Republic of the Philippines
Department of Education
Region IV-A CALABARZON
CITY SCHOOLS DIVISION OF CABUYAO

MEMORANDUM

TO : OIC - Assistant Schools Division Superintendent
Chief, Curriculum Implementation Division
OIC - Chief, School Governance and Operation Division
All Elementary & Secondary Officers-In-Charge & School Heads
All Division Personnel
All Others Concerned

M o W
FROM 5 DORIS DJ. ESTALILLA

Officer-In-Charge
Schools Division Superintendent

SUBJECT : CHECKLIST OF REQUIREMENTS FOR ALL SCHOOLS DIVISION
PERSONNEL TRANSACTIONS AND NEW TRAVEL ORDER
FORMAT

DATE : May 7, 2018

Anent the Regional Memorandum No. 227: Checklist of Requirements for Personnel
Section’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 %QLthe date(s) of your travel. It can be downloaded at

%"‘ [to:/ !(‘? epec r‘%?‘" Vao.L ’3 fiﬁ“ Z,S‘i'ﬁr

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.

Immediate and widest dissemination of this memorandum is desired.

UM /A3 s. 2018

Enclosures: DEPED-4A-RM-OC-18-227
Revised Authority to Travel Form Authorized Signatories

OSDS/ABAT/05112018



AUTHORITY TO TRAVEL |

?“igvision of Cabuyao |

INSERT SCHOOL NAME M} Name of school J
DEPED-4A-GF082002-18 |

SO 2001 : 2015 i
L |
DOCUMENT NO. ;’ VERSION NO. f REVISION NO. | EFFECTIVITY DATE: Page 1 0of 1 ,l
1.0 ; 0.2 2 March 2018 l
e i - |
Division Reference Number TO BE PROVIDED BY DIVISION OFFICE | Date | Click or tap to enter a date »

NAME OF OFFICIAL/EMPLOYEE }

DESIGNATION & STATION

LAST NAME, FIRST NAME M!*

;
|
,f
|

— PURPOSE:Click or tap here to enter te) ) o
DESTINATION: Click or tap here to enter tox
PERIOD OF TRAVEL | FROM Click or tap to enter a date [To | Clickor tap toenter 3 date
M&._M%E%WMMM
Please Check: - Estimated Expense-:
1. OOfficial Business Registration Fee Php
HOCash Advance Transportation ESTIMATED EXPENSES
OReimbursement Travel Allowance MUST BE INDICATED |
= 2. JOfficial Time On Travel Time only
{NO EXPENSE fo be incurred by the FU” A”OWOnCe : T 1
ShEemOficefchea) -y TERAlOWANCE G, EEEET — ]
If it will be personal fund/out of the pocket | TOTAL ESTIMATED
|_expense it must be considered Official Time EXPENSES Php
Requested by: Funds Available- for Official * Approved:
* Business {specify the source of funds) o
[IDivision Fund " IF THE REQUESTED TRAVEL
NAME DESTINATION WILL BE WITHIN
Desi ) CILSB Fund CALABARZON
esignation OOthers:
N P e DORIS DJ. ESTALILLA, Ed. D
Rfcommendlng Approval: - OIC - Schools Division
" ASDS OR CHIEF OF CONCERNED DIVISION Superintendent %
DEPARTMENT Noted _ ‘ f
Name L1On Official Time Only
e LIOther Funds:
B NATHALIE JOY U. ULEP RepLacen it wity ThE SCHOOL OWN DESIGNATED
N Division Accountant (il | BOOKKEEPER
REMARKS: |
1. Insert the Division logo in division level and remove the school logo
2. Insert the division logo and school logo if school level
3. Filled out the all having an asterisk
4. Use separate sheet if there more than 5 person with “See attached File”



Republi- of tife Philippines
Department of Education
REGION IV-A CALABARZON
Gate 2 Karangalan Village
1900 Cainta, Rizat

r
i
i
§

:
DEPED-4A-RM-08C-18- 22"

— i

10 : SCHOOLS DIVISION SUPERINTENDENTS
ADMINISTRATIVE OFFICER V
AQ?‘AEN*S?QAU\/E GFFGER IV (HRMO)
PERSONNEL IN-CHARGE

FROM

SUBJECT : CHECKLIST OF REQUIREMENTS FOR PERSONNEL SECTHON'S
ACTIONS

DATE : Aprl 20, 2018

i, ine elforts of this Office 1o improve core processes, and in order 1o have
smocﬁh operations and delivery of services to our clientele and co-workers,
specifically at the Personnel Section, checklist of requirements per transaction

have been prepared for reference and complionce.

8o

In this regard, all personnel fransactions must be f'*ffﬂm:;.mﬂied by a checklist
of requirements with check-marks {/} in the box as initial proot of compliance

b

3. Incomplete requirernents shall not be accep {:’ by this Office

4. Sompie checklists are hereby enclosed for information and guidance.

o

Immedialte dissemination of aong compliance with this memorandum is
desired,

wnb;ltﬁ. ca§abarzcm ph
FacebooleTodA a.a lgbarzon
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Checkdist for Terminal Leave
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