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OFFICE T'EMORANDUM
No. 0l s.2016

TO : Chief Education Supervisors and Staff (SGOD and CID)
: Section/Unit Heads
: All Others Concerned

RE : Wearing of Office ldentification Card and Establishment of Public
Assistance/Complaints Desk (Schedule of Officer ofthe Day)

In abidance to the provisions of Republic Act No. 9485 "An Act to improve
efrciency in the delivery of goternment service to the public by reducing bureoucratic red
tupe, preventing groft ond corruption, and providing penolties therEfor", also known as the
Anri-Red Tape Act of 2007, you are hereby directed to obsewe the following provisions:

ldentificotion Card - All employees transacting with the public shall be provided
with an official idertification card which should be visibly worn during office
hours (Section 8(0, R.A. 94851
Estoblishment of Public Assistqnce/Comploints Desk - Each office or agency shall

establish a public assistance/complaints desk in all their ofhces (Section 8(g),
R.A.948s)

Feedbock Mechonism - A feedback mechanism shall be established in all agencies
covered by this Act and the results thereof shall be incorporated in their annual
report (Section 10, R.A. 94851

In view hereof, you are hereby directed to wear the prescribed l.D. during official
working hours in transacting business with the clients. Further, all staff involved are
hereby directed to observe the enclosed "Schedule oJ Ofrcer of rle Dal" who will take
charge in the Public Assistance/Complainrs Desk IPACD) effective May 2, 2016
thereafter.

The duties and responsibilities of the Ofcer of the Day ate lisred belowi

1. Provides public assistance, information and guidance to all clients transacting
business in the Divisioh;

2. Requires the clients to log their name, posirion [optional), address, purpose of
transactions, time in and out, and signature in the visitor's logbook;
Requires clients to fill-\p "OficiolTransocaon Sfrp" [OTS) whenever transacting
business with the Schools Division Superintendent (SDS) or other Division;

3. Assists clients to fill up CSC's prescribed forms such as Suggestion,
Recommendation, Complaint, and Commendation as feedback and redress
mechanism of the Division, which shall then be placed inside the Box724;
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4. Provides constructive feedback for the improvement of the Division's Public
Assistance Complaints Desk (PACD) and other important matters that requires
the attention ofthe Division Office;

5. Submits observation using the enclosed "Officer-of-the-Day Observation Form"
every 4:30PM to the Administrative officer V or OIC of the Administrative
Services who will present the consolidated observations every week to the
Schools Division Superintendent as basis in improying customer service in the
Division; and,

6. Performs other duties relevant to providing public assistance, information,
guidance and complaints that ensure customer responsive service.

Any violations of the provisions of this Act shall be governed by the penalties
stipulated in Section 11 of R.A. 9485. Funher^all staff involved are advised to p nt out
copies ofDepED Order No. 342, s. 2009 and Republic Act No. 9485, which shall form part
as information and guide in implementing this law.

For your information, guidance, and compliance

DEPARTMENT OF EDUCATION
R€Blor X-l{orthern Mlndenao

DIVISIOT{ OF MALAYBATAY CITY
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EDILBERTO L. OPLENARIA, CESO VI 
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Schools Division SuperintendenrVfl
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schedule of Ofrcer oJthe Dqy
cY 2016

Date Of{icer ofthe Day

Tuesday, May 03, 2016 Adriatico, lasmin lacobo
Wednesday, May 04,2016 Alaiar, Luis Salqado
Thursday, May 05, 2016 Allaba,Aba

Friday, May 06,2016 Cultura, Lou Ann lacutin
Monda, May 09, 2016 Jabonero, Romil
Tuesday, May 10,2016 Molina low

Wednesday, May 11, 2016 MurinE, Coslita
Thursday, May 12,2016 Murins.lesus

Friday, May 13, 2016 Ocier, Analv Lomiso
Monday, May 16, 2016 Palo, Bonifacio
Tuesday, May 17,2016 Pizarro Virgilin

Wednesda, May 18, 2015 0uiroa Ralph Tah
Thursday, May 19,2016 Rara, Carlos

Friday,May ZO,2016 Reburiano, Ma. Antonietta
Monday, May 23,2016 Reyes, Maria ConceDcion Saqaral
Tuesda, May 24, 2016 SaluDado, Rosie Alcayde

Wednesday, May 25, 2016 Tan Nery, Noel
Thursda, May 26,2016 Valde, Rachel Ravidas

Friday, May 27 , 2016 Yap, Purisima lainar
Monday, May 30,2016 Zamora, Josie Dacion
Tuesday, May 31, 2016 Arangco, Rosalio Pinote

Wedhesda, June 01, 2016 Bentillo, Imelda Sabellina
Thursday,lune 02,2016 Capacio, Lorenzo O

Friday, June 03,2016 Arias, Paullohn Pelayo
Monda,lune 06, 2016 Zamora, Ophelia Pilar Rubio
Tuesday,lune 07, 2016 Cacharo, Angelina Acao

Wednesday, June 08, 2016 Catane, Gretchen Vasaya

Thursda, June 09,2016 Delante, EIlen Nispero
Friday, June 10, 2016 Dequito, Nancy Linsagan

Monday,lune 13,2016 Dinlayan. III Manuel Dominqo
Tuesday,lune 14, 2016 Gamutin, Guia Ma. Gamale

Wednesday, June 15, 2016 Limbengco, Rufelia Jimeno
Thursday, June 16, 2016 Lucine, Jimdandy Servillon

Friday,lune 17, 2016 Lussier, Ethyl lane B

Mohday, June 20, 2016 Mamawag, Marfifth
Tuesday, June 21,2016 MaDuti, Sibyl Leyson
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Wednesday, June 22, 2016 Marhawae Marfifth
Thursday, June 23, 2016 MaDuti, Sibvl Lelson

Friday , l[ne 24,2016 Morter4 Ferdinand V
Monday,lruJ)e 27,2016 Pontanilla, Leslie
Tuesday, June 28, 2015 Porras, Florabelle Rubiato

WedhesdarJune 29,2016 Razo, Emelvh Deqombis
Thursday, June 30,2016 Rosaleios, Rhysa Cyle Cuaresma

Frida, July 01, 2016 Sanmizuel, Vicente
Monda, July 04, 2015 Sescon, Novem Abao
Tuesdar luly 05, 2016 Wales, Perlita Bautista

Wednesda, July 06, 2016 Adriatico, lasmin lacobo
Thursday, July 07, 2016 AIaiar, Luis Salsado

Fridar luly 08, 2016 Allaba, Aba
Monday,luly 11, 2016 Cultura, Lou Ann Iacutin
Tuesday, July 12, 2016 labonero, Romil

Wednesda,Iuly 13, 2016 Molina low
Thursday, July 14, 2016 Murinq, Coslita

Friday, July 15, 2016 Muring,lesus
Monda, July 18, 2016 Ocier, Analy Lomiqo
Tuesda,Iuly 19, 2015 Palo, Bonifacio

Wednesday, July 20, 2016 Pizarro Virgilin
Thursday, July 21, 2016 Quirog, Ralph Tan

Friday,lvly 22, 2016 Rara, Carlos
Monday, July 25,2016 Reburiano, Ma. Antonietta
Tuesda, July 26, 2016 Reyes, Maria ConceDcion Saparal

Wednesday, July 27, 2016 Salupado, Rosie Alcayde
Thursday, July 28, 2016 Tan Nery, Noel

Friday,lnly 29,2076 Valde, Rachel Ravidas
Monday, August 01, 2016 Yap, Purisima Jainar
Tuesday, Au8ust 02, 2016 Zamora, Josie Dacion

Wednesda, Autust 03, 2016 Arangco, Rosalio Pinote
Thursda, August 04, 2016 Arias, Paullohn Pelayo

Friday, August 05, 2016 Zamora, Ophelia Pilar Rubio
Monday, August 08, 2016 Bentillo, Imelda Sabellina
Tuesday, August 09, 2016 Cacharo, Angelina Acao

Wednesda, August 10, 2016 Capacio, Lorenzo O,

Thursday, AuBust 11, 2016 Catane, Gretchen Vasalra
Friday, Au8ust 12, 2016 Delante, Ellen Nispero

Monda, August 15, 2016 Dequito, Nancy Linsagan
Tuesday, August 16, 2016 Dinlayan, III Manuel Dominpo

Wednesda, August 17, 2016 Gamutirr Guia Ma. Gamale
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Thursday, August 18, 2016 Limbengco, Rufelia Jimeno

FridarAusust 19,2016 Lucine, limdandy Servillon
Monday, August 22,2016 Lussier, Ethyl lane B

Tuesday, August 23, 2016 Mamawag, Marfifth
Wednesday, Autust 24, 2016 Maputi, Sibyl Leyson
Thursday,August 25, 2016 Mamawag, Marfifth

Friday, August 26, 2016 Maputi, Sibyl Leyson
Tuesday, August 30, 2016 Mortera, FerdinandV

Wednesday, August 31, 2016 Pontanilla, Leslie
Thursday, September 01, 2016 Porras, Florabelle Rubiato

Friday,September 02, 2016 Razo, Emelyn Desombis
Monday, September 05, 2016 Rosaleiot Rhysa Cyle Cuaresma
Tuesday, September 06, 2016 Sanmiguel, Vicente

Wednesday, September 07, 2016 Sescon, Novem Abao
Thursday, September 08, 2016 Wales, Perlita Bautista

Friday, September 09, 2016 Adriatico, lasmin lacobo
Monday, September 12, 2016 Alaiar, Luis Salsado
Tuesday, Septcmber 13, 2016 Allaba, Aba

Wednesday, September 14, 2016 Cultura, LouAnn Jacutin
Thursda, September 15, 2016 Jabonero, Romil

Friday, September 16, 2016 Molina low
Monda, September 19, 2016 MurinE, Coslita
Tuesda, September 20, 2016 Muring,Jesus

Wedhesda, September 21, 2016 Ocier, Analy Lorhigo
Thursda, September 22, 2016 Palo, Bonifacio

Friday, September 23, 2016 Pizarro Virgilin
Monday,September 26, 2016 Quirog RalDh Tan
Tuesday, September 27, 2016 Rara, Carlos

Wednesda, September 28, 2016 Reburiano, Ma. Antonietta
Thursday, September 29, 2016 Reyes, Maria Concepcion Sagaral

Friday, September 30, 2016 Salupado, Rosie Alcayde
Monda, October 03, 2016 Tan Nery, Noel
Tuesday, October 04, 2016 Valde, RachelRavidas

Wednesday, October 05, 2016 Yap, PurisimaJainar
Thursda, October 06, 2016 Zamora,losie Dacion

Frida, October 07, 2016 Arangco, Rosalio Pinote
Monday, October 10, 2016 Arias, Paul John Pelayo
Tuesday, October 11, 2016 Zamora, Ophelia Pilar Rubio

Wednesday, October 12, 2016 Bentillo, Imelda Sabellina
Thursday, October 13, 2016 Cacharo, Angelina Acao

Friday, October 14, 2016 Capacio, Lorenzo O.
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saturday, october 15, 2016 Catane, Gretchen Vasaya

Sunday, October 16, 2016 Delante, Ellen Nispero
Monda, O.tober 17,2016 Dequito, NancY LinsaEan

Tuesday, october 18, 2016 Dinlayan, III Manuel Domingo
wednesday, October 19, 2016 Gamutin, Cuia Ma. Gamale
Thursday, October 20, 2016 Limbengco, Rufelia limeno

Frida, October 21, 2016 Lucine. limdandy Servillon
Monday, October 24, 2016 Lussier, Ethyl lane B

Tuesday, october 25, 2016 Mamawas, Marfifth
Wednesday, October 26 2016 MaDuti, Sibyl Leysoh
Thursday, 0ctober 27, 2016 Mamawag, Marfifth

Friday, October 28, 2016 Maputi, Sibyl Leyson
Wednesday, November 02, 2016 Mortera, FerdinandV
Thursday, November03, 2016 Pontanilla, Leslie

Friday, November 04, 2016 Porrat Florabelle Rubiato
Monday, November 07, 2015 Razo, Emelyn Deqombis
Tuesday, November 08, 2016 Rosaleios. Rhvsa Cyle Cuaresma

Wednesday, November 09, 2016 Sanmiguel, Vicehte
Thursday, November 10, 2016 Sescon, Novem Abao

Friday, November 11, 2016 Wales, Perlita Bautista
Mohday, November 14, 2016 Adriatico. lasmin lacobo
Tuesda, November 15, 2016 Alaiar, Luis Salqado

Wednesday, November 15, 2016 Allaba,Aba
Thursday, November 17, 2016 Cultura, Lou Ann Jacutin

Friday, November 18, 2016 Jabonero, Romil
Monday, November 21, 2016 Molina Jow
Tuesday, November 22, 2016 Muring, Coslita

Wednesday, November 23, 2016 Muring,lesus
Thursda, November 24, 2016 Ocier, Analy Lomiqo

Friday, Novehber 25, 2016 Palo, Bonifacio
Monday, November 28, 2016 Pizarro Virgilin
Tuesda, November 29, 2016 Quiroe, Ralph Tan
Thursday, December 01, 2016 Rara, Carlos

Frida, December 02, 2016 Reburiano, Ma. Antonietta
Monday, December 05, 2016 Reyes, Maria Concepcion Saqaral
Tuesday, December 06, 2016 Salupado, Rosie Alcayde

Wednesday, December 07, 2016 Tan Nery, Noel
Thursday, December 08, 2016 Valde, Rachel Ravidas

Frida, December 09, 2016 Yap, Purisima Jainar
Mohday, December 12, 2016 Zamor4losie Dacion
Tuesday, December 13, 2016 Arangco, Rosalio Pinote
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Wednesda, December 14, 2016 Arias, Paul John Pelayo
Thursday, December 15, 2016 Zamora, Ophelia Pilar Rubio

Friday, December 16, 2016 Bentillo, Imelda sabelliha
Monday, December 19, 2016 Cacharo, Anpelina Acao
Tuesday, December 20, 2015 Capacio, Lorenzo O

Wednesday, December 21, 2016 Catane, Gretchen Vasaya
Thursday, December 22, 2015 Delante, Ellen Nispero

Frida, December 23, 2016 Dequito, Nancy Linsagan
Monday, December 26, 2016 Dinlayan, III Manuel Dominqo
Tuesday, December 27, 2016 Gamutin, Guia Ma. Gamale

Wednesday, December 28, 2016 Limbengco, Rufelia limeno
Thursday, December 29, 2016 Lucine, limdandy Servillon
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Lr.d.ll) MEMi)RANIIUN
No. 34e s. 2ooe

AD.OI,IION Af,*D IMPLEMEIITATIO\ OIr A CITIZENS CHARTI.jR
OF THE DEPAX'T}1EJ\'I' OE EDUCAT]ON I}.' COIlIPI.IANCE

WITH REPUEI,IC ACI NO q485 IAN-II,RED IAPE ACT OF 2OO7)
AND llS IMPI-DMEN'rING RUI-ES AND RIJGUI!\'flONS

To UndeBccrctaiies
,lssrstan I Srcretees
Blr.3u Dir..t,rs
Di.e.LUrs ofSeni.cs, centrs and U.nd6 ofU6rts
Re$onal Drreclors
S.hools DN'sronlCllv Suir(,,nterrdenrs
llcad. PLtblic Elemcrlurr' arLd Secondort SchMis

I Rrpuhlrc Act No 9485, cirtirled 1\ Acr to hprove Efficiency rn th.
DdNrry of tioledr Erlt Serar..s !o lhe l,ublic b) Redu.ng ilureau.ralrc Rid
T p(, Ple1.endng Uralt ud (:orrrpLioE. ar{l ltovidrnq Pnh6ltie6 Therefnr"
orhctuisc knom as ftc ".lnri Rcd Tap. Acr 2OOr, reads. a'rodg olhcr thrngs,

t1r!rtri ul llr :Jb'lrDlln.s

osfiHu
li.p!-L_r C.iii ( Ll)r, cl, i!..ue rrnaa aJl

Ar,i i : rui

"S€ctto! 6. C,rizen s Clra,trr - All {o!.IMcnt agcrcres iuclu.lrng
deparrm.Dts, bureaus, o(fites, irslrumentaliti.s o( SDvcrnmenl
oNr\ed and/ur controUcd corporauons, or l$.al {qo!(mm.Dt or
disrri.t umts shall sct !p lherr respeciilr sefli.r standdds ro bc
k.o\T as Lh. Crtrn's Charter ir Lhe fom of nrtorBauon brllboards
Nlx.h shoul.l Lr posr(d aL rhe majn cnt ancc of orfi.es or nr rhc
most conspicuous placc$. .rh.t io Lh. [016 oi published flattrinls
saittel} .ith.r ,n An$sh, I',lrpjno. or in the Iocal dialcct, that dctail.

a rhe procedure to obtar .r panicular senice
b tirc pelsoD/s respons)bj( lor each sr.p
c the marnnum xm. ro..nclude rh. p ocessi
d. Th. document/$ ro b. presefltcd bl' thc customcr il le.essiur,
| 'the limounl of lss, iI n.rts6arlr add
I '!'he pro.rdu . ibr liliig.oDplarn{s "

2 lvloreoler. the lmpi.Ioenrrn( Rulcs and Reguiauons LIRR) oI Republic A.l
No 94a5 provrdca. among odr., tii,n8s, d\at

"RULE lll. Rc-EagrEeorhs ofSy.tGD! rrd PtoccdErc!

Scctlor I. N,rhin o'e tl l led Irom cileclivit]r o, the Rules. .r( h olice or
agen.r shdl

Prdrsscs or tJeDsactroDs constilulc

lof t 4l2oDot61t52PM
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b Undert^k rcc.8nre.ring ot trMsdctjon svst(hs atr(l
pre.rdures, in(lti,lill8 rihe and mohon slLrdtes, ii
necessar] and altcr comPL lcf thereoli

c Ser up ther rcspe.tivc sflicc slrndntds to be knoun as

thc Citffn's Chan,rr.

Sectlou 2. Thc .cengn.eing proctss shal] tr.ludt a .e!cB ior th.
purpos,rs ofsttaml,ninS of lhe fou.rsitrgl

S(eps D providnS th€ st i€e

lt'oces6lng time, aJrd

'I hcrc shall bc a revicq' ot &. lo.atrn ot rhe omces providing lroltitine
srNtes Md &rectio al slgns to laclrlatc transacljons

https:/,htrnl2-f.scribdassets.com/7rrl gv I cn455uojk/im ages / 2-bac1..

d

"AULE IV. CITIZ]EII'S CIIANTER

A.ctloa 1. The Cilizcn's (lhd't 
' shal nr.lud. ttrr tullo*nr8 iniormalion

i Vrsion and missron oflhc 8olenm.nt oflicc or aE n.yl
h Idcntifi.atioh oi th. trontline srn,icrs offered. and Lhc

c. The srep by-step procedurc ro obtain a pafticular seh_rcc,
d. Thc officet or e.lplote rcsFDs;ble tor rrch sttpl
c The ma-\imurn l;me to coDclude rhd preess:
t DFlrmenl,,s t,, be prescnlcd by tle c]1cllt. lvru a clcar

indicarion ol th( relevahcv of said alocunrent/si
e Thc mount DI lccs, if nccessary;
lr Th. proedure ro. 6hng conplaints ur relBtion to .equests

and applicaror.s. ircl\.rding thc Earrle6 and contacl d'ltajls
of the offcialEi.rh6rncls to approach ,or redrcssi

i. Alldvablc p( 1od of ertension due n) !,trrsu:Ll
circunstan(cs i c unlorseen d,ents bcvond drc canrrol
of concemcrl g,,vcmmcnt oflice or asetrrr. d1d

I. Ferdba.k me.luniEms, .onta.t numbc.s 10 cali ddlor
pos,.n\ ,o ,t,pr.a.h ro. -e(omm.nd,uons hquu(s
su8gestroo$, an well ae cooplaints.

S.ctioa 2- Thr Cilia'ns Chan.r shall br,nlhca,rrnol informari,trr
blUbodds s.hi.h shoilla b. posrcd i! rhe m{iD enEm.e of oficcs or
at tht most conspr{uo\.rs pLa.es, an.l tn rbc iorm of publshed
malenals wnttcb cl$rln EnCtish. FrIpino, or ro rh(. local diale(t

lof ! 4/20120161154 P
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Scctlon 3, Th{ hcad oI ofir,. or a8eEcy shal .on$(i.utt i rask force
ro prcpde a cniren's chsrter pursuant to thc prolrsrons o[ the lcr
and rh.6e Rul€s. takrng inh .onsidcration th. stakehoklcrs. o$rs
od bcne6ciarics oi thc nondroc $^ices ard shdll .onduct
(onsukativ. formulalioD arid refnr.rflirn oJ the proqjsrons of thc
Charrrr The participaln,n of Dotr-sovcrnEcnr organizations and
other ( otrcctu.d gtoups sh.ll bc encour.rged Thc heid.f oflic. or
ag.ncy shall tlrrnallv issue dd ttcas rhc Charler and shall
monilor and p€dodi(n[), .criep fie implem(n1stlon. Officcs and
a,{cncics with existihB sctlice srandards shall elaluaic lltcs.
fiandards Lo rnsLrrc ( omplar(( s11h tha, provrsions of (hrs Rulc.

3 Pusuant to *rc tor(goh8 p.olisions of RcFubLc Acr r\_o. s485 and rts
IRR, all c()n(eni..l ar€ he.eb! nrfunncd of lhe adoptlor1 by this Dcpartme^( oi
Lhe Citqns Chaner of the Dcpanm.nt oI Educstron lcop] of s'hlch c.rn be
do$mloadrd iE the DcpUD sclls,te, s\N,deFed gov ph ) Moreoter, 5ll
coDce.ncd a.e h€rebt dire.te.l k) caus. thr proper dissrmjnaLlon oI. rn
aecordalrc'e \qlh sard IRI( and ro rrnplemcnr said Ciliz.D's Chnrter

+ I.ur.i,.r, those with .:{istih8 Citizen\ Chdrer are r,e,ebt dirc.Led ro
.onrx,ur inrplem.ntinS the sme unhl turiher notice. ed ro rmmedrstch
$!(bmit d cop! ofsoid Cilizens Chafi.r for r.viclv by the (rthce ol thr Secretary

5 .\ll rxrstrn8 DcpED Memor nnda, O(krrs afld oiher i:rdMistraLl!.
issuMccs oi siEilar ndrur. whrch.lrc inconsrsrcnt {,1.\ this (rrd.r e hereh}
dccmcd rere^led rd supcrseded ac(ordur88.

6. lmmediatE .tld \.id( dirscftirurtlon ot and cornpli{flc{ with Lhis ()rder rs

D0pED Memor:rn.lum: No. 30i. s. l0O9
Allormenli I ''iD.O.50 97i
ToIEtr rcar(.din (hc l,.rpdrual lnde!

under rhe foUowing subjeclsi

J:a^/ , \t /J*-ja
FR.AXXI,III C. SU GSr'

Undt, *.r.tr^

LE(iISLATIONS
RI.LES & REGUALTIONS

RIJREAUS & ()FI.'ICF:S

EMPLOYEES

s.l|ldl.ri'l\i.rjn.ortPrL

I of I 4t20/2016 t:53 PM
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DeDEd ORDER
No. 3 ?. s. 2013

RDITERATING COMPLIANCE TO ADMIMSTRATIVD ORDER NO. 24I ENTITI,ED
MANDAfiNG TIIE SPEEDY IMPLEIIENTATION Or REPITBITC ACT NO. 9ula5

OTEERWISE BNOWN AS TEE 'ANTI.R.ED TAPE ACT OF 2OO7" AND ITS
IUPI.EUENTII{G BI'LES AND RDGIJLTTIONS AND STRENGTHDNING

THE APPLICATION TIIDRIOF"

To Undersecretades
Asslstant Secretarles
Bureau Dlrectors
Diiectors of Servic€s, Center and Heads of Units
Regonal Dlrectors
Schools Dtvtslon/Ctty Sulrrlntendents
AU Others Conc€med

1. Pursuant to Republlc Act No. 9485, the Deparhnent of Educatlon (DepF,d) reitemtes
its compliance to Admhistiative Order No. 241 datrd October 2, 2OO8, entitled Mardodng
the Speedg Implen@ntotioft o! Reptblic Act No 9485 Otherwtse l{nown as the 'AnU-Red Tape
Act of 2OO7" and lts ImplemenUng Rules and Regulations and Strengthening the
AppUcation Thereof which was disserninated in DepEd Memorandum No. 502, s, 2008.

2. AI omces from tlle national to the school level of this Depa-rtment are hereby
dlr€cted to:

Set-up and malntEin a .R/bhc Asstston e Desk IPAD, at a readjly accessible
and conspicuous aiea preferably near the Vlsttors Maln Ent-rance gate of the
DepEd Central Once and in aI its regiona.l omces, divtslon oftces and
schools

a

I. where an offIcer or employee knowhdgeable on frondlne servlces
shal at all tlmes be available for consultatlon and advice;

tt. 1,b.lch shall be attended to even during break tihe: and
ll1. where clients may adequately express their complaints, corments o!

suElElestions.

b. Post u'lthln the Pr4D sen'tce area or withln its trunedlate victnlty, a Cltlzen's
Chrnter, whlch^ stlall be wrttten either ln Engllsh, Frllpino, oI In the local
dialect, that contatns the followtng:

i. Vlslon arrd Misslon Statements of DepEd, lncluding its core values
(copy of which can be downloaded at the DepEd website:
u,ww.deped. eov.Dh);

li. Identtflcauon of the frontline serltces offered. and the cllentele;
ttl. The step-by-step procedures to obtaln a partlcular servlce;
lv. The olffcer or employee responsible for each step;
v. The rnaximum tlme to conclude the process;
vl. Document/s to be presented by the client:
vtl. The amount of fees, lf necessary;
vltl. The procedurc for IIIing complajnts in relation to requests ard

appltcatons. includtng tlre names and contact deta s of the
omchls/channels to approach for redress;
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lJc Alloqrable pertod for extension due to unusual circumstances; and
x. Feedback mechanisms, conta.ct numbers to call and/or persons to

approach for recorunendations, inqulrles, as well as complalnts.

Make avalable at the P,qD sumcient coples of Informauon brochurcs
trlghlightlng the duly-Elidated functlons ard achlevements of each omce
\r/lthln tlle Department. and the latter in general,

d. Submit a Compliance Report on ttre foregoi.ng ltems a-c to the Offfce of the
Secretary, DepEd throuEh the Office of the Dlr€ctor, Administrative SeMc€,
wlth]n m cakndar days from issuance of thls Order enclosing therewith
photograph shotJdrE fuLl compliance hereMth.

3. All e]dstirE DepEd Memorarda, Orders and other adrninlstrative lssuances of slrnlla-r
nature whlch are lnconstrstent wlth thls Order a-re hereby deemed repealed and supers€ded
accordtngly.

4, Irmediate dissemlnauon of arld strict compliance with th.ls Order is directed.

B& ARt[tN A. I.SC
Secretary

References:
DepFi Memorandum: Nos. 342, s. 2009 and 502. s. 2008
Office Order dated October 13, 2009
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