O3O
Revision: 00
Effective Date January 25, 2022
Process Owner: Menchie DC. Kubayashi

bCalbayog St., Brgy. Highway Hills, Mandaluyong City

OSOS 79555921 . AO 79567263. C|D79552557 . SGOD 85349810

sdo.mandaluyong@deped.gov.ph o www.depedmandaluyong org

Departmrnt o[ @!utation
,.'brF

1. This OfEce hereby deploys the approved Standard Operating Procedure with
the following details:

Encl. : As stated
Reference: NONE



'7

CONTROLLED COPY

Standard Operating Procedure
ptescibed to

. DepEd Citizen's Cha.ter,

. RA ,|1032 Ease of Doing Business Act,
r EO 2. s. 2016 Freedom of lnfo. Act
. RA 10173 Data P.ivacy Act

Document No.: ADM.SOP-O3O

Revision: 00Objective: To establish a clear and systematic procedure
in the processing Terminal Leave Benefits
based on the accumulated leave credits of
a DepEd personnel during his/her service in
the agency. This is for those employees who
have availed retiremenU resigned/ separated
and should have payment for their remaining
leave balances.

Effective Date: January 25,2022

EODB
Classification

Highly Technical
&20 days

Page: 3

Schools Division Office of Mandaluyong

Process Title

CHECKLIST OF REOUIREMENTS WHERE TO SECURE

1 . Duly accomplished retirement application (GSIS
Form) (4 copies)

Concerned Retiree

Concerned Retiree

3. NSO/PSA Marriage Certificate for married
woman (4 copies)

NSO/PSA

4. GSIS Clearance/approval of retirement
(4 copies)

Concerned Retiree

5. GSIS Retirement voucher (4 copies) Concerned Retiree

Concerned Retiree

7. Clearances (Money & Property
accountabilities (4 copies)

School and SDO

8. The HRMO Statement of VL/SL (4 copies) SDO Personnel Section

9. Statement of leave credits earned certified by
the HRMO (4 copies)

SDO Personnel Section

10. Service Record with inclusive dates of leave
without pay (LWOP), if any (4 copies)

SDO Personnel Section

12. List of Terminal Leave Annex A (DBM Form)
(4 copies)

SDO Personnel Section

'1 3. List of Actual Retirees to be Paid Terminal
Leave Benefits (LARP) Annex B (DBM Form)
(4 copies)

SDO Personnel Section

Processing of Terminal Leave Benefits

! Simple
1-3 days

Complex
4-7 days

2. Letter of intent to retire (4 copies)

6. Form 6 (4 copies)

SDO Personnel Section

11 . Latest Notice of Salary Adjustment tally with the
last entry of salary in the Service Records
(4 copies)

1



14. Disbursement Voucher (4 copies)

1 5. Accomplished Checklist of Requirements
(4 copies)

SDO Personnel Section

Municipal Registrar

17. NSO/PSA Marriage Certificate, if applicable
(4 copies)

18. Birth Certiflcate of Children (4 copies) NSO/PSA

19. Duly notanzed judicial or extrajudicial
settlement of estate (4 copies)

Attorney

20. Accomplished GSIS Survivorship Form
(4 copies)

Surviving Spouse
Surviving Child, if no spouse

Surviving Parent, if no spouse and no children
Surviving Sibling, if no spouse, no children and no

parents

For deceased employee:

16. Copy of the deceased retiree's death certificate
(4 copies)

Client Steps Agency Action Fees to be
Paid

Processing
Time

Person
Responsible

Submit all
documentary
requirements

I 1 .1 . Check the
document as to
completeness

None 15 minutes Personnel Seclion
ln-Charge

lf incomplete, retum the
papers and coordinate with
concemed offi ce/personnel to
request lacking documents
and/or confirm any
inconsistencies.

lf complete and accurate,
receive the documents.

None

None

20 minutes

15 minutes

Personnel Section
Person in-Charge

Records Section
Person in-Charge

1 .2 Foruvard the
complete documents
to the Personnel Section for
appropriate Action

None 2 hours
(!hc doorm.il 6ho0ld b€
da6d f6t at rhe bor wt$r
W light b.ro.6 tdw'rding

Records Section
Person-in-Charge

1.3 Review the
submitted complete
Document,
provide appropriale
action and prepare the
necessary
additional
requirements

None 't hour Personnel Section
Person-in-Charge

1.4 Check the acted terminal
leave benefits' documents,
sign and initial the documents

None t hour Personnel Officer

2

SDO Accounting

NSO/PSA



1 .5 Forward to the
Office of the Accountant for
Disbursement Voucher and
sign in the Annex A and
Annex B (DBM Form)

None 'l 5 minutes Personnel Section
Person-in-Charge

1 .6 Sign the Annex A and B
and provide Disbursement
Voucher

None 30 minutes Accountant

1.7 Forward to the SDS for
signature

None Personnel Section
Person-in-Charge

1 .8 Sign the documents None l day SDS

1 .9 Forward the signed
documents to the Personnel
Section

None '15 minutes SDS Office
Person-in-Charge

2.0 Sort and segregate the
signed documents (for SDO
file, for NCR and for DBM)

None 1 5 minutes

None 10 minutes Personnel Section
Person-in-Charge

3. Receives
terminal leave
benefits' documents

3.1 Release the signed
endorsement and documents
to the Liaison Officer for
submission to DepEd NCR

None 1 5 minutes Records Section
Person-in-Charge

'l l steps None 1 day,
6 hours, 45
minutes per
transac{ion

Frsedom of lnfoimation Statement
This document will be published internally and extemally. Any

data from this process can be requesled through
htl0s r'for.qov ph

Data Privacy Statement
Any data from this process are processed for the purpose of
implementing a Quality Management System. All data will be /

processed in accordance with the 
Piata 

Privacy Act. /

CESE

Reviewed by

OIC, ASD
DR. AURELIO G. vt

Approved by:

DR. ROM
IC, SDS
M. CRUZ, CMEI.ICHIE

Prepared

nnel Officer
BAYASHI

3

1 5 minutes

Personnel Section
Person-in-Charge

2. Forward the
documents to the
Records Section

3 steps



llepubtir of tl|e SUilinpiues

Drpsrtment of @lucotion
National Capital Region

Schools Division Oflice - Mandaluyong Citv
$:Eo f+t

DEPLOYMEIIT OF N)M-SOP.O31 REVISIOIiI OO TITLED AS
REQUTST FOR CORRECTIOIII OF ITAME/DATE OF BIRIH/

PLACE Otr'BIRTH AIID CHAITGE OF STATUS

To: Officer In-Charge, Office of the Assistant Schools Division Superintendent
Chief Education Supervisors, CID and SGOD
Oflicials, OSDS, CID and SGOD
All Others Concerned

1. This OfEce hereby deploys the approved Standard Operating Procedure with
the following details:

Process Title: Request for Correction of Name/ Date of Birth/
Place of Birth and Change of Status

Document No. ADM-SOP-031
00

Effective Date: February 2, 2022
Process Owner: Menchie DC. Kubayashi

2. For the information, guidance, and compliance of all concerned for the
purpose of implementing ISO 9001:2O15 Quality Management Sy

cEsovI
Assistant Sc ois Divisio Superintendent

Offrcer In-Charge {-
Office of the chools Division SuPerintenden/

Encl, : As stated
Refereoce: NoNE

To be indicated in the Perpetual Iadex
Under t] e following subjects:

PROCEDURE

SVO/JDSM/January 31, 2022

bCalbayoS St., Brgy. Highway Hills, Mandaluyong City

OSDS 79555921 . AO 79561263 . Clo 7 9552557 . SGOD 85349810

sdo.mandaluyong@deped.gov.ph r www.depedmandaluyong.org

t

,j'/..

Ofrice of the Schools Division
Superintendent

Jaauary 3L,2o22

OT'EICE MEMORAITDIIM
ro. 041 ,s.2o22

Revision:



CONTROLLED COPY

Standard Operating Procedure
prescibed to

. DepEd Citizen's Charter,

. RA 11032 Eas€ of Doing Business Acl,

. EO 2. s.2016 F eedom of ln{o. Acl

. RA 10173 Data *ivacy Acl

ADM-SOP-031Document No.:Request for Correction of Name/Date of Birth/
Place of Birth and Change of Status

Process Title:

Revision: 00

Effective Date: February 2,2022

To establish a clear and systematic procedure in
the submission, receiving and taking action of
Correction of Name/Date of Birth/ Place of Birth
and Change of Status.

Objective

Page: 2g simple
1-3 days

Complex
4-7 days

Highly Technical
8-20 days

EODB
Classification

Schools Division Office of Mandaluyong

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

For Correctlon of Name/Date of Birth/Place of
Birth:

1 . Letter-Request (3 copies) Concerned Employee

2. Endorsement from the School Head (3 copies) School Head

3. Special Order for the conection of Name/Date of
Birth/Place of Birth from the from Civil Service
Commission (1 original and 3 photocopies)

Civil Service Commission (CSC)

4. NSO/PSA Birth Certificate (1 original and 3
photocopies)

Philippine Statistics Authority (PSA)

For Change of Status:

1. Letter-Request (3 copies)

2. Endorsement from the School Head (3 copies) School Head

3. NSO/PSA Marriage Certilicate (1 original and 3
photocopies)

Philippine Slatistics Authority (PSA)

Client Steps Agency Action Fees to
be Paid

Processing
Time

Person
Responsible

1. Submit all
documentary
requirements

1 .1 . Check the documents as to
completeness.

None 1 5 minutes Personnel Section
ln-Charge

'1 .2 lf incomplete, return the papers
and coordinate with concerned
office/personnel to request lacking
documents and/or confirm any
inconsistencies.

lf complete and accurate, receive the
documents.

None

None

20 minutes Personnel Section
Person in-Charge

Records Section
Person in-Charge

Concerned Employee

15 minutes

1



None 2 hours Records Section
Person-in-Charge

1.4 Review the submitted complete
documents, provide appropriate
action and prepare the necessary
additional papers.

None t hour Personnel Section
Person-in-Charge

'1 .5 Check the acted documents, sign
and initial the documents.

None t hour Personnel Officer

1 .6 Foruard to the SDS for signature. None 1 5 minutes Personnel Section
Person-in-Charge

1 .7 Sign the documents. None 1 day SDS

1 .8 Forward the signed documents to
the Personnel Section.

None 15 minutes SDS Office
Personin-Charge

'l .9 Sort and segregate the signed
documents (for SDO file, for NCR
and for GSIS).

None 15 minutes

2. Forward the
documents to the
Records Section.

None 1 0 minutes Personnel Section
Person-in-Charge

3. Receive the
documents.

3.1 Place the signed documents to
the school's pigeon hall for the
school/ teacher's copy.

None 10 minutes Records Section
Person-in-Charge

4. Release the
documents.

None 15 minutes Records Section
Person-in-Charge

4 steps 11 steps None 1day,
6 hours and
10 minutes

Fraadom of lnformation Statemenl
This document will bB published intemally and extemally. Any

data from this process can be requested through
httos i//foi.gov. oh

Data Privacy Statement
Any data from this process are processed for the purpose ol
implementing a Quality Management System. All data will t6

processed in accordance with thePal3 Pnvacy Acl, /

M

Prepared

nnel cer
AYASHIc. DR. AURELIO G. AL o, cEsE

Reviewed by:

OIC, ASD
M. CRUZ, C

IC, SDS
VI

Approved by:

DR. ROME

2

1 .3 Forward the complete documents
to the Personnel Section for
appropriate action.

Personnel Section
Person-in-Charge

4.'l Release the signed endorsement
and documents to the Liaison Ofiicer
for submission to DepEd NCR .



',1.

Bepublir ot tI)e 19bilippiner

Depsrtment of @Ducation
National Capital Region 1

Schools Division Office Mandaluyong City
Office of the Schools Division
Superintendent

Septenber 23,2O2L

OFFICE MEMORANDUM
No. oq')l e,2O2t

DEPLOYMENT OF ADM-SOP-OO4 REI/ISIOil OO TITLED AS
sIrBMrssIoN oF EMPLOYMENT APPLICATION (NON-TEACTTTNG RELATEDI

To: Olficer In-Charge, Office of the Assistant Schools Division Superintendent
Chief Education Supenrisors, CID and SGOD
Officials, OSDS, CID and SGOD
All Others Concerned

1. This Office hereby deploys the approved Standard Operating Procedure wit-h
the following details:

Process Title: Submission of Employment Application (Non-Teaching
Related)

Document No. ADM-SOP-O04
Revision: 00
Effective Date: September 27 , 2O2l
Process Owner: Menchie DC. Kubayashi

2. For the information, guidance, and compliance of concerned for the
purpose of implementing ISO 9001:2O15 Quality agemen tem.

RO M.
Assistant Schoo Divis Superintendent

o cer In-Charges/ A
Office of the S ls Division Superintenden,

Encl. :

Reference
As stated
NONE

To be indicated in the PerDGtuel llder
Under the following subjects:

PROCEDURE

SVO/ JDSM / September 23, 2O2 t

b

l"llfJ0AiUY0l,lc

CESE

Calbayog St., Brgy. Highway Hills, Mandaluyong City
osDS 79555921 . AO 79561263 0 CtD 79552557 0 SGOD 85349810
sdo.mandaluyong@deped.gov.ph o www.depedmandaluyong.org



CONTROLLED COPY

Schools Division Office of Mandaluyong

Standard Operaling Procedure
prescribed to

. DepEd Citizen's Charter,

. RA '11032 Eas6 of Doing Businoss Act,

. EO 2. s. 2016 Freedom of lnfo. Ac{
o RA'10173 Data Privacy Act

Process Title: Submission of Employment Application
(Non-Teaching Related)

Document No.: ADM-SOP.O04

Objective: To establish a clear and systematic procedure
in the submission and receiving of pertinent
documents for employment application of non
- teaching related positions.

Revision: 00

Efiective Date: September 27, 202'l

EODB
Classification:

Z Simple
1-3 days

Complex
4-7 days

Highly Technical
8-20 days

Page: 2

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Letter of lntent for non-teaching position (1 original) Applicant

Duly accomplished CSC Form 212 (Revised
20,l7)-Personal Data Sheet (1 original copy)

CSC Website

Authenticated copy of PRC professional lD, if
applicable

PRC

Authenticated copy of ratings obtained in the
LET/PBET or CSC eligibility (1 original copy)

PRC/CSC

SeNice Record/Certificate of Employment,
for those with work experience (1 original)

Employer

Performance Ratings for those with work
experience (1 Photocopy ofthe 3 Performance
Ratings for the last 3 rating periods)

Certified true copy of Transcript of Record Applicant

Trainings and Seminars attended (1 photocopy
each)

Applicant

Documentation of Outstanding
Accomplishments (1 photocopy)

Applicant

Omnibus Certification of authenticity and veracity
of documents of all documents submitted, signed
by the applicant (1 original copy)

Applicant

Online Application thru given link Applicant

1

Employer



CONTROLLED COPY

Client Steps Agency Action Fees to
be Paid

Processing
Time

Person
Responsible

1 .Orientation of
interested
applicants

'l day SDO Personnel
Section Head
(HRMO) and SDO
HRMPSB

2. Submit the
complete
pertinent
documents
through online
application

2.1 Check completeness
of documents submitted

None 20 minutes SDO HRMPSB
Secretariat

2.2 lnform the applicant if there is/are
lack of documenUs

None SDO HRMPSB
Secretariat

2.3 Acknowledge receipt of the
documents submitted

SDO HRMPSB
Secretariat

3.1 Encode the application receipt in
the logbooUlogsheet

None SDO HRMPSB
Secretariat

2 steps 4 steps None 1 day,Z
hours,

45 minutes
per

transaction

Freedom ot lnformation Statement
This document will be published intemally and extemally. Any

data from this process can be requested through
https://foi.qOy.ph

Data Privacy Statoment
Any data from this process are processed for the purpose of
implementing a Quality Management System. All dlta will be

processed in accordance yilh th, Data Privacl Act.

nel
K HI

Prepared b

MEN
cer

Reviewed by: \ i

DR. AURELIo c. Aml
orc, ASos'

SO, CESE OR. R

Approve

CESEMELA

2

1

None

20 minutes

None 20 minutes

3. Receive
application
receipt

15 minutes

OIC, SDS
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lRrpublic of tbe Sbilissines

Drpsrtment of @[ucation
National Capital Region

Schools Division OIIice - Mandaluyong City N3T7r- +'-) o 
r,,-

.I

Office of the Schools Division
Superintendent

January gL, 2022

OFEICE MEMORAITDI'M
Ito. 0{ 4 , s. 2ci22

DEPLOYUEIIIT OF ADU-SOP.O41 RTVISIOII (x) TITLED AS
SUBMISSIOT OF EUPLOYUEITT APPLICATIOIT (TEACHTIYG-RELATEDI

Oflicer In-Charge, OIfrce of the Assistant Schools Division Superintendent
Chief Education Supervisors, CID and SGOD
Officials, OSDS, CID and SGOD
All Othe rs Concerned

1. This OIEce hereby deploys the approved Standard Operating Procedure with
the following deteils:

Process Title: Submission of Employment Application
(Teaching-Related)

Document No. ADM-SOP-04I
Revision: 00
Effective Date: February 2, 2022

Menchie DC. Kubayashi

2. For the information, guidance, and complialce of all co rned for the
purpose of implementing ISO 9001:2015 Qualif M ment Sys

RO u. cRUz, VI
Assistant Schoo uperintendent

r In-Charge y'

"lOflice of the Sc ls Division Superintende

Encl. : As stated
Reference: NONE

To be indicated in the PerDetud lDdex
Uoder the following subjects:

PROCEDURE

SVO/JDSM/Januaty 31, 2022

Calbayog St., Brgy. Highway Hills, Mandaluyong City

OSDS 79555921 . AO 79561263 . CIO 79552557 . SGOD 85349810

sdo.mandaluyong@deped.gov.ph r www.depedmandaluyong.org

To:

Process Owner:

Division



CONTROLLED COPY

Schools Division Office of Mandaluyong

Standard Operating Procedure
prescibed to

. DepEd Citizen's Charter,

. RA 11032 Ease c[ Doing Business Act,

. EO 2, s.2016 Fr6edom of lnfo. Ad

. RA 10'173 Oata Privacy Aci

Document No.: ADr\r-soP-041Process Title:

Revision:

Effective Date: February 2,2022

Objective

Z Simpte
1-3 days

Complex
4-7 days

Highly Technical
&20 days

Page:EODB
Classilication:

WHERE TO SECURECHECKLIST OF REQUIREMENTS

1. Letter of lntent addressed to the Head of Ofiice for
teaching-related position (1 original)

Applicant

CSC Website2. Duly accomplished CSC Fotm 212 (Revised
2017) - Personal Data Sheet ('l original copy)

PRC3. Certificate of LET or PBET Rating (1 copy)

PRC4. Valid and updated PRC License/lD (1 copy)

lmmediate Superior

Employer

Applicant

8. Photocopy of duly signed scholastic/academic
record such as but not limited to TOR, Certification
of Grades, Certification of Academic Requirements,
if applicable (1 copy)

Universily / Graduate School

9. Specialized Training Certificates, e.g. scholarship
programs, short courses, study grants (1 copy)

Applicant

University / Graduate School10. Certificate/s of Trainings Attended (at least 3
days for the last 3 years) not credited during the last
appointmenupromotion (1 copy)

Applicant

12. Online application thru given link Applicant

5. Performance Appraisal or Evaluation for three (3)
Rating Periods (1 copy)

11 . Omnibus Certification of authenticity and veracity
of documents of all documents submitted, signed by
the applicant (1 original copy)

1

Submission of Employmenl Application
(Teaching-Related)

00To establish a clear and systematic procedure in
the submission and receiving of pertinent
documents for employmenl application of
teaching-related positions.

6. Updated Service Record/Certificate of
Employment (1 copy)

7, Certification of Outstanding Accomplishments with
supporting documents i.e. outpuUs and other
evidences of outstanding accomplishments duly
signed by proper authorities (1 copy)



1. Submit complete
pertinent
documents within' the prescribed
timeline through
online application.

Agency Action Fees to
be Paid

Processing
Time

Person
Responsible

Client Steps

None t hour and
30 minutes

Applicant

None 20 minutes1 .1 . Check the documents as to
completeness.

None

None 20 minutes

SDO HRI\ilPSB
Secretariat

SDO HRMPSB
Secretariat

'I .2. lnform the applicant if there
is/are a lack of documenUs.

lf complete and accurate,
acknowledge receipt of the
documents submitted.

None 1 5 minutes SDO HRMPSB
Secretariat

2. Receive application
receipt.

2.1. Encode application details

None 2 hours, 45
minutes

0 steps 0 stops

Freedom of lnformatlon Statement
This document will be published intemally and extemally. Any

data from this process can be requested through
httos.//foi.oov.oh

Data Prlvacy Statement
Any data from this process are processed for lhe purpose of
implementing a Quality Management System. All data will be

d in accordance with the Da Privacy Act.

DR. AURELIO G
olc, *N"" , CESE

Reviewed by

DR. ROMELA
ol

Approved by:

CRUZ, C
SDSel Officer

M

Prepared

2

!

SDO HRMPSB
Secretariat

20 minutes



-r* tq 6^

q#r
l{rpublir of tlre lP11ilippinrg

National Capital Region
Schools Division Office - Mandaluyong Citi4-.

lr,/
./o',Department of @luration

, tcpn

Office of the Schools Division
Superintendent

September 23,2O2L

OFFICE MEMORANDUM
No. Oq'rq s,2O2L

DEPIPNIENT OF ADM-SOP-OOs RETIISION OO TITLED AS
slrBmssloN oF' EMPLOYMENT APPLICATTON (rrEW TEACHER-APPLrCANTSI

To: Offrcer In-Charge, OIIice of t1:e Assistant Schools Division Superintendent
Chief Education Supervisors, CID and SGOD
Officials, OSDS, CID and SGOD
All Others Concerned

1. This Office hereby deploys the approved Standard Operating Procedure wit-h
the following details:

Process Title: Submission of Emplo5rment Application
(New Teacher- Applicants)

Document No. ADM.SOP.OOS
Revision: oo
Effective Date: tember 27 2021
Process Owner: Menchie DC. Kubayashi

2. For the information, guidance, and compliance of all concerned for the
purpose of implementing ISO 9O0l:2O15 Quality Management S tem

RO , cDsiE
."1Assistant Schools 1l'rsl0n uperintend

offi
OIIice of the Sch

ln-Charge y $
Dr!'lslon SupennS tendent

To be indicated in the Perpetual trder
Under the following subjects:

PROCEDURE

SVO/JDSM/September 23, 2O2 I

k

r-
1 suro ou n, r:r o.l orrrst r,truMiUrffi

!0s slclt0ll

Encl. : As stated
Reference: NONE

Calbayog St., 8rgy. Highway Hills, Mandaluyong City
OSDS 79555921 o AO 79561263 . CtD 79552557 . SGOD 85349810
sdo.mandaluyong@deped.gov.ph . www.depedmandaluyong.org



CONTROLLED COPY

Schools Division Office of Mandaluyong

Standard Operating Procedure
prescibed to

. OepEd Citizon's Charter,

. RA 11032 Ea6s of Doing Busine&s Ac{,

. EO 2. s. 2016 Frsedom of lnfo. Ac{

. RA 10'173 Data Privacy Act

Process'l-itle: Submission of Employment Application
(New Teacher-Applicants)

ADM-SOP-OO5

Objective: To establish a clear and systematic procedure
in the submission and receiving of pertinent
document for employment application of new
teacher-applicants

Revision: 00

Effective Date:

EODB
Classification

Z simpte
1-3 days

Complex
4-7 days

E Highly Technical
8-20 days

Page: 2

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Letter of intent for teaching position ('1 original) Applicant

Duly accomplished CSC Form 212 (Revised
2017)-Personal Data Sheet (1 original copy)

CSC Website

Authenticated copy of valid and updated Professional
Regulation Commission (PRC) ldentification Card and if
expired, proof of renewal

PRC

Authenticated copy of ratings obtained in the LET/PBET PRC

Service Record/Certifi cate of Employment, performance
rating, and school's clearance for those with teaching
experience (1 original)

Employer

Undergraduate / Graduate School

Certificate of specialized trainings ('l Photocopy of each) Applicant

Applicant

Certified true copy of the Voter's lD and/or any proof of
residency as deemed acceptable by the School Screening
Committee (1 original)

Omnibus Certification of authenticity and veracity of
documents of all documents submitted, signed by the
applicant (1 original copy)

Applicant

Accomplished pre-assessment of papers template School Screening Committee

Accomplished demonstration-teaching template School Screening Committee

Accomplished demonstration of skills template School Screening Committee

Accomplished lnitial Evaluation Form (lEF) School Screening Committee

Online application thru given tink (if applicable) Applicant

Document No.:

September 27, 2021

Certified true copy of Transcript of Record

NBI Clearance (1 original copy)

1



CONTROLLED COPY

Client Steps Agency Action Fees to
be Paid

Processing
llme

Person
Responsible

1. Submit the
complete
pertinent
documents to the
school

1 .1 Check completeness of the
documents submitted, receive and
stamp

None 1 5 minutes School Head/
Assigned
Personnel (School
HRMPSB Focal
Person)

2. Received
receiving copy of
the documents

2.1 Evaluate the documents
submitted by the applicanUs for
authenticity and veracity

None 15 minutes School Screening
Committee

2.2 Submit a soft and hard copy of
the result of pre-assessment of
papers, demonstration-teaching and
demonstration of skills and lnitial
Evaluation Form (lEF) together with
the applicants' documents at the HR
Office through the Records Section

None l day School Screening
Committee

2.3 Receive and stamp the hard copy
of the result of pre-assessment of
papers, demonstration{eaching,
demonstration of skills, IEF and the
applicants' documents
and foMarded to HR Ofiice

None 5 minutes Records Section
Staff

2.4 Receive the result of
pre-assessment of papers,
demonstrationteaching,
demonstration of skills, IEF and the
applicants' documents

'10 minutes Personnel Section
Staff/ SDO
HRMPSB
Secretariat

2 6teps 5 steps I day, 45
minutes per
transaction

Freedom of lnrormation Statement
This document will be published intemally and extemally. Any

data from this process can be requested through
hnos //fot.oov.oh

Data Privacy Statement
Any data ftom this process are processed for
implementing a Quality Management System.

processed in accordance the Dala P Act

purpose of
data will be

.KU HI
nel Offi cer

ME

Prepared

DR. AURELIO G.
otc,

, CESE
q

Reviewed by:

DR.

App

RUZ, CESEELA

2

None

None

otc,
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Bepublit otitisUiltppin.g

scHools 0rlll .1
Department of @lucation

National Capital Region
l"/
I |: trP tSchools Division Office - Mandaluyong City

Office of the Schools Division
Superintendent

September 23,2O2L

OFFICE MEMORANDUM
No. o1')7 s,2O2L

DEPLOYMENT OF ADM.SOP.OO3 RTVISION 01
TITLED AS STIBMISSION OF SI'PPLEMENTARY PAYROLL

To O{Iicer In-Charge, OIIice of the Assistant Schools Division Superintendent
Chief Education Supervisors, CID and SGOD
Officials, OSDS, CID and SGOD
All Others Concerned

l. This Office hereby deploys the approved Standard Operating Procedure with
the following details:

Process Title: Submission of Supplementar5z Payroll
Document No. ADM.SOP-OO3
Revision o1
Effective Date: September 27 , 2O2l
Process Ou,mer: Menchie DC. Kubayashi

2. For the information, guidance, and compliance of all oncerned for the
purpose of implementing ISO 90O I :20 l5 Quality Management tem.

M.
Assistant Sch s Division uperintend ent

cer In-Charge tr-
ools Division Superinten

hl
u.4

Enc[. : As stated
Reference: NONE

To be indicated in the Perpctual Itrdcr
Under the following subjects:

PROCEDURE

SVO/JDSM /September 23, 2O2 t

Calbayog St., Brgy. Highway Hills, Mandaluyong City
OSDS 79555921 . AO 79561263 . CID 79552557. SGOD 85349810
sdo.mandaluyong@deped.gov.ph . www.depedmandaluyong.org k

CESE

Office of the



CONTROLLED COPY

Schools Division Office of tlandaluyong

Standard Operating Procedure
prescribod to

. DepEd Citizen's Charte,,

. RA 11032 Eass of Doing Business Act

. EO 2, s. 2016 F.6edom of lnfo. Act

. RA 10173 Data Privacl Ad

Process Title:
Submission of Supplementary Payroll

Document No.: ADM-SOP-OO3

Objective:
To establish a systematic procedure in the
submission of supplementary payroll/s to the
Accounting Unit.

Revision: 01

Effective Date: September 27, 202 1

Z Simpte
1-3 days

Complex
4-7 days

Highly Technical
8-20 days

Page 2

CHECKLIST OF REOUIREMENTS WHERE TO SECURE

Duly Daily lime Record (DTR) of newly hired
employee (3 original)

Newly hired employee

Certification of Last Payment of separated
employee (3 copies)

RPSU

Certification that the employee is inadvertently
omitted in the payroll for those employee who is
excluded (1 original and 2 copies)

School Head

Payroll of the last payment received by the
employee who is omitted in the payroll (3 copies)

School's ln-Charge of the Payroll file

Payroll of month claiming by the employee who is
omifted (3 copies)

School's ln-Charge of the Payroll flle

Client Steps Agency Action Fees to
be Paid

Processing
Time

Person
Responsible

1. Submit the
complete
pertinent
documents

1 .1 Check completeness of the
submitted documents and inform the
employee/school personnel if there
is/are lack of documenUs

None 10 minutes SDO Payroll
ln-Charge

'1.2 Receive and stamp documents None 10 minutes SDO Records
Section Staff

2. Prepare the
payroll

2.1 Check and record leaves and
absences

None 10 minutes SDO Payroll
ln-Charge

2.2 Compute absences and
mandatory deductions

None 25 minutes SDO Payroll
ln-Charge

3. Submil payroll
to the Accounting

None 5 minutes SDO Payroll
ln-Charge

EODB
Classification:

1



CONTROLLED COPY

Unit for checking

4. Check the
payroll

20 minutes SDO Accounting
Section Staff

5. Return payroll
to the to the SDO
Payroll ln-Charge

5.1 lf no correction, forward the final
payroll to the SDO Personnel Section
Head for signature

None 5 minutes SDO Payroll
ln-Charge

5.2 lf with conection, rectify the
payroll and forward to the SDO
Personnel Section Head for signature

None '15 minutes SDO Payroll
ln-Charge

6. Sign the
payroll

6.1 Re-check the payroll before
signing

None 15 minutes SDO Personnel
Section Head

7. Submit the
payroll to the
Accounting Unit

None 5 minutes SDO Payroll
ln-Charge

7 steps 7 steps None 2 hours, 5
minutes per
transaction

Data Privacy Statement
Any data from this process are processed for the Durpose of
implementing a Quality N4anagement System. All data will be

processed in acmrdance wit/)he Data Priv+y Act.

Freedom of lnformation Statement
This document will be published intemally and extemally. Any

data from this process can be requested through
httosr//foi.oov.oh

ME .KU

Prepared

nel Officer

Approved

DR. RO, CESE Z, CESE

Reviewed by

OIC, SDS
LA M.

OIC, ASD
DR. AURELIO G. A

2

None
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Eepublit of tbe Slritipsinrd

Depsrtment of @lucation
National Capital Region

Schools Division Oflice - Maldaluyong City
tAN 0 7 2022

oflice of th€ Schools Division
Supedntendent

Jaauary 7,2022

OFFICE MEMORAITDUM
trJo. oo2 z- 2O22

To: Officer In-Charge, OIIice of the Assistant Schools Division Superintendent
Chief Education Supervisors, CID and SGOD
Offrcials, OSDS, CID and SGOD
All Others Concerned

l. This Office hereby deploys the approved Standard Operating Procedure with
tJ:e following details:

Process Title: Managing Division and School Public AIIairs
Document No. PAU-SOP-OO1
Revision: oo
Effective Date: Janua-ry lO, 2022
Process Owner: John Darryll S. Mercado

2. For the information, guidance, and compliance of all con ed for the
purpose of implementing ISO 900 I :2O 15 Quality Management Sys

M. cEsovI
Assistant s Division perinten

In-Charg- J
Oilice of the chools Division Superintendent

o'4

Encl. :

Refereatc€
As stated
NONE

SVO/JDSM/January 7, 2022

Calbayog St., Brgy. Hi8hway Hills, Mandaluyong City
osDs 79555921 . AO 79561263 . CtD 79552557 . SGOD 85349810
sdo.mandaluyong@deped,gov.ph o www.depedmandaluyong,org b

'(
Fiii uAt

stcT!0$l

5Y:

DEPLOYMENT OF PAU.SOP.OOI RE1IISIOT OO TITLED AS
MA.ITAGIIYG DTVISIOtr IIND SCHOOL PI'BLIC AI'I'AIRs

To be indicated in the Perl,etual lldGr
Under the following subjects:

PROCEDURE



Schools Division Office of Mandaluyong

CONTROLLED COPY

Standard Operating Procedure
prescribed to

. OopEd Cit2en's Chartet,

. RA 11032 Ease ot Ddng Business Acl,

. EO 2. s. 20'16 Freodom o{ lnb. Ac1

. RA 10173 Data Privacy Act

Process Tltle: Managing Division and School Public Affairs Document No.:

To establish a procedure in receiving and
addressing inquiries from public stakeholders.

Revision: 00

Effective Date: January 10,2022

EODB
Classilication:

! simpte
1-3 days

Complex
+7 days

Highly Technical
&20 days

Page: 1

WHERE TO SECURE

Not applicableNot Applicable

Client Steps Agency Action Processing
Tlme

Person
Responsible

1. Report concems 1 .1 Receive inquiry or rePort
in any form of
communication such as
phone call or message,
email or through social
media networks.

2 minutes

Division
lnformation Ofiicer

/ School
lnformation
Coordinator

1-2 Coordinate with the
concemed person

None 8 minutes

1.3 Provide feedback on the
reported concern, inquiry or
report to the client.

20 minutes

3 steps 10 minutes

Freedom of lnformation Statoment
This document will be published internally and extemally. Any

daia from this process can be requested through
httDs;/1lol.oov oh

Data Privacy Statement
Any data ftom this process are processed for the p of
implementing a Quality Man emenl System. All ta will be

Act.p in acmrda Data Pri

P
'l

reparedby: ffi
JOHN DAREilLL S. MERCADO

lnformation Technology Ofticer
Division lnformation Officer

Reviewed by: MDR. AURELIO G.
orc,

, CESE

Ap

D M. CRUZ, CESO Vt

1

CHECKLIST OF REQUIREMENTS

PAU.SOP.OOl

Objective:

Fees to
be Paid

None

None

1 step None

by:

OIC, SDS
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lRepublic of tlre lpl;iliplined

@epartment of @lucation
Nationa-l Capital Region

Schools Division OIfice - Mandaluyong City

SCtl0riL5 0lulSlCN 0FtllE llAN0A[UY0i.

BY:-
t)AI s : 3r>I 2c,2t

Office of the Schools Division
Superintendent

September 7, 2O2l

OFFICE MEMORANDUM
No. '-t a,2O2l

DEPLOYMEIYT OF QMS-SOP-OOr REVISIOI ()1
TITLED AS COIiITROL OT DOCIIMEIYTED INF'ORMATIOIY

To: Offrcer In-Charge, Oflice of the Assistant Schools Division Superintendent
Chief Education Supervisors, CID and SGOD
OIficials, OSDS, CID and SGOD
All Others Concerned

1. This Offrce hereby deploys the approved Standard Operating Procedure with
the following details:

Process Title: Control of Documented Information
MS-SOP.OOl

Revision: 01
Effective Date:
Process Owner: John Darrvll S. Mercado

2. For the information, guidance, and compliance of all ed for t.I.e
purpose of irnplementing ISO 9001:201S euality Management Sys

RO ELAM. CESE
Assistant Sc ols Division uperintenden

flicer In-Charge /
Ofhce of the ools Division Superintendent

Encl. :

Reference
As stated
NONE

{

Calbayog St., Brgy. Highway Hills, Mandatuyong City
OSDS 79555921 . AO 79561263 . CID 79552557 . SGOD 8s349810
sdo.m and al uyong@deped.gov.ph o www.depedmand al uy ong.o(g

Plt0rtI)s

Document No.

September 8, 2O2l

To be indicated in the Pcrpctual hdex
Under t}le following subjects:

PROCEDURE

JDSM/September 7, 2O21



CONTROLLED COPY

Standard Operating Procedure
prescibed to

. DepEd Citizen's Charter,

. RA 1'1032 Easo of Doing Business Acl,

. EO 2, s. 2016 Freedom of lnto. Act

. RA 10173 Oata Privary Ac1

Process Title: Control of Documented lnformation

Document No. QMS-SOP-OO1

Revision 01

Objective: To establish and maintain an efiective and
systematic control of documents including
creation, revision and deletion to ensure its
availability to all Schools Division Office -
Mandaluyong employees and other interested
parties. Effective Date September 8, 2021

EODB
Classiflcation

U simple
1-3 days

Complex
4-l days

Highly Technical
8-20 days Pages 2

Schools Division Office of Mandaluyong

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Document Change Notice Online Form httos J/bit.ly/qmsf rm001 revO 1

Risk Assessment Form httos J/bit.lv/omsfrm004rev0 1

Client Steps Agency Action Fees to
be Paid

Processing
Time

Person
Responsible

1 . Process Owner
initiates creation,
revision or deletion
of document
through the
Document Change
Notice Online Form

1.1 DCC will get an email notification and
provide the process owner-requestor will
receive an email with the SOP template
and the Risk Assessment Form

None 5 minutes Document Control
Custodian

Process owner
shall seek
comments from
interfacing omces.

2.1 The DCC checks the documents.
Once checked, inform the
Process-Owner to seek review and
approval from Top Management.

'lf revision or deletion is requested, DCC
processes as requested and validated.

None 10 minutes Oocument Control
Custodian

3.1 Once approved, the Process Owner
informs the DCC. The DCC records the
document in the Masterlist of
Documents.

None '10 minutes Process Owner,
ASDS
SDS

None 5 minutes DCC

3. Once checked,
the Process Owner
requests for review
and approval from
the Top
Vanagement.

2. Process Owner
prepares the
documents,
including risk
assessmenl form
and notify the DCC.

3.2 Once recorded, the ISO Unit
publishes Master Copy of the Controlled
Document with the conesponding
document number:

I



CONTROLLED COPY

OMS-related
documents and
forms

QMS-SOP-OOO
OMS.FRM-OOO

Administrative-rel
ated document
and forms

ADM-SOP-OOO
ADM-FRM.OOO

Finance-related
document and
forms

FrN-SOP-000
FIN.FRM-OOO

ICT-related
documents and
forms

rcT-soP-000
ICT.FRM-OOO

Legal-related
documents and
forms

LEG-SOP-OOO
LEG.FRM-OOO

CID-related
documents and
forms

crD-soP-000
CID-FRM-OOO

SGOD-related
documents and
forms

SGOD-SOP-OOO
SGOD-FRM.OOO

3.3 A copy of a controlled document shall
be fonrvarded to operational units
through:

o ffice Memorandum
o Division Memorandum

None 60 minutes DCC

4. The process
owner monitors the
implementation of
the document
and/or forms.

None Process Owner

4 steps 5 steps None 90 minutes

Freedom of lnformation Statement
This document will be published intemally and extemally. Any

data from this process can be requested through
https://foi.oov.oh

Data Privacy Statement
Any data ftom this process are processed for the purprse of
implementing a Quality Management System. All dafwill be

process€d in accordance with the Data Pnvacy/Ad.

Reviewed by

SO, CESE
AS a

DR. AURELIO G.
otc,

Approved

DR. RO UZ, CESEELA M.
orc, s

Prepared by

JOHN L MERCADO
lnformati chnology Officer

Deputy Ma nt Representative
Division lnformation Officer

Document Control Custodian

2
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i.cIl0N

Depsrtment of @trucatton
BY:,

OAT

National CaPital Region

s. 32

Schoo ls Division OffrcL - tut"t ddu City

Offi€e of the
Sup€rintendent

OFFICE MEMORAITDUM
g,2O2l

purpose of implementing ISO 900 1:20 15 QualitY Managemen

RO M.
Assistant s Division a.n{nten

Ilicer In-Ch
Offlce of the ools Division SuPerintendent

Encl.:
Reference:

As stated
NONE

To be indicated in the PGrDGtud ladcr
Under tle foUowing subjects:

PROCEDURE

JDSM/SePtember 7, 2O21

DEPLoYMEI'lIT":.H3fg#3?#lsi::'9"*
TITLED AS HAIIDI.

Offrcer In-Charge, OIhce of the Assistant Schools Division Superintendent

chief Education Supervtsors' CID and SGOD

oiii"irr", OSDS, CID and SGoD

All Others Concerned

Schools Division
September 7, 2O2l

No,

To:

i This Offrce hereby deploys the approved Standard Operating Procedure with

ttre followin g details:

For the information, guidance, and comPliance of all co ed for the
2 t

Handlin sfactiontlSatClienofTit1eSSProce
Ms-soP-002Document No.

01Revision:
ber 8 202rEffective Date:

11 S. MercadoJohn DProcess Owner:

,d!&\ CrtU"vog St., Brgy. Highway Hills, Mandaluyong City

'WlT*itliii#*'"',"'.Tl;.''ffi l1"1il:::ffi '"'#:J' b

{
I

I

LJAZI

CESE



CONTROLLED COPY

Schools Division Office of Mandaluyong

Prepared bY

JOHN O LL S MERCADO
ogy Officerlnformation Technol

Person
Responsible

Processing
llmeClient StePS

Deputy Management
Representative

5 minutesNoneI 'l Deouw Management Representative

iotunl'r"""ir"" an email notilication on

in'" ,"Gir"O t""oback and checks if:

- Commendation
- Recommendation
- Feedback

1 . Client access
the CSS Form and
provide feedback
on the availed
sewice/s

Deputy Management
Representative

None
1-2 lf commendation, DMR or staff will

"!^i " ""r*""oation 
poster via email to

all SDO emPloyees'

lf recommendation or feedback' DMR or

staff will Provide NC Form to the

IJrini"t'"rtiu" officer V for appropriate

action.

None2 stepsl step

Standard OPerating Procedure
Prescribed to

. OeoEd Citizen s Charter'
I ii?osz E"". of Doing Business Ac{'

i io z. 
". 

zore rt".oom of lnfo Act

. RA ',10173 Data Privac, Ac1

QMS-SOP-OO2Document No
Handling of Client Satisfaction

Revision

September 8, 2021
To establish a system to handle' monitor'

;;fi;;il;;ion reedback rrom interested

parties.

Obiective

Page
I Simple

1-3 daYS

Complex
4-7 daysEODB

Classilication

ECKLIST OF REQUIREMENTSCH

SDO - MandaluYong Cli
(css)

ent Satisfaction SUrveY

Form

enttemStaftP vacyData ofseohe Ufor p rprocessedale pisthfromta processadAny bedataSmenan ystemuo agealtin a tymenem opl flP YacyDatah thencerdaan ccorocessedp

Freedom
This document will be

data from this P

of lnf ormation Statgment
oublished intemally and externally Any

iocess can be requested through

Z, CESE

Approved bY

DR. R
OIC, SD
LAM.C*o""o,"=r,

, a60\
DR. AURELIO G

olc
c"ouW M"nagement RePresentative' Diri"ion lnformation Omcer

Document Control Custodian

Fees to
be Paid

AgencY Action

10 minutes

'15 minutes

Process Title:
01

Effective Date:

1
Highly Technical
8-20 days

WHERE TO SECURE

htto J/bit.lv/sdomandal uvonof eedback

Reviewed bY:
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Department of @Uucstion
National Capital Region

Schools Division Office - Mandaluyong City

B

D
5t3

Office of the Schools Division
Superintendent

September 7,2o21

OFFICE
No.

gEMoRANDUM
s,2O2L

DEPLOYMENT OF QMS-SOP-OO5 RwTSION 01
TITLED AS IIANDLING OF NOIT COilFTORMIITG SERVICES

To: Oflicer In-Charge, Oflice of the Assistant Schools Division Superintendent
Chief Education Supervisors, CID and SGOD
Officials, OSDS, CID and SGOD
All Others Concerned

1. This Office hereby deploys the approved Standard Operating Procedure with
tlle following details:

Process Title: Handling of Non-Conforming Services
Document No-
Revision: o1
Effective Date: September a, 2O2l
Process Orxmer: John Darr5rll S. Mercado

2. For the information, guidance, and compliance of all co ed for the
purpose of implementing ISO 900 f :2O 15 Quality Management

M.C , cEsE
Assistant ols Division Superintenden

Offrcer In-Charge f,
Office of the Schools Division Superintendent

(

Encl. : As stated
Reference; NONE

To be indicated in the IEdex
Under the following subjects

PROCEDURE

JDSM/September 7, 2021

bCalbayog St., Brgy. Highway Hills, Mandaluyong City
OSDS 79555921 . AO 79561263 . CtD 79552557. SGOD 85349810
sdo.mandaluyong@deped.gov.ph . www.depedmandaluyong.org

Btc0f0s

QMS-SOP-Oo5



CONTROLLED COPY

Schools Division Office of Mandaluyong

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Non-Conforming Services Action Form Document Control Custodian

Standard Operating Procedure
prescibod to

. DepEd Citizen's Charter,

. RA 1 1 032 Ease of Doing Business Acl,

. EO 2, s. 2016 Fre€dom of lnfo. Act

. RA 10173 Oata Pdvacy Act

Document No.: oMS-SOP-005Handling of Non Conforming Services

Revision: 01

Effective Date: September 8, 2021

Objective: To establish a system of identification and
control of non-conforming services.

Page: 1EODB
Classification

Simple
1-3 days

I Complex
4-7 days

Highly Technical
8-20 days

1. lnitiator secures the
Non-Conforming Service Action
Form and discuss with the
concemed off ce/personnel

JOHN S. MERCADO
lnformatron Technology Officer

)eputy Management Representative
Division lnformation Officer

Document Control Custodian

Agency Action Fees to
be Paid

Processing
Time

Person
Responsible

Client Steps

. Root Cause

. Conective Action

. Preventive Action

and submit to the Document
Control Custodian for riling
and monitoring

None 60 minutes

Concerned
Office/Personnel

lnitiator

1.2 The DCC files and
monitors the effectiveness of
the action logether with the
initiator of the action form
every the 3rd month and 6th
month

None '10 minutes DCC

lnitiator

Concemed
ffice/Personnel

1 step 2 step6 None 70 minutes

Freedom of lnformation Stetem€nt
This document will be published intemally and enemally. Any

data from this process can be requested through

," hllpsr/lfoigor.rh

Data Privacy Statement
Any data from this process are processed for the purpose of
implementing a Quality Management System. All data will be

tYessed in accordance with the Oala Pdva/* AcL

OR. AURELIO G
olc, -.NO, CESE

Reviewed by

RUZ, CESEM.

Approved

DR.
orc,

Process Title:

Prepared by:

'1.1 The concerned
omce/personnel acts on the
NCSAF to identify the ff:
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tsepublir of tbe lFbitippineg

Depsrtment of @Lucstior
National Capital Region

Schools Division Office - Mandaluyong City .

September 17, 2O2L

OFFICE ORANDUM
l{o. s,2O2t

To: Oflicer In-Charge, Office of the Assistant Schools Division Superintendent
Chief Education Supervisors, CID and SGOD
Oflicials, OSDS, CID and SGOD
A1l Others Concerned

1. This Office hereby deploys the approved Standard Operating Procedure with
the following details:

Process Title: Internal Quality Audit
Document No.
Revision 02
Effective Date: September 20, 2O2l
Process Ov.mer: Emma G. Arn:bio

2. For the information, guidance, and compliance of a1l con ed for the
purpose of implementing ISO 9001:2O15 Quality Management Sys

RO M. , CESE
ols Division uperintendent
flicer In-Charge y

Office of the chools Division Superintendent

Encl. : As stated
Reference: NONE

To be indicated in the Perpetual hdex
Under the following subjects:

PROCEDURE

SVO/JDSM/September 17, 2027

-5
1nJij"
-'-l

kCalbayog 5t., Brgy. Highway Hills, Mandaluyong City
osDs 7955s921 . AO 79561263. CtD 795525s7 . SGOD 85349810
sdo.mandaluyong@deped.gov.ph . www.depedmandaluyong.org

LI't

llciloliffitril E

Office of the Schools Division
Sup€rintendent

1,,
L

-r--*-

DEPTOYMENT OF QMS-SOP-OO6 REVTSTON 02
TITLED AS INTERNAL QUALITY AI'DIT

QMS-SOP-006

Assistant



CONTROLLED COPY

Schools Division Office of Mandaluyong

Standard Operating Procedure
prescribed to

. DepEd Citizen's Charte.,

. RA 11032 Easo of Ooiog Business Ad,

. EO 2, s. 2016 Freedom of lnfo. Acl

. RA 10173 Data Privacy Act

QMS-SOP-OO6Process Title: lntemal Quality Audit Document No.:

Revision 02

Effective Date: September 20, 2021

Objective: To evaluate effectiveness and suitability of the
Quality Management System of Schools
Division of Mandaluyong with the
requirements of lnternational Standard and
legal and applicable regulatory and statutory
requirements.

Page: 2EODB
Classification:

Simple
'l-3 days

! Complex
4-7 days

Highly Technical
8-20 days

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Audit Programme

Document Control Custodian

Audit Plan

Auditor's Findings Sheet

Audit Summary Report

Non Conforming Service Action Form

2. Auditee receives
the Audit Plan and
conduct necessary
actions to prepare

Fees to
be Paid

Processing
Jlme

Person
Responsible

Client Steps Agency Action

1.'l ldentify the auditors who will be part of
the audit. He/she must have

Training ISO 19011:2018 -
Guidelines for auditing
management systems
Observed at least 1 intemal or
external audit

None 10 minutes lnternal Quality
Auditor Team

Leader

30 minutes lntemal Quality
Auditors

Audit Programme
Audit Plan
Notice (through Memorandum)

5 minutes lntemal Quality
Auditor, Records

Section

None1.3 Release the Notice and ensure all
auditees are informed ahead of lntemal
Audit

120 minutes lntemal Quality
Auditors

None2.1 Auditors conduct the intemal quality
audit and log findings in the Auditor's
Findings Sheet

1

None1.2 Prepare the following:



60 minutes lntemal Quality
Auditors

3.1 Conduct Audit Team meeting to discuss
the results of the audit to generate Audit
Summary Report and identify the following:

Major Nonconformity - Nonconformities could
be classified as major in the following
circumstances: if there is a signmcant doubt that
effective process control is in place, or that
products or services will meet
specmed requirements;

a number of minor nonmnformities associated
with the same requiromenl or issue could
demonstrate a systemic failure and thus
conslitute a major nonconformity-

f{inor Nonconformity -
Nonmnformities could be classified as minor, if
these do not
afiect the capability of the management system
to achieve the intended results.

Potgntial for lmprovem€nt -
Items which would allow optimisation of the
management
system in relation to the requirements oI the
relevant standard- lt is recommended that the
company implements these items.

Good Practice -
Positive aspects of the management system
worthy of special mention

Comments -
Special situation and information to be traced in
the next audit.

None 60 minutes lnternal Quality
Auditors

4.1 Conduct Closing Meeting with the
Auditees to discuss the results of the audit.
lssue Non Conforming Service Action Form
if maior/minor findings have been identified.

6 steps None 285
minutes

l step

Data Privacy Statement
Any data from this process are processed for the purpore of
implementing a Ouality Management Syslem. All datay'ill be

processed in accordance with 
lre 

Dala Pivacy Fl.

Freedom of lnformation Statement
This document will be published intemally and extemally. Any

data ftom this process can be requested through
httpsJ/foi.qov.ph

Approved

DR. RO CESELA M.
OIC, SOS

DR. AURELIO G. ALFONSO, CESE
OIC, ASDS

Reviewed byPrepared by: I
EMMA G.IARRUBIO

chief,lsGoD r-
IQA Tearh Leader

2

CONTROLLED COPY

documenls and
records

None
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I

Department of @!ucstion
National Capital Region

Schools Division Oflice - Mandaluyong City

s.frt"1 , , ,,rt ,,.t

J- 3C
(

September 7, 2O2L

OFFICE MEMORANDUM
IYo. -7 s,2O2l

DEPLOYMEI{T OF QMS-SOP-OO4 REVTSTON 01
TITLED AS MANAGEITIEIYT RTVIEW

To: Officer In-Charge, Ofiice of the Assistant Schools Division Superintendent
Chief Education Supervisors, CID and SGOD
Offrcials, OSDS, CID and SGOD
All Others Concerned

1. This Oflice hereby deploys the approved Standard Operating Procedure with
the following details:

Process Title: Management Review
Document No. QMS-SOP-OO4
Revision: 0r
Effective Date: September a, 2O2l
Process Owner: John Darryll S. Mercado

2. For the information, guidance, and compliance of all con d for the
purpose of implementing ISO 9OO1:2O15 Quality Management Sys

RO ELA M. CESE

/Assistant Sch ls Division Superintenden
fficer In-Charge f

Office of the Schools Division Superintendent

Encl. :

Reference
As stated
NONE

To be indicated in the Porpctual Indcr
Under t}le following subjects:

PROCEDURE

JDSM/September 7, 202 t

bCalbayog St., Brgy. Highway Hills, Mandaluyong City
OSDS 79555921 . AO 79561263 . CtD 79552557 . SGOD 85349810
sdo.mandaluyong@deped.gov.ph . www.depedmandaluyong.org

Bepublic ot tre lp!,ililpines

Ofrice of the Schools Division
Superintendent



CONTROLLED COPY

Schools Oivision Office of Mandaluyong

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Minutes of the Management Review Template Document Control Custodian

Standard Operating Procedure
prescribed to

. DepEd Citizen's Charter,

. RA 1 1 032 Ease of Ooing Businoss Ac,t,

. EO 2, s. 2015 Fresdom of Info, Acl

. RA 10173 Daia Privacy Act

Document No.: QMS.SOP-OO4Process Title Management Review

Revision: 01To ensure the continuing sustainability, adequacy,
effectiveness and alignment with the strategic
direction of the office, identifying opportunities for
improvement and to setfle and implement
agreements and resolutions of actions needed to
be done for the improvement of the Quality
Management Systems of the Division.

Effective Date: September 8, 2021

Objective:

1EODB
Classification:

U Simple
1-3 days

Complex
4-7 days

Highly Technical
8-20 days

Page:

Not applicable

Prepared by:

JOHN S. MERCADO
lnformati on Technology Officer

eputy Management Representative
Division lnformation Officer

Document Control Custodian

Client Steps Agency Action Fees to
be Paid

Processing
Time

Person
Responsible

None Management
Representative

2. The Quality Management
Committee conducts the
Management Review in
accordance with the set
agenda

None 60 minutes QMS Committee

None3. The Document Control
Custodian accomplishes the
Minutes and provides a copy
to all attendees.

60 minutes Document Control
Custodian

3 steps None 130 minutes

Freadom of lntormatlon Statement
This document will be published intemally and extemally. Any

data ftom this process can be requested through
httnsJifoi.gov.nh

Data Privacy Stat ment
Any data from this process are processed for the purpose of
implementing a Quality Management System. All dala will b€

qrocessed in accordance with the Data PnyayAcl.

Reviewed by: ,. / I

DR.AUREL|o o.Ari
otc.ASbN

SO, CESE UZ, CESE
S

MOR. RO

Approved

orc,

'1. The Management
Representative schedules a
Management Review meeting
through a Memorandum.

10 minutes



I scHcll5 0tvtsll.]i,t 0iFIcE MANoAl.lJY0NG

ECTI&[l

i&epublir of tbe lprilippinee

Department of @Duration BY:

OAT l0lhir*r, " 3.-?
Nationa-l Capital Region

Schools Division OIIice - Mandalu Ci
Office of the Schools DiYision
Superintendent

September 7, 2O2l

OFF'ICE MEMORANDUM
I[o. s,2O2l

DEPLOYMENT OF QMS-SOP-OO3 REVISTON ()1
TITLED AS RISK MAITAGEMENT

To: Officer In-Charge, Office of the Assistant Schools Division Superintendent
Chief Education Supervisors, CID and SGOD
OIficials, OSDS, CID and SGOD
AI1 Others Concerned

1. This Office hereby deploys the approved Standard Operating Procedure with
the following details:

Process Title: Risk Management
Document No QMS-SOP-OOs
Revision: 01
Effective Date: September 8, 2O2l
Process Owner: John Darryll S. Mercado

2. For the information, guidance, and compliance of all c for the
purpose of implementing ISO 9OOl:2015 Quality Management Sys

RO M. ctsE
perintendAssistant s Division

cer In-Charge /
Office of the chools Division Superintendent

To be indicated in t]le Perpctud Iader
Under the following subjects:

PROCEDURE

JDSM/September 7, 2O21

',:.si

bCalbayog 5t., Brgy. Highway Hills, Mandaluyong City
OSDS 79555921 . AO 79551263 . CtD 79S52557 . SGOD 85349810
sdo.mandaluyong@deped.gov.ph . www.depedmandaluyong.org

C"

Dncl. : As stAtenl
Reference: NONE



CONTROLLED COPY

Schools Division Office of Mandaluyong

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Risk Assessment Form

Prepared by:

LL S. MERCADO
lnformation Technology Officer

Deputy Management Representative
Division lnformation Ofiicer

Document Control Custodian

Standard Operating Procedure
prescibed to

. DepEd Citizen's Charter,

. RA '11032 Ease of Doing Business Act,

. EO 2, s. 2016 Freedom of lnfo. Act

. RA 10173 Data Privacy Act

Process Title Risk Management Document No.: oMS-SOP-003

Revision:Objective: To establish a system of identifying and assessing
risks and opportunities of the activities associated
in Schools Division Offlce (SDO) Mandaluyong's
quality management system and identify, modify
and establish mitigation measures to prevent or
reduce adverse effects of identified risks in the
organization.

Effective Date: September 8, 2021

EODB
Classilication

U Simpte
1-3 days

Complex
4-7 days

Highly Technical
8-20 days

Page: 1

Client Steps Agency Action Fees to
be Paid

Processing
Time

Person
Responsible

1. Process owner secures the
Risk Assessment Form and fill
out the necessary mlumns

1.1 The Assistant
Superintendent reviews the
Risk Assessment Form and
fonrvard to ffice of the SDS

60 minutes Process Owner

Assistant
Superintendent

1.2 The Superintendent
approves the Risk
Assessment Form and
forward to the Process Owner

None 5 minutes Process Owner

Superintendent

2 Process Owner create copies
of the Risk Assessment Form
and furnish a copy to the
Document Control Custodian

2.1 The Document Control
Custodian files the approved
Risk Assessment Form

None 5 minutes Process Owner

Document Control
Custodian

2 steps 3 steps 70 minutes

Freedom of lnformation Statement
This document will be published internally and externally. Any

data from this process can be requested through

Data Privacy Statement
Any data from this process are processed for the purpose of
implementing a Quality Management System. All data will be

processed in accordance with the Data Privacy )tl.
Reviewed by: I I

DR. AURELTo c. rA#s
OIC, ASD6\

O, CESE Z, CESEM

Approved by:

DR. ROM
orc,

01

https ://bit. lv/qmsf rm004rev0 1

None

None

httos://foi.oov.oh

JOHN



Eepublic of tbe lplritippilos

Depsrtment of @Ducution
National Capital Region

Schools Division OIfice - Mandaluyong City
4:S(

D'46

offrcc of th€ schools Division
grperintendent

l{ovember 26,2O2L

OFFICE UEUORI'IIDUM
ss. ll-81 ,e.2o2L

DEPII)YUENT OF A.DU.SOP-O22 REI'ISION OO TITLED AS
CERTIFICATIOI{, AITTEEIITICATIOI{, VERIFICATIOIT (CAVI

To:

1. This Office hereby deploys tJ:e approved Standard Operating Procedure with
ttre following details:

Process Title: Certification, Authentication, Verification (CAV)
ADM-SOP-O22

Revision: 00
Effective Date: November 30,2O2l
Process Owner:

2. For the information, gu.idance, and compliance of all ed for the
purpose of implementing ISO 9O0l:2of 5 Quality Management

M. CESE
Assistant Division uperintendegt

In-Charge k
Office of the ls Division Superintendent

>-

Encl. :

Reference:
As stated
NONE

To be indicated in tie Pcntctu.l lldcr
Under the following subjects:

PROCEDURE

kCalbayog 5t., Brgy. Highway Hills, Mandaluyong CitY

OSDS 79555921 . AO 79561263 . CID 79552557 . SGOD 85349810

sdo.mandaluyong@deped.gov.ph . www.depedmandaluyonS.org

Officer In-Charge, Office of tJ:e Assistant Schools Division Superintendent
Chief Education Supervisors, CID and SGOD
Officials, OSDS, CID and SGOD
All Others Concerned

Document No.

Annra T. Elen

SVO/JDSM/November 26, 2021



CONTROLLED COPY

Standard Operating Procedure
prcscdbed to

. OepEd Citizen's Chart€r,

. RA 11032 Eass oI Doing Business Ac{,

. EO 2, s.2016 Fro6dom ot lnfo. Ad

. RA 10173 Data Privacy Act

Process l'ltle: Certifl cation, Authentication, Verifi cation (CAV) Document No. ADM-SOP-022

Objective: To process and act on checking, reviewing, and
certifying lo the genuineness and veracity of
available academic school records of leamer duly
performed by DepEd and the DFA pursuant to
existing arrangements by the said Departments
and shall be issued to the applicant.

Revision: 00

Effective Date November 30, 2021

EODB
Classification

n Simple ! Complex
1-3 days +7 days

! Higtrty tectrnicat
&20 days

Page: 2

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

High School/Elemsntary Graduates:
1. CAV Form 2- School Refenal Form (SRF)
2. Certificate of EnrollmenU Completion/ Graduation - CAV Form 4

(original and 2 photocopies)
3. Diploma (1 original and 2 certified true copies certified by the

School Head)
4. PSA Birth Certificate Copy (1 original and 2 photocopies)
5. List of Graduates certjfied conecl by authorized ofrcial (1

original and 2 photocopies)
6. Valid lD
7. Authorization letter (if the requesting party is not the record

owner, 1 original copy)
8. Valid Special Power of Attomey (SPA) for the authorized

representative (1 original copy)

Additional Requirement for Undetgraduates:
1. Student Permanent Record (Form 137, 'l original and 2

photocopies certified by the School Head/ Records Custodiar,
Registrar)

2. Transmihal (l original and 2 photocopies certified by the School
Head)

Additional Requirements for Gnduates fiom private schools:
1. Special Order (1 original and 2 photocopies certified by the

School Head)

School Attended
School Attended

School Aftended

Client
Requesting Person

Requesting Person

School Attended

Requesting Person

Graduate and undergraduate from public schools:
1. List of Approved CAV Request - CAV Form 6, CAV Form 14,

CAV 14 (1 original and 2 photocopies)
2. Request Form for ALS & PEPT Result Rating - CAV Form 13 (1

original and 2 photocopies)
3. lndorsement from School Division - CAV Form 13 (1 original

and 2 photocopies)
4. Diploma (1 original and 2 certified true copies certified by the

School Head)
5. ALS Accreditation & Equivalency Test Result (for ALS) (1

original and 2 certified true copies)
6. PEPT Test Result Rating (1 original and 2 certified true copies)
7. PSA Birth Certificate Copy (1 original and 2 photocopies)

School Attended

School Attended
/BEA

Division Office

School Attended

Division Office/BEA

Division Ofiice
Client

1

Schools Division Office of Mandaluyong

Client
School Attended



Client Steps Agency Action Fees to
be Paid

Processing
Time

Person
Responsible

1. Request for and
completely fill-out
the CAV
application form
from the school

1.1 Receive and check the completely
filled out CAV application form and all
supporting documents of the client.

N/A 10 minutes School Records
Custodian/ Registrar

*in hisi/her absence,
the School Head

1.2 Search for the appropriate
Academic School Records as
requested by the applicant. verify if
authenticated by the School Head.

For ALS A&E Test and PEPT
Rating, coordinate with the Division
Records Ofiicer or Division ALS
Coordinator.

N/A 10 minutes School Records
Custodian/ Registrar

Division Records
Offceri Division ALS
Coordinator

1.3 Assign specific CAV number and
print SF1o/Form 137 signed by the
School Head. Provide 3 photocopies
for Form 137 and Diploma.

N/A School Records
Custodian/ Registrar

1.4 Provide 3 copies of each Certificate
signed by the School Head.

10 minutes

1.5 lnform the Regional ffice about
the CAV request through email or text
message. Wait for the reply about the
schedule of the client.

N/A 5 minutes School Records
Custodian/ Registrar

1.6 Release to the client all the
documents sealed in a brown
envelope. The requesting client will
submit the documents to the Regional
Office.

N/A 5 minutes School Records
Custodian/ Registrar

1 step 6 steps None 50 minutes

Frcedom of lnformation Statement
This document will be published intemally and extemally. Any

data from this process can be requested through
https://foi.gov.oh

Oata Privacy Ststement
Any data from this process ar6 processed for the purpofof
implementing a Quality Management System- All datg,ftilt be

processed in accordance with the Data Privacyy'ct.

Prepared by: 
4{

ANNRA T. ELEN
Records Officer

Reviewed by:

DR. AURELTo c. Akfr
OIC, ASDS\

so, cEsE

App

o , CESEMELA M. C
OIC, SD

2

10 minules

N/A School Records
Custodian/ Registrar

Requesting StudenU
Client



ffi&"
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Department of @Ducation
National Capital Region

Schools Division OIfice - Mandaluyong Ci

EAO
Nov?6202i 4r.r<

ty
Ofhce of the Schools DIvlCon
SuDd.lntendent

OFFICE UEUORAITDTIU
Ne. tl-e3 ,a.2O2t

Encl. :

Reference:
As stated
NONE

lYovember 26,2O2L

DEPII)YUENT OF AI'U-SOP-O2I RTI/ISIOII OO TITLED AS
ISSUANCE OF RTQITESTED D(TITUEIITS
lcTc AIvD PEOT(rcOPr OF DOCITUEI|TSI

To: Officer In-Charge, Office of the Assistant Schools Division Superintendent
Chief Education Supervisors, CID and SGOD
Officials, OSDS, CID and SGOD
All Others Concerned

l. This Office hereby deploys tJ:e approved Standard Operating Procedure with
the following details:

Process Title: Issuance of Requested Documents
(CTC and Photocopy of Documents)

Document No. ADM-SOP.O21
Revision: oo
Effective Date: November 30, 2O2l
Process Owner: Annra T. Elen

2. For the information, guidance, and compliance of all co ed for the
purpose of implementing ISO 9001:2015 Quality Management S

RO , CESE
Assistant S s Division perintendent

In-Chargey ?-
Office of the Division Superintendent

To be indicated in the Pcrp.t[d Indci
Under the following subjects:

PROCEDURE

SVO / JDSM/ November 26, 2O2 1

bCalbayog St., Brgy. Highway Hills, Mandaluyong City

OSDS 79555921 . AO 79561253 . CID 79552557 . SGOD 85349810
sdo.mandaluyont@deped.gov.ph o www.depedmandaluyong.org

M.



CONTROLLED COPY

Schools Division Office of Mandaluyong

Standard Operating Procodure
pesuibed to

. DepEd Citizen's Charter,

. RA '110:12 Ease of Dcing 8win63s Ac(

. EO 2, s. 2016 Freodom o, lnfo. Acl

. RA'10173 Data Priyacy Act

Process Title: lssuance of Requested Oocuments (CTC and
Photocopy of Documents)

Document No.: ADM.SOP-021

Objective: To provide requested documents to teaching,
non-teaching personnel, and retirees whose
documents were beyond recovery due to
wear and tear to be used for any legal
purposes.

Revision 00

Effective Date: November 30, 2021

EODB
Classification:

! simpte
1-3 days

! Complex
4-l days

Highly Technical
&20 days

Page: 2

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

1 . Requisition Slip Records Unit

2. 2 Valid lD (Original and Photocopy) Requesting Person and/or Authorized Person

3. AuthorizationLetter Requesting Person

Client Steps Agency Action Fees to
be Paid

Processing
Time

Person
Responsible

1.1 Receives the form and
searches the requested
document.

N/A 20 minutes Records Staff

'1.2 Prepares and
photocopy/sca ns the valid
lDs.

N/A 5 minutes Records Staff

1.3 Once the document is
obtained, the Records
Officer will review and
verify the document and
certify true copy.

N/A Records Officer

'l .4 Releases the document to
the client.

N/A 5 minutes Records Stafi

1

1. Submit the
accomplished
requisition slip
with valid lD or
authorization
letter with
photocopy lD of
the requesting
party and the
original lD of the
authorized person 10 minutes



2. Receive the
requested
document

N/A 1 minute

Froedom o, lnformation Statemont
This document will be published intemally and

ext€mally. Any data from this procsss can be requested
through https://foi.oov. oh

Data Privacy Statsment
Any data from this process are processed for the
purpose of implem€nting a Quality M anagemenf

System. All data will be processed in accordancrrlrvith
the Data Privacy Act. /

Prepared by: .if-
ANNRA f. ELEN
Records Officer

DR, AURELIO G.
otc,

CESE

Reviewed by:

DR. CESEM.
orc,

2

2 steps 4 steps None 4'l minutes

rd$so,
ASDS .



il8'epubtir ot tlte Stilappin.s

Beportment of @Uucstion
National Capital Region

Schools Division Oflice - Mandaluyong City'

D^t)
4-ts

Office of the Schools Divlsion
Superintendent

Ilovember 26,2O2L

rrFI'OIUIITDUI.u
-42 s.2O2L

DEPLOYMENT OF N)M.SOP.O2O RIIIISION OO TITLED AS
ISSTUANCE OF REQTTESTED IX)CTTUEITTS IIION-CTC|

To: Officer In-Charge, Ofrce of tJ:e Assistant Schools Division Superintendent
Chief Education Supervisors, CID and SGOD
Officials, OSDS, CID and SGOD
All Others Concerned

1. This Office hereby deploys tJle approved Standard Operating Procedure with
the following details:

Process Title: Issuance of Requested Documents (Non-CTC)
Document No. ADM_SOP.02O
Revision: 00
Effective Date: November 30, 2021
Process Owner: Annra T. Elen

2. For the information, guidance, and compliance of all co ed for the
purpose of implementing ISO 90O1:2015 Quality Management

M. CESE
Assistant Division uperintendent

Officer In-Charge 1i' a7-

Ofiice of ools Division Superintendent

Encl. : As stated
Reference: NONE

To be indicated in the Perpctu.I Ildef,
Under the following subjects:

PROCEDURE

SVO / JDSM/ November 26, 2O2 1

Calbayog 5t., Brgy. Highway Hills, Mandaluyong city
osDs 79555921 . AO 79561263 . CID 79552557 . SGOD 85349810

sdo.mandaluyong@deped'gov.ph o www.depedmandaluyong'org b



CONTROLLED COPY

Schools Division Office of Mandaluyong

Standard Oporating Procedure
prescibed to

. D6pEd Citlzon's Chartor,

. RA 't1032 Ease of Doing Business Act,
o EO 2, s. 2016 Foedom of lnfo. Ac{
. RA 10173 Oata Privacy Act

lssuance of Requested Documents (Non-CTC) Document No.: ADM-SOP-O2O

Objective: To provide a copy of the requested document
to teaching, non-teaching personnel, and
retirees.

Revision: 00

Effective Date: November 30, 2021

EODB
Classafication

! simpte ! Complex
1-3 days 4-7 days

Highly Technical
8-20 days

Page: 1

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

1 . Requisition Slip Records Unit

2. 2 Valid lD (Original and Photocopy) Requesting Person and/or Authorized Person

3. Authorization Letter Requesting Person

Client Steps Agency Action Fees to
be Paid

Processing
fime

Person
Responsible

1. Submit the
accomplished
requisition slip with
valid lD or
authorization letter of
the requesting party
and the original lD of
the aulhorized
person

1.1 Receives the form and
searches the requested
document.

N/A 20 minutes Records Staff

1.2 Prepares, photocopy and
releases the document to the
client.

N/A 5 minutes Records Staff

2. Receive the
requested document

N/A 1 minute

2 steps 2 steps None 26 minutes

Data Prlvacy Statement
Any data ftom this process are processed for the purpo/of
implementing a Quality Management System. All datir(vill be

processed in accordance with the Data PrivacyAct.

Freedom of lrfomation Statsment
This document will be published intemally and enemally. Any

data ftom this process can be requested through
https.//foi.gov.oh

CESE

App

orc, sD
OMELA M.DR. AUREL]O G.

orc,
CESE

Reviewed by:

ANNRA ELEN

Prepared by:

Records Officer

1

Process'l'itle:



Bepublir of tbP lBrilippinPs

@epsrtment of @!urstion
National Capital Region

Schools Division OIIice - Mandaluyong City W-
ffi

I

Office of the Schoots Division
Superintendent

Jenuery 7, 2022

OFFICE MEMORANDUM
No. oon s.2022

DEPLOYMEIYT OF ADM-SOP-O32 REf,IISIOI OO TITLED AS
ISSUANCE OF REQITESTED SCH(X)L DOCUIIIEIYTS IIy

CERTTFTED TRrrE COFr (CTCI AXD pHOT(rcOpr

To:

1. This Oflice hereby deploys the approved Standard Operating Procedure with
the following details:

Process Title: Issuance of Requested School Documents in Certified
True Copy (CTC) artd Photocopy

Document No. ADM SOP-032
Revision: oo
Effective Date: January 10, 2022
Process Oumer: Annra T. Elen

2. For the information, guidance, and compliance of all con for the
purpose of implementing ISO 9OO1:2015 Quality Management Sys

RO M.
Assistant S ls Division u

cDso vI
perintend.n/

Oflicer In-Charge J
Oflice of the ools Division Superintendent

Encl. : As stated
Reference; NONE

To be indicated in the Pcrpctrul lldcr
Under tl.e folloqring subiects:

PROCEDURE

SVO/JDSM/Jaauary 7, 2022

Calbayog 51., Brgy. Highway Hills, Mandaluyong City
osos 79555921 . AO 79561263 . CtD 79ss2557 . SGOD 85349810
sdo.mandaluyong@deped.gov.ph . www.depedmandaluyong.org b

Officer In-Charge, Offrce of the Assistant Schools Division Superintendent
Chief Fducation Supervisors, CID and SGOD
Offrcials, OSDS, CID and SGOD
All Others Concemed



Schools Division Office of Mandaluyong

Standard Operating Procedure
prescibed to

. DgpEd Citizen's Charter,

. RA 11032 Eass ol Doing Business Act,
o EO 2, s. 2016 Frcedom of lnfo. Ac{
. RA 10173 Data P.ivacy Ad

Process Title: lssuance of Requested School Documents in
Certified True Copy (CTC) and Photocopy

Document No.: ADM.SOP.O32

Objective: Revision:

Effective Date: January 10,2022

EODB
Classification:

! simpte ! Complex
1-3 days +7 days

Highly Technical
8-20 days

Page: 2

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

1 . Requisition Slip Guard on Duty or Registrar's Omce

Requesting Person and/or Authorized Person

3. AuthorizationLetter Requesting Person

Client Steps Agency Action Fees
to be
Paid

Processing
Time

Person
Responsible

'l . Fill out the requisition slip form 1 .1 Provides the client
the requisition slip
form.

None 5 minutes School Guard/
Registrar or

Registrar's staff

2.1 Receives the form
and searches the
requested
document.

None 20 minutes Registrar or
Registrar's staff

2.2 Prepares and
photocopy/scans
the valid lD.

None 5 minutes Registrar's stafi

2.3 Once the
document is
obtained, the
Registrar will
review and verifo
the document-

2.3.2
For CTC, endorse to
the School Head or

None Registrar or
Registrar's stafi

2. Submit the accomplished
requisition slip with valid lD or
authorization letter with
photocopy lD of the requesting
party and the original lD of the
authorized person

1

CONTROLLED COPY

To provide a copy of the requested document
to students, teaching, non{eaching
personnel, and retirees.

00

2. 1 Valid lD (Original and Photocopy)

2.3.1
For photocopy,
endorse to the
Registrar's staff

15 minutes



Ofiicer-in-Charge

3. Receive the requested
document

3.1 Releases the
document to the
client.

None 5 minutes Registrar's stafi

Frgodom ot lntormatlon Statement
This document will be published internally and extemally. Any

data from this process can be requested through
httos://foi.oov.oh

Data Privacy Statement
Any data trom this process are processed for the purpose-of
implementing a Quality Management System. All data vyiifae

processed in accordance with the Oata Pnvacy \L

ANNRA T. ELEN
Records Officer

vPrepared by:

DR. AURELIO G.
orc,

CESE

Reviewed by:

CESO VtDR.
otc,

2

/

5 steps None 50 minutes3 steps

)rui",o,
AYDs\



/-'ffi*.e"-,q[w
Btpublic ot tbe SDilippines

Bepurtmrnt of @!ucution
National Capital Region

Schools Division Oflice - Mandalu

E; . -.=
nv. .E--'t.---\
,^,Jtrrrma r-:3? 

| -. -.
yong City

Offic€ of the Schools Division
Superintendent

Jauuary 7, 2022

OFFICE MEMORANDIIM
NO. <)lO ,2.2022

DEPLOYMENT OF ADM.SOP.O33 REVISION OO TITLED AS
ISSUANCE OF ACH(X)L F'ORMS, CERTIFICATIOITS

AND OTHER SCH(X)L PERIIIANENT RBCORDS

To Officer In-Charge, OIfice of tJ:e Assistant Schools Division Superintendent
Chief Education Supervisors, CID and SGOD
Officials, OSDS, CID and SGOD
All Others Concerned

I Process Title: Issuance of School Forms, Certifications and other
School Perma::ent Records
ADM-SOP-033

Revision: o0
Effective Date:
Process Owner: Annra T. Elen

2. For tJre information, guidance, and compliance of all con ed for the
purpose of implementing ISO 9001:2015 Quality Management Sys

M. cEsovr
Assistant S ols Division penntendenf,

{ficer In-Charge f
Office of the ools Division Superintendent

Encl. i As stated
Reference: NONE

To be indicated in r}re PcrDctud Lldcr
Under the following subjects:

PROCEDURE

SVO/JDSM/January 7, 2022

kCalbayog St., Brgy. Highway Hills, Mandaluyong City
OSDS 79555921 . AO 79561263 . CtD 79552557 . SGOD 85349810
sdo.mandaluyong@deped.gov.ph o www.depedmandaluyong.org

1. This OItrce hereby deploys the approved Standard Operating Procedure with
the following details:

Document No.

January 10, 2022



CONTROLLED COPY

Process Title:

Schools Division Office of Mandaluyong

Standard Operating Procedure
prescibed to

. DepEd Citizen's Charter,

. RA 1'1032 Ease ol Doing Business Act,

. EO 2, s. 20'16 Freedom of lnfo. Ac{

. RA 10173 Data Privacy Act

lssuance of School Forms, Certifications
and other School Permanent Records

Document No. ADM.SOP.O33

00Objective: To provide a copy of school forms,
certifications, and other School Permanent
Records to students, teaching and
non-teaching personnel.

Effective Date: January 10, 2022

EODB
Classification

E Simpte
'l-3 days

Complex
4-7 days

Highly Technical
8-20 days

Page: 2

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

1. Requisition Slip Guard on Duty or Registrar's Office

2. 1 Valid lD (Original and Photocopy) Requesting Person and/or Authorized Person

3. Authorization Lefter Requesting Person

2. Submit the accomplished
requisition slip with valid lD or
authorization letter with
photocopy lD of the requesting
party and the original lD of the
authorized person

Client Steps Agency Action Fees to
be Paid

Processing
Time

Person
Responsible

1 . Fill out the requisition slip form 1 Provides the
client the
requisition slip
form.

None 5 minutes School Guard/
Registrar or

Registrar's staff

2.1 Receives the form
and endorses the
req uested
documents to
concemed school
personnel.

None 10 minutes Registrar or
Registrar's staff

2.2 Prepares the
requested
document.

None 30 minutes Registrar
Registrar or Ao

Registrar

2.3 Prepares and
photocopy/scans
the valid lds.

None 5 minutes Registrar's staff

1

Revision:

2.2. 1 School
Forms
2.2.2 Certifications
2.2.3 Other
Permanent
Records



3. Receive the requested
document

3.1 Releases the
document to the
client.

None 5 minutes Registrar's staff

Freedom of lnformation Statement
This document will be published internally and extemally. Any

data from this process can be requested through
https://foi.gov.oh

Oata Privacy Statemenl
Any data from this process are processed for the pu
implementing a Quality Management System. All

of
be

in accordance with the Data

ANNRA T. ELEN
Records Ofilcer

vPrepared by:

DR. AURELIO G.
orc,

oN"o,
APS'

CESE

Reviewed by:

CESO VtDR. M
otc

2

3 steps 5 steps None 50 minutes



,+2t#q\
HIM

Bepublit ot tbe pbilillines

Department of @bucation
National Capital Region

Schools Division Oflice - Mandaluyong City
Office of the Schools Division
Superintendent

September 24,2O2L

OFFICE MEMORANDIIM
No. q'q? , s.2021

DEPLOYMENT OF ADM-SOP-O14 R.EVISION 01
TITLED AS INCOMIITG AITD OUTGOING COMMT'NICATIOTS

To: Oflicer In-Charge, Oflice of the Assistant Schools Division Superintendent
Chief Education Supervisors, CID and SGOD
Oflicials, OSDS, CID and SGOD
All Others Concerned

1. This Oflice hereby deploys the approved Standard Operating Procedure with
the following details:

Process Title: Incoming and Outgoing Communications
Document No. ADM-SOP-OI4
Revision: o1
Effective Date: September 27 , 2027
Process Os.rrer Annra T. Elen

2. For the information, guidance, and compliance of all co ed for the

M. , cEsE
tAssistant ls Division Superintenden

fficer In-Charge .V
Offrce of the Schools Division Superintendent r

Encl. :

Reference
As stated
NONE

To be indicated in the Perpetual lDdex
Under t}le following subjects

PROCEDURE

SVO / JDSM/ Septenber 24, 2O2 I

: {sp.rr

bCalbayog St., Brgy. Highway Hills, Mandaluyong City

OSDS 79555921 . AO 79561253 . CID 79552557 . SGOD 85349810

sdo.mandaluyong@deped.gov.ph o www.depedmandaluyong.org

purpose of implementing ISO 9O0l :2O 15 Quality Management



Schools Division Office of Mandaluyong

Standard Operating Procedure
prescibed to

. DepEd Citizen's Charter,

. RA 11032 Ease oI Doing Business Acl,

. EO 2, s. 2016 Freodom of Info. Act

. RA 10173 Data Privacy Act

Process Title: lncoming and Outgoing Communications Document No.: ADM-SOP-014

Objective: To establish and maintain effective and
systematic control in receiving and releasing
of incoming and outgoing communications to
appropriate repository units for immediate
action.

Revision: 01

Effective Date: Seplember 27 , 2021

EODB
Classification:

Z Simpte
1-3 days

Complex
4-7 days

E Highly Technical
8-20 days

Page: 2

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

''l . Ofiicial Communications
2. Routing Slip

Public & Private Schools, Local Govemment Unit &
other government agencies, Private lndividuals &
Companies

Client Steps Agency Action Fees to
be Paid

Processing
llme

Person
Responsible

1. Submit official
communications
to the Records
Section such as
but not limited to:

a. Letter
b. Memorandum
c. Advisory
d. Report
e. Electronic Mail
f. Others

1.1 Receives, reads, classifies,
stamps Received with date,
time, initial and reference
number.

Note: For electronic mail, print
the thread and the attachment, if
there's any.

None 10 minutes Records Staff

1 .2 Logs communications, scans
and attaches Routing Slips for
appropriate action.

None "10 minutes Records Staff
Records Officer

1 .3 Releases to concerned offices,
divisions, units of section with
necessary notes.

None 20 minutes

1 .4 Encodes details of the
communications in the
Document Tracking SYStem.

None 5 minutes Records Staff

1

CONTROLLED COPY

Note: Only communications
from electronic mail and
Region/Central Offi ce need
scanning and Routing Slip

Records Staff



2. For
communications
that need to be
released as
Memorandum/Advi
sory, SDS staff
submits the signed
Memorandum/Advi
sory with attached
communications.

Note: The
memorandum shall
be compliant to
Deped Order No.
31, s.2019 DepEd
Msual ldentity and
Service Marks

2.1 Receives, reads, classifies,
stamps Released with date,
time, initial and reference
number.

5 minutes

2.2 Scans and logs the
Memorandum/Advisory and
documents to be released to
elternal clients

None 5 minutes Records Staff

2.3 Uploads the Memorandum/
Advisory in the website through
Wordpress and Google Orive

For communications to be
released to schools and other
external clients, release to
School or Division Liaison

None 5 minutes Records Staff
Records Officer

School/Division
Liaison

2 steps 7 steps None t hour

Freedom of lntomation Stalement
This document will be published intemally and extemally. Any

data from this pmcess can be requested through
llloi ovh h

App

DR CESE
OIC, SDS

OMELA M. C

Reviewed by: x, /

DR. AURELIO G. ALffi(
OIC, ASD6 \

o, cEsE

Prepared Ot -il,_-
ANNRA T. ELEN
Records Officer

2

For
communications
that need to be
released to the
schools, Regional
Ofiice/Central
Ofiice or other
External Clients,
submit documents
to the Records
Section.

None Records Staff

Data Privacy Statement
Any data ftom this process are processed for the purpoy/Bf
implementing a Quality Manag€ment System. All dataf ll be

processed in accordance with the Oala Pnvacy fd.
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l&epubtir otibJmbitlppineg

Department of @Ducstion
National Capital Region

Schools Division OIIice - Mandaluyong City

t/
x{ z t zttr {rqSfrr

office of the Schools Division
Sup€rintendent

September 24,2O2L

OFFICE MEMORANDUM
No. 4- 45 , s.2O2l

DEPLOYMENT OF ADM-SOP.O12 REVISION 01
TITLED AS RECORDS DISFOSAL

lo: Officer In-Charge, Oflice of the Assistant Schools Division Superintendent
Chief Education Supervisors, CID and SGOD
Officials, OSDS, CID and SGOD
All Others Concerned

1. This Oflice hereby deploys the approved Standard Operating Procedure witJl
the following details:

Process Title Records Disposal
Document No. ADM-SOP-O12
Re-vision:
Effective Date: September 27 , 2O2l
Process Owner Alnra T. Elen

2. For the information, guidance, and compliance of all co ed for the
purpose of implementing ISO 9001:2015 Quality Management Sys

RO M. , cEsE
Assistant Sch s Division penn tendentr/

flicer In-Charge /
OIIice of the ools Division Superintenden

Encl. :

Reference:
As stated
NONE

To be indicated in the PerDetual lDdex
Under tJle following subjects

PROCEDURE

SVO/JDSM/September 24, 2O2l

bCalbayog St., Brgy. Highway Hills, Mandaluyong City

osDs 79555921 . AO 79561263 . CID 79552557 . SGOD 85349810

sdo.mandaluyong@deped.gov.ph o www.depedmandaluyong org

01



CONTROLLED COPY

Schools Division Office of ilandaluyong

Standard Operating Proceduro
prescribed to

. DepEd Citizen's Charler,

. RA 11032 Ease of Ddng Business Acl,

. EO 2, s. 20'16 Froedom of lnfo. Ac{

. RA 10173 Data P.tvacy Acl

Records Disposal Document No. ADM-SOP-012

Objective: To establish and maintain effective and
systematic control in disposing valueless,
inactive/non-current documents that have
reached its total Retention Period.

Revision: 01

Effective Date: Septembet 27 , 2021

EODB
Classification:

! simpte ! complex
1-3 days +7 days

Highly Technical
8-20 days

Page: 2

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

lnventory Request Different Ofiices

NAP Form No. 3 Records Office

Client Steps Agency Action Fees to
be Paid

Processing
Time

Person
Responsible

1. Submit
inventory of
records for
disposal to the
Records Unit

1.1 Prepares inventory of valueless,
inactive/non current documents
for disposal in compliance to
DEPED Records Disposition
Schedule (RDS) and the National
Archives of the Phils (NAP) and
General Records Disposition
Schedule (GRDS)

None 60 minutes

1.2 Prepares NAP form no.3 Request
for Authority to dispose of records

None 5 minutes Records
Staff/Custodian

1.3 Logs and fonvards NAP form no.3
in triplicate copies to the
requesling units for review and
signature and to the Committee
for final approval

None 5 minutes Records
Staff/Custodian

1.4 Email / mail signed request letter
and signed NAP form no.3 to the
National Archives Office

None 10 minutes Records Officer

1.5 Upon receipt of the Notification
from NAP checks the
recommended mode of disposal
and prepares Letter of Availment

None 10 minutes Records Officer

'1.6 Notifies COA to witness the
actual disposal

None 10 minutes Records Officer

1.7 During the actual disposal,
requests from the cashier Official

None '10 minutes Records Officer

1

Process Title:

Records
Staff/Custodian



Receipt (OR)

1 .8 Remits the cash to the cashier 5 minutes Records Officer

1 .9 Files the approved NAP form
no.3, NAP form no.6

None 5 minutes Records
Staff/Custodian

0 steps I steps None 2 hours

I

Freodom of lnfomation Staloment
This document will be published intemally and extemally. Any

data from this process can be requested through
hltos:i lfoi.aov.ph

Oata Privecy Slatement
Any data from this process are processed for the purposqdf
implementing a Quality Management System. All data grll be

processed in accordance with the Dala Pnvacy ft.
Prepared OV 

#--
ANNRIT. ELEN
Records Officer

DR. AURELIO G.
otc,

SO, CESE
S

Reviewed by:

CESEDR
OIC, SDS

ELA M. C

2



Eepublic of tlre iBlrilippineg

TDppartment of €!ttcation
National Capital Region

Schools Division OfIice - Mandaluyong City d zmr ,t . q9 (xr
Office of the Schools Division
Superintendent

September 24,2O2L

OFFICE MEMORANDUM
No. 01'q0 , s. 2O2L

DEPLOYMENT OF ADM.SOP-O13 REVISION 01
TITLED AS R.DCORDS MANAG]EMENT SYSTEM

To: OIIicer In-Charge, Offrce of the Assistant Schools Division Superintendent
Chief Education Supervisors, CID and SGOD
Oflicials, OSDS, CID and SGOD
All Others Concerned

l. This Office hereby deploys the approved Standard Operating Procedure with
the following details:

Process Title: Records Management System
Document No. ADM-SOP-O13
Revision: o1
Effective Date: September 27 , 2O2l
Process Owner: Annra T. Elen

2. For the information, guidance, and compliance of all co ed for the
purpose of implementing ISO 9OO 1 :20 15 Quality Management Sys

M. , cEsE
Assistant ls Division Superintendent

Ilicer In-Charge /
Office of the Schools Division Superintenden{

Encl. : As stated
Reference: NONE

To bc indicated in the Perp€tual Index
Under the following subjects:

PROCEDURE

SVO/JDSM/Septentber 24, 2021

bCalbayog St., Brgy. Highway Hills, Mandaluyong City
osDs 79555921 . AO 79561263 . CtD 79552557 0 SGOD 85349810
sdo.mandaluyong@deped.gov.ph o www.depedmandaluyong.org

-i



CONTROLLED COPY

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Ofiicial communications/documents Public and Private Schools, Different
Ofiices/l ndividuals (lnternal Parties)

Schools Division Office of lUandaluyong

Standard Operating Procedure
prescibed to

. DepEd Citizen's Charler,

. RA 'l'1032 Ease of Doing Business Act,

. EO 2, s. 2016 Freedom of lnfo. Ac{

. RA 10173 Oata Privacy Act

Process Title: Records Management System ADM-SOP-013

Objective: To establish guidelines and procedures in
maintaining efficient and systematic control of
records and to ensure security and safety of
documents.

Revision 01

Effective Date: September 27, 2021

EODB
Classification:

I simpte
1-3 days

Complex
4-7 days

Highly Technical
8-20 days

Page: 1

Client Steps Agency Action Fees to
be Paid

Processing
Time

Person
Responsible

1 . Submit official
communication
s/ documents
lssuances to
Records Unit

1.1 Reads and inspects the
documents and checks the
integrity.

None 5 minutes Records Staff

1.2 Classifies the documents and
aranges in Alphabetical Order or
in Numerical Filing

None 5 minutes Records Staff

1 .3 Files the documents and
exercises practical measures to
preserve documents and prevent
deterioration.

None 5 minutes Records Staff

0 steps 3 steps None 15 minutes

Freedom of lnformation Stalement
This document will be published internally and externally. Any

data from this process can be requested through
httosJ/ i.oov.oh

Data Privacy Statement
data from this process are processed for the purpogdof

ementing a Quality l\4anagement System. All data,t*ill be
processed in accordance with lhe Data Privacyfct.

Any
impl

Preparedby: 
A{

ANNRA t. ELEN
Records Officer ^M""ASdS\

DR. AURELIO G.
orc,

, CESE

Reviewed by

DR.

Appro

, CESEMELA M. C
OIC, SD

1

!

Document No.:



\ /

.llrpublir ot ttrr lSlrilispireg

Bepsrtment of @Durstion
Nationa.l Capital Region
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Office of the Schools Division
Superintendent

February L5,2o22

OT'EICE IIEIIORA.IYDIIM
196. <, €, O , s.20/22

DEPLOYMEtrT OF SGOD-SOP.fi}4 REVISIOT OO TITLED AS
Er{ROLLMET{T IDETAULT)

To: Offrcer In-Charge, Offrce of ttre Assistant Schools Division Superintendent
Ctrief Education Supervisors, CID ald SGOD
O{hcials, OSDS, CID and SGOD
A1I Others Concerned

1. This Office hereby deploys the approved Standard Operating Procedure with
the following details:

Process Tit-1e: Enrollment (Default)

SGOD-SOP-OO4
Revision: 00
Effective Date: February 16, 2022
Process Owner: Christial Marx P. Rivero

2. For the bformation, guidalce, and compliance of concerned for the
purpose of implementing ISO 9O01:2015 Quali Managem t System.

M.
Schoo Divisio Su ttn

Encl.:
Reference:

As stated
NONE

To be indicated in the Perpetual Iadex
Under tJre following subjects:

PROCEDURE

SVO/JDSM/February 15, 2022

Calbayog St., Brgy. Highway Hills, Mandaluyong City
OSDS 79555921 . AO 79567263 . CID 79552557 o SGOD 85349810
sdo.mandaluyong@deped.gov.ph r www.depedmandaluyong.org &

(

Document No.

CESO



Standard Operating Procedure
prescibed to

. DepEd Citizen's Charl6r,
o RA 11032 Ease of Doing Business Act,
. EO 2, s. 2016 Freedom of lnto. Acl
. RA 10173 Data Privacy Act

SGOD-SOP-O04Enrollment (Oefault)

Revision: 00Objective To facilitate the process of regislering learners into
the Learner lnformation System (LlS) upon the
submission of required supporting documents and
the first date of attendance. Leamers are ofiicially
enrolled if all required documents are submitted.

Effective Date: February 16,2022

EODB
Classification

Page: 4

CONTROLLED COPY

Schools Division Office of Mandaluyong

rocess Title

Leame/s Credentials (Form 138/SF9 and Form
137/SF10)

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Basic Education Enrollment Form/ Leamer's
Enrollment Survey Form (LESF) -1 original,

1 photocopy

Records/Guidance Office

Afiidavit of Undertaking - 1 copy Records/Guidance Offi ce

Pledge of Transferee - 1 copy Records/Guidance Office

Records/Guidance Office

PSA Birth Certificate - 1 original, 1 Certified True
Copy) Philippine Statistics Authority

Records/Guidance Office

Agency Action Fees to
be Pald

Processing
Time

Person
Responsible

Client Steps

Kinder Children aged five years old by
August 31 st day of the School Year
they enroll

School

a. Children who are completed
Kindergarten programs in DepEd
Accredited schools & centers

b. Certificate of Completion and
Progress Report Card

1

Document No.:

E Simple ! complex E Highly Technical
1-3 days 4-7 days 8-20 days

Eligibility Standards from DepEd Order 03, s. 2018

chitd

Grade 1



c. Children who are six (6) years old
and above by August 31st of the
school year they will enroll in and who
have not completed Kindergarten

d. Result of Early Childhood Care
nd Development (ECCD)

Assessment Checklist

e. Children who are completed any
form of Kindergarten program in
non-DepEd accrediled learning and

day-care centers, or home-schooled
learners (DO 47, s 2016)

f. Result of Philippine Educational
Placement Tesl (PEPT) or Philippine
Validating Test (PW)

Grade 7

a. Grade 6 Graduate
b. School Form I Grade 6

(formerly Form '138)

c. PEPT Passer or A&E Test
Passer

d. Result of PEPT or A&E Test

School

BEA, DepEd Central Office

a. Grade 10 Completer

b. School Form 9 Grade 10 (formerly

Form 138)

Grade 11 School

c.PEPT Passer or A&E Test Passer BEA, DepEd Central Ofiice

1 . Legibly fill-out the Basic Education
Enrollment Form, Affidavit of
Undertaking, Pledge of Transferees
(For Transferees)

'1 .1 Check the
compleleness of
information in the
Basic Ed
Enrollment Form
and other
relevant
requirements.
Accomplished
needed info in
the forms for

None 15 Manutes Teacher-in-Charge

2



2. Submit complete requirements for
enrollment per grade level

DepEd
Personnel
ln-Charge

2.'l . Receive and
log complete
requirements per
grade level

lf incomplete,
tag as
Temporary
enrolled &

required to
submit Afiidavit
of Undertaking

None 15 Minutes Teacher-in-Charge

2.2. Approval of
transfer by
School Head

None 10 Minutes School Head

2.3.
Endorsement
and Submission
of list of
enrollees to the
Records/
Registrar

None I day Teacher-in-Charge

2.4. Listing of
Enrollees for
sectioning

None l Hour Teacher/Adviser

2.5. Post List of
Learner's
Sections

None l Hour Teacher/Adviser

2.6.(For
transferees from
Private Schools)
Temporary enroll
leamers with
incomplete
credentials/
requirements:
Endorsement to
ICT/LIS
Coordinator

None 30 Minutes Teacher/Adviser

2 steps 7 steps None 'l day, 3
hours, l0
minutes

3



Any data from this process arc processed
implementing a Quality Management

processed in accordance with the

Data Privacy Statement

Privacy Act.
. All data will be
the purpose of

' Freedom of tntormation Statement
This document will be published intemally and extemally. Any

data ftom this process can be requested through
1..1!,_,.1_:tr-:!!

SEPS, and Research
RIVERO DR. AURELIO G.

orc,
CESE

Reviewed by:

SDS
cRuz, cESo vt

4
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Depsrtment of @Uucstion
National Capital Region

Schools Division Omce - Mandaluyong City
F - 4:or-P^

OfEce of the Schools Division
Superintendent

February 15, 2o22

OFFICE MEMORAI{DIIM
fro. Oe, I , s.2022

DEPLOYMEITT OF SGOD.SOP-(X)5 REVISIOT (x) TITLED AS
ETROLLUEIIT (OrlrrfEl

Offrcer In-Charge, Ofrce of the Assistant Schools Division Superintendent
Chief Education Supervisors, CID and SGOD
Oflicials, OSDS, CID and SGOD
All Others Concerned

l. This OfEce hereby deploys the approved Standard Operating Procedure with
t-Ile following details:

Enrollment (Online)

Document No. SGOD-SOP-OO5
Revision: 00
Dflective Date: February 16, 2022
Process Owner: Christian Marx P. Rivero

2. For the irrformation, guidance, and compliance of all concerned for the
purpose of implementing ISO 9O0l:2O 15 Quality Manageme System.

ROM
Schoo Divisio tt

Encl. :

Reference
As stated
NONE

To be indicated in t-I e Perpetual Iqdex
Under the following subjects:

PROCEDURE

SVO/JDSM/ Februaq 15, 2022

e"
calbayog st., Brgy. Highway Hills, Mandaluyong City

OSDS 79555921 . AO 79561263. ClD79552557 . SGOD 85349810

sdo.mandaluyong@deped.gov.ph r www.depedmandaluyong.org

::-:_:_:-_,

To:

Process Title:



CONTROLLED COPY

Standard Operating Procedure
prescibed to

. DepEd Citizen's Charte(

. RA 1'1032 Ease of Doing Business Act,

. EO 2, 6. 20'16 F eedom of lnro. Ac{

. RA 10173 Data Privacy Act

Process Title: Enrollment (Online) Document No.: SGOD-SOP-OO5

Objective: School caters enrollment of leamers using
different web-based platforms such as social
media (school official Facebook accounl and
Messenger), school email address and Google
form link to efficiently register students. Learners
are officially enrolled if all required documenls are
submitted online using the stated platforms.

Revision:

Effective Date: February 16,2022

EODB
Classification

E simpte
1-3 days

Complex
4-7 days

Highly Technical
8-20 days

Page: 3

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Basic Education Enrollment Form/ Leamer's
Enrollment Survey Form (LESF) -1 original,

1 photocopy

Records/Guidance Office

Affidavit of Undertaking - 'l copy Records/Guidance Offi ce

Pledge of Transferee - I copy Records/Guidance Office

Learne/s Credentials (Form t38/SF9 and Form
137/SF10)

Records/Guidance Office

PSA Birth Certificate - 1 original, 2 photocopies Philippine Statistics Authority

Eligibility Standards from DepEd Order 03, s. 201 8

Kinder Children aged five years old by August 31st
of the School Year they enroll

Grade '1

a. Children who are completed Kindergarten
programs in DepEd Accredited schools & centers

b. Certificate of Completion and Progress Report
Card

c. Children who are six years old and above by
August 31st of the school year they will enroll in
and who have not completed Kindergarten

d. Result of Early Childhood Care and
Development (ECCD) Assessment Checklist

e. Children who are completed any form of
Kindergarten program in non-DepEd accredited
learning and day-care centers, or homeschooled
leamers (DO 47, s 2016)

School

1

Schools Division Office of Mandaluyong

00



f. Result of Philippine Educational Placement Test
(PEPT) or Philippine Validating Test (PW)

Bureau of Education Assessment, DepEd Central
Office

Grade 7
e. Grade 6 Graduate
f. School Form 9 Grade 6 (formerly Form 138)
g. PEPT Passer or A&E Test Passer

School

Result of PEPT or A&E Test BEA, DepEd Central Office

Grade 1'1

a. Grade 10 Completer
b. School Form 9 Grade 10 (formerly Form 138)
c. PEPT Passer or A&E Test Passer
d. Result of PEPT or A&E Test

School BEA, DepEd Central Office

Client Steps Agency Action Fees to
be Paid

Processing
llme

Person
Responsible

1 . Message the
School-inCharge for
enrollment for the digital
Basic Education Enrollment
Form, Affidavit of
Undertaking, Pledge of
Transferees (For
Transferees)

1 .1 Send the digitize
Basic Education
Enrollment form and the
other relevant
requirements needed to
the most prefened online
platform of the enrollee

None 5 Minutes StudenU ParenU
Teacher-in-Charge

2.Access the online
enrollment form provided by
the school per grade level
and fill-in the pertinent data
requrred in the form (Google
forms/ docs, FB messenger,
school email address)

None 5 Minutes StudenV Parent

3. Submit the form online and
other documents required by
the school

3.1 Access, download
and print the received
documents and log the
requirements per grade
level. lf incomplete, tag
as temporarily enrolled
and required to submit
online the Affidavit of
Undertaking.

None 5 Minutes StudenU Parent
Adviser/

ICT Coordinator

4. Leave a personal message
to the school FB AccounU
Email to notify the school ICT
about the student's
enrollment status.

4.1 Give response to the
enrollee on the status of
enrollment process
and/or Approval of
Transfer (School Head)

None 5 Minutes StudenUParent
Adviser/

ICT Coordinator
School Head

4.2. Endorsement and
submission of list of
enrollees to the
Records/Registrar

None 4 hours Teacher-lncharge
Adviser

I



4.3. Listing of Enrollees
for sectioning

None 30 Minutes Teacher/Adviser

4.4. Post List of Learner's
Sections

None t hour Teacher/Adviser

4.5. (For transferees from
Private Schools)
Temporary enroll learners
with incomplete
credentials/requirements:
Endorsement to ICT/LlS
Coordinator

None 30 minutes Teacher/Adviser

4 steps 7 steps None 6 hours, 20
minutes

Freedom of lnfomsllon Statement
This document will be published intemally and extemally. Any

data from this process can be requestBd lhrough
nulrs. ro lLa,iJn

RO
and Research

Reviewed by: \ I

DR. AUREL|o c. affis
OIC, ASDS

O, CESE CESO Vt

Approved by

DR. ROME M, CR
SDS

3

Data Pdvacy Statement
Any data from this process are processed for the purpose of
implementing a Quality Management System. All data will be

processed in accrrdance with the Data Privacy Act.
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Depsrtment of @lucstion
National Capital Region I 3 r o..ltOrUe ffi

Schools Division Office - Mandaluyong CiW

1. This Office hereby deploys the approved Standard Operating procedure with
the following details:

Office of the Schools Division
Superintendent

Febnrary ll, 2o22

OFFICE MEMORANDTIM
Ifo. o55 , s. 2022

DEPLOYUETT OF SGOD.SOP-OOI RTVISIOT OO TITLED AS
REQITEST FOR BASIC EDUCATIOT DATA IEXTERI{AL STAI{EHOLDERI

Officer In-Charge, Office of the Assistant Schools Division Superintendent
Chief Education Supervisors, CID and SGOD
Officia.ls, OSDS, CID and SGOD
All Others Concerned

2. For ttre information, guidance, and compliance of all co ed for the
purpose of implementing ISO 9001:2015 Qualiry anagement Sy

M. CESOVI ,'-
Sc s Division S rintendent X

Encl, : As stated
Reference: NONE

To be indicated in the Perpctud Iadcr
Under the following subjects:

PROCEDURE

SVO/JDSM/February I 1, 2022

Process Title: Request for Basic Education Data (External
Stakehold

Document No. SGOD-SOP-OO1
Revision: 00
Effective Date: Fe 15 20'22
Process Owner: Ma. Delma A. Abringe

Calbayog St., Brgy. Highway Hills, Mandaluyong City
OSDS 795ss921 o AO79sAL263. CtD 79SS2s57 . SGOO 85349810
sdo.mandaluyong@deped.gov.ph r www.depedmandaluyong.org e

BY:

To:



CONTROLLED COPY

CHECKLIST OF REOUIREMENTS WHERE TO SECURE

Lefter request addressed to SDS (email/hard copy) Client: External Stakeholders

Schools Division Offlce of Mandaluyong

Standard Operati ng Procedure
prescribed lo

. OepEd Olizen'i Charter,
o RA 11032 Ease of Ooing Busin€ss Ad,
. EO 2, s.2016 Fra6dom of lrfo. Acl
. RA'10173 Dala ftivacy Act

Process Title: Request for Ba8ic Education Data (Extemal
Slakeholdor)

Document No.: sGoD-soP-o01

Objective: Gensrat€ and provide data that lncludes offcial
ceftlricallons on onrolment, distdcl data on Master
list of schools, school heads and contact numbors,
inventory of teachers and performance indicaiors.
Data requests from school districts, public and
private schods must be offcially communicated
through proper channels indicating the purpose of
such requests.

Revision: 00

Efiective Date: Fabruary 15,2022

EODB
Classification:

Complex
4-7 days

Highly Technical
8-20 days

Page 2

Client Steps Agency Action Fees to
be Paid

Processing
Time

Person
Responslble

1. Letter request
addressed to SDS
(email/hard copy)

1.1. Receive the letter request
from the client and forward it
to the SDS

None '10 minutes Records Unit
Personnel

1.2. Refer letter request to
Chief, SGOD

None 5 minutes Records Unit

1.3. Refer the Letter request
to Planning Ofiicer

None 5 minutes Chief, SGOD

1.4. Make the necessary
action undertaken to the said
letter request

None 3 days Planning Ofiicer

1.5. Prepare the transmittal
letter and attachments to be
signed by SDS

None 5 minutes Planning Ofiicer

1.6 Receive signed report and
fonivard to Records Section

None 5 Minutes Planning Ofiicer/
Unit Slaff

1

U Simple
'l -3 days



\

2. Receive the ne@ssary
document

2.1 Release the documents to
the End User

None 2 minutes Remrds fficer/
Unit Staff

2 steps 7 steps None 3 days and
32 minutes

Fresdom of hrtomation Statement
This document will be published intemally and extemally. Any

data from this process can be requested through
httlS://for gov.ph

Datt Piivacy Stalement
Any data ftom this process are pro@ssed for the purpose of
implementing a Ouality Management System. All data will be

processed in accordaflce with the Data Pnvacy,t!.

Prepared by:

ABRINGE
Planning Ofricer lll

Reviewed by: /

oR. AURELTo c. Alrdh("r"=
orc,ASD9/'

Approved

DR CESO Vt
SDS

ELA M.

2

MA. DELMA A:



National Capital Region
Schools Division OIIice - Mandaluyong

Bepublir of tlr? Btrilippur?g

Drpartment of @Ducat[o

scH00ts orvisr0it 0[Ftct MANtlA|uyt}t{B

8EC0[0S SicIoil

REI.EASED
BY: er'4'>)
0ATTEEB'- .Lnu, 3: C2t

OfEce of the Schools Division
Superantendent

Februar5z lL,2ol22

OFFICE MEMORAITDIIM
No. o5b s.2O22

DIPLOYUEIiIT OT SGOD-SOP.q)2 REVISIOT OO TITLED AS
RTQUEST I.'OR BASIC EDUCATIOII DATA (IIiITTRITAL STAI(EHOLDER}

To OIIicer In-Charge, Oflice of the Assistant Schools Division Superintendent
Chief Education Supervisors, CID and SGOD
OIfrcials, OSDS, CID and SGOD
A1l Others Concerned

1. This OfEce hereby deploys the approved Standard Operating Procedure with
tJle following details:

Process Title: Request for Basic Education Data (Internal
Stakeholder)

Document No. sGoD-soP-002
Revision: 00
Effective Date: February 75, 2022
Process Owner: Ma. Delma A. Abringe

'2. For the information, guidance, and compliance of all concerned for the
purpose of implementing ISO 9001:2015 Quality M ment Sys

RO M.C cEsovl --
Schools vision S rintendent X

Encl. : As stated
Reference: NONE

To be indicated in the Perpetual lader
Under the lollowinS subjects:

PROCEDURE

SVO/JDSM/February I l, 2022

bCalbayog St., Brgy. High\rvay Hills, Mandaluyong City

OSDS 79555921 . AO 7956L263 . Clo 7 9552557 . SGoD 85349810

sdo.mandaluyong@deped.gov.ph o www.depedmandaluyong.org



CONTROLLED COPY

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

1. Letter request addressed to the SGOD Chief
(email /hard copy)

Client /lnternal Stakeholder

Schools Division Office ot Mandaluyong

Standard Operellng Procedure
prescrihed to

. D€pEd Citizen'. ctErtrr,
e RA 1t032 Eaee of Doing Bushess Ad,
. EO 2, s.20rG F sodom d lr o.Act
o RA 10173 Oele Privscy Act

Process 'l'itle: Requett for Basic Educalion Data (lnlemal
Stakeholdor)

Documant No.: SGOD.SOP.OO2

Objective: Provide Basic Education Data, lnformation
gon6rat6d from th! Baslc Educallon lnfomauon
Systom Modul6s indudlng oducalion strgtistics,
sector performance indicalors and profile of public
and private scfrools, leaming centers and other
education service providers.

Revision: 00

Efective Date: Febtaary 15,2022

EODB
Classitication:

Vl simple
1-3 days

Complex
4-7 days

Highry Tecfinical
8-20 days

Page; 2

Client Steps Agency Action Fees
to be
Paid

Processing
Time

Person
Responsible

1. Submit signed
Letter Request to the
SGOD Chief
(Email/Hard copy)

1 .1. Receive letter request from the
client and fonvard to the SGOD
Chief

None 1 0 minutes SGOD /
Records Staff

1.2. Refer letter request to Planning
Officer

None 5 minutes SGOD Chief/
Records Staff

1.3. Make the necessary action
undertaken to the said letter request

None 2 days Planning Officer

'1.4 Refer the Report to the SGOD
Chief for validation and signature

None 15 minutes Planning Oflicer

1 .5. PreparB the transmittal letter to
bs signed by SDS

None 5 Minutes Planning Officer

1.6 Retum the documents signed by
the SDS to ule SGOD Statr

None 2 minutes OSDS Staff

1



2.Receive the
necessary documents

2.1 R€lease the dooments to the
end User

None 2 minutes SGOD /
Records Stafi

2 steps 7 steps None 2 days, 39
minutes

Frcodom o, Hormadon Etrtsm.nl
This document will be publishad intamally and extemally. Any

data from this process can be requested through
https //foi.qov-ph

Data Privacy Statemant
Any data from this process are processed for the purpose of
implementing a Qualty Mansgement System. AJI data will be

proTytd in accordance with the Data Pnyacy AlA.

Prepared Ot,TWJr;,
ue- oelMaa.le Nce

Planning Omcer lll

Revier,ved bv: \ / /' .N{J
DR. AURELToTSI'SL58Ato, CESE

Approved

DR. cEso vt
SDS

2



s

l&epubli. of tbe lBbitippin?s

Department of @Ducution
National Capital Region

Schools Division Office - Mandaluyong City
--{o.r

2.
purpo

Offic€ of the Schools DiYision
Superintendent

February L5, 2o22

OFFICE MEMORANDIIM
Ifo. o57 , c,20/22

DEPLOYUETT OF SGOD-SOP-q)3 REVISIOIII OO TITLED AS
RIQI'EST FOR DATA r1OR EBEIS/LIS/ITAT AITD PERIIORUAI{CE IITDICATORS

To Oflicer In-Charge, Oftice of the Assistant Schools Division Superinte ndent
Chief Education Supervisors, CID and SGOD
Oflicials, OSDS, CID and SGOD
All Others Concerned

1. This Office hereby deploys the approved Standard Operating Procedure with
the following details:

Process Title: Request for Data for EBEIS/LIS/NAT and
Performance Indicators

Document No. SGOD.SOP-OO3
Revision: 00
Effective Date February 16, 2022
Process Owner: Ma. Delma A. Abringe

For the information, guidance, and compliance of concerned for the
se of implementing ISO 9001:2015 Quali Managemen stem.t

Schoo Division tE

Encl. : As stated
Reference: NONE

To be indicated in the PerDetual lodex
Under the followinS subjects:

PROCEDURE

SVO / JDSM/ February | 5, 2022

Calbayog st., Brgy. Highway Hills, Mandaluyong City

OSDS 79555921 . AO 79561263 . CIO 79552557 . SGOD 85349810

sdo.mandaluyong@deped.gov.ph o www depedmandaluyong.org k

cEso



Standard Op€rating Procedure
prescribed to

. DepEd Citizen's Charter,

. RA 11032 Ease ot Doing Business Act,

. EO 2, s. 2016 FrB€dom of lnfo. Acl

. RA 10173 Data Privary Act

Request for Oata for EBEIS/LlS/NAT and
Per{ormance lndicators

Document No-: SGOD€OP.OO3

Obiective: This service is intended for the processing of
requests of data for EBEIS, LlS, NAT, and
Performance lndicators.

Revision 00

Effective Date: February 16,2022

EODB
Classification

!l simpte I Complex ! Higrrry tectrnicat
1-3 days 4-7 days 8-20 days

Page:

CONTROLLED COPY

Schools Division Office of Mandaluyong

cess Title:

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

'l . Letter request (email /hard copy) Station assignment (to be secured by the
concemed employee)

Fees to
be Paid

Processing
Time

Person
Responsible

Agency ActionClient Steps

1 0 minutes Records UnitNone'I .1 . Receives letter request to
be forwarded to the SDS for
refenal

5 minutes SDS/Records UnitNoneI .2. Refer lefter request to
Chief, SGOD

Chief, SGODNone 5 Minutes1 .3. Refer the Letter request to
Planning fficer

Planning Officer2 days1.4. Make the necessary action
undertaken to the said letter
request

Planning OfiicerNone 5 minutes1 .5. Prepare the transmittal
letter and attachments to be
signed by SDS

Records Officer/
Unit Staff

None 2 minutes2.1 Release the documents to
the End User

2, Receive the
necessary document

None 2 days,27
minutes

email/hard copy)

1

2 steps

None

6 steps

1 . Letter request
Cdressed to SDS



PreDared bv: ^'"[tytal'w;<x
MA. DELMA A. mftwoe

Planning Officer lll

Freedom of lnformation Statement
This documentwill be published intemally and extemally. Any

data from this process can be requested through
l)ltps , l.r !u'r !h

Data Privacy Statement
Any dala from this process are processed for the purpose of
implementjng a Ouality Management System. All data will bB

processed in accordance with the Data Privaty Acl.

DR. AURELIO G.
otc,

CESE

Reviewed by:

CESO Vr
SDS

DR.

Approved

2
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Depsrtment of @luration
National Capital Region

Schools Division Offrce - Mandaluyong City

BY:

1[-j4/E\i,I,E

Office of the Schools Division
Superintendent

Febnrary 15, 2o22

OFFICE MEMORAIIIDIIM
IYo. 06 2- s.2o22

DEPLOYMEITT OF SGOD.SOP.q)6 REVISIOIT OO TITLED AS
SCHOOL LEARITII{G AIf D DEVELOPMEIYT

To: Oflicer In-Charge, Office of the Assistant Schools Division Superintendent
Chief Education Supervisors, CID and SGOD
OIlicials, OSDS, CID and SGOD
All Others Concerned

l. This Office hereby deploys the approved Standard Operating Procedure with
the following details:

2. For the information, guidance, and compliance of all conce ed for the
purpose of implementing ISO 9001:2O15 Quality Yanagement 

Systet

ROMELA M. CRUZ, vL

"? Division supe ent 2.

Encl. : As stated
Reference: NONE

To be indicated in tlle Perpetud Isdc*
Under the following subjects:

PROCEDURE

SVO/JDSM/February 1'5, 2022

School Learning and DevelopmentProcess Tifle:

Document No. SGOD.SOP.O06
Revision oo

February 16, 202'2 1Effective Date:
Johnlord S. MendozaProcess Owner:

kCalbayog St., Brgy. Highwav Hills, Mandaluyong City

OSDS 79555921 . AO 79567263 . CID 79552557 ' SGOD 85349810

sdo.mandaluyong@deped.gov.ph o www.depedmandaluyonS org

'. iiil/luYoNG I



CONTROLLED COPY

Schools Division Office of Mandaluyong

Standard Operating Procedure
prescibed to

. DepEd Citizen's Charler,

. RA 11032 Easo of Doing Business Aci,

. EO 2. s. 2016 Freedom of lnfo. Act

. RA 10173 Data Privacy Ac,t

Process Title: School Leaming and Development Document No.: SGOD.SOP-OO6

Objective: A strategic initiative based on the result of the
consolidated Development Plan and other similar
needs assessments to address any competency
gap or gaps that affect or contribute to a
personnel's performance. This could be done
through Leaming Action Cell (SLAC), Coaching
and Mentoring, ln-Service Training (INSET), Work
lmmersion, or Team Development.

Revision 00

Effective Date: Febuary 16,2022

EODB
Classification

g simpte
1-3 days

Complex
4-7 days

Highly Technical
8-20 days

Page:

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Division Training Plan Form SEPS HRD

Accomplished IPCRF Concemed Personnel / Group

Accomplished Development Plan Concemed Personnel / Group

Project Proposal Concemed Personnel / Group

M&EForm SEPSM&E

Client Steps Agency Action Fees to
be Paid

Processing
Time

Person
Responsible

1. Submit the
Requirements

1.1 Receive complete requirements None 5 minutes Training
Proponents

1.2 ldentify the strengths and needs
of teachers

None 'l day Training
Proponents

1 .3 Crafting of Development Plan None l day Training
Proponents

1.4 Conduct of lntervention None Training
Proponents

1.5 Monitoring & Evaluation None 30 mrns SEPSM&E

'l step 5 steps None

1

(Depends on
lntervention)

2 days and 35
minutas (plus

number of
hours/days

dependent on
interYention

tvpe)



;
J

Frecdom of lnformatlon Statement
This document will be published intemally and exemally. Any

data trom this procsss can b6 raquested lhrough
hltpsr//foi gov ph

Any data from this process are processed
implementing a Quality Management

Oata Privacy Statemenl

in with the Privacy Act.
. All data will be
the purpose of

Prepared by:

JOHNL
HRD

ENDOZA DR. AURELIO G.
otc,M CESE

Reviewed by:

CRUZ, CESO VI

2
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lRepublir ot tl,e Slritiplined

Depurtment of @bucstion
National Capital Region

Schools Division OIfice - Mandaluyong City

c4ct

JAN 2.{ 2022 'r:3sr".

Ofrice of the Schools Division
Superintendent

January 24,2022

OFFICE MEMORANDI'M
IYo. 02/t , s,2o22

DEPLOYMEITT OF AI'U.SOP-OO8 RTVISIOT 01 TITLED AS
ACCEPTA.TCE AITD DISTRIBUTIOII OF TEXTBOOK,

aUPPLIES /rrD EQITIPMETT

To: Olfrcer In-Charge, Office of the Assistant Schools Division Superintendent
Chief Education Supervisors, CID and SGOD
Oflicia-ls, OSDS, CID and SGOD
AII Otlers Concerned

1. This OIEce hereby deploys the approved Standard Operating Procedure with
the following detqils:

Process Title: Acceptance and Distribution of Textbook, Supplies and
Equipment

Document No. ADM.SOP-OO8
Revision: 01
Effective Date: January 25, 2022
Process Owner Arturo C. Morales

2. For the information, guidance, and compliance of all c med for the
purpose of implementing ISO 9001:2015 Quality Management S

M. CRU , cEsovI
Assistant Division Superintende nt

oaOIIicer In-Charge J
Oflice of the Schools Division Superintendent

Encl. :

Reference:
As stated
NONE

To be indicated in the PerDetual Itrdea
Under t]le following subjects:

PROCEDURE

SVO/JDSM/January 24, 2022

iv

Calbayog St., Brgy. Highway Hills, Mandaluyong City
OSDS 79555921 o AO 79561253 . CID 79552557 . SGOD 85349810
sdo.mandaluyong@deped.gov.ph r www.depedmandaluyonS.org



CONTROLLED COPY

Schools Division Office of Mandaluyong

Process Title:

Standard Operating Procedure
prescibed to

. DepEd Citizen's Charte(
o RA 11032 Ease of Doing Business Act,
. EO 2, s.2016 Freedom of lnfo. A6{
. RA 10173 Data Pivacy Acl

Document No.: ADM-SOP.OO8Acceptance and Distribution of Textbook,
Supplies and Equipment

Revision 0'rTo establish and maintain a systematic
acceptance of textbook, common supplies
and equipment in the office Effective Date: January 25,2022

Objective:

EODB
Classification:

Z Simpte I Comptex E Highly Technical
1-3 days 4-7 days 8-20 days

Page: 2

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Supplier

Sales lnvoice Supplier

Client Steps Agency Action Processing
Time

Person
Responsible

1. Supplier delivers
the textbook,
supplies and/or
equipment

'1.1 Supply Staff receives and inspects
delivered goods

None 10 minutes Supply Staff

1.2 Check the quantity of the ilems
received through comparing the delivery
receipt, inspection and acceptance
receipt, and property transfer report to
the Purchase Order and/or Property
Transfer Report of the originating oflice.

None 1 0 minutes Supply Staff

'l .3 lnspect, verify, approve the receipt of
textbooks and/or equipment.

None '10 minutes Supply Staff

1.4 Prepare Property Transfer Repo( for
recipient schools.

None 1 0 minutes Supply Ofiicer

1.5 Review and approve the Property
Transfer Report

None 10 minutes Supply Stafl

1.6 lnform the recipient schools/office for
the distribution of textbooks and/or
equipment.

None 2 minutes Supply Staff

2. Receive the
textbook and/or
equipment

2.1 Forward the textbook and/or
equipment together with the copy of
lnventory Custodian Slip or Property
Acknowledgment Receipt

None 1 0 minutes Supply Staff

2 steps None 62 minutes

1

Delivery Receipt

Fees to
be Paid

7 steps



F

by:

ARTURO C.MORALESI
Administrative Officer lV

Supply and Property Sec{on

CONTROLLED COPY

Fieedom of lnfomation Statement
This document will be published intemally and extemally. Any

data lrom this process can be requested through
]!a,sr !4!4rlr

Data Privacy Statement
Any data from this process are procossed for the purpose of
implementing a Qualily Management System. All data willre

processed in accordance with the Data Pnvacy Al/

o.,#"r"=
ASDS/ \

Reviewed by:

DR. AURELIO G
otc,

DR. CESEM.
OIC, SD

2

t
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Aelubtit ot tl,e pbitfpprnes

Depsrtment of @Ducution
National Capital Region

Schools Division Oflice - Mandaluyong City

Lra4a&

r:(9rr

Ofrice of the Schools Division
Superintendent

Jaouary 24, 2022

OFFICE MEMORANDTIM
1Io. O18 , s.2o22

DEPLOYMEIIIT OF ADU-SOP-O34 RTVISIOIT OO TITLED AS
DISTRIBUTIOIII OF PRIIYTED SELF-LEARITITITG UODITI,ES IIY

DISTAI| CE LEARIIIUIG UODALITY

To: Offrcer In-Charge, OfEce of the Assistant Schools Division Superintendent
Chief Education Supervisors, CID and SGOD
Oflicials, OSDS, CID and SGOD
All Others Concerned

1. This OIEce hereby deploys the approved Standard Operating Procedure with
the following details:

Process Tit-le: Distribution of Printed Self-karning Modules in
Distance lraming Modality

Document No. ADM-SOP-034
Revision: 00
Effective Date: January 26, 2022
Process Owner: Arturo C. Morales

2. For the information, guidance, and comp liance of all c cemed for the
purpose of implementing ISO 9001:20 f 5 Quality Management tem.

ELAM. , cEsovI
Assistant hools Division Superintendent

Oflicer In-Charge f c--

Encl. : As stated
Reference: NONE

To be indicated in the Perpetual Isde8
Under the following subjects:

PROCEDURE

SVO/JDSM/January 24, 2022

bCalbayog St., Brgy. Highway Hills, lr4andaluyong City

OSDS 79555921 . AO 79567263 . CID 79552557 . SGOD 85349810

sdo.mandaluyong@deped.gov.ph o www.depedmandaluyong.org

JAil 2 5 202

Office of the Schools Division Superintendent



CONTROLLED COPY

Schools Division Office of Mandaluyong

Standard Operating Procedure
prescribed to

. DepEd Citizen's Charter,

. RA 11032 Ease ot Doing Business Ac,t.

. EO 2. s. 2016 F.eedom of lnfo. Act

. RA 10173 Data Pnvacy Ac{

Disaibution of Printed Self-Leaming Modules in
Distance Leaming Modality

Document No. ADM-SOP-034

Revision: 00Objective The process of distributing Self-Learning
Modules to parents in School or in

designated Drop-Off Stations. Basic
Education-Learning Continuity Plan (BE-
LCP) introduces difierent Distance Leaming
Modalities that suit to the leamers'

present situation in line with COVID 19
pandemic. Using Printed Modular
Leaming Modality is generally appropriate for
learners in most cities and
provinces. Learners and parents are being
oriented on the Leaming Modality

especially on their new roles and how leaming
at home will be facilitated. Self-
Learning Modules will be distributed to each
learner.

Effective Date: January 26,2022

EODB
Classification

! simpte ! Complex
1-3 days 4-7 days

! Highty tecnnicat
8-20 days

Page

WHERE TO SECURE

1. Clearance from the Local IATF
2. Safety & Health Protocols Guidelines

3. Disinfection booth atlhe entrance
4. Distribution booth with protective plastic shields
5. Disinfeclion supplies, face masks and face

shields

Prepared by the School Personnel/
Teachers/ School Supply Oflice

6. Attendance to the Orientation of BE-LCP and
Process of Distribution of Modules

Conducted by the School

7. Student ldentification Card Learners/Students

Client Steps Agency Action Fees to
be Paid

Processing
Time

Person
Responsible

1. Parents report to the
Drop-Off Stations for the
firsl distribution

1.1 Apply disinfection
procedure and body
temperature check at the
disinfection booth.

None 5 minutes Security
Guard/School

Personnel

1.2 Ask the leamer's name None 10 minutes

1

Process Title:

2

CHECKLIST OF REQUIREMENTS

Barangay/Municipal IATF

Class Adviser



and release the module at the
releasing window of the
Distribution Booth.

Remind the parents per grade
level about the schedule
distribution and retrieval of
SLMs.

1.3.Log aftendance with
necessary information.

None 5 minutes Teacher-in-
charge

2. Parents return the
module after a week
with learner's outputs.

2.1 Receive the module with
leamer's outputs at the
receiving window of the
Distribution Booth. Check the
completeness using module
monitoring checklist.

None 1 0 minutes Teacher-in-
charge

3. Segregate the
submitted SLMs and
Answer Sheets.

3.1 Assist parents to place the
SLMs and Answer Sheets in
the designated/prepared
boxes for fast segregation-

None 3 minutes School Personnel

4. Parents receive the
new modules.

None 5 minutes Class Adviser

4.2.Log attendance with
necessary information.

None 5 minutes Teacher-in-
charge

4.3 Place the submitted SLMs
and Answer Sheets in the
disinfecting room

None Teacher-in-
charge

4.4 Deliver the submitted
SLMs and Answer Sheets to
the subject teacher

None 5 minutes Teacher-in-
charge

4 steps 9 steps None t hour and 3
minutes

Freedom of lnformation Statement
This document will be published intemally and extemally. Any

data from this process can be requested through
htlps /rioi.qo'.,.ph

Data Privacy Statement
Any data from lhis process are processed for the purpose of
implementing a Quality Management System. All data will be

processed in accordance with the Data Privacy Act.,

Prepared by:t
ARTURO C. MORALES,

Supply Officer v

Reviewed by:

DR. AURELIO G. ALF
OIC, AS

, CESE

Approved by:

ELA M,
otc,

DR. z, cESo vl

2

4.1 Release the new module
at the releasing window of the
Distribution Booth.

15 minutes
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Eepublic of tte mbitippines

Department of @lucution
National Capital Region

Schools Division Offrce - Mandaluyong City
EP T ilZllZt*',

Office of the Schools Division
Superintendent

September 20,2O2L

OFFICE MEMORANDIM
n". O1 - 2L' s,2o2L

DEPIDYMENT OF ADM.SOP.OIO REVISION 01
TITLED AS IIWENTORY

To: Oflicer In-Charge, Oflice of the Assistant Schools Division Superintendent
Chief Education Supervisors, CID and SGOD
Oflicials, OSDS, CID and SGOD
All Others Concerned

1. This Office hereby deploys the approved Standard Operating Procedure with
the following details:

Process Title: Inventory
Document No. ADM-SOP-O1O
Revision: o1
Effective Date: September 22, 2027
Process Owner: Arturo C. Morales

2. For the information, guidance, and compliance of
purpose of implementing ISO 9O01:2O 15 Quality Manageme:

RO ELA CRUZ, CESE
Assistant S ls Division Superintenden

cer In-Charge
Oflice of the ols Division Superintendent

Encl. :

Reference:
As stated
NONE

To be indicated in the Perpetual IDdcx
Under tie following subjectsi

PROCEDURE

SVO/JDSM/Septernl>er 20, 2Q2 |

concerned for the
t System

I
r

bCalbayog St., Brgy. Highway Hills, Mandaluyong City

o5D5 79555921 . AO 79561263 . CID 79552557 . SGOD 85349810

sdo.mandaluyong@deped.gov.ph o www.depedmandaluyong.org

Tciinors otrsnrl orricr Np"toriiiidio

I

I
0/'r



Schools Division Office of Mandaluyong

Standard Operating Procedure
prescribed to

. OepEd Citizen's Charte(

. RA 11032 Ease ol Doing Business Act,

. EO 2. s. 2016 Freodom ot lnto. Ac{

. RA 10173 Data Privacy Acl

Process Title: lnventory ADM-SOP-O1O

Objective: Revision 01

Effective Date Seplember 22, 2021

EODB
Classification:

! simpte
1-3 days

! Complex
4-7 days

Z Highly Technical
8-20 days

Pages: 2

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Report on the Physical Count of Property, Plant
and Equipment (Php 15,000 above)

Dlvision Supply and Progerly I
School Custodian

Report on Physical Count and lnventory
(Php 15,000 below)

Dlvision Supply and Property /
School Custodian

Property/Stock Card Dlvision Supply and Property /
School Custodian

Client Steps Agency Action Fees to
be Paid

Processing
Time

Person
Responsible

None 3 hours

1 .2 Prcparc and release memorandum
on the schedule inventory

None 60 minutes Supply Officer

2. SDO ofiices and
schools prepare
necessary
documents for the
inventory

None Supply lnventory
Team

2.2 Verifies/checks all included in the
RPCPPE/RPCI submitted by the
schools against the Prope rty/Stock
Card

None Supply lnventory
Team

2.3 Sign Property/Stock Card against
the submitted RPCPPE/RPCI

None Supply lnventory
Team

2.4 Review and accept RPCPPE/RPCI None

'10 days

Supply lnventory
Team

None 22 days Supply Staff

2.6 Review and approve consolidated
RPCPPEiRPCI

None 8 hours Supply Officer

1

CONTROLLED COPY

Document No.:

To establish and maintain an effective and
systematic inventory procedure of DepEd
government assets and properties.

1.1 Supply and Property Section
conducts meeting and create inventory
committee and schedule

Supply Officer

2.1 Committee conducts actual
inventory of RPCPPE/RPCI

2.5 Consolidates RPCPPE/RPCI



2.7 Fovatd consolidated report to
Superintendent for signature

None 30 minutes Superintendent

2.8 Signed reports forwarded to COA
and Accounting Unit

None 10 minutes Supply Staff

2.9 File copies of report None 5 minutes Supply Staff

2 steps 'l l steps None 31 days,
108 minutes

Freedom of lnformation Statement
This document will be published intemally and extemally. Any

data ftom this process can be requested through
httos://for.qov.oh

Dala Privacy Statement
Any data from this process are processed for tte purpose of
implementing a Ouality Management System^ll data will be

pyessed in accordance with the Datalrivacy Act.

Prepared by: t
lrru

ARTURO/C. MORALES
Adminislative Officer lV

Supply and Property Section
^*l*edos\

Reviewed by:

DR. AURELIO G
orc,

CESE

Ap

DR, . CRUZ, CESE
ot SDS

2



Ilepubtir of tbP {0bilippnr16

Department of @!ucation LRdi

National Capital Region
Schools Division Office - Mandaluyong City

l:osPr,,-

Ofrice of the Schools Division
Superintendent

January 24, 2o22

OFFICE MEM ORAITDIIM
Itto. O21 , d.2022

DEPLOYMEI{T OF ADM.SOP.OSs REVISIOIT OO TITLED AS
PROPERTY AIID EQUIPMEITT CLEARAITCE SIGTIIIG

To OIIicer In-Charge, Office of the Assistant Schools Division Superintendent
Chief Education Supervisors, CID and SGOD
OI[cia]s, OSDS, CID artd SGOD
All Others Concerned

1. This OfEce hereby deploys the approved Standad Operating Procedure with
the following details:

Process Title: Property and Equipment Clearance Signing
Document No. ADM.SOP-035
Revision 00
Effective Date: January 26,2022
Process Owner: Arturo C. Morales

2. For the information, guidance, and compliance of all rned for the
purpose of implementing ISO 9001:2015 Quality Management tem

RO M. , cEsovI
Assistant ools Division Superintendent

Oflicer In-Charge ! v-
O{fice of the Schools Division Superintendent

Encl. :

Reference:
As stated
NONE

To be indicated in the Penetqal ladex
Under tJle following subjects:

PROCEDURE

SVO/JDSM/January 24, 2022

Calbayog 5t., Brgy. Highway Hills, Mandaluyong City
OSDS 79555921 . AO 79551253. CID 79552557 . SGOD 85349810
sdo.mandaluyong@deped.gov.ph o www.depedmandaluyong.org k



CONTROLLED COPY

Standard Operating Procedure
prescibed to

. DepEd Citizen's Charter,

. RA 11032 Ease d Doing Businoss Acl,

. EO 2, s.2016 Freedom of lnfo. Acl

. RA 10173 Data Privacy Act

Process Title: Property and Equipment Clearance Signing Document No.: ADM-SOP.O35

Revision: 00This process is signing of PECF form
retirement, resignation, transfer of division,
leave or travel abroad. Effective Date: January 26,2022

EODB
Classification

! simpte
1-3 days

Complex
4-7 days

Highly Technical
8-20 days

Page 1

Schools Division Office of Mandaluyong

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Property and Equipment Clearance
Form (PECF) - 3 original copies

and 1 photocopy

Human Resources Management Section

Client Steps Agency Action Fees to
be Paid

Processing
Time

Person
Responsible

1 .'l Receive the accomplished
form and checks if the concemed
employee has an accountability for
property and equipment.

a. lf an employee has no
accountability, the supply officer
signs the clearance part on property
and equipment.

b. lf concemed employee has
accountability, supply officer will
request employee to settle all
accountability.

None '15 minutes Supply and Property
Section

2. Receive signed
clearance form.

2.1 File copy of signed clearance
form.

None Human Resources
Management

Section

2 steps 2 steps None 20 minutes

'I . Submit the
accomplished form and
turn over all the
properlies and
equipments (if
any)

Freedom ol lnformation Statement
This document will be published intemally and extemally. Any

data from this process can be requested through
https://foi .qov.ph

Data Privacy Statement
Any data lrom this pro"""s ard processed for the purffi of
implementing a Oualrty Management System. Allday'will be

processed in accordance with the Data Privac/Act.

DR. AURELIO G. AL , CESE

Reviewed by

OIC, AS
DR.

App

MELA M.
otc,

z, cEso vt

1

f..

Objective:

5 minutes

Preoared bv: -/' f,F--
ARTUdO C. MORALES

dupply Officer



...'i5"',t
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Bepublir of tlle Sbitippines

Department of @lucstion
National Capital Region

Schools Division Office - Mandaluyong City
2:osP4.

oa.oc6

Januaty 21, 2022

OFFICE MEMORANDTIM
Ilo. o22 s.2022

Offrcer In-Charge, Office of the Assistalt Schools Division Superintendent
Chief Education Supervisors, CID and SGOD
Officia,ls, OSDS, CID and SGOD
Al1 Others Concerned

1. This OIIice hereby deploys the approved Standard Operating Procedure with
the following details:

Process Title: Requisition and Issualce of Supplies
ADM-SOP.OO9

Revision: 01
trffective Date: January 25, 2022
Process Owner: Arturo C. Mora-les

'2. For the information, guidance, and compliance of all co ed for the
purpose of implementing ISO 9001:2O 15 Quality Management Sys

M. cEso vI
Assistant Sch ls Division SupenntendenXi

?--rCer In-Charge &
Offrce of the ools Division Superintendent

To be indicated in the Perpetual Ilder
Under the following subjects:

PROCEDURE

SVO/JDSM/January 21, 2O22

kCalbayog St., Brgy. Highway Hills, Mandaluyong City
OSDS 79555921 . AO 79561263 . CIO 79552557 . SGOO 85349810
sdo.mandaluyong@deped.gov.ph o www.depedmandaluyong.org

iiT[NT[-2V2Z

Office of the Schools Division
Superintendent

DEPLOYMETT OFADM.SOP.fiD REVISIOT 01 TITLED AS
RTQT'ISITIOT AIID ISSUAICCE OF ST'PPLIES

To:

Document No.

Encl. : As stated
Reference: NONE



CONTROLLED COPY

Schools Division Office of Mandaluyong

Standard Operating Procedure
prascribed to

. DepEd Citizen's Charte(

. RA 11032 Easo of Ooing Business Act,

. EO 2, s. 2016 Freedom oI lnfo. Act

. RA 10173 Oaia Privacy Ac,

Process Title Requisition and lssuance of Supplies ADM.SOP.O09

Revision: 01Objective:

Effective Date: January 25,2022

I Simple
1-3 days

Complex
4-7 days

Page: 1

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Requisition and lssue Slip Supply and Property Section

Property Acknowledgment Receipt Supply and Property Section

lnventory Custodian Slip Supply and Property Section

Stock Card Supply and Property Section

Client Steps Agency Action Fees to
be Paid

Processing
Tlme

Person
Responsible

'1. SDO Ofiicial requests
for supplies/equipment

1.1 Receives Requisition and lssue
Slip with signature

None 5 minutes Supply Staff

1.2 Verifles Stock Availability None 10 minutes Supply Staff

1.3 lf available, issue signed PAR if
more than Php 15,000 or signed
ICS if below Php 15,000

None Supply Staff

2. SDO Official receives
supplies/equipment

2.1 Updates Stock Card None 10 minutes Supply Staff

2 steps 4 steps None 35 minutes

Freedom of lnformatlon Sta(ement
This document will be published intemally and ertemally. Any

data from this process can be requBsted through
httos:'1for.aov.ph

Oata Privacy Statement
Any data trom thrs process are processed for the purpose of
implemenling a Quality Management System. All data v{iu be

processed in accordance with the Data Privacy Acl

Prepared by: /r r--
ARruRqc. MoRALEy)
Administrative Officer lV

Supply and Property Section

Reviewed bv: / /

DR. AURELTo G. AL\$cESE
otc, ASr \

so vt
OIC, SDS

Approved

DR. R

1

Document No.:

To establish and maintain a systematic
distribution/provision of common supplies and
equipment in the office

EODB
Classification:

Highly Technical
&20 days

lf not available, SDO OUcial
requests for purchase

1 0 minutes
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Selubtic of tbe SIitippineg

Department of @lucstion
National Capital Region

Schools Division OIfice - Mandaluyong City

8Y

Office of the Schools Division
Superintendent

September 20,2O2L

OFr.ICE MEM
I{o.rA - l0

ORAITDT'M

- 
s,2O2l

DEPLOYMENT OF ADM-SOP-OO8 RE\IISION OO
TTTLED AS ACCEPTANCE OF COMMON St PPLTES AND EQIIrpMrrrT

To: OIIicer In-Charge, Office of the Assistant Schools Division Superintendent
Chief Education Supervisors, CID and SGOD
Oflicials, OSDS, CID and SGOD
Al1 Others Concerned

l. This Oflice hereby deploys the approved Staldard Operating Procedure with
the following details:

Process Title: Acceptance of Common Supplies and Equipment
Document No ADM-SOP-OO8
Revision: o0
Effective Date: September 22,2027

Arturo C- Morales

2. For the information, guidance, and compliance of
purpose of implementing ISO 9OO1:20f 5 Quality Managem System.

RO M. , CESE
Assistant Sch ols Division Superintenden

fficer In-Charge
ools Division Superintendent

I

Encl. : As stated
Reference: NONE

To be indicated in the PerDctual lader
Under the following subjects:

PROCEDURE

SVO/JDSM/September 20, 2O2l

bCalbayog St., Brgy. Highway Hills, Mandaluyong City
OSDS 79s55921 . AO 79561263 . CtD 79552557 . SGOD 85349810
sdo.mandaluyong@deped.gov.ph . www.depedmandaluyong.org

SCH00tS t}Msl0N off lCE MAI'I0AIUY0NG

RTCORt}S SECTiON

i'l

Process Owner:

concerned for the

Oflice of the l*



Schools Division Office of Mandaluyong

Standard Operating Procedure
prescibed to

. D€pEd Citizen's Charter,

. RA 11032 Eas€ of Doing Businass Ad,

. EO 2. s. 2016 Fr€odom of lnlo. Ac1

. RA 10173 Data Privacy Ac1

Acceptance of Common Supplies and
Equipment

ADM-SOP.OO8

To establish and maintain a systematic
acceptance of common supplies and
equipment in the ofiice

Revision: 00

Effective Date: September 22, 2021

EODB
Classification

Z Simpte
1-3 days

Complex
4-7 days

Highly Technical
8-20 days

Page: 1

WHERE TO SECURE

Delivery Receipt Supplier

Sales lnvoice Supplier

Client Steps Agency Action Fees to
be Paid

Processing
llme

Person
Responsible

1.1 Supply Staff receives and inspects
delivered goods

None 10 minutes Supply Staff

1.2 Once inspected, accepts the
delivered goods

None '10 minutes Supply Staff

None 2 minutes Supply Officer

1.4 Records all deliveries in the Stock
Card

None 10 minutes Supply Staff

'1.5 Files copy of DR or Sl None 2 minutes Supply Staff

1.6 Store goods in the Stock Room None Supply Staff

1 steps 6 steps None 44 minutes

Fr€edom of lnformation Statement
This document will be published intemally and extemally. Any

data from this process can be requested through
h tto s: //fot.soy. p h

Data Privacy Statement
Any data from this process are processed Ior the purpose of
implementing a Quality Management System. All datg^vill be

?rocessed 
in accordance with.the Data PnvaclAct.

DR. AURELIO G. A SO, CESE

Reviewed by

OIC, AS

Approved

DR. RO UZ, CESEELA M.
OIC, S

Prepared by:
h,-

ARTURQy'C. MORALES
Administtative Officer lV

Supply and Property Section

CONTROLLED COPY

Process Title: Document No.:

Objective:

CHECKLIST OF REQUIREMENTS

1. Supplier delivers
the supplies and
equipment

1.3 Sign copies of Delivery Receipt or
Sales lnvoice

10 minutes

1
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Bepartment of @lucation
National Capital Region

Schools Division Offrce - Mandal ong City Ef-z-ft h
Office of the Schools Division
Superintendent

September 20,2O2l

DEPLOYMEIIT OF ADM-SOP-OOg REYISION OO
TTTLED AS PROVTSTON OF COMMON SITPPLTES AND EQUTPUENT

To: Oflicer In-Charge, Office of the Assistant Schools Division Superintendent
Chief Education Supervisors, CID and SGOD
Officials, OSDS, CID and SGOD
All Others Concerned

1. This Offrce hereby deploys the approved Standard Operating Procedure with
the following details:

Process Title: Provision of Common Supplies and Equipment
Document No. ADM-SOP-OO9
Revision
Effective Date: September 22, 2027
Process Owner: Arturo C. Morales

2. For the information, guidance, and compliance of all cerned for the
purpose of implementing ISO 9OO1:2O15 Quatity Management em.

RO M. CESE
Assistant Schools sion Superintenden

offi r In-Charge
Office of the ls Division Superintendent f'-

Encl. : As stated
Reference: NONE

To be indicated in the Perpetual Iuder
Under the following subjects

PROCEDURE

SVO/ JDSM/ September 20, 2O2 I

b

bCalbayog St., Brgy. Highway Hills, Mandaluyong City
OSDS 79555921 . AO 79561263 . CID 79552557 . SGOD 85349810
sdo.mandaluyong@deped.gov.ph . www.depedmandaluyong.org

0l "^t -

;Bepublir of trs lBbilippin?,

OFFIct MEMORANDInI
no. i)4 - l4 s.2o2]-ll---..----.------.

00



CONTROLLED COPY

Schools Division Office of Mandaluyong

Standard Operating Procedure
prescibed to

. DepEd Citizen's Charter,

. RA 1'1032 Ease of Doing Business Act,

. EO 2, s. 2016 Freedom of lnfo. Act

. RA 10173 Data Privacy Act

Process'l-itle: Provision of Common Supplies and
Equipment

Document No.: ADM-SOP.OOg

To establish and maintain a systematic
distribution/provision of common supplies and
equipment in the office

Revision: 00

September 22, 2021

EODB
Classification

! Simpte
1-3 days

Complex
4-7 days

Highly Technical
8-20 days

Page 1

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Requisition and lssue Slip Supply and Property Section

Property Acknowledgment Receipt Supply and Property Section

lnventory Custodian Slip Supply and Property Section

Stock Card Supply and Property Section

Client Steps Agency Action Processing
llme

Person
Responsible

1.'l Receives Requisition and lssue
Slip with signature

5 minutes Supply Staff

1 .2 Verifies Stock Availability None 1 0 minutes Supply Staff

1.3 lf available, issue signed PAR if
more than Php 15,000 or signed
ICS if below Php 15,000

lf not available, SDO Official
requests for purchase

None 10 minutes Supply Staff

2. SDO Official receives
supplies/equipment

2.1 Updates Stock Card None 10 minutes Supply Staff

2 steps None 35 minutes

Frocdom of lnformation Statement
This document will be published intemally and extemally. Any

data fmm this process can be requested through
hllPS,4Jor'qov.Ph

Data Privacy Statement
Any data from this process are processed fof the purpose of
implementing a Quality Management System. All 6

e Oata Pnv/cy Act
ta will be

processed in accordance with th

DR. AURELIO G. A SO, CESE

Reviewed by

otc,

Approved

DR. RO UZ, CESE
OIC, S

M.

1

Objective:

Effective Date:

Fees to
be Paid

1. SDO Official requests
for suppli6s,/oquipm6nt

None

4 steps

Prepared by: /
ARTUR#:MORALES
Adminifrative Offcer lV

Supply and Property Section
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