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TO

DEPARTME T OF EDUCA Oat

Reion X-tlo'tn€m Mlidanso 8y:

DMSIOI{ OF MAIAYBA]AY
S.V. tlClwny, Pdd 6, C6kot19., ,rolortoby Ckt

a,dllrdde d.rtu b:brrtarEte offrcd *r*cwn !.dmtru.v.d

February L4,2Ol7

OFFICE If,E ORANDUM
I{o. 62 2017

: ChiefEducadon Superylsors and Statr(SGOD and CID)
: Secdon/Unlt Heads
: All Others Concerned

RE : Wearlng of Offce ldentification Card and Establlsbment of Publtc
Asslstence/Complalnts Desk

ln abidance to the provisions of Republic Act No.9485 "An Act to improve eficiency
in the delivety of govemment seNice to the public by rcducing burcoucmtic ,ed tape,
preventing gmft qnd eprruption, qnd prcviding penolties theteforl, also known as the Anti-
Red Tape Actof2007, you are hereby directed to observe the following provisions:

Identilication Ccrd - All employees transacting with fte public shall be provided
with an omcial identification card which should be visibly worn during ofnce hours
fsection 8[0, RA. 9485)
Establishment of Public Assistonce/Complaints Desk - Each of6ce or agency shall
establish a public assistance/complaints desk in all tleir offices (section 8G), R.A"

e48s)
Feedback Mechanism - A feedback mechanism shall be established in all agencies
covered by this Act and the results tlereofshall be incorporated in their annual
report (Section 10, R.A. 9485)

In view hereof, you are hereby directed to wear the prescribed l.D. during official
working hours in Eansacting business witi the clients.

Any violations of the provisions of this Act shall be governed by the penalties
stipulated in Secuon 11 of R.A. 9485. Further, all staff involved are advised to print 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 informatio[ guidance, and compliance.

L OPLENARIA. CESO

r ivision Superintendent
vN



i .t.eOec9s6Arip| (lq6 h.ge.9r x l25l pir.lr) h$rlhrl|-f.!sit&r.q.can[nrlEvlq,a55uqF/@'geJl'9occ',

i\rp$!l( ol 1i. l!irl!nr!.6

IBcprrfirsst d €tudtion
Ccp-! Ccsp.(r lJ.r)ld,,ra.rrE Pasra atl! P"-&q

?o' UndetucEtarics
A.6i.ranr Sc(rc(gr*s
Buftar Dir.croB
Di.€t'to6 of S.n{ccs, C.nt ri rnd Xead. ofUnitr
Rcgronal Dircdoc
lchdii DMr(r1/Cnv Su.r,Etft dcnls
llcad, Arblic El€m€ulofr' .rLd S€con<lal.1 lkhoolt

l. R?pubk Act .{o. 9,185. .irtitl.d 'Ar Act to lroproq. EfEcicncl rn thc
Del*rry of OoelDoEIa Scrvic.3 r,o ..lle lrrbli( b"y R.d'rci.u erreaucratrc R.d
tape, lterent na Oran 6r1d (:orrupti,oD, ahd Prs!'i(llnf, Prneltlcs Th?rcfor'
otlkni.e ]{noq {s tlk "And [d T.F Acr 2@r. r.ad.. a'llmA ot)rcr thtrUE,

Ariii!tX

D.pltD MEMOTTANDUH
No. 342 t. 2ooe

ADPPI IoN An-D IMPLEME:{TATIO} OF A CmZENS CHARTITR
OF TI{E DEPARTUgNT OF EDUCATION IX COMPLIAJiCE

wlTH REPUBUe A(:I rio q4a5 hN-n-REDTAF'E AC"T OF 20071
AND ITA IMPLEMEI{IU{G RULFS AI{D RBGUIATIOIiS

'A.dl6 6. Citircnl Clli,rcr - AII Sp+rm8"rt a8€acr.s nrcludinB
d.F.nnr.nts, burlarls, .rm('6, lrauuhentaliti.F. or tov.mment
oun"rf ard/ur controu.d corFlr'.tion$, or ,o.al g.rvchfi.Dt or
di&trict unitt shall lct !p thcir r.$F.riv. rEic. srandarde lo bc
lrnof,,n ai thr Crt|z..! Ch&rtfr in rh" form d htunBarioo b ,Di}ardr
whth ihould be po.r.d ar the mrin cEtr.trcr of oflie. or dl rtlc
mosr conQkuols plac.$. .u!d io thr 6rEl o, publirhrd flateDat.
rriner .,t]rcr ln Englilh, niirio, or in rh.local dishcr, rhat dctail.

ll. rhe pro.rdu!€ to obta! a BAfirculrr t.wicc:
U L\e p.r.on /s r.ipon!)bi. for cuch s!cp.
( thc nrairnuh rEc ro ..n.lo& rhc proccas:
d. fh. dGull|.nt/i ro bt pr6cot d bI thc cust .ncr, if n€ccs!I).,
E Tllc chount of Lc6. i[ n.l.ssaryl atvl
L Thc llocirtur. fi)r filing.oDpl nri'

2 Morcv.r. tht ll'lPbEenrl'lg Rul.r 6nd R$ulauqn$ ttRRl ot R.puHic Acl
No 9{85 prdvd6. anront odEr rhinE!, dur

'iUI,! [l. D&tls..rtrt cf AtlltaDt rld Pred ..
&ctlon 1. Wrhin o.. (lt rcllr frorD ctrEtivirv of th. &u16. er(h ofti.! or
ag.r6 *hdl:

D.(.rmir. eti.h pr.r!s*s or iral'licuon3 c{tulilutc

r.lt U20t t6 li52 PLI



.2-b.c?srit .O&g (JPEP httE3 W ' lX4 li,.rt.'

b. Unr.n h ,.tnrii.ttint o( t!"ldcrion lvtkmc and

orcedrrrca, in,iir,lill8 tim. ond moEon ttodi.s' t'
;...c!itr. and allet crinD&rflct li.ttot

". S"i up ii"it -.p.,t .;nicc attndatd' to bc kno$? as

UlG Cilirclr\ Chanct.

&GUc! 2. Th. lt.ntrD.?rn8 pttdt' shrn mclud' a t6 i'w for th'
purFx€! oL! dinin8,r{ lh. foudc,in3:

R 51106 ill Paovldlru thr .c ic.:
b. Fohr6 uladi
. Rcq'rirtDctl(3,
d. Ploc.Glrrru tirl!; old
., Fc.i rnd cl'€tFa.

ni.!r. 3hsl, bc a ,.vlct oa th! lgcauq of ltc om(.t ptot*lisg tmnUiic
t6rvi.6 rra AEcrioaal sbrr !o Gdlirrta tdrllrctiGl.

"E.x

h!r.:/ik!rl2-fr.rib&.a..cohrElf ylo*5'dr/ir4t'/2+'c?"'

.trrr.E w, cfia,l3 cl El t
atctrotr l. fh€ Citizcnt oharEr.hB[ iDr'lud. lhe follo*ira irfordra on

o. vidon rnd mi5trdr of thc s4arotlllnt otrlcc or !E 0.J;
h ldcntificdion o{ ths trrnttD. !!n'iocs oafqcd, and rltc

ctlnrdr:
c. ?h! rtcpbs{tcp prccldult to otnrin e particulat lcwicc;
d. Tht ofi..r o( .xlpfoyt! rctponarbl,a for cach .a.p;
c ft. nuiimurn tftlc !o cordude ,I. prE.t$:
( Do.urEnr,!. t, b. pr€t lltd Lv rll. c!€nl. wilh . cL-!r

irdi.:.ri,on of ti( rclcv&cy oI a.il ilodrDcnt/sr
g Ttc amount of rcca, if *eisry;
h T1E Foedur! l:r f,ing coECrinL it ,rbtion to .equ.*ts

.ird applta{or,!. irEludtrg I}r! n.nr.. rnd contact dtt il6
of tbr ol6.ra1./,rh.orElr to aIp.o*b fo( ..dr6s;

i Alloivrblc pc.iod of exlcrlrirm du. to uruaud
crftrrurrt n(c6: i c. u (xslccn .rrnts LEyond thG cofltrol
of coaclme( g,'tlmocnt or[cc or aglna]a Ed

J- F6dt .k mctha,ridtr!, coi{tl numtrr! 'lo cdl .nd1ot
FlonA to Hpptu ch for ..co.[[if,ndalo6. irquiri'r.
rr{G,l!.tions, :6 lr,rll !a c4aphi'rr+

a.odo! Z, Tb" Cttian $ Chancr lharl b. in th4 fn.'l of iDformat;dr
blboard. rhich ihoulc b. F.tcd rh. m.in cilnrnce uI o6ccs or
at th! mott conipknous plocc6, aod in thc rbrEl ol publrslkd
rl.ten.k \rrittcn .iud|n E Elicl, F iprno. or m rh!' Local dirl..t.

rql $2aD0l5 ttlAP



.3-&sdl'!ll9.itg (JP€G{Err, qX ' l26a pit b)

aacdo. 0, Thc he.d ofotlioc or eg.tEy !ba[ E!.diartt n retk ft.[:r
to EcparE a Citir.n ! Chsttct pur.ua$ to !i. Provilioo. od dl. Act
ana rficec nrt, takin! intt) confidcrttiod rhc ltskchold?ri ri:r.
ard bcftici.ri.i o( lbc frondirr trlicci, .nd shd! conduct
consultatiE lorDuliliorl arld rEfr.mc'lt ot lh. Pmr,siott6 Df the
Chsrrcr. Ttc pardcipttlon o{ eE-golctae ortanu{ioni a?d
othcr (onc!rurd Erqrp. .hall bc .ncour.lcd Thc hc.d of orld or
4co.y ihrl &lrlErllr irsu< rnd ELs- rlE chrtut and 6hal
,n(,.ritur rnd Friodictly Ilviev, th. iropfarlcntslioo. Otrrc?t and
.tcndca rit! .i*iiting scnl(' ,6ndrt& sb6tl 6.airatc drc..
rtalrd&rdc to cnsurc $Inplrrfir *ith thc prgva.rrel of thir Ruh.

hq.r/hll-frcrlhk clrret tutvlce455t'jldiotg!'3'8t6b"

3. t\,3ustrr to lh! forc8oiaa Foridonr of Rfpubk Acr !io. 9485 and rl.
lRR, all cdr.lrr.d ! h.Rby in orm.d of rhc .&plioa by thi. tq6r@nt ol
tll4 Citirca. ClrEn r of thc Dcr.fim.ot o, Educatror lcog_y o( ilhEh can he
dd?nlded.d in dlc ErcpED *cbrng u/l'ur dcFd.gov ph.l Morcolllr, all
mncenr.d {E }Er.bl dirc.Gd n, .:ru* thr propE dlsetrinariffr or. rD
ar.o.dffrce widt .eid lRR, an.l ro irllaco.fl *id Ciri:.nf Cbrn r

4. Nrdlcr, tlros with .d.liDe CirL.n'. Chancr ar! hcEb] dir.crcd ro
.@linu. innllrr"Dting th€ .rme, until flrrl,llr ruticc. o,Id ro inhcdiat l}
lulEil o <rpy of .eil Cit-n ! Chlnc, id rlt i{, by rhc OEcc ot t}l. S((rcr.'y

5 atl cn.tirr DcpAD cfior,ndr. Odcfl r,ld orlE! drerrlirEati"e
issu&lcc! of eiEi!.r narur. urhidr alt lncondst.nt {drh rhiE (rrd.r ae lrcEhv
dacrncd rcp.al€d .rd .upcr!.dcd *<onlingb.

6. lmEcdiar aad \r,il. di.r.lDinarion of rnd (oot irno! *i& rhis Ordcr tB

-t*tn.Cl,.*.,IarlIJ,tc.Nrcjl
Un&ri.cE(,rt -

D.PED M.aor{hdurn: No. 30?. 6. 2OtE
Allorirnt; l.-.{D.O. 50.9?t
to t c [ldicat(d in ttlc !!Eqq!tLl$&r

undcr rh! btt ntnt ruticct.:
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ArDrfiit d l& Ililtfirird
De$rtmefiot @lutltiur
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01 s[P 20t3
DeDEd ORDER
Nol 3?, e.2or3

nDt,.nrHno oorErAracc ro AuIiIS narrgD (xD!R ,. zal lmlTrE
IAI'DAAITO Tf,T 8PlBOT PLEIITT'TS'Ii OI TIPI'EIIC ACT TO, E'8''

orElflrlSlt IIpr E tE 'rl{rr-3fD t Pilct oD ll{xDr II'D tla
Err.ulltarmi xurra allD nEcl[alxrlrBa D c[nllGtEDlrrIo

!EETPDLTC,#m{, rslat(,r.
Toi UrdcrS.cletartlo

Asslstrrlt S6crEt6rtca
BuEau DltEctaB
Dlllcctor3 ofserelrsE Cerrtcrs ard Hcads ofurdtg
Re€bnal Dlrcctors
SclEoIs Dtvt8ton/Cltf SupcrirrtEndd[s
All OtlEs CorEnrd

l. Purouart to REpubth Act No. 9485, tbe DelsrhEnt of Ddrrcauo(r (DepEd) rctteratcs
It8 compUatE to Afudli3tatlvc Orttcr No, 241 datrd October 2, 2006, errtfucd ftuidot lg

Ad d m7' and fts [npleocntftrg Rrlcs aDd quladons ed Stlrl80Enlsg tlc
Appllcafron ltct€otr whlch yras dlsEasdDatcd !o DepEd MeEorardutrc ItIo. 5@, s, 2008.

2. .All omces froE thc nat oDal to thc school lcvll of tbi6 Depaftnent atG S€Eby
dlrctrd ao:

a. Sct-up arid maht rn a .R-lbtt A.islst(,lce &sk PAD, rt a nadtl, aocelribk
and codgldcuou8 atea pflferabv near &e VBltors' Maln Ent atrcc gat€ of tlre

. DcpEd Ccntral Onc. 8nd lrt all lts rtglonaf omcee, dilrtston ofrces ard' schml8

t. l,tcrl slr oficer or onplryce knwhdgcable on toitltsre sc(llcc8
elraU at aU ttEEa be av'alable for cortsulatlon arld advice;

ll. lr'blch shall bc aftcodcd to a,ln durlqg btrat tlnc: aDd
[L whlte chcob rDay .dquste& er$[rsg t]clr.om!,larntf, cfiltrr.nls u

slrl*r.ruoDs.

b. Post wltl n tlE PAD scr!'lce arca o( elthrn its lmrrcdaf. vi.dnfty, a &lan's
Cho'fer, ryhlch shall bc wrtttcn elther fn Endtsh, F@tro. or lD Ut€ local
diahct, that cqrlatns tlr follorylnS:

t, vlsirl aDd Misslo(l Staterncrfs d DepEd. tncludhg fts corc virlueg
lcopl' of which can bc downtroadcd at tlE D€EEd i,Gbdtc:
w$rw.dcpcd.€ov.E&l;

|l, l&rdfdn of tbe AoDtltlc scrvkEs fu, ald thc cucnt b:
t IU ltGp{t€Ep Foccdurs to obtaln a partlcular scfeh€:
lr. ltr dccr or eoploycc rc8porElble Sr each rtep;

". 
I'b! qt&lrtr t trrc to conclude thc Foeess;t h,G /r lD br p(lE€rurd by tfE clhnt

ti itea@, Ct!., ilnoeesarja
rtl lic p*up h 0El uilainu rn rEiaum to rcqucsls end.!tr+1. fud* tt, AarEs and cmracr rlcratb of tl|eqFt.rnda to q4gct br rrdrtss:

.trfr4- tt.|.. r--tf l-r-ar-r*-*.*, *"--.',"r*r.-* l-."-.o.--..



!a lllorablc Frlod ft. cxt oabo du. to umsual drcr[D&rE: aod
,., trGcdbaA dtadsrs" cGtact mDbct! to catl aral/or pcrsont to

aD!,tEcb for ttcu@ErdatbDs, lrquirtr. a scll a8 c@plalnt8'

c. Makc 8vrlablc rt tbc PrD ouglcbnt coP|E of trfuDatloa bocllutta
hlghlghttng lhc duly-talldalld fulcdons and acikwrcttts of .ach dc.
*ttbln tbr I,clqrbIsrt' aDd tb lattcr tr g.ortlL

d. Subrlt a c@tPlrncc R.port @ thr frrcgoe{ Itrtrls a-c to tlE Ofrc. of tlE
SccEtay, DepEd through tlE Oftce of thc Dlrcctor, a&tr1 ltratlrE Scwlcc,
r,frhh 60 crlendar drys AE trsuancc of t[, Ncr ctrcJollDg tltcrlt b
pholo€raph ftn'lng full cdDlaDcc bctlrtoL

3. AIl cxbutta Dcp&l lihaDda" Ordcrs a otlE dmtobe.frvc ls!{rc of .tllhr
rrafut! wtlch qt btrslracot wtth the fratr ale hcrcby dc.rEd rlPaalld aid suDadad
accordlngv.

4. lEutrcdlate dlr.{ullnatfon of ard drtct coEpurc wlth tlde ffirf t8 dftEctld.

n rnllr a
Sccretary

Ratrtbealt:
DepEd f,fcrEt-dnfte Nos, 342, s. 20@ aDd 5@. s. 206
Ofrce Onlcrdatcd Oc(ob.r f3, 20@

Tb bc lndtcaEd h thr Prr'pctt-rrl tndcx
urde. tlE lolowtng subJcsts:

l3c

BI'REAUS & OFFICES
EI{PLoYEES
I.EGISIA?ION
OFFICIAUT
POIICY
RI]IIS & NEGUIATIOIIS
TEACHERS

llE l&atrlElEE-a-diEoa
Otll^uaulr ?Z9, rx)rs




