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Republic of the Philippines

Bepartment of Education

Region XI
SCHOOLS DIVISION OF PANABO CITY

Office of the Schools Division Superintendent

DIVISION MEMORANDUM
SGOD-2025-0189

To Assistant Schools Division Superintendent

Chief of the Curriculum Implementation Division

Chief of the Schools Governance and Operations Division
Quality Management System Team Leaders

Division Process Owners

QMS Secretariat

All Concerned

Subject: CORRIGENDUM TO DM SGOD-2025-0167 (LAUNCHING OF “ONE
DEPED, ONE QMS” OPERATIONS MANUAL OF SCHOOLS DIVISION
OFFICES)

Date: April 23, 2025

Attached is Regional Memorandum No. PPRD-2025-038 re: Corrigendum to the
Launching of “One DepEd, One QMS” Operations Manual of Schools Division Offices.
The new schedule of the launching activity will be moved to May 5, 2025 instead of
April 28, 2025, other contents of which are self-explanatory.

The following timeline of activities shall be adhered to in preparation for the
launching activity:

DATE ACTIVITY RESPONSIBLE PERSONS
April 24-25, | QMS Day - revision of outputs -Functional Division Chiefs
2025 a. CID at Division Training Center -Process Owners

b. OSDS at ALS Building -Risk Management Team
c. SGOD at SGOD Office -Secretariat
April 28, Deadline for the Uploading of the Revised | -Functional Division Chiefs
2025 QMS Outputs to Google Drive Link: -Process Owners
https://drive.google.com/drive/u/0 -Secretariat
/folders/1KMCOfeYsBD-
rt8Q_1GAVAPA7nOECf23X
April 29, Reviewing of all the submitted outputs -Top Management
2025 -QMR
-RMT and TAT
-Secretariat
April 30, Printing and binding of all outputs for the | -Secretariat
2025 Operations Manual
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Republic of t'b'é Philippines

Bepartment of Education

Region XI
SCHOOLS DIVISION OF PANABO CITY

DATE ACTIVITY RESPONSIBLE PERSONS
May 2, 2025 | Finalization and submission to RO -QMR
-Secretariat

Strict adherence to the following Operations Manual format must be observed:

PARTICULAR FORMAT
Table of A. Title Page
Contents B. Introduction (Purpose, coverage, process of development)
C. Organizational Structure and Office Functions
D. Legal Bases and References
E. Definition of Terms and Acronyms
F. Quality Control Plans (One Section per Process/Service)
G. Forms/Templates
Title Page TITLEPAGE Greie g el
1. Use of prescribed Header
e Seal - 0.76 inch
o Republic of the Philippines - Old English Text MT, 12 paint size, bold
e Department of Education - Old English Text MT, 18 point size, bold
o Name of Bureau, Service/Region/SDO/School - Trajan Pro, 10 point size,
bold
2. Title: Trajan Pro, 36
| 3. Margin: 1-inch all sides
4. Paper Size: A4
5. Orientation: Portrait
6. Spacing: Single N )
7. Use of prescribed Footer
e Left Logo - Logo of DepEd, Bagong Pilipinas RO/SDO/ School (None for COJ
o Address, Phone. Email, Website: Calibri, 11
e Noc.Refl.Code OpsManual
o Effectivity: 09.20.21
e Rev: 00
s Page X of X
Introduction INTRODUCTION

1. Use of prescribed Header

e Seal - 0.76 inch

o Republic of the Philippines - Old English Text MT, 12 point size, bold

« Department of Education - Old English Text MT, 18 point size, bold

s Name of Bureau/Service/Region/SDO/School - Trajan Pro, 10 point size,
bold

. Title (INTRODUCTION): Left Aligned, Bookman Old Styvle, 14
. Body: Bookman Old Style, 11

. Margin: 1-inch all sides

. Paper Size: A4

. Orientation: Portrait

. Spacing: Single

8.Prepared by: SDO - FD Chief

9.Approved by: SDO - SDS

10.Use of prescribed Footer

o Left Logo — Logo of DepEd, Bagong Pilipinas RO /SDO/School (None for CO)
s Address, Phone, Email, Website: Calibri, 11

s Doc.Ref.Cade OpsManual

o Effectivity: 09.20.21

e Rev: CO

e Page X of X
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Republic of the Philippines

Bepartment of Education

Region XI
SCHOOLS DIVISION OF PANABO CITY

FORMAT

1. Use of prescribed Header

e Republic of the Philippines - Old English Text MT, 12 point size, bold
e Department of Education - Old English Text MT. 18 point size, bold
e Name of Bureau/Service/Region/SDO/School - Trajan Pro, 10 paint size,

2. Title (ORGANIZATIONAL STRUCTURE, OFFICE
FUNCTIONS, and JOB SUMMARY): Left Aligned, Bookman Old

3. Body: Bookman Old Style. 11
1. Org Chart: Bureau-wide and includes COS
S. Office Functions: Version 3 (For CO), Version 3 (For RO,

6. Job Summary (version 2)
7. Margin: l-inch all sides

9. Orientation: Landscape

11.Prepared by: SDO - FD Chief

12.Approved by: SDO - SDS

13.Use of prescribed Footer

o Left Logo — Logo of Deplid, Bagong Pilipinas RO/SDO, Schoaol (None for CO)
o Address, Phaone, Email, Website: Calibri, 11

» Doc.Refl.Code OpsManual

LEGAL BASES AND REFERENCES

1. Usc of prescribed Header

PARTICULAR
Organizational
Structure and S
Office
Functions Lo
Style, 14
SDO, School)
8. Paper Size: A4
10. Spacing: Single
o Effectivitv: 09.20.21
e Rev: 00
e Page X of X 11.
Legal Bases
and
References e Seal - 0.76 inch

e Republic of the Philippines - Old English Text MT. 12 point size, bold

° Department of Education - Old English Text MT, 18 point size, bold

o Name of Bureau/Service/Region;SDO/School - Trajan Pro, 10 point size,
bold

2. Title: (LEGAL BASES and REFERENCES ) Left Aligned,
Bookman Old Style, 14

. Body: Bookman Old Style, 11

. Margin: 1-inch all sides

. Paper Size: A4

. Orientation: Portrait

. Spacing: Single

. Legal bases categorized by declared processes
9.Prepared by: SDO - FD Chief

10.Approved by: SDO - SDS

11.Use of prescribed Footer

e Left Logo - Logo of DepEd, Bagong Pilipinas RO/SDO/School (Nonc for CO)
e Address, Phone, Email, Website: Calibri, 11

o Doc.Ref.Code OpsManual

s Eifcctivity: 09.20.21

e Rev: 00

e Page X of X
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Republic of the Philippines

Bepartment of Education

Region XI
SCHOOLS DIVISION OF PANABO CITY

Control Plans

PARTICULAR FORMAT
Definition of DEFINITION OF TERMS AND ACRONYMS
Terms and 1. Use of prescribed Header
Acronyms e Seal - 0.76 inch
e Republic of the Philippines - Old English Text MT, 12 point size, bold
e Department of Education - Old English Text MT. 18 point size, bold
1.3 I\igme of Bureau/Service/Region/SDO/School - Trajan Pro, 10 point size,
C
2. Title (DEFINITION OF TERMS AND ACRONYMS ): Left
Aligned, Bookman Old Style, 14
3. Body: Bookman Old Stvle, 11
4. Margin: 1-inch all sides
5. Paper Size: A4
6. Oricntation: Portrait
7. Spacing: Single
8. Description enclosed in <> is deleted
9.Prepared by: SDO - ED Chief
10.Approved by: SDO - sDs
11.Use of prescribed Footer
e Left Logo — Logo of Depkd, Bagong Pilipinas RO/SDO/ School (None for CQj
e Address. Phone, Email, Website: Calibr, 11
e Naoc.Ref.Cade OpsManual
o Effectivity: 09.20.21
e Rev: 00
o Page X of X
Quality QUALITY CONTROL PLANS

1. Use of prescribed Header

e Seal 0.76 inch

e Republic of the Philippines - Old English Text MT, 12 point size, bold

e Department of Education  Old English Text MT, 18 point size, bold

e Nawne of Bureau/Service/ Reglonn/ SDO/School - Trajan Pro, 10 point size,
bold

2. Title (QUALITY CONTROL PLAN): Left Aligned, Bookman

Old Style, 14
3. Name of the Process is written, Bookman Old Stvle, 11

4. Body (Tabular, 7 columns): Bookiman Old Style, 11
5. Margin: 0.5 -inch all sides

0. Paper Size: A4

7. Orientation: Landscape

8. Spacing: Single

9. CONTENT: A. z-approach of the process
10. B. presence of the important elements of the z-approach

11. complete QCPs of the NOMS declared processes
12. Preparcd by: SDO — Division Chief

13.Approved bv: SDO - SDO

11.Use of prescribed Footer

e Left Logo — Logo of DepEd. Bagong Pilipinas RO/SDO/ School (None for COJ
e Address, Phone. Email, Website: Calibri, 11

e Right Logo  None

e Doc.Ref. Cade OpsManual

e Effectivity: 09.20.21

e Rev: 00

e Page X of X

DeDED

MAT(%TAG

BAGONG PILIPINAS

Schools Division Office of Panabo City

City Hall Drive, Brgy. JP Laurel, Km 31, Panabo City
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Theqablie of fie Philmpies
Bepartment of Education

Region XI
SCHOOLS DIVISION OF PANABO CITY

PARTICULAR FORMAT

Forms and FORMS AND TEMPLATES

Templates 1. Use of prescribed Header

e Seal - 0.76 inch

e Republic of the Philippines - Old English Text MT, 12 paint size, bold

¢ Department of Kducation - Old English Text MT, 18 point size, bold

e Name of Bureau/Service /Region/SDO/School - Trajan Pro, 10 point size,
bold

2. Title (FORMS/TEMPLATES): Left Aligned, Bookman Old
Style, 14
3. Body (Tabular, 8 Columns): Bookman Old Style, 11
4. Margin: 0.5-inch all sides
O. Paper Size: A4 _ -
6. Orientation: Landscape
* 1 table for Internal forms/templates
* 1 table for External Forms/Templates
7. Spacing: Single
8.Prepared by:  SDO - FD Chief
9.Approved bv: SDO - SDS
10.Use of prescribed Footer
o Left Logo - Logo of DepEd, Bagong Pilipinas RO/SDO/School (None for CO)
» Address, Phone, Ematl, Website: Calibri, 11
¢ Doc.Ref.Code OpsManual
e Effectivity: 00.20.21
e Rev: 0C
e Page X of X

For questions, we will be glad to assist you through the QMS Secretariat. Attn:
Erick Dalumpines at erick.dalumpines@deped.gov.ph and Ker Denzel Infiesto at
ker.infiesto@deped.gov.ph.

For your guidance and strict compliance.

JINK FIRMAN PhD, CESO VI
Scho ivision Superintendent

W,

) 3 C
Enclosed as Stated D, F:: 5’ » A S T} D D
Sgod /aba/kdgi Ch B Hu y

APR 2 5 2025

RECORDS SECTION-SB PANABO LITY

By, W

SRS Schools Division Office of Panabo City CHAMPION

ﬁﬂgjgﬁ City Hall Drive, Brgy. JP Laurel, Km 31, Panabo City Pade D |
! Tel. Nos. (084)8231469,(084) 628 4066 Empowering Champions in Education

ALKT ot L - O Email: panabocity.division@deped.gov.ph g oty sducaton ATATAG or 8




i‘f(CoruJ

Republi of the Philippines
Bepartment of Education

DAVAD REGION

April 21, 2025

REGIONAL MEMORANDUM
PPRD-2025-038

CORRIGENDUM TO THE LAUNCHING OF “ONE DEPED, ONE QMS” OPERATIONS
MANUAL OF SCHOOLS DIVISION OFFICES

To:  Assistant Regional Director
Schools Division Sy perintendents

Relative 10 Regional Memorandum PPRD-2025-022 re “Launching of One
Deped, One QMS Operations Manual of Sehools Division Offices,” this office informs
the field that the launching activity wili be moved to May 5, 2025. Venue will be
announced in a separate issuance

o In preparation for the activity, Schools Division Offices are advised of the
following:

4. Print all pages of the Operations Manual;

b. Insert each page in a plastic sleeve:

Arrange the contents in order stated in the attached checklist:

- Enclose all the contents in a three-inch, three-hole binder (color shall be
the choice of the SDO);

€. Prepare 3 Operations Manua!l {O8DS, SGOD, CID).

2, 1y

3. For questions or further clartfication, contact Policy, Planning and Research
Division through Emmanuel Alpha D. Sicam.

4, For guidance and strict compliance

ALLAN G. FARNAZO
Director IV L2 o

By the Authorlty of the Regional Directne
Encl: As stated
ROP3/eads
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Bepuklic of the Philippines
Bepartment of Edxucation

DAVAQO REGION

CHECKLIST OF REQUIREMENTS
OPERATIONS MANUAL

OPERATIONS MANUAL s

OSbs |

Cip

SGOD

. Title Page

Introduction

Organizational Structure and Office i*tg}(;p_m;; 5

S.__ Definition of Terms and Acronyms

- Ouality Control Plans

et

A.  Plan Formulation

1) Strategic Planning

2} Medium Term Planning

3)  Operational Planning

B. Policy Development

1} _Policy Implementati on

Lo

2) _Policy Review

|

€. Performance Monitoring and Evaluation :

1) Management Meetings

2) Program/Project Implementation Review

3) _Office and Staff Performance Manitor_gij}; }ﬁé

N/A

eAiNG el

Appraisal
4} Education Statistics Monitoring

5) _Monitoring of CCSS

D. Leaming Delivery Management and Ijevgki;gﬁgég::m» :

1) Instructional Supervision and Management

E._ Learning Resource Management & Development
1) _Development of Contextualized Learning Resources

Asid e

_2) Management of Quality Assurance of LRs/Contexiualized LRs
F. Education Assessment & Research

1). Design & Development of Assessmieni Fr z{xx}guﬂ k, Programs
2) _Assessment Operation

S S s e e LIS 0

3) _Data Analysis & Interpretation

4) Development of Education Researcilrr'?"’x"é%{g};{)s’?.: Dééigri
5) _Conduct of Research Croee
6) _ Utilization of Research Data & Information

e ]

&5
|

G. Learning/PD and Management for Teachers

e ]

1) Design & Development of Leanlingf,P’Dv:\?;tagg_lfé{'Egjw

2) Management of Learning/PD Programs S e

et et ]

3) Quality Assurance of Learning/PD P‘rogxamﬂ f

4} M&Eof Learning/PD Programs

_H._Asset Management

N/A

N/A

N/A

R

L

1) Acquisition of Tangible and Intangible f{\sgr&

2) _ Asset Disposition

3) _Asset Utilization & Inventory

_t.__Data Information Management

1) Data Dissemination

__2) Data Management :
3) Management of Information System

J.  Disaster Risk Reduction & Management

75 e g

1) Contingency Planning, Formulation & Eni}ér[_a:e;:g

L 2) DRRM Information System and Researiﬁg_;;m_‘

N/A

K U L

DepED Y

sies,,  Address: F, Torres St Davao City (8000)

~ "'? Telephone Nos.: (082} 291-0051

iyt

¢ Email Address: region 11@deped.gov.ph
Website: www . depsdroxi.ph
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B epublic of ﬁ;é Bbilippines
Bepartment of Education

DAVAO REGION

%’-T'“*‘W“f*‘w”" A0S R e 3 T e A e
{:, 3)_IEC and Advocacy for Resifience \_::r 7:\_4
— 45 Lean.lm. Commult’anq M@:Qggiﬂ@ s, - —
.,M,A..‘-.J_‘Lﬁ:{%@ﬂgﬁwﬂg&@&@@ﬁ@nﬁ% g‘?@qémm4 Lo
LWMWNMMB@_@W “ Ol R e AT
_____ 7) _Resilience Education S MW,\\Z N/A L

“&&M@ﬂ“ Man, LR e j SR
{ 1} Commemorative and Other Reiated‘I};y@ntsﬁ‘i{;nag&n}pm\:j { Foise oA
i > ’—“’“M""‘*’“M CHESE v i o e
e fﬁﬂeﬁsﬁl&ﬁ'ﬂﬂwﬁanwména L 4

! = 2 Cospminent. S R R T
Lﬁ_kl)mi@_"li@ﬂgﬁoﬂ Deduction System ; ' ‘ |

5 —Dudgel Accountability Reporting.__~
i 3) Budget Preparation and Approval S
b 4)  Budget Processing and Ej_.s(ecutioa‘lmw, weta
i[“"‘ 5) Collection and Degosigs_h_‘_n__«_““‘_
L6} Control of Accountable Forms
_7) Disbursement = By
i 8) Financial Accountability and Re orting
%) Maintenance and Closure of Bank Acco

|
i
|
——10) Monitoring and Recoring of pmemesccl e
’._h_.“_wi? ﬁ%ﬁ.ﬁ)ﬁ,_ﬁ_ﬂ&?wﬁwﬁ_.;m",.f:i“*‘:..'m,,.m-_,m — | 2

ﬂ.,nhl_,,f?;@mLaﬂ.,_.Mm- e AR : .,.K_,.‘__*____ﬁ_!._____.._.. ! !
L 1 Prnirr s ganic: o S Ve g i
L 13) Provident Fund Management i f

14) Systems Improvement and Administrati

M. Human Resource Management and Devgaibprﬁém % i |
— e __.«h._m*—‘z“-\mh B R S S I
MJL_ngmsair_m%__Mm Moo N N/A z

im_“m_..%l. Employee Relations o SR NEE I e —— L S e L]

——3)Employee’s Welfare EaEen g | Na =TT ]
i e AT S e ST T e ¥ iy e M‘E‘*& S T i

| 4) Leave Management

L S NI Lo T 7 |
‘ 5)_Personnel Inventory e T Ty N/A A

St SN e —_— St e
L ,_MJQL_Es_@J!g@QﬂmMIW_&@i LR _,M_Af_ji/é_,_lxw_%’mwj
7LMOMMWMLN L e e N

m._m‘&ﬁzwgﬁwmwmw S O, __NA = o
L\JLW&&RLM____.M,MWW ,‘\4,‘w-,..__.,~__7~,“w‘;“~_.j_waA e
%_&M@i&mkw_mm - N/A deelie o ]
;‘%_"LJQL@MELMMM T e (wﬁw.h-,ﬁ__’.n
p——— 1) Management of ICT SBiiogy - RO |
i~,m§L_MM§E9.&@IQS‘E£LE9ﬁ&010&»’.&!’3‘@5&@2!&@ o

s User support/ Helpdesk W s : T
B S e o OO e g ».%M e e SRS S

L O. Infrastructure Management
i

‘ 5 T S e IL‘“‘—“‘“"—““
b 1) Evaluation/ assessment of (,onstn.u:n«g;r_z1 Repair g t i !

e LA

.

2) Inspection/ Validar, n lishment : i ‘
Juuw?)__,_p__hh._J wfa}whpféwﬂ_frﬁﬁ; S il N/A —
f 3} _Management of Construction, Repair, Mag;@g;ggg@gpm_m_ %
F.Mmgmgg@m_mMM e
: 1) Program Management

—— i ek v i
Q. Legal Management : :
] ~—vedl Management N P s
L Assistance to the Office of the Solicitor Gen oL

J*_E”Tjevg{%]ent and Implementation of DepE

L&_m 3)_ Evaluation Invest ation, Review & Resolu;
D Leoil posugation, Review & Resoh

228l Review of Proposed Depd Policies
: S) Sites Titling and Oversight 3
et e m""“‘—%____’____..,_w.,_; St

i_*“&-ﬁtggg_@_;ﬁa_.QQQ‘M,%.MW Sl Bl

Lw_“J)__..,ﬁg@gz%M}f@;“@em_eﬂ“mmm S e e e T
v i, Address: F. Torres §t., Davao City {8000} :

D &as s Telephone Nos.: (082) 201.0051 o

‘A Q?jﬁ ¢ Email Address: regionl1@deped.gov.ph

BAGONG PiLisas Website: www.de pedroxi,ph e
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Bepublic of the Bhilippines
Bepartment of Education
DAVAO REGION
[ S Privatc Education Regulations Development |
I 1) Evaluation of applications for the Grant of Pe

i 2} Evaluation of Applications of Snecia

P 3) _Endorsement of notice of Voluntary Ci
4} _Validation and Evaluation of Applicat

T. Procurement Management

tj Bidding Process

1 2)__Contract Monitoring

. Project Management S
1) __Coordination and Linkages o4
2} Project Implementation Managemeni

L 3) Procurement Planning
=

N/A

V. Public Affairs Management e
, 1) _Information Management and Dissemination

i 2) _Materiais Production
3) _Media Relations

_4) _ Public Relations and Assistance B

S) Publication of Issuances
W. Records Management

.. 1) Access, Disclosure, and Issuance of Documents

2) Handling of Incoming Documents

- —.3) Handling of Qutgoing Documents
I 4) _Records Disposition

) Records Inventory
X, Research Management

1} Call for Proposal and Evaluationwwm i m__m____v__
____2) Implementation and Monitoring

i 3} Dissemination of Research Results ‘, w:__m___wl
4) Archiving , !

N/A

. Address: F. Torres 5t., Davao City {8000)
: f* Telephone Nos.: (082) 2910051
. Email Address: regionll@deped.gov.ph

o 5 s
RACEI NS Website: www.depadraxi, ph




