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DIVISION MEMORANDUM 
	

March 1, 2019 
No. 	190 	s.2019 

SUBMISSION OF TRAVEL REIMBURSEMENT DOCUMENTS FOR THE TEACHER- 
PARTICIPANTS DURING THE GRADE 6 NATIONAL TRAINING OF TRAINERS FOR 

THE K TO 12 BASIC EDUCATION PROGRAM 

To: 	Public Schools District Supervisors 
School Heads 

Attention: K to 12 Grade 6 Trainers 

1.) In reference to an Unnumbered Regional Memorandum, re: Submission of Travel Reimbursement 
Documents for the Teacher-Participants during the Grade 6 National Training of Trainers for the K 
to 12 Basic Education Program, the K to 12 Grade 6 trainers are advised to submit travel 
reimbursement documents on or before March 1, 2019 for subsequent submission to DepED 
Central Office. 

2.) The documents shall contain the following: 
a. Authority to Travel; 
b. Itinerary of Travel (refer to the attached format sample); 
c. Certificate of Travel completed; 
d. Memorandum; 
e. Official Receipts; 
f. Accomplishment Report (refer to the attached format sample); 
g. Certificate of Appearance; and 
h. Certification of Expenses Not Requiring Receipts (Refer to the attached format sample). 

3.) The List of K to 12 Grade 6 trainers are found in the attached document. 

4.) For immediate dissemination and compliance. 
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Ends: 	 as stated 
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Schools Division Supcnntendent 	 DATEFEB 2 7 	9 

SUBMISSION OF TRAVEL REIMBURSEMENT DOCUMS 
FOR THE TEACHER-PARTICIPANTS DURI NG THE GRD'E 6 
NATIONAL TRAINING OF TRAINERS FOR THE K TO 12 BASIC 
EDUCATION PROGRAM 

ihruarv ii. 2 l9 

This ha reference to the travel reimbursements of the teacher-participants during the Grade 

6 National Training of Triuners for the K to 12 Basic Education Program on l-cbruarv 19-25, 201 1  -7  at 

Ecorech Center, Lahug, Cebu Cr of which the travel expenses of the pamctpants were charged rc 

the 2016 continuing Human Resource and Development .  1 IRTD) Funds and as to date the status of 

the ruimbur'emcnt is not vet recevcd by the participants. 

It is advised un-an the. attached list of pathcipanr- shall subnit the travel rL4mbursenwn[ 
documents on or bvfoie March 1, 2019 for subseciuent submission to DepLd Central Office. The 

documents shall contain the following:  
a. Authority to ira el; 
ii Itinerary of Travel (Refer to the attached format sampie; 
c. Ce'rtificate of Travel Cnmpktcd; 	 - 
U. \iemoraiidurn; 

C. OfficiaE.Receipt; 	 - 
f.\c cornphshmcnt Report (Refer to the attached format sample); - 
g. :- :cthfica of Appearance; and 	 . 	 c 

h Certification of Expense , "or Requiring Receipts (Refer to the attached Format ainple), 

Immediate -arid wide dissemjnatin of this Memorandum is desired. - 

ATTY. ALBERTcOTE, CESO Ill 
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RepubBka ng Pillpnas 
(AGAWARAPII NG EDu(ASYO 

TMGGAPANG DANREHIYON XI 
uiiod ng Dha- 	 - 

CERTIFICATION OF EXPENSES NOT REQUIRING RECEIPTS 
Pursuwr to COA Cifcu!cr No. 2017-001 doted June 19 2017 

Name of Employee 	 Employee 

Offk  

Division  
parti lars 	 Amount () 

TOTAL  

Purpose 

!hby cart' that the above expenses are incund as they are necessary /brtIie above ced 
puIse, that above good and services were acquired from partied not issuingroceipts. And that I 
am fully aware that willful falsification of statements is punishable by law. 

Cettd rrct: 	 Noted by 

SigRatre 

Printed Name 
	 H 

Eni oyee 	 H 	tmmthate Supvior 
Date 


