Republic of the Philippines
Bepartment of Education

REGION X1
SCHOOLS DIVISION OF PANABO CITY

Office of the Schools Division Superintendent

DIVISION MEMORANDUM
SGOD-2025-0167

To : Assistant Schools Division Superintendent
Chiefs of the Schools Governance and Operations Division and
Curriculum Implementation Division
All Concerned

Subject : LAUNCHING OF “ONE DEPED, ONE QMS” OPERATIONS MANUAL
OF SCHOOLS DIVISION OFFICES

Date : March 26, 2025

Attached is Regional Memorandum No. PPRD-2025-022 re: Launching of
“One DepEd, One QMS” Operations Manual of Schools Division Offices April 28,
2025 during the face-to-face Management Committee meeting, contents of which are
self-explanatory.

All functional divisions must complete the components of the Operations
Manual and submit an e-copy (PDF) on or before April 18, 2025 through:
https://tinyurl.com/SDONQMSPlanningDocs and https://drive.google.com
/drive/u/0/folders/ 1 KMCOfeYsBD-rt8Q 1GAVdPA7nOECf23X

For questions, please coordinate with Erick S. Dalumpines, QMS Secretariat
Team Leader, at erick.dalumpines@deped.gov.ph or Ker Denzel G. Infiesto,
Secretariat-Deputy Team Leader, at ker.infiesto@deped.gov.ph.

For your guidance and strict compliance.

yision Superintendent fp

Encl: As stated
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March 18, 2025

REGIONAL MEMORANDUM, i
PPRD-2025-022 :

LAUNCHING OF “ONE DEPED, QONE QMS” OPERATIONS MANUAL OF
SCHOQLS DIVISION OFFICES

To;  Assistant Regional Director
Schogls Division Superintendents

1.  Pursuant to DepEd Order No. 009, s. 2021, tifled "Institutionalization. of u

Qudlity Management .System in the Deépartment of Bducation” and DepEd
Memorandum No. 14, 8. 2022, titled *The DépEd Quality Munagement System Manual
and Procedures and Workzlnsttuéiions Manual. ™

2. The launching of the Operaﬁ‘ons Marnual (OM) per Functional Division-of the
Schools Division Offices will be on April 28, 2025 during the Face-to-Face
Management Committee meeting, -—

3,  Schools Division Offices must complete the components (See Annex) of the
Operations Manual and Submit an e-copy {PDF] on or before April 18, 2025 throughy
http:/ /tinyurl.com/SDONQMEPIatningDocs.

4.  Prompt tomplidnce with this directive is crucial in ensuiing the effective
institutionalization of the Quality Management System within the Department of
Education.

5. For questions or further ¢larification, contact Policy, Planhing and Research
Division through Emmanuel Alpha I). Sicam.

6. For guidangce and stidet coinpliande.
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CHEGKIIST OF REQUIREMENTS
OPERATIONS MANUAL

~ OPERATIONS MANUAL,

‘0SDS

CIb | SGOD

1. TitlePage

2. Tatroduction

- {3, Organizational Structire and Officé Functions

4. Legal Bases and References

5., Definition of Terms and Acronyms

_Quahty Contvol Plans )

‘A, PlanFormulation ™~ .. .- - A

1) _Strafepic Planning,

2) Medium Term Planning

3) Operational Planning

< B, * Policy:Development

1) “Policy Imiplementation

2) Policy Review _

O PerfonnanceMamtonnfrandEValuatLon -3

1) Managentent Meetings

2) I’rogram/BmJecthnplmnentahonl{emew

3) _ Office and Staff Performiance Monitoring and Appraisal

N/A

,4) Education StatlsttcsMomtonng
5) Monitoring 6f GCSS

D, Teaming Delivery-Managemert andDeveIOpment T

1) Tristructional Supervision and Management

B Leartitig:Regource Managg@eﬂt&ﬁeyﬁl.@me“ , — .\ :

1) Development of Contektualized Learning Resonrces

2) Management of Quality Assurance of LR¢/Confextualized LRs

__°F, -Education ‘Assessment & Research N

1) Design &:DeVelopmeht of Assessment. Framesvoﬂc Programs

2) Assessment Operation

3) Data Analysis & Interpretation

4} Development of Education Research FrameWnrk, Desigii

*5) Conduct of Resegrch

6) 'Utilization of ResearchData&Infoﬁnanéu

G. Leamning/PD and Manazement for Teachery . Ty

1) Design & Development of Learning/PD Standards ~

2) Management of Learning/PD Programs

3) Quality Assurance.of Leatning/PD) Programs

N/A,

N/A

N/A

NA

. 4) M&E of Learning/PD Programs,
i . L -Asset Managément,

kil

1) _Acquisition of Tangible- andIntangbleAssets ‘
2) Assef Disposition )

3) Asset'Utilization & Inyenfory

N/A

1 Pata Inforinal tiori Mariagéitient

_1) Data Dissemination

2) DataManagement

3) Management of Information Systein

£ 4. DisasterRisk Reduction & Managetdent e

1) Contingency Planning, Formulation & Fuhancemeit,

2) DRRM Information System and Research

N/A

v« o Address' F. Tortes St., Davao City (8000}
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WMN Email Addresstregionll@deped.gov.ph
5 Website; wiywidapedroxi,ph
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‘ 3). IEC and Advocacy for Resiltence

4) Léarning Continvity and Resilience Interventions

5)_Monitoring and Evaluation of Comptetiensive School Safefy
6) Parinership for Strengthening Resilignce. .

7) Resilience Education .

K. External Partnership Management rt

1) Commemorative and Other Related Events Management

2) Partuership Development arid Maunggement

NA

" L. Vinancial Mariagement . ___ T

1) Automatié Payroll Deduction System

—2)_Budget Accountability Reporting______ -

N/A

3) Budget Preparation and Approval _

4) Budget Processing and Execution

N/A

5) _Collection and Deposits

6} Conirol of Actountable.Forms,

7) Disbursément -

8), Financial Accountabxlxty and Reporhng

9) Maintenance and Closute of Baik Accounts

10) Monitoring and Recording of Financial Transaction

11} Pre-audit and Disbuisement

12) Preparation of ACIC

_ 13) Provident Bund-Managemient

14) Systems Improvement and Admintsh‘a&ve Sﬁﬂ’lce

N/A,

M, Huign ResourceManagement atid Developmtent  * %

_ 1) Compensafion and Benefi ts

2) Bmployee Relations

N/A

] ~.—3) Employee’s Welfare

4) [Leave Mdnasement

5) Personrie] Inventory

NiA

6). Personnel PerfonnanceMéna'gement

N/A,

7) Personnel Records Management

N/A

3 ]szessxoqau)es/eropmeut

/A

9) RSPI

WA

10} Rewardgandkécogmtxon

N/A

_ N, ICT Mihagemeiit . . R

1) Managenient.of ICT Solutions

2) Management of Technology Infrastiuctare

3) User support/ Helpdesk. i}

N/A

-0, " Infrastnicture Manfigement. T

_1) Bvaluation/ assessmént of Constmchon Repair

2) Inspection/ Validation of Accomplishment’

3). Managenient of Construction, Repmr,antenauce

{.": P Teamer SupportManagement. ., _ ] :

1) _Program Management

NA

Q. LepgalMandpement -+  ° T

1) Assistance'to the Office of the Solicitor General

__2). Development and Implemeéntation of DepEd Child Protection

NA

1.

3 Evaluafion Invéstiation, Review & Resclufion

4) Légal Review of Proposed DepEd Policies . .

5} Sites Titling and Oversight

NIA,

=" R, Organization Development' ., D

1) Organizafion Management

2
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S Envat&E’ducaﬁénRag@nons Development - o

1) Evaluation.of applications for the Grant of Permits . ’ )
7y Evaluafion of Applications-of Special Orders )
3) Endorsemeént of notice of Voluntary Closurg N/A.

_ 4) Validation and Evaluationt bprphoanon of Tuifion
T, Procurement Mandgement . .

1) Bidding Process o ) /A
, 2) ContractMonitaring ) :

3) Procurement Planning . . ;
0. . Project Miriagément L ] R
. 1) .Coordination andlmkages ] _ NA

" 2) Project Implementation Management . .

- 3. Public Affairs Management ) )
1) Tnformation.Management and.Dissémination
2) Materials Production

3) Media Relations .

4) PublicRelations and Assistatice B ] .
5) Publication of Issuances ] . . ‘ ) NA

g (o

“W. Records Manacement - e
1) _Access; Disclosure, and Issuance of Docurnents
2) Handling of Incoming Documents
3) Handling of Ontgoing Documents
. 4) Records Dispdsition J
3) Records Inventory
~+ X Researeh.Manageiiént . N
1) Callfor Proposal and Bvaluation
2y Implementation and Monitoting o N/A.
3) Dissémination éfResearchResu&s
4) _Archiving

5
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