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Office of Schools Division Superintendent

DIVISION MEMORANDUM
OSDS-2o23.  a/2

To: Assistant Schools Division Superintendent
Chief Education Supervisors
Administrative Officer V
Administrative Officer IV (HRMO)
Administrative Officer IV (Asset Management Unit)
Elementary and Secondary School Heads
AIL Other Concerned

Subject:       REVISED    DESIGNATION     OF    UI\TDERSECREATARIES    AND
AsslsTANT     sECRE`IARlrs     TO     THEIR     sTRANDs     AND
FUNCTIONAL  AREAS  OF  RESPONSIBILIITIES  AND  REVISED
slGNING AUTHORETlrs

Date  : January 10, 2023

1.  Pursuant to  DepEd  Order No.  001,  s.  2023  dated January  09,  2023  re:"Reds®d Deslgnatlon of Undersecretaries and Aattant Secretndes to
their  8tmnds  and  Functional  Areas  of  RespoDsltillities  and  Revised
Slgplng Authoritle.".

2.   With   the   recently   concluded   Strand   Management   Review   (MR)   on
organization  and  Workforce  Capacity  as  the  preliminary  activity  to  the
proposed   reengineering   of  the   Department   of  Education   (DepEd),   the
Department of Education  deems it appropriate  to  amend  the  following:  (a)
DepEd  Order  45,  s.  2022,  re:   "J}estgnat!rtg  the  tJt.dersecnBtar!es  and
Asststarit   Secretaries  to  tidr  Strands   arld  Funedorla.1  Areas  Of
Responslzrdzztke§. " (b) DepEd Order 46, s. 2022, re:  "Amendrreents to DepEd
Order No. 043, s. 2022 (Omrtibus Trcaiet Gwldeunes for all Persorlnet Of
the   Deparfmerit   o/  Edt.cattorty,"   (c)   DepEd   Order   No.   42,   s.   2022
"Delegaflor. Of Skyr.ing Authority to thie UTldersecrctcurg\Chiof Of S.aft,"
and  (d)  DepEd  Order  No.  23,  s.  2021  Geutsed  SIgn!i]g  Attthorft!es /or
Admlndstnatlve and Flnandal Matters tn the Deparfiner.i Of Educattorty. "
This  is a  necessary  step in ensuring the  proper angnment of the  DepEd's
mandates, processes and systems towards the effective implementation of the
Basic    Education    development    Plan    (BEDP)     2030,    the    continuous
improvement of DepEd's Quality Management System (QMS), and the proper
alignment   of   the    current   organization   with    the    DepEd's    approved
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organizational structure and clustering of offices in its 2013 Rationalization
Program.

3. This Order is being issued pursuant to the provisions of the Revised
Administrative   Code,   Republic   Act   (RA)   No.   9155,   also   known   as   the
Governance of Basic Education Act of 2001,  and other existing laws, which
empower the Secretary to delegate authority to  the officers and employees
under her direction, and to promulgate the administrative issuances necessary
for the  efficient  administration of the offices  under the Secretary  and  for the
proper execution of the laws, the same being incidents of the Secretary's power
of supervision  and control  over the  DepEd her responsibility for the  exercise of
DcpEd's  mandate,  powers,  and  functions,  and  her overall authority  over the
operations of the DepEd.

4.  Consistent with the principles of accountability and shared governance,
and guided by the policy of ensuring hamony,  synchronicity, interdependence,
and unity in the working relationships within and between the different strands
under DepEd, the foregoing delegations of authority and designations aim to
improve  upon  the  previous  reporting  structures,  functions,  and  stafling
complements of the DepBd bureaus, services, divisions, offices, and urrits to
ensure  their relevance  and  responsiveness to the  changing environment,  the
development needs of the learners and stakeholders, and the pursuit of long-
term education refoms at various organizational levels.

5. In delineating the authorities and accountabilities of the Executive Committee
(Execom)  members over their respective functional areas of responsibility, and
the offices and units under them, this Order shall likewise place certain DepEd
offices  and  units  in  their  appropriate  strand  based  on  the  similarity  of
functions and objectives of the ofrices and units. Accordingly, the following are
the organizational strands of the DepEd:

a.  Ctindctilum and Teaching ("C*")
b.  Human Resource and Organizational Development ("HROD")
c.   Operatloas I"Ops")
A.  School lnfra.tincture and Facllltles ("SIP"I
e.  Legal and Legl3lative Affairs ("LLA")
I.   AdDlndtmtlon ("ADHm")
g.  Finance
h.  Proc`ireDent

6.  Excerpts from the Annex C of DepEd Order No.  001,  s.  2023 or the Revised
Signing Authorities

A. pBRsoHAL Appom"ENTs
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I.      Ea!ecutlve oIIlcinlB

one./Po.ltlon R€cotDmeDdlng  I      ^ppolntlng
Approval-L----

a.   Undersecretary/ Assistant
Secretar}r/Bureau   Directors/
Service Director.s

b.    F{egional    Dirt.c(or    (FtD)    and
A§sistant    Regional    Director
(ARD)

I          Sccrc'tary

c.    Schools                              Division  (

£:s¥s::nnttendsecnhtooi(sSD3)ivis¥:i
Superintendent (ASDS)

Secretarty

Secretar`'

'       Authorlty
.T____._____ `__
'    Prcsidentorthe

Republic of
the
Philippine.s

President of
the
Republic or
(he
Philippines

President or
the
Republic. or
the
Philippinl,s

*Appointments to third level positions sham be approved by the FItsident of
the Republic of the Philippines, as recommended by the Secretary, who shall
take into consideration the submission / recommendation of DepEd
National Search Committee (NSC).

il. Employees and Teaching Personnel

Oho/podti®D    `

8cho®l. D]vi.ion   i
Omc€

a`   Di`.ision  Chief
and below

t).  School  Head
and b€Iou.

Certlde,tto|,

Conplhac. -lth
RquircDCBt.

Administrative OfrLc€r
V. Adminigtrati`'e
Set.tion or Htghesl
Ranhog HRMO

Administra(ive  ()mt`cr
V. Administrati`'e
Section  or Highesit
Ranl{ing HRMO

8crccalD8 .Bd
Qualmc.tlon
®f dypolpte..

frototh(
Authority

i_.y
ill.   Hiring   and   Renetral   for   Contracts   of  Service   and/or   Job   Order
Consultants Employees, including Highly-Technical Conaultants

Refer  to  the  Ofrice  Order  OO-OSEC-2019-007  dated  LJanuary  22,   2019  and
Memorandum OM-HROD-2022-0271.
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lv.  Deslgnatloo  of OfflceTs-ln-Cha[ge  (O[C|and  8peclal  Dlsbur.ing  Officers
'Srm./po,ltl®n- R.c®DfD.a dli)( ^ppronl

5=hcoi.~+6EiaE
SDS/ASDS

bitJis-io-a i`fiief
and School
Hc.ads

Opcrations

.isD§  _   _

^ppro-I

lTLaarsocrctar}'
for HROD

s_DS

I-FT5~a-n~diiri-da;±-cia[r]+Ti6F

•     The  Designation  of  Special  Disbursing  Officers  shall  be  approved  by  the
Undersecretary  for  Finance  at  the  Central  Office;  Regional  Director  of the
Regional  Ofrice;   Schools  Division  Superintendent  at  the  Schools  Division
Office and Schools.

8. PBRSONNBL HOVEMBI\lTS

i.   R®aes|gnment  and  TratLofef  of  DepEd  Employee.  to  another  DepEd
Unit/Office

c.    School. Dlvi.lob ofbce
--------------------i.-ab``.I.noth.. 8Do/R.rlon   -

vlthin tL. 9Do
Potltloa I.cotmendin(

^pp,®ul

SOS/ASDS     N,'^

I)ivisil}n
Chrer

I.Eirl6_uT_

r)i\i9ron
Chicr

School
'Iead

T.act,ng
tmd  Nan
I.aching
pOs,t,Ons
'n  'h®
s{.howl

^S[)S

Di`.Isioii  ciiief
and ASDS

ASDS

. +  --.'r---_            A,proy±
^pproul   tor_¥=tin.      ^pppthi

Undcrgecrel€`n
for Operations

SOS

1SDS

SDS

I  s(,s                    SDS

sthcolHcatl          |sDS
a,'(I  ASDS

Sr)S

1i. Secondment and Detail Of DepBd Em|)loyee3
__ _ 1.chci

RecoDD.ndln( ^ppro"l I
--a'.  €a'nlrnl ( )-mlc-c. -                 +  Undersc.cr..tai?'/ Assigian`

`  Secrclar`' in c'harfze

b. Rermal ofrro.
c.schcolsDi`uTira~nL-+~

Ofhec_-a.
Sari-froi;-

Ri.£ional  Dirili.tor

Und..rtk...i.ftar`
rrit`  llRr)D

Un(lt.Tsf(`rrlan'
for l'ROD

RDof
()nglnaling
Region and  FtD
or Rca.IvinR
R.g'on /
Undcrsocrctar\.
for llRO[)

RDof
Ongma'mg
R.gfon  an(I  FiD
or Rtttiving
l{.8'on /.
UTid.Tsoc.retan`
for  HROD

^ppTOwh

--  UndcrsecTetar`. for

HR()D
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C. OFFICIAL FOREIGN TRAVEL

one./Pb.ltlon
c. acho.1. 5itiiti+iaa6fi=:
I.  Schools  Divislon

Superintendent  (SDS)
and Asai3tant SDS

2.  Di\'isi(}n  Chit.I.
.ind  Elelou'.  including
PSDS

a. de~h-ddh -I   --
I .  School l]ead

RccoDtBendlD.
^uthorltv

is_________     _   __

T5i5g_

--~--TTS~bTs-~-~-..--L``

2. Teaching personnel,
and  Non -Teaching

i_JP¥±`_,,I_,lel

D. oFFlclAI, rocAL TRAVEI,

one./mltfon
!'c.-rivl.-I-on-omcc
i  I.  sos

2.  ASDS

r3`:iiiviTo-n-tffl€`r:-

ld:-£Ciu£:°g".isDs
L .  Schcol  Head
•2 .  _Tc_ac h lng personnel.

and  N(}n-Teaching
per9Onncl (for
dc9lination  within  the

lD_iyi.Sign)    __    _      ___           _
3. Teaching personncl,

and  Non  Teaching
personnel

(ror dcstination
outBidc the  Di`.isionl

1     ^ppfoviri-AL-thdrfty

- Undersccretry for

Operations
•trnder6c.`rctarv for                  i

Opt`rations

•' ---- ~L:ndcrsccretanr  for

..___,..QErajio_ng__.      ~
L'ndc.rscc`rc.lanr for
Operations

RccODfDcd4ifLf      1    ^pproul-(-ItTlin-h'b    -
^uthQr!fy_ _  ._____i

1     None

I:uDt:§!f:rt::Si]jT.:s`j'::a
:  only)

None (for
destinatiomi within
the Division)

I    ASDS

None

SH

I___

I. PERSONAI, F`ORE]GN TRAVEI,

--R5-(iarac;tl-hations

ou(side__t_be_Pj¥i5i_g_rlt>nb'j

RD (for d.stinations
:  out.`ide the  Divtslon on]}')

S DS (for dest]nations
within  the  Di`'isior`|

SOS
I.__i._..----_-.----

._§DTF-_   .`__                                      1

_T_
I

lsDS
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once/fholtloD
biwh\iori6ffic-.

I .  Schools  Division
Superintendent (SDS),
and Assistant SDS

2,_bit.fstoh_ch_;eT______I_,_
and  Below,

.--jp,c_lug,ipgpsp_S
a. behcob
I . School Head

i   ` riccomnebding`  +  r                        Authorty
1-a_-4ithodty

Undersecretar}i for HROD

iiiiiiiiiiifi

Teaching personnel
and  Non-teaching

+personne_1    __  .__     ____

lsDS

F. pERHlssloN To ouTsll)E STUDT, TEACH oR pRACTlcE A pROFrssloN

once/p®,ltloB )      RcconfDcnding
Authority

a.^3aL66-h-in-diib---onli
I.  SDS/ASDS                                    RD

^pproutg ^uthorlty

Undersec.rctal]i. for
HROD

2.  Di`.i§ion  Chief
aa6R:b]i,i'sT6-i

a. alehool.i. stri6-6r-ri-din
Teacher

/Head

ASDS_b'r;,[=i_o_n

•  ASDS

2.  Teaching and  Non-
. . _ .tfa~s:_bipg pe_I.ap`qpel

Limited authorit.v to teac.h
(jr practic`e law' for:
1. ALtorne.v positions across

go`.crnance le'`.els
2. Other nan-lawyer item in

DcpEid

;SDS

School  Head and ASDS  I  SDS

Brireati/ Sehric-c  T-  +
Director          and  I
Assistant                I
Secretan'        for
Legal               and
LegislaLi`.e
Afralrs

RO and  SDO  -  Regional
Dircctor             i n
charge            and
Assistant
S..cretar`r        for
Legal               and
lJcgi8lati',C
AITairs

Undersecrctarty' for
Legal and  Legislative
Affairs

a. Appl,ICATIONs FOR slcK/ VACATION/ sTUDy/ mATERNITy/ pATERNITy/ LEAVE
AND GRANT OF SERVICE CREDITS FOR TEACHERS

i. Sick/ Vacation/ Study/ Maternity/ Patemlty lreave
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Ofha/ tJp to 6o Cllendar hr
pcoiti®n          i6€ori:i-dii

_ __ __ _ _                                         _^LrmJrty____
c. 8ch®ol. Exp.Ion Ofro.
I,  Sr>SrASDs            '  ARr>

•  2-I  b]-v,;`]L-I-.  a-`i``r.I-

.i.  _inlou,  I,'\.'81on
C`h'cf• Lr5aiash  -

I     st.h(ril_           _`_

llca(I / Hr8(I
Teat.her J TIC

2   Tca.hing and
Nuiilrarhmg
per_9O_'`,I!.I

fi')

^p-
r^-SD-S     I                      SL)S

Divlgion  c.hiet            ASDS

AST)S                                S [)S

S.`h{rol  H.atl                Asr)S

_L__      _   `Q.sJ_lJ'.*

-T-i[-6r.€H6616il-.iiai-i--h-ri-iJ-

ftecot-Adhf
___4pp_T9±_____

^RD

ffiiisTiHTCTiJ--
alid ^SDS

ASDS

sthcol Heed and
ASL)S

A,preed

;  I !tidcr;['€-r.-I{`n

;  for _qperft_I_9n.-

t_    '___I    _-

lsDS

'sDS

t--------------
lsDS

11. Gmnt of Service Credits of Teachers

The  special order for the grant of service credits for teachers shall be  signed by
the SDS upon recommendation of School Head. Please refer to DepEd Ctrder NO.
53, .. 2003 entitled Updrted Guideljrie§ on Grants on Vacatr.on Sen;ice Credits to
Teachers, with DepEd Order No. 84, 8. ZOOS entitled ZJpc!cted Gzifc!eli'rLes on Grant
o/ Vacafrori Sen/I.ce Creczz.fs to Teachers,  and DepBd  Memorandum  No.  077,  ..
20tz2 or the Comp'utofion Of Publie School Teachers' Ptoporhonal Vacation Pay fioT
SY 2021-2022.

H. RTIRERERT

I      P,rtlcul,b

On                    t-ash
advani.t.s,
accounts
recc`vablc,      and
tra\,ellinc
cxpcnse9  paid  in

c.ntul once

Chief   t)f   Ac.t`ouiitinR
I)iv'Slon

La_dy_apcs~_        ____+
On                   cash    Chicl
Accountabilit}' Division

or        ca3hi

T6fi['-~iF6`.ident

Fund toen

On propert}'
ELccountabilit`'

Chief    or     Emplo.\.cc
Account
Mflnaaement  Di`'.

I  Chief          of          A88ct
)  Mariagcmen(  Di`..

ChiefOn      attendance

Schcoll
R.(I®a.I once   ;       Dlvl.Ion

I         Once

Chirr   of    Final`t`r
Di\.'s'on

Chicr   of   Finnnce
Di\.lsion

Chief   ttf   Finance
Division

-a.his_r-I-          _

Admini8trati`..

-rTfb~inirn-c-ii*%igiv-~-

=:;£s         and p,v,s]on                    L#vITs,,:,nstrau„
•%i:n9LqfrRiiiiir;==:;,.     of     I,cgai 1 L.gal-bITit-€-r

ad in in i s trat L`.e           St.f`'ice
t`aSe

lleild               or
A(,.,)un',n8
Unit

Head              of
Accounting

i -E::ta
Accounting
Unit

of I      Head
I      ^dmin`

o'l     ,1cad
Admin.

o''

•__.                     )

orl

l{gal ofrlccr

_------I
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On             records    Chief
borrt]wed                       Di `. I sit)n

Of      Jfecord-st   Te~hi`er-'--+-+    L-
^dministrati`.c
Division

oT= ------istie-ks/  -I.ibrarian-/ --ch;-i-i.Ti:iTb-;aTran            or

Ftecords
Omcer

I.'l\r,Tr\`'ll\

materials                    General services Di`'.  I  counterpart              i countelpart
harrow.ed
i6a,s` =iire_ii=
lnstrumcnts  and  t  Keeper|
Equipment
harrowed
Recommending

.  Approy_al _ _____
Appro`,al

of BLR  Ccbu;  AdministraLi`'e  A§sistarlt  111  rT`ool

of BHROD

TA.s_sT

TThD------ '-`~TgE5T§- -

Secretay/     RD
U ndersecrelarv        in
s.t]ngc`                            __

SOS

_'_-_
Clearance for ASDS, SDS and ARD must be approved by the Undersecretary
for Operations upon recommendation of RD.

I. EuslGNATION

ch=-€/ridon I--fe-c-a-inendtefAppro"l
c.  8cho®l. "elod once
1.  Dj`'ision  Chief

Eklow  Division
Chief

dTisha-a---
ri5Fh-66T----

Head/I-lead

~= I ..  ___ _=ir_is_ri.i__=±

ASDS

Di`'ision chief

ASDS
Teacher

Ire-£Eh-iirg-ird----- t---      ~ -----
Ni)n-teaching         i  school  Head andASDS

`_p±rsonnel              i

._-____.`-
------                   ]

i

1..    __   _i

SDS

SDS

a.   Resignation  of  personnel  in  third  level  positions  will  be  approved  by  the
President of the Republic of the Philippines, with recommending approval of the
Secretary.

J. TBREIHATI0N 0F APP0IRTHENT AND DROPPPING FROM THE ROLLS
I ----- ch:c€-/-Li=Jiti_6_I i_T._-ie_egg_a_e_a_I_LELtm|9sei.:     .__ __ _=^jmiaqi_-:i_I_-_i

c. 8ch®ob DlwhloB Once
•    SDS/ASDS

•    Di`.ision chit]f

sticTelarv

ASDS
•    Below  Division

Chief
li:iiircoT___

-----Jfjb:;#:!'keo,.rp_gs=Repub=._Of
--i-

1;  Division  Chief and ASDS
\

•-.-- st=h-6ol i+c-Zitl/ licad   I

.._`_T_ea_€Pe_r    _         __      __i

rsonnel

ASDS

eachin

SDS

•   Tcachlngand Nan-.   I  schoo"cadandASDS       I  SOS
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K. NOTlcB oF SALARY AD`Jus"ENT (NosA) AND NOTlcE oF sTEp IHCREMEI\rT
'NOSI)

omc./porfueB

ET-5a-h5=-i:|b-MriaDchcc
•    SDS/ASDS

k€-c6ri-fB-en-ddr-   - '
^ppronl

h-i-PeFin'hn-dChit.f
Di`.ision and
Dircc`tor ol. BHR()D

^pprowh

UI`di.rae.`relzir`-
for HROD

•    Di`.ision Chii'f and b.luu'

a. dehoob
•  `Schcol Head/Head T:a-chcr/

Teai`hing and  Non-I.ai.hinR
persrinnel

I. BQUIVAI,EllT RECORD FOR14

inaonem-eriI
'tebcol'

S|.h(,('I  H(.ad

I ch-;cr or`A-a-mlir--^h-a    t  _'1
isDSASDS

orAdmin,And    I  SDS

R.conm.ndlag
^ppro-I

.___-nol`_.
:  Ht.ii()  of Admin.  *DS

H. AUTHORITY TO RENDER OVERTIME SERVICES

oucmBc. Lcie-i -----

c: 8ctL66in DinloL-bhacc-.    DT{'TST;-n (`hit`f and

below.

fLecodn.ndhg
_.., `__.4m.ml_

ASDS

N. PROPERTY AND SUPPLY ISSUANCBS

Ill.   DM.loo once

Porn,

Report  on  the  Ph.vgic.ill' counl  of I nventories (RP€I)i

Report  on  the  Phy8ical
Count of Ptopcrt.`..  Plant.
and  Equlpmen`  |RPCFme)

Rc.port  t.I Supplic.a and
Mat.ridls lssut.d (RSMI|

l"peclion and A.ceptanc.
(  ReT»rt  (LAFt)
I Waste  Materials

Ftcport (WMR|

Appro-I
'Rol

Dircc`or

^pproul

ReconDendA(
^pp,O-I

AdfTtLnis(rfl{i`.e  orrlcel-V

Adminis(rali`.c. ()ITiccr V

Di`.i8Iori  Supply ofr`c¢r

Inspection omcer/
[nspeetion Comm;tt.c

Di`'ision  Su ppl.\' OIT]i`cr

^ppro-I

Schools  Di`.i8ion
Suprrtntcndcnt

Schools Division
Superin`cndcnt

Admini8unti`.c
()frlccr V

. D`vision  Supply
(()IT,L.er

Ch(`imaJi.  Disposal
C'1mmi'(Pe
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F®m,

i Fielier or Accountabili(v
I Semi Expendables

#±ert.fAccountabilit},-

In`iontor}.  and  lnspection
F2eport  or Unscn'iceablc
Property |IIRuP|

I          Ree®DDendin8
1              dyproul

perty Custodian

I Administrati`'c Ofricer \'

Rquc,tln* Ptry

i

^ppro'tl

Adrninistrati`.e
oITiccr V

COA  -  DO

^ppro'ul

Div`sion  s`ipply ofricEr           ChairTnan.  Disposal
C`ommi`tee

(RRC,qsT,r8o,:iosenm=fx£Snudeasl,,epltg::g:t3:ep,:.vm;:fr
items and consumables

Rcqu,s'"onand|ssucS||p|f=c;knt::;:.vffi:gr
(F{ls|  for PF'E

L-.----.A--------.-----------------+

Head of
rcquisitioning ofrice

Divlslon  S`,pply
Ofrlcer

Repon on  Lost. Stolen.          I Accountable ofricer

&aompeart¥(.R¥sS:rD°;ed            I #;,.,PmEidmeEdTa?:0:reue±:::::
Iuqin8 P*rty

lnvcntor}. Custodian  slip         Di`.islon  suppl}r ofrtccr
'[C`S)

Property Acknow.ledgrnon(      Division supply ofricer
Receipt  ( PAR)

Propert\ Trar`sfer Report       , Division  supply ()fric`cr
(FTFt'

lv.   Elctbcnt.ry .nd Poll-IU Second.ry School.

F®rm,

Report on  the  Ph`vsical
L`uuiit ur Iii`.eiitories
'RPCI)

Report on the Plrysical
Ct>unt  {.I Prt]pert}'`
Plant, and Bquipmcnt
(RFt`PPE)

Report or Supplies and
Materials lssut.d
(RSMl'

lnspceLion and
A(`ceptan ce Report
(lAR'

R.conn.adhg
Approul

D,`ision  Suppl},
Ofr'ccr

Division Supply
Ofrlccr

Division Suppl.v
Omccr

Inspection
orricer/lnspEL`uon
Committee

•COA     DO

Rcc.Md€ p.rty

Accountable (JITicer    I

-.__.. __. __._.__. __            ___.J

Acc`ountable ofricer     1

suppl.\. orric`cr or
I.cceiving ofrlcc

^pprowh

i Schools  Di`.ision
( Suprrintcndcnt

--i
)

---+
chcols Division
uperintcndent

chcols Di`'ision
uperintendc.nt

Di`'isiun Supply
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P®-
Was`t.  Mat.rials Rt.p{m

;  'WMR,

;  Relief of AI}countability
I  -  S.fTii  Expendabl.a

Relief of Accou ntobilitv
1Fme

~DD.fLdbf-ul
Division Suppl}.
orrlcer

Fhipcrt`' Custndian

Di`'i8iDn  Suppl}'
OITIL-Cr

L_.

Rq.coung PIJt,

lnvt.nlilr}  and
lngpfction Report of
U n I.cr`ittt]bl. Prt.por`}`
(llFtl'P'

Rcqutsitl.Jn  t]nd  lasiie
Slip |RIS|  for twmi
expendable I(cmg and
con3umable@

Di`i3,,,n  S`,ppl.\.
()frlct.r

Afcoii ntable Ofricer
(tkpEd Emplo\ice|

Roqui3ition  and lcou(.             i Ai`coun(able  (uric.r
Slip |RIS| for [PE                      I (bepgd F.mplt.vc.I

Report on  Lro®t.  S(ohm,
DQmaged,  De3ti".ed
Proper`}  (RLSDDP|

In`rcntor`. Custodian
s,,p (,cs-'

Pr,,pan-`.
AckTiowkrdgmont
Rorip' (P^R'

Proprr|`` Trdnsrcr
Report  lpTRl

tr.   B.c®ndlrr 8cho®h I(U)

P®m,

lE::;r,,;,rn,;,i.n=::,:ai
!  (RFt.]'

ActDu n 1 a blf ( }ITic.r
(bepEd  Emplt.}.ce),
noted b`' [mrrlcdint.
supef``isor

tqulng rty
( P[Jl9lon  Suppl}.

n  Suppl}.
owner

^pp-
C-hd'mnn,
D,®pounl
|`ommlttc€

Divi8ion  Suppl.`.
()frlctr

CO^    DO

.

^ppro"I

Chairman.
Disposal
Commi,tcc

Sr(.h(I)lx  Di`.talon
Suprrintond.nt

Sch.rot.  T)i`.tsior`
Superintendent

1 COA-rm

becotry pLrty
Ac`|tunl[|ble
)mc.cr

^ccounfable
()IT'ceT

Di`i8ion  Supply
ofrrecr

ftconDondth.
dytoul

()mccr/Proper``.
Custodian

su|.p|`. ()rrlct.r /
Flop.rt.v
L`u 3tndian of
reco`ing omcc

A,pin-1

Sch,N'l  lit.&'d
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r®rm

Report  on  tht.  Ph.`.s]i.al
co\]nt  or Proprrl`..
P'l,nL,  .,''{1  Eq`,,pm`.',,
lRl+`PPE)

Rr[i{irt  ol Supplirf and
M:\'el,I:\:g  l*Sl,Ipd

'R*Mll

lm`pection  `ind
Accept.`i```.  Repr.rl
'[AR'

Wds`c  Malcnuls  l{cport
'Th'MR'

Rt.licr or j\c-countabi]it\.

a+mi  Expr`i`dti`>lt.a

Rcl`cf or ..`ci`oimt{ibilit`.
- I,Pr.

ln`'entnr`  .}I`d
lnspe.'(len  Rt.pnj! t  ttr
l,'ns<>r`icc{`bl`.  Prupcrtv
(llRUP'

Rcql,,a,ti(,,1  `,`,``t  l'`\,a
slip  `RIS)  I(ir  tt'mi
cxpendablc Items and
consumabl.a

Rcquisi{ii.n  {ir`d  lxsui.
Slip  (RIS)  frJr  PPE

Rcprii`  .>Ii  LA.at.  St.ilcn.
D.`m®iftl<l.   [}e*1rn\Ted
Pr<.prri.\i  iRL*t][>Fi

IIi`.enton' Ciistndii`n
S',p  llc'SI

Propert}.
^cinou.ledgmcnt
Re(`cipL  (PAR)

Priipt.rt}. TI iin3fcr
Rt-p`,rt ( lTK)

ro-

kecotBinondh[
^ppron]

Supp].\-
(„Tl`=.r`/I+opcrt`.
I`uRtndiar`

Propert}r L`u stodian

^pp-
Si ht.<il  Hf.atl

Suppl.`  ()rrl.-t.i

lnspce`'(}n
()ITlcer/JnBpcetion
C|}mm'ttct

Suppl,.
oITlccr,JProprrt}.
Cufitndian

I  Proprrl}t  C`u*toditin
I School Head

Di`.tsicin  SHppl}'
()frlctr

Eteqt"thng Plrty

\t`t'o`intablc.  ()mcc.r
l[)t.pEd  E:mp'{l\.`.I

^``t`niln1ab1.{)frifT`r
ir)epFk:kit.mT.1o``P.t

At:`,`ou n iablc  ( )rric`cr
|DcpEkt  F,mpli)`'cc)

^cl`{]u n tsiblc  f.)fric`c r
lD.pEd  Emplr``'zx.I.
rinlt.d  b`r  I mmt.di.itc
Supcr`i.sor

I- P,rty
Sl,ppl'
C)ITii.t.r/PTijprr|`'
Custodl[un

_      _            .__    _

I S`,pp'.`,I Olricer/Pr`)prrt`

custeditin

Sul,p'`
t  ifr,L`,.T / in I .rxi. I.i`

C`isttrd`.in

ftjee®mbou.hf^pf,-I

Sllpp'.`
()ITicer/Propcrt}.
Custodian

Ch€urm.in,
D'spe"l
|`omm'ttct

/              .tit,ppl`  (,fr,l,l`r

rtypro-I

|`h`,lrmhn.
I),bposel

\ Con`millcc

St~h(x}:  H.ad

S<:hon}  Head

C`O^  I)a

R.celwhf P.rty

A{`( r' u lt 'Jlblr
(1IT'1.t.r

: Accountabl.
()IT't,er

; Suppl`.  oITiccr  ,''

(p"}r-`

A-I
Ct'*''Hlinn  ,''
rot-r,` ,,1 g  `-,rr,l+
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-. clncl[s AND IAST oF DUB AITD DEuAroABIB AccouHTs PATABIA! -
AUTHORITtr To DEBIT AccouHT (IODAPADA)

-I-iHEEEEmn§EEE±diHTRE`rHEEEEEEEEE
T-OLDTCE=E[|i+rfeli;i-''+tEiiiin^LOpp[cB:+``---`----`----

Chcch I..u.I .tid
C.ac.llcd (^CIC| .A.
pLft n OT I.DD^p-^D^
®m

AD®tlJ,t    8tryla(
Odcul

Up lti            Chlel.  I.ash
PI M                Di\,lsi'on

c®untor-dylng
arfuhl
Dlrct-tor  friT  FiTli-fii`T:

{}`.rr              Dir.i.tor for            ;  Undcrs®t.rc`an' for
PIMup       Financc                  l  Finan.a

Li;';:r' °M  -L.ndcrse(-rctdr`.   '  Undt.ram-rrl€lr`'  rltr

)  Pl("        I  ini`h.Irg.                  Financr

fneuto TE^cllmB c^Ilp:
^D®unt

1. p ,(,  , M_

ov.r_.pl_in_
up tt, PI 0M

(h.t.r  PI OM

eddy
++--Iicado-r-c`dsh

I  unit

: Tt,i.|._her ,9I  cftmp

-C6inte-I.bBln[
++

Teacher.sL l`anp
Superintendont
Undersccrc`an-
for

iig:i:=?=:-t::::=tr,:t,I:::.
i  ::'drm„„`,rH,§{,n      f''r  F`lm`n(.r

REa[OlfrHp[FTCE.8ct[Q9L9_Qp/t8Io„L,o_ng_c±
"1' 8CI,cols
^fboun t       elpla( omclLl

tojain Ondc.
Uptctthe         l`€ishi.r.  itrlri
rxteni  fir          his/ht.r  iibern{`t..  Ihr
lh,.                         |-hie,I {,I
.|llt7I mt.nl          Administrati`'e
rerci`'.`I         '  Di`ision

L_BCL®Oh t".loo Ouleps
Up to the
ex'en' ',r
lhc
dlk,|mc.n'
nrci\-rd

; 8tho1
+\.tITli-

St.h(rt''
Up  ,`,  ,ht=
cx'rn'  ,lr
thc
tlllotmcnt
recai\td

|`Llshir.r.  (), in
hig/'h.`r abFwm.t.  th.
Chier of
A(tministrati` e  Unit

_'_T

r  l`ashler/D]ebursing
()ITlccr

•   Administrativ.
('fr'oer

COE;;_;I.qLPLB|
Oncl,I
.Rb.  or  in

I,,a/h.r
absence. the
ARD

SOS.  or  in
h,a/'`.r
iibsence, I
ASDS

Sti or 'hc
Schor]l.r} OIC  a8
dcsig"ted b+i
'ht. SOS
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Oflee /^B®unt lD.etv.a

I.   ccbtr.I omcc

Not  o`rer  Plo  Million

(J\`f.r  PI a  Millirm

I.  Buy Tcaeber.. ctnp

N(I(  i.\.cr Pl(}  Milhun

Ch'rr F'10  Mill.I.n  up to  Pro
Mi!li,}n

()\l{.I  PsO  M''l'')rl

c.  fofhatl~
Up to the  (.=<t,-.n'  {)r
allotment  ron:i`..{t

I.   8chooh ".I®fL on€c

E*pe ndltt]fe Cl.q /^fl|lroTd
T       -..I __._i    mlBtemnce.

Pcf.onnel 8cfvic..
IPB'

othc I Oper.ting
ExptLee. |HcOE)
md capltul outh}

lco'

Dtrt`ctor rot Finance

U ndcrsccrctan. for Finan..t:

Tcachcrs. Camp Supchntendent

Tcachere' Camp                        Undcraecretarv l`oT     1
Su penntendt.nt                         Ad in in i sitrat ion

U nderse{`n`tarv for                   Under fec re I ar\r
`  Admtni9trii(ioti                                flir  Fiiiarice

RD.  or !n  his/her absent-..  tht' AFiD

uP W the tixtent  t,f .lil,,tmc`nt   lL SOS.  `'r  'n  hls/h.r a[inent.r   t|it.  Asr)s
I(,{x.i\.t.d

rv 8chcoi

l'p to th.` a.`trnt or
+illtjtm{'nl  recei``ed

I.      HOB-IU 8cho®l

U|] lo [h€ i.xtent  or
nllritmt.nt  rece!`/`ed

or the S<:htiol.8 0lc dcRigiiated b`7 the
DS

SIJ  or the  School.8
0IC dcsiena`cd b}`
tt`e SOS lfor  MOOR
(,nl.\''
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2.  The  payroll  for  remittances  to  GSIS,  PhilHealth,  Pag-Ibig,  BIR,  and  APDS
Accredited entities shall be prepared by the Personnel Division /  Personnel Unit of the
Central  Office  and  DepEd  field  units.   (DVs  for  ROs  and  Dos).  The  Summary  of
remittances to GSIS,  PhilHealth,  Pag-Ibig, BIR, and APDS Accredited entities shall be
prepared ty the Personnel Division /  Personnel Unit of the Central Office and DepEd
rield units.

I. D]8BURSEMBNT VOUCEDR (DVS)

I . 'The required certifications for specific ox of the DVs shall be as follows:

a.   Box "A" - Certification as to expense necessary,  lawful and incurred under
direct supervision of the Head of Office/Unit.

b.       Box      "8"      -      Accounting      Entry       (to       be       accomphished      by
Accounting/ Division/ Unit/ School's Accountant or Bookkeeper) .

c. Box "C" -Ccrtification as to the availabhity of cash, or subject to authority to
debit account, and supporting documents complete and amount claimed proper

2. The said boxes in the DV shall be signed by the following:

a.    CenlTal oITice

ha a^„

I        i.    Bureau/Scr`'icc/ Division Chief or higher Chief Accoui
Executive Office orricial conL`emed

I          ,,.BTC
I+Cad of Unit or higher

i         iii.BLRcebu I)irectorlll orBLRC                 CDch;eE;A€`C3u'

b.  Regional OITice Division Chief or Unit Head, Regional ^cc

c.  Schools Division Once
Divi`sion Chief or Unit/ SD0 AccounSection l]ead

d.  IU  School
AdTninislrative Ofricer. orOfrlcerln-ChangeorthePT0ject I Sthool's Arc;Bookkeeper

ntan t            I

countant

3. Approval of payment (Box "D" of DV Form) shall be signed by the fouowing
officials:
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H. pA¥ROLI, FOR Tin pAin[EnT oF &ALAREs AND OTIDR BE"Erms

1.   The   Personnel  Division/Unit  of  the   Central   Ofliee   and   field   units  are
responsible for the preparation of payrolls for salaries and other benefits, certified
by the following officials: (refer to GAM Volume 11, Appendix 33 - Payroll Form)

one. / ^notiat ]f]volv.a

•.  ceBtn] omc.

Not  o`'er Plo  Million

O`.er ['10 Miuion
I.  B.gtilo I..ch.n' C.mp

Not o\,el.  Plo  Mi']ion
O`.cr  Plo  Million  ilp  to F'50  Million

O`'cr PsO  Mimt]n

c.  R.flond one.

Up lti  thc exter`t  I`f allotment
rclcaeed

Director  for  F.imuni`t. SL.r`'il`{.

Undcr8..c.rt.tar.v  I(}r Financ'c

Tcachers`. Cqup {

Teachers. Camp
Superilitendent

+--~Undersecrctar\.
for

AdiT]inistration

I.  BctLool DM.lea Ode.

Up ln the extent of allotment
rrlraaed

t..   ect.®Ol ulthot[t nB.-cill fofT
IB®p-lnplebebtin( tnlt|
Up  `{)  thi. i.xt..nl  t.I .`+nritmt.n(
r,.Ic{)st.d

I.   8cho®l ulth nB.ncl.I.trfl
(lDpletDentld8 ut.l

up `o th. cxtcnt of allotmcr`t
I.elcascd

RD

undcrs~.crc`ap
for

u:frcrFrn=Ji

_§_DS

SH
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P,rdeulb

.  lam

[ufrectto8/
vdld.fro

I

i      Regional     lAt  leastt`.ot2|
OITicc           i designated

) Rcg,onal
I ,nspec,om`t,
Tcan and one ( I )

I Rcponal
` lnfomatjon
` Technolng}.

omctr (rroi

i]      schools         A`  leu8`  two  (2)
D`vimon       de9ipiatcd
Offlce            Schools

Di\,'s,on
lnqu`,or`ltc
Team uno onc
11 '  S.hco'8
DI`i3ion lTu

Jpe.pt..ce

Regiona] Supply
(}frurr

Sk`li.wil I,  Di`'itiit)n
Suppl-v ( )IT,.tr

iii      lu  school     At  Lca8t  two|2|

; dcatgmtedI Schcol'9

Inqu`ora(e

Supply. Orricer or
9chcor3
dc9,ma'rd
Propert}'

Team and one (1|    CuBtodlan
•'cT
t  C{rordirml()r

. eun-®,'
dtryrtye4  I
LAJb d
c®aeu4-te
dlin
purl.t'nlage
(„;,I  tmd
C.runcate
a, Io CI,td-tth.-t,
('`'r rflt.i,ae
tir Reicniion
M`'nc+,I

it    frohonls
D,viaion
Or'c,

iii.  IU  Sk`hcol

Propr,l ,,
Certlflel
Cbrm

Schtwil9                     11e8d of
Di`i ®ion                  ^dmini 3tratl`re
Suppb. omccr    Unil

----------- +
^0 oT  School.s  I SH or thc'
dcs`gnatcd
Propcrt},
Cuetodiari

school.a 0IC`
de3igrmted t
the SOS
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'alpect,|/
VLll|,ted 8,P,rtlcqha

1.  8t,tcment a,
orl

^cc®bpLbhed
(8WAI

-    Res,"nal
Oncr

„.    S{:h(mls
D'vifiton
(|fricc

b.  cermc.t. ®f
|Ooe,
c®bpletfoB

'      Rc#'('ndl
Omce

il.   Schools
Di,,iai(in ()m'{tr

c.   CertlJlc,te a,
Plml
JLec€pt.BC..

Res,`,nat
Ofr'ce

1'.   Sch,I,'f,
C„\-I,ion
OITlct'

Raponal
F.ngincorln-
Changc of tht.
ProJCct

S{`h{x.lB  T)i`isi.]n

F.nginccrln-Charge
rif ihc Project

C.rtln.a Br             ^pproul

1`htcfofELiSD

C`h'rfor
ScOD

Rcgl(mat I.n8mcer     C`hier or ESSD
ln-Charge (7f th.
Projm

Di`'ision                            Chief of
Engineer  ]n                   S(`.()D
Charge of the
Pr,}jcct

F{cf5)onal  Engin®cr      RD
In-Charge or lh.
Project

Sch (x}Is  Divichon
Eng,nttr ',t
Chdrgr ttr ih.
ProJec,

SDS

•    Required af ter sadsf aatory coraptience of the reedf icaf rorL requ:irements
under the Dofects Linbittrty Period (DLP) whieh shall be at least one gear
after issuance Of Certi:fioa:te Of 100% Completion

2.4  Information  and  Communication  Technology  (ICT)  Equipment  and  ICT-
Related Goods and Services
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P"cpha

i . Rc`glonal ofrice

ii.    Schools
Di``ision  Orricc
(including
Nan  lu  School)

c.   C.rtlnc&t€ or »o
Cl.in qu.t the
W-ty (for
rc.least. or
Ftctcntion  Monc}.I

i.      Rc.gional ofrice

ii.   Schools  Divisitm
OITit:t.(incl`ldinB
Non-ll' School|

h,pectl®a/
VtlldatioD Arec¢pfroce nepned

By

Region.1l
Personnel

Chief of
Education

ln`Chdrgc (if  Suppt)rt
'ht.  Pr,'jcL1 Scll,iL`t-a

Di\,isi('n
(ESSD)
or higher
omc.ial
concerned

Di\'isi(,n
pcl'8OnnL.I
ln Charge of
the Proje{.t

Chief or School  ;
C`ro``ernai`ce
nnd
Opera,i'`ns
Di\.isi,,r'
(ScOD)

I or higher
ofrlcial
concerned

Personnel        C)lief or ESSD
ln-cl`arge or   or higher
the project      ofricial

r concel.ned

Sc.h(,(}ls
Divisi'''1
Pcrstinncl
ln  Charge
or the
Project

2.3 Infrastructure Projects (new construction and repair)

Chief of `ScOD
(,r higher
ofrt(;ial
concl.mcrd
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hrtlculn

.  Certlncat®
a Chin-t tb..-at, 'ror

r.lcasc of
Re'en,ion
Monct,)

.     Rcg'Onal
OITLCC

''    Siehco'|
Divihon
Offlce
`includmR
Nod-IU
Sctrolt

I;#drdfbL/      Jbec.ptuce   fkep.fed try )

iii.   11' School

2.2 School Furniture

fLrtietLhe

Lrm
i.      Regiorlal

Ofrlce

I..pe.tiol/V-tin
At 'cas( tw.o
(2)
deaigmted
mcmbefi of
(hc cehcol

I inspr,om,.
tcun

^t lcaa( two
i'.     sthools                     (2'

I)ivi.ion once
(including
non.Iu)

b. eunB.iT ®f 4dy
dy.I Lfty u
codLcolld.ted [in
pcrccntagr (0;`)

d.8igratcd
mcmtram t}r
the achcol
inspcaoratc
(Cam

CertJned
C®faect

i Agset                   .  RcgionalI ,I ---. I ----,, 1` ..-- I., ,Management   ' Supply O(ficer
Personnel

liead of              H.ad of
Supply
.ffrotioT`

^0 or the
al-hool`g
dc.igrmted
PropcTly
Cu3`ediun

Admini.trati`t
Unit

Sli or the
I sehcol'3 ()lc

#C.sts8nD:stedb}'

A-pmc. ,,
]----

Suppb,
Ofrlccr or
designated
Fhoperty'
Cu.todm or
lh. aehcol

Suppb,
Omcer or
de&ignated
Pry'pcrt>'
Cuetodian Of
the 8chcol

Cc-e
C®neet

. .I __._I
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F. OBLIGATIOH REQursT AND sTATtrs

1. The Obligation Request and Status (ORS)  shall  be  signed  by  the  fouowing
Offlcials:

•.   cefLtnl once

i.   Bureau/Servic`c./
Bxccutive OITicc

li.   Baguio Teacher`s
Camp

ill.  BLF{  Cebu

Bol .A„

Di`'i8ion  Chief or
Higher orricial

Head or Unit
conc.cmed or
Tcachers. Camp
Superintendent

Director  111  for  BLR
Ccbu

b.   kedond once

i c.   8ctLo®l. "wl.loo
Omcc

d.   IU 8ctlo®l

Division Chi.I
concerned/Unit
Head

Division
Chief/Unit/
Section  Head

SH or the School.a
Olc dcsignatcd b}.
the SDS

Box .8„

Chief or Budget
Divis'on

Hc.ad or Budget Unit

Head {]r Budget Unit
- DepBd CO

Chief of Firiance
Di\.isi',n

Head or Budget
unil / set.tion                              1

Designalcd Budget
OITi.`cr  |AO or
Administr.ative
Assistant (ADAS)
11/111!

a. IN8pEcmoH, AccEPTAICB, AnD comLrmoH oF DBLlvEREs

All clains for payment of procurement deliveries shall be supported by documents
signed officials and enumerated below:

2. Goods and Services Procured by Regional and Schools Division Offices and
Schools

2.1 Supplies, Materials and Equipment Not Available in the DBM-
Procurement Service

PLrdetLhb I,,p,ctlof,/
V,lldhtl®|,

I RO ln*pr.tnra`.
(  TCQm

_-_--_             !
''       S|.h'x)I s

Di,is'on
()fTlct.

(Including
nan  lu)

sD{]/sirhooi
D,etJIct
lnqu`tora(c

^cc.ptLnce  i  thep.red 87

t'edd or
^Ser,
Mamigcment  ;
Unit

Cerdned
C®ftect

i Schcol'.
lil      ll. School      ln.pectoraLc

Team
_I.J....

llcad of
Supply and
F+opert}.
fro.,I()n

^0 or school'€
dcsipe(cd
Pr`,pin.`.
Cu.todian



appncable rules and  regulations on granting of cash advance.  The ADCA shall be
signed by the following DepEd officials:

once /^no`iot lDvolT.a

•. c.ntm omc.

Nti( over  Plo Million

O`.cr  Plo  Million

I. Redoul once
Up io the  pxtem  tir
allotment  rece``.ed

c.   8ch®ol. ".lob once
up to the extent of
allotment  recei`'cd

I.   rty teho®l

up to the extent of
alto.men( rec€i`.ed

^ppred

Director for  Flnant.a S.rvtc`c

UT`dersec.retarv for Financt

RD

SH  or th.. Sc`hool`s Olc
designat.d  by the SDS

I. 8uB-AI;IOT]DnT RELAEASE oRI>ER

1.  Funds released by the DBM to DepEd intended for the implementation of
programs,  projects  or activities by  DepEd  field  units  sham  be  downloaded
throuch a Sub-Allotment  Release Order (Sub-ARO).  No Sub-ARO shall be issued by
the Budget Division/Unit without an approved Transfer / Downloading of Funds.

2    The  Sub-ARO  shall  bc siF!ncd  by the follot`'ing orricia[s:

^m®Ii-t lncobed

•. ceDtul once

i].  ftefioul Omc.

_T_.

^ppronl for Tmn.I.I/
Dcmlo.4ln( ®r Fua4.

) Und.-rat:{`rL-tary  for Finance

Up to  lht. i.xtc`nt  or allotment                       RD
received

a     Ot the  amount  transrcrTed  or downloadc'd  b`.  the  Cc.ntral  ()frlce  to  the  RO.
the SDO Shall rerti`.e their runding requirem;nt from the sub-AF{O issued by
the Regional Ofricc concemcd:

b,    From the Sub-ARO received from the RO. the SDO mav further sub-allot  the
funding requirement or Its School Implementing Ur`it. in`.ided. the Sub-ARO
issued must not .xi`eed the amount transrerrod or tlownlriadcd to the RO and
SDO.
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2.  For contracts awarded  through  pubhic  bidding,  the  Officials,  as designated
below,  are  hereby  given  full  authority  to  sign  the  procurement  Contract,
Purchase  Order,  MOA,  or  agreement  in  whatsoever  fom,  on  behalf  of  the
Secretary, as the HoPE:

b.   R€doul Omcc., School. "wl.loo once., .nd 8ch®ol.

omc. / ^bouBt [frvobed
t---------------------------

I. R.dond ode.
Up in the cxtc.nt of
allotmen( received

8igiv onchi

8choob ".Ion one.
Up `(I the ..xlent of
all{.tmcnl  rel`ci`'trd

El   rfu 8cLcol

Up  tti the  c.xtont  of
atlo`ment  rccei`'ed

. I®,-IU ceho®l

up to (he .x(en( or allotment
rt.|,ci,,ed

lsDS
J_  .-           _

1 SH  or the  S<`htx)l's ()lc` designated b.v th.f=-
SIT  oi- lhc School.8 0(C designated b.v the

3.  If the  procurement  subject  of the contract was undertaken  through  any of the
alternative methods of procurement, regardless of the amount involved, a whtten
full authority from the HoPE as designated ty the Secretary, shall be  separately
issued  specifving  the  particular contract  involved  and  the  name  of the Official to
whom the authority is given.

4. A procurement Contract, Purchase Order, MOA, or agreement in whatsoever fom,
shall  be issued a Notice to Proceed  (NTP)  by the same ofricial authorized to sign the
said Contract, Purchase Order, MOA, or agreement in whatsoever form.

5.  Contract  time  or delivery  suspension,  work  suspension,  amendment  to  order,
variation order, other foms of amendment, or modification to the agreements,  and
other incidents of contract implementation, including all correspondence and notice
arising therefrom, shall be issued by the same official authorized to sign the Contract,
Purchase Order, MOA, or by agreement in whatsoever form, without prejudice to the
prerogative of the lead Execom official concerned or the Secretary to review, reverse,
or modify the same, when necessary.

D. AUTHORITY TO DRAW CASH ADVANCE

1. Requests for Authority to Draw Cash Advance (ADCA) shall be supported ty an
approved AR or ATC and APP for the year of the ofrice concerned, as well as the review
and evaluation of the Accounting Division/ Unit/ Section on the compliance with
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J.  Re(Iot]al Ofroe.. 8ch®ol. E".l®n once., and School.

Once/^motLnt II.olve4 )  ^pprovin( |1... RT^| .I)a tqnlng
|i... NOAi oncAI

I. ftefl®nd once

Up to the cxlcn`  of
t         al I..I mt.nt  recei`'nd

: 2. 8cho®b ".loo Omcc

Up  lo the extent  tif
allo`men` recei`'ed

3. ru dehol

up `o the extent or
all.]tmen`  recei`.ed

•.   X®a-IU Bcho®t

up to the ext.nt of allotment
.         rc'.clvt.d

Sti or the School's OLC desigriated by
the SDS

I SIl or the School.a Olc desigriated b}.
: the  SOS

----                 i     -~ .-..--

3. If the  procurement  sutgiv of the  RTA  and  the  NOA was -uTfidertaken
through  any of the  alternative  methods of procurement,  regardless  of
the amount involved, a written full authority from the HoPE as designated
by  the  Secretary,   shall  be  separately  issued  specifying  the  particular
project  involved and the name of the Ofricial  to whom  the authority is
given.

4. For other-proculiement related documents
------     inc.LncDt                       ;     8lgrln(--^gthorltT (Appf®ml|

a.    Procurement               Monitoring  i  Undersecretar}.  for proourcrf`ont
Report  for  submission  (o  (hc  ;
Cfovcmmem           Procurement  i

i

LT¥E9e[ddac=-:=s±nJL;-n+ iroi5E as     dcsimated
trarlanctioT`S                   roquinng  :  Sc'.`rc`arv
signa`urc  oT  lhc'  Secretary  as
HoPE

T iH.i

-,-.- _ .---

C. CONTRACTS, PURCIIASB HOAf and OTIDR FORMS OF AGREEMENT

1.  Contracts,  Purchase Order,  Memorandum of Agreement (MOA)  or any other
agreement in whatsoever form, to be executed pursuant to an approved R'I`A and NOA
shall be certiried with the Avaflabiljty of Funds by the following:

Tnanctho

I. c.Bud one.
I     Bur.au/ScT`ic./B.Ter`ltive

Ofr'ce

'1.   BTC

iii_ BLR  Cebu

i b.  Refl®nd one.
c.  8cl]ool. Dlulll®B once

II a.  ro 8cho®l

] ..  n®tL.Iu 8€hooi

C. rutc.tloi] or ^rllllbluty ®f
Punt,

C`hicf^i`i`ounti`ril

EITC Atrountant

BI-R C`cbu Accountant

l]cad of Accounting Unit
I Accountant i

School.§AL.i`ounttirtt/Bookkeeper

S+-h{)ol 's Boolckeeper I i` -chargf
(AD^S  Ill)
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Once/A-Cunt
lnvebed

i 2.   8€ho®l,

Drml®a omc.
(

Up to the extent
or i`llotmcnt
net.ei\.ed

Rqueltlng
Onchi

Division chief
concerned/Uilil
liead or Supply
OITlcer

rti betLcOI

Up to the extent    I AO. or in his/her
of alto(men`
rcccivcd

c.rtlflc.tioa   Iof^-mty
or

Ouotnc nt      )
-L-----------r

Bildget  C)fricer

Apploulao        I
0mcm

Sc.hools  Di`'ision
Superm`endcnt

absen.e` the
Designated School
Propert}'
Custodian

•.    n®o-it) School

Up to the cxtenL
or allotment
rec.cived

[lesig7ia(ed
Budget/
Finance Staff
lAO or
Administrati`'e
Assisunt
'ADAsl  ]1/111)

I oITiccr designated     Budgrt oITiccr
I b}. the sH or                 (AOV) or

I Designated                   Dcsignatcd` Schcol  propert}'         Budget/

kus(ndian                  i  Financ`c staff

Sli or lhc
Schoo''s ()lc
dc8ignated b}'
the SOS

I  SH  or  thet  Sc`houl's  Olc

I :he:,!::ted b}.

L_    ____

3. The ATP/PR shall be prepared for each procurement activity or project
and must be strictly in accordance with the approved WF`P and the approved
APP, or a Supplemental WFP and a Supplemental  APP; or in the case of the
field offices or schools,  in accordance with the approved WFP/Annual
Implementation Plan and the APP for the curl€nt year of the office/ school
concerned.

8.   BIDI)ING   DOCUMENTS   and   OTHER   PROCUREMENT-RELATED   DOCURENTS,
CORBESPONDENCB OR NOTICES

1.  Bidding  Documents  Bid  Bulletins,  correspondences,  notices  and  other
documents issued in connection with the conduct of a procurement activity or
proceeding shall be signed and issued try the Bids and Awards Committee
concerned or by the Acquisitions Committee, through the Chairperson of the
committee concerned.

2.   For projects  awarded  through  public  bidding,  the  Officials,  as  designated
below, are hereby given fun authority to approve and issue the Resolution to
Award (RTA) and the Notice to Award (NOA) on behalf of the Secretary, as Head
of the Procuring Entity (HoPE) :
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0. CORRESPO)IDENCB

TYPE OF LETTER 8IGmnlG Au"oRITr iAPpRovAI|
Addressed to the President of the Secretary
Republic of the Philippines
Addressed to the Cabinet Members

Undersecretary in chargeAddressed to bilateral and multilateral
institutions
Agency concurrence / comments to
proposed issuances of the Executive
Branch

11. FINANCIAl, AND PROCURE]D)lT HATTERS

A. ACTIVITY REQUEST (AR|, AUTHORITY TO CONDUCT tATC) AI\lD AUTHORITY TO
PROCURE (ATP) / PURCHASE REQUEST

1.  Except as provided in the subsequent Items (2 and 3) hereof, programs, activities and
projects to be undertaken consistent with the approved Work and financial Plan (WFP)
for the  current  year  may  proceed  upon  approval  of the  Activity  Request  (AR}  or  the
Authority to Conduct (ATC) that was prepared for the purpose. The AR or ATC as the
case may be, shall  be prepared in accordance  with  the authorities  indicated  in the
following table:

b. Refl®nd .nd School. DM.lob Od]ce

Omc./haount
laroho,

Rcquc.tha(
Omcul

• R.dot..I 0ffle.
I   uptothL.cxti.nior     I Hcadororrice/

allotment  recel`.ed      ,  Di`.igion  chief
+

•. ®cboob ".loo ,
CMFBce

C.rthatlon of
A-bmty Of

AmotDeDt

(:hipf nf  Finanr.
Di,i8ion :F3D

Approwh(
Omchl

ri?g:°T:e'_;e,__erox::_T::=±fL|t`i:;ii:::ier     rudest omcer       . sDs

2.   Procurement projects and/or activities that are incorporated in the approved WFP, or
Annual   lmplementation   Plan   (AIP)   where   applicable,    and   in   the   approved   Annual
Procurement Plan (APP) shall be undertaken upon the approval of the Authority to Procure
(ATP}/ Purchase Request, prepared in accordance with the prescribed form and observing
the following signing authorities:

b. Regional and School Diwldon Offices
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TFun8^onoN /ACT-

CtL.cb .nd Ll.I. or
Dq. .ed DetB.ndat]le
^cc®ut.I. P.nbl. -
^u`horl.y t® tbeblt
^cc®unt |l.DDAV -
ae^)

9ioN"O ^uTHOFti" i8i®rmo OFpicl^L ^ilD
cormBR8fc]Ixo oFT[ci^L) ^nD coRRrsponlpo

THRESIIOLD
Nan-!|'
School

cEnTR^L, oFTlce:
^m®ut't   i Ccr(lfled

Conect la
•ccord.Bcc

; with the
•tht]ngI budget,ng,

•ccOuDting.
I,oeurenoal
ud .odJtinf

•  mle, ,nd
I.quhtl.un

lJ`p  ,"
I,lN
`^„
Pl \' l,p
to  I,10M
'5\t.I-___

I,ION

|`hlel-
Ac.<y't;n'ant

S't  ''r  lhp
Si-hool`s ull`  its
d.Sigratcd b}.
hr SDS

iu.tLDptioD Or fun
re.poe.Iburty r®. the
•cctir.cy or th. Il.ted
cbld), ,bd
•t]theBtlclty ®f the

I .upportlo( d®ctLD.Bt.

r)!r.rlnr for Fn`.|ncr

Un(I.rsrrr.l€ir`. for
Fi'\.|'1fe

l.i`drreri 'rrli]r`.  for
I.`''l€,|'(.I

B^ct7]O TE^ctmft'8 c^Mp:

I ino-Pat  - C.rtln.I C®rT.c.Ib acc®rdlbc.

I

(  ()\t'

ulth th. ed.tlbf
btld(.dq.
.ccOu.tlnl,
I,,col,,ea.at ud
'utltlBf rt]'e.
•Dd refThtloa.

PIM  `Ip    ,  Fn`: ^ri`o\ini.Tnt
'oPIOM    I

ftco]ONAI

hounptJOD ®r fun
rcopon.folllty for
tb. .cctif.cy ®r th.
ILO,¢d c'.ID, ,ad
autJicDtJclty of the
lupp®rthg
dceun.nt.

I.nd-rco{-rt.tar`.  I`()r
Admmigtr.`tiori

l'ndcrsccrclar`. (or
F'n..l'\(`r

gFflcE,scr]oors_.D_ng.9]Q!omc_B
Aue seHCNms
^ao`IfLt    certln.+correct ^pprowh(

onclrfu
undo,
hrfu I ud
I,®f
LDDAI.
ae^
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T~8Aonob /
^CTIvltr

notice ®r Tna.I.. of
JLn-tloD 'm^)

8i®nllG ^trmoRrrv (8[omc orrici^L AID
courJrBRElomc oFmci^L) ^rt> coftREpoNmo

THREfloLD

#nTt::9g:Cff:ona|Accoulitant.
•``tei``  or    '  ^cm\intii`R  I,'iiil.  or
the                 .  hl£/h.r r]f'sli`Qn.itf.d
alloimcnt  i  iiltcmi`(c.  ir im`.
rccci`.cd     : __I

Rl). or the
ARI)

&ch®®I. DM.l®n Ofl]c. Iaclp.lag ]9fi.IU
1  Pan  I-SDS.l.p to the  i  Head  of AccoulltlnfE

•xlriil  of   I  Uiiit/'Scclion.  I)I his`/her
tnt.                 i  deslg;a)`tc.I.ilternate.  Ir
ELIlotmcm   '   €m`.
rccci`ed    :-rv-5irfer

-uirtfiiT.r`st.h-out;``----~-~--

cmont of   1  Accountant/Bookl{ccpper
the
allotm.I,'  ,

•  rt..`c,`t`d      :

I heo'''` ( 8E.Ill
r;,,I..``i-ariar

LllM`ip        r`in€mce

in  I,i3/h®r
abso,`c.'
''\p ^Sr)S

§ ri  I;i _  t I.,_t'  _

Sc.houl'S
ulc as
dcrfi8nal.d
b.v thp `SDS

Couaten-
Omctd
Undrrsirrrrlar`. for
Fi'if,ncf'

to  lJ I OM
b`-t.I-         -AiuT-.;`-tit;T-~  -      -U-iidri.q`{mlan.  lnr
P I uM            U n`dt.rse.Tt'tae`'     Fiii:`i`t`t.

7. F`or immediate disseniination and strict compliance. -
cRIsirir c. BPE}

Schools Division Superintendent
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