
Republic of the Philippines
Department of Education

Region lV-A CALABAMON
CITY SCHOOLS DIVISION OF CABUYAO

MEMORANDUM

TO OIC - Assistant Schools Division Superintendent
Chief, Curriculum lmplementation Division
OIC - Chief, SchoolGovemance and Operation Division
All Elementary & Secondary Officers-ln-Charge & School Heads
AllDivision Personnel
AII Others Concerned

FROM

SUBJECT CHECKLIST OF REQUIREMENTS FOR ALL SCHOOL$ DIVISIOI'{
PERSONHEL TRANSACTIONS AND NEW TRAVEL ORDER
FORMAT

May 7, 2018DATE

Anent the Regional Memorandum No. 227: Checklist of Requirements for Personnel
$ection's Actions dated April 20, 2018; to observe uniformity, this Office reiterates strict
compliance on attaching the complete necessary and pertinent documents that support the
relative transactions/requests with the Schools Division Personnel.

Furthermore, local travel must be accompanied by New Revised Format of Travel Order
and must be submitted 3 to 5 days &fiOrthe date{s) of your travel. lt can be downloaded at
http:lidepedcabuyao. ph{ downloads/ forms/.

All requests, documents, travel orders and the like must be submitted directly to the
Records Section located at the old SPED room, Cabuyao Central Elementary School.

lmmediate and widest dissemination of this memorandum is desired.

UM /71 s.2018

Enclosu res : DEPED-4A-RM-OC-I 8-227
Revised Authority to Travel Form Authorized Signafories

,&{,{,#il,,o
Officer-ln-Charge
Sehools Division Superintendent

osDs/AAT/Ail 12018
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