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DIVISION MEMORANDUM
No. O3l s.2ot7

TO Chief Educstiotr Sup€rvilors rDd Strfi, CID rnd
Sec'tioD !trd Utrit H€.& .nd Strff, Officr of the SDS
School Heads (Elemetrtrry srd Secordrry)
All Others Concerned

D.P A

Dt
BY:

FROM EDILBER L. OPLENARIA, LPI, CESO VI
Sup€rintendent 

{
DATE: July 7,20U

Observsncc of the Prscribed Timeline3 for thc Proc€sslrg of Requests,
Documerts snd ApplicrtioB froD thc Gererd Public

1. Itr cotrsomme to the Presidentiat Dircctive No. 2017-00t6-0087 ad DepEd Order No. 31,
s. 2017 @nclosure I ), all Offices and Schools are herebldirected to observe 0re prescribed
timelines for the processing of requests, docuoe[ts ed application froo the general
publia.

2. As provided h that Order, this Of6ce reiterates importaDt provisios. to wit

" ....to process rcquests, licenses, and WrrrriK ltithin 15 wtkug dats, regardless
rf thrs nents opproval or not-

" ... shdll cover rcquests, ehich con be disposed of pro plly, dnd etrydttiotsly,
commxhications ot rcquests ttithin he jurisdictioh of tl* ofjce or agency, and
matters, which are routinary, or the a.lion &shed ,noy be acted upon in the
ordnary coune of bltsiness of the ofice or agency. "

"Etcluded fron lhis directil)e dre requests for invastigation, resolution of
administrulive cornplatnts, griewnce madtinery, ord dltemqlire dispule
rcsolutioh, subject to disciplihary dnd adtninistrative prcceedings of the
Depaftmeht, v,hich shdll be resolved *ith in a redsoruble period. "

"...Section 5(a), @, ond (c) of Reptblic Act No. 6713, otherwise kkowr qs the
Code d Condrct ond Ethicol Sta,tdard\ Jor public Ofrciats and Employees,

RE
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ptovides the Duties of Public Wcials and b ployees ih the pedomtdnce of their
duties:

Sectio 5 (a) Act pronptly on letters arrd requests. All pablic offciols and
employees, sholl, within lileen (15) working doys lton receipt hereof,
rcspond to letlers, lelegroms ot olher me@8 of comn ptication sent hy the
public. 'the reply must conloin the action lotcn oa the tequest.

Seclion 5 (b) Submit amual petfomance reports. - All heo* or othet
lespohsible oficers oJ oflices dtul ageficies of the goremment aid of
governmenl-owned or controlled corpordions shdll, t'ithin forty-fve (15)
'i/otkitlg days.tom the end ofthe year, render o performace rcport ol the
agency or ofrce or corpototion co cemed, Such repon shall be open and
atailable to the public reithin rcgalor oflice hours.

Section 5 (c) Prccess doatments and papen expe&iously. All ofrcial
papers ond docunenls must be procesed qnd completed within a
rcasonable time ffom lhe prepdrulion thercof dnd ,ansl contain, as fot ds
prdclicable, kol nore than thrce (3) signdories theteih. ln the dbsence of
duly aulhorized signatoies, the ofriciol nertin-rur* ot ofrcet-in-charge
shall signfor ahd in thei beholf.

"DepEd Ofricials and Persohnel detennined to have yiolated this Otde\
aftet due process, shall he dedlt vrith administtqtiveb. F'urthermore, nder
the Revised Rules on Administrutiye (:ases in the Civll Service prcmalgated
on November 8, 201 l, ,riolation ofthis l5-doy to rctpond reqtirument is a
light ofrense punishdble by reprinand for the first ofense; srspension of
one lo 30 doys for the second ofense; atd, disnissl frun senice fot the
third ofense.

"All DepEd itsuances, includikg protkions in the Citizen's Ch ter, not
olheru)ise inconsistent vith thb guidelines, shall rcnain in full force and
efect. "

3. I[ support to the enforceme of this policy, all office/schools are requted to prepare a
Service T.ble usitrg the suggested template (Erclosue 2). The Setl,ice Tsble wilt cotrtaitr
the following:

a. Service - the tide of the s€rviceyofiicial transsction (e.g prucesst tg d seryice
record)

b. Time - thq tum-arcund or processing time at maximum fe.8. l5 minutes pet sererce
recorQ

c. Accountable PersoD(s) the persoa (s) involved in the processing ofthe tnnsactioo
or provision of s€Ivices. For efficiency purposes, this Omce suggests that the
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position title will be refleoted imtead ofthe spe€ific mme oftte eoploye€s givetr
that there are work reassignments or job rotations from time !o ti e. (Erlrnple:
Ad inistrdtire Aide/Admihistratite Officer lv-PersqneuAdmbistrotiee Wrcer V)

4. For ba$pareDcy pwposes, the Offce/Schools are itrstucled to priot tbir Servic.e Table in
tarpauli!, the size a designflay-out ofwhich is dependetrt to the concmed office/school.
This airns to make the Service Table visible to the general public for tbeir hformation atrd
guidance.

5. For thc Dvision Office, the SGOD, CID, and S€etion/Utrit He3ds oftht OSDS shall suboit
the electonic copy of their Sewice TrblB to the Propeny atrd Sqrply Services Unit
Attention: Xian Jude S. Alas on or before July 14, 201? f(r the designing^ay-outirg and
rsrpaulh pritlting. This aims to coEe up with a uniform design oftha S6vice Tables for
the Division Office.

6. For information, guidance, conptiaoce and widest disseminatioo.

Encl.
As stated

Copy firmished:
Records Unit
AO File

TO BE POSTED IN T}IE DIVISION WEBSITE
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DepEd ORDER
No. 3l . s. 2ol7

PRTSCRIaEL TIIETIIIEA FOn TEr pROCESGrrc @ IEQUEEF, DOCITUTtrTB
AI|D APFIICATIOIIB FNOX ?IlT GEITERAI. PT'BI.T

To: Undersecretarieg
Aasistant Secretaries
Bureau and Service Directors
Regional Directors
Schools Division Superintendents
Division Chbfe
Public Elcoentary and Secondary Schools Heads
All O*rera Concerned

1. For the inlormatjon and guidanc€ of all concemed, cnclos€d is a copy of
Prcrld.lttrl DhcctlyG o. 2OU{X186-dr87, directing a[ CabiDet Secretaries and Heada
of Agenciee to process alt requests and/or applications within a dsxirrlutrl period of one
month, regar:dleag if this Eerits approval or not.

2. As a geueral rule, all Dcpa.rtoent Directors are [kewiee directed to process
requeats, liceases, and per@its within l5 working days, reggrdless i{firis merib approval

3. The abovementioned directive shall cover requests, which qsn be disposed of
promptly, and expeditiously, communications or rcquests within tho jurisdiction of thc
offrcc or ageacy, a,ld matters, which are routinary, or thc action d€bired tnay be acted ,,
upon in the ordinary course of business of the oftce or agBllqt.

4. E8chrdcd Aoft tlds directive are requeets for inveotigaion, remlutron of
adraiaistrative grievance machinery, arld slternative .dispute resotution, /
subject to dieciplina.y and adainisaativc proce€dings oftlE D€partocot, which shall be
reeolwd within a reasonable period,

5. F\rther, this is to reiterate that the s€rre is provided under Secti@ 5 (a), (b), and
(c) of Repubuc Act No. 6713, otherwis€ known as the Code of braivct alt fr.hiao:l /
sf'andrlrds for Publb Olf|cials and hnptogees-.

s tIotr 5. Dt.ti3t o, hrb',. qfrcia.,, @td.E rylor'€r. ht tlc pe$omane
of tlEir &)ties, aU pubtic offrciats and. enploye?.s are under obvttliorl to:

(d) A(j, prorqtlv ofi lettets ail. requests.- All publie oJfr.i,,b oid
enplogees, shaL Luithinfrfreen(15)uo*i^g daysJnfi.e@Ut t Eteof, res]ro d
to btters, tElegtams $ o*er means of amtatnicatiot senl bA ,he Phlic- The
replA ,tu/.sl @nta.in UE ddion takeft on the rcquesL
(bl S.tb,,it atu ! perfontuii@ rer(trts.- AU teads ot ottcnesponsible
ofre6 of ofvas and agencies ofthe gotefifiLefit aid of golEisretta@ned or
.findleit cor@tof,ion,s sha , t,ithitl fort!-ftE 145) l.Dorking ddw fta\ the end
of t e yqL rcnder a performa ce repofi of tte agenoA or oIfi@ ol @tpd@tiot,.
@nend- S\dl report stt l be optu and atmitable to the ptblia uilhift egular
ofrce h@rs.
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.o** 
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14 Pr@ss denwns d d trppe's eryditiaustg.- AU oAEidI potEB dnd
doa/rlnen's ,,,4.rst b pt@s*d. and. @n{tleted with;n a reosaable tifiu Jmm the
pewntion lhereof and tru/.st @'l.tnir\ dsfa, as p,actia,ble, id, nare thrr[ tt ee
(3) si$atories t tc€irL In the abse e oldulg ottldi"zd signol.orie-s, the olficial

^din-runh 
t or1efi^dange slwlf signfor drd ittteit bha$-

6. DepFd oficialg and p€rsomel dctcrrDiEed to lrave vioLatad this qder, after duc
process, shall bc dcalt sit}r admirdstrativcly. Furthermorr, und€r thc Ro,ised Rules on
A'sinistretive Cas€s in thc Civil Scrvicc promu.lgated oD NovedberE,2Oll, violation of
tnra fidag ta reswd rqirement is a\d\t ofrens. punishable by repriDtod for the frst
o[€xtae; suapension o[ onc to 30 days for thc lccotrd ofrco8c; aad didnisral frod servicc
Ior thc tiird ofrensc.

8. 'Ihis Ordcr shall take efiect within 15 da]rs aft€E its publiGtioo in the Oficial
Ga.attc or in two Dc*qrap€rs of oJtri.ial circulation.

9. ftnrBcdiatc diss€Binatiod oI e.nd atrict coqrpliance with this der ia ditected.

LaoroB aipma
Sccrstery

Encl.
As statcd

7. AIl DepEd i$uances, including prcvisions in ttrc CitiEnb Chartef, not otherwh€ /,
inconsi.Ent with thi! guidclines, shell reEain in hrll forcr end cfiect.

Refcrfiicea:
DECS Ordcr No, 53, s. 1989
DcpEd Memoranduo No. 342, s. 2009

To be indicatcd in the Perpetual Indcx
undcr thc folloring subjects

BUREAUS AND OFFICAS
coMPrlflins
EMPI,oYEES
LEGISI/ITION
OFFIC[AI.S
POUCY
REQUESTS
RULES AND REGUI,ATIONS

sMuA, @-ki!.tLUdilEn-&dtr -EoEalaella - Lry9/Ju& l.2Or?



(Enclosure to DepH Order No. 31, s. 2014

afi.t.lth-}ab.dl& Sltrdra
PREIDE\IIIAL MANAGETiBNTSfArF

rr-r-..i.ng

Pr€i.lenda, Dlr€c{dvB rro-,fl.0G6.{Itg

FOR An Hea& d AoE:rsr

FROM Ihe Acfng tlead, RB6aden6al U.mg€rraril $d
SUB'ECT FRESCRBED TIELIIIES FiM ru PRIOOESSOIG OF

BEA[lESrg DOCUIE TS, AilD lpprJGA:nOXS FRO
THE GGIIERAL PT'BLrc

DATE 15 February 2017

During tfie ttousirE Slnnm Part l: Dalogue rffr Prtner Conmtllfrss a[ tl6
Muli-purpo.se Corer€d Court, NAbnal llodU AdDlty, D&nao, qtrzor City oo 08
F€bnrary 2017 ard ftE f/kfla 1-me3 ii erftess Forur at tre fre Polo, Dayao
City on 09 F€Druary 2017, lhe Presld.nl dirBcted tE hbutr0:

t. AI Cabillet S€q€brlss and lleds dA0ffiyio lroos a!0cSresE andror
qpQteeIcErfi$la narimuapedodotomfl ) noitr! tt{Efdess ittlEse
m6dt app(bval or nG ard

2. All Depqtnent Dil€6b's to pmc€66 rcqusslsi [cB8e6, Ird pom&s $hin
ffie€n 05) Erting dE/s; rBgarIess ItEse ltEt mmlal or rd.

We notE that lhe abo\G dlectives havs DeGn refi aEd by lhe PtBslM in
\.arbus engagefiEnb.

Kindly subnft a repon oo your comp5aEa w h $is directi\D, idicaring the
rsietonae rx,lt6€raho\re, rd lerhan men (f i) days Wo.t t€ceid dlhb merp, b
the Fl€slderdel ilarEgemont Sd tnor.En dntc0nsa,.l8.gd.pl.

For your guidatE- 

---_

r:r':nt r,:r r:rsU.:.l:.Iu T,:. r:\!:.ra1!r! r!it.t!xr! . \ >-$**/.e*
arJ il.0$ 2ll? Jils; a t@yntntstbd:

Trra Eccr/ri,! Se.,srry
7}D&f*d@ry
1ft6 Spectd Aerisia, brt

'ffirlEri.rta

of th.
P€CII\,ED

*-' tl!---!f,,-Itne:

DOC @ b(na
NECEfYED

r{rle

t,r. Fr6 Hd. orbt. b.-aEdrl i.,r!!c
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Enclosure 2: Suggested Teoplate of Service Table

DepEd-Division of Mahybrhy City

OIFc A ivisio a$ec don/U trttrSc h oo I

Sf,RI'ICE TABLE

\( ( r)l \t\t|t I
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