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Jan\taty 31, 20la

Use of CtrcckIst br Certfllcation, Authenticatlon and Verificatlon ICAV) of Basic
Educalbn School Records

To provide proper and appropriate guid;rnce and direction to all concerned with
a sEndard and unibrm policy, procedure and guiielines in the pro(essing of Cenificatpn,
Authentication and Verification (CAV) of Basic Education School Records. this Ofrce
hereby directs all concemed to use the herein atlachcd CAV ChecUist to suppoft DO 48,
s. 2017 [Policy and Procedural Guidelines on the Certification, Authentication and
Verification of Easic Education Schoo, Recordsl .

Theschool registrar or records in<harge:,hould strict,y conform with the required
documents and procedure specified in the checkl st in order to fast track the processing of
CAV of basic education school records in fomal ('ducation.

For strict compliance.
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E BRACIIG CAV C88CtrtIBT TO SUPPORT DO 4a,
A ROLL OIII ACTIVTTT Otr CI PRG'ECI

To gchoolt DlvLloa Sup.dttcrdcntt
This Region

l. To provide proper and appropriate gurdalce and direction to all
concemed with a standard and uniform policy, procedureo and guidelines in
the processing of Certi{ication, AuthenUcation sJrd Verifcauon {CAVI of
Basic Education School Rerorde, thiB Oflice througb tlle Continuous
Improvement Prograrn {Ct) cdll conduct a Regiolal Rollout on the U8e of CAV
Checklist to support DO 4E, s. 2017.

2. The activity witl be conducted on January 30, 2O1E-. at ttre 3d Floor,
Department of Education building, Fr. lvilliam Masteralrb Avenue, ne l,
Upper Balulang, Ca8ayan de Oro City,

3. Participant8 to thie activity are the di\ision tesEr compo€ed of I
record offrcer, I school hcad (publtcl, snd I school hcad (privatc). Thc
Division T€am is advis€d to bring at least one (t) set of samPle documenta
for proceaaing. This wiU b€ us€d during tlre *or<shop.

4. Participsrtta ahall pay a rc8istration fee o, Five HundrEd Pesos
( 5OO.OO.O0) to cover momint $racks and lunch The fee, travel
and other incidental expenee! shall b€ charged subject
to tlre usual accounting ard auditil8 ru-les and regu

5. Immediate and wide disa€mination of this MernoraDdum is desired.
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Chectlbt-ForEal Educttloa

l.kovide 2 cqplcr -
odginal & dcar dupllcatr
wlth thc fL lnformation;

-,.+:!@'|gEEi!.F !'F*'

1.Prcvtde 2 coptes - originsl
& clear dupli.atephotocoplcs duly certilied

by SCHOOL HEdtD
and/or EECORDS
COSTUDTAN/REGISTRAR
-cbar coEr Of the ForE
indicatiry thc Ei
a. Cortrplete nEa€ of
L€arner

I b, N€me of School
(includint lts former
namc fanyj
c. Gender
d. datc ofbtrth
c, School yeir, of .ach
gradc/year lcvel
f. RcEarta lf Eia*lcd or
faited
E Sumnrcr grade if
applicable

I.Orlglnal6ndZ
photocoplcs duly certjried
by SCHOOL HEAD andlor
RECORDS
CUSTODIAN/REGISTRAR
-cleq, cotry ofthc saac
indic&tlnA the f:
a- Namc ofL€amGr
b. NaEG ofschodl
c. Datc of Gr8duatloq
d, Spcctrl Ord(E Nuabff lf
graduatcd toi! prt ata
school

l.ProYide 2 copies -
oriains.l & clear
duplicatc with the r
infotEation;

a- Name of treamer
b. LRN ifE y
c. Items 1-5 ofthc form
1. Namc of Scbool
2. School address
3. Grade level
coapleted / SY
4. Date/SY Graduated
5. Speci6l Order
Number end date

""ar-

1. 8.,rd 2

s. NaEa of lcrrlrer
b. Neic of B.iool
(lndudirrg lts former aame
lf Eny)
c. LRN if any
d. School Ycar Entoued /
Completed/ GEduated
e. Sp€clal ffier NuEber if
glduated froE privale
schml
f. Marked ({) only thos€
appfcsbtre inforEadon
necdcd

2.Correct spelllng of Nane
of L€€rner/ NaItre of School

3.Mdrked (\4 only thooe
docutrents that are
ettaDhcd

' if requested by
applicant

Form I37 CAV Fora 4 CAV Form 17'CAV FoIm 5

RoELadet.
school (serve a! advaco inforEation to thc Rcgiond Ofrce to b. ent ttru FAX, EEail o! Tcxt)

2' rlcP.osentatiye wix request for CAv issuance - brnu special Power of Attomcy and pElsport sizc picturc ot appucet
3 fh' docuEerts slrlll b. handclrri.d ia E .lcd eDeolopc to tnc R€{io.rl Ofr@.ith.! by t}lc applic.nt and/or thc authorizcd r.pr.=entatir"
4. Thc nsE€ and dcEignation of thc Authoriz.d Certifying Ofrccr must bc indi€rcd bcl@ his/bcr sianaturc

CAV lorE 6- to be EUcd up by thoI
EEail Ad - rEcords.E.ioprdiadcp.d.cov.ph
L€ndliEc - IOES) 8SO 7O7t locEl 206
c.lbhoac NuEb6 - 09173092042
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