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Submission of Requir€d llocumeotr for Certification, Authenticttiotr aod
Veriricatioo (CAV) of Baric Education School Records

1. In pusuance to Region Mefio No. 433, s. 2017 (Region wide lmplementation of
the Policies and Procedural Cuidelines oo the Certificatioq Authentication and Verihcation
(CAV) ofBasic Education School Records), school heads ofboth public and private elementary
and secondary schools are directed to submit to this OIIic€ the following required documents for
CAv using the attached templates:

l. l. Enrolment List per sahool for SY 201 8-2019 on or before July 3 1, 20 I 8;
1.2. List of School GBduates for SY 2017-2018 on or b€fore June 8, 20181 and in

th€ case of gaduates ftom privale secondary schools, List of Gndustes with
Special Order Number; and

l.3.Udated list of school hcads and their respective specimen signatures for
SY 2018-2019 on or beforc June 4, 2018;

l.4.Schoo[ Form 5 for SY2017-2018 (Repo on Promotion and Leaming Progress
and Achievement) which replac€d Form 18 shall be submitted as it is without a

template on or before June 8, 20 I 8.

The same templale will be us€d for private school elemenlary and secoldary
schools but with additioml provision for lhe Special Order in Enclosure 2.

Submit softaopics in exoel form the aforementioned reports (items l.l, L2 and 1.4)

through email add; mcrecords-{56'argmail.com while item 1.3 report shall be submitted to this
Offrce Attention: Records Unit in hard cqpy. The same shall be consolidated for submission

to the Records Section ofthe Regional Ofice X.
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Eml.: Ar sr.td
C.'py 6mildd: Rcrtds thit

2

3

4

OIC SEPS In
I li,L E

In

To BE R)STED IN T}IE \r'rIlBSIIr



ENCLOSURE NO. 1

Republic of the Philippines
Departrnent of Educdion

Region X
DIVISION OF MALAYBALAY CITY

School

PUBLIC ELEMENTARY/SECONDARY ENROLMENT LIST
SCHOOL YEAR

FEMALEMALE

M,I LAST NAME FTRST NAMEFIRST NAME M-ILAST NAME

Prepared by:

Noted Narne

School Head Position



ENCLOSURE NO, 2

Republic of the Philippines
Departnent of Educatio!

Region X
DIVISION OF MALAYBALAY CITY

School

PUBLIC ELEMENIARY/SECONDARY GRADUATES
SCHOOL YEAR

ADDRESS
NAME OF

SCHOOL HEAD
NAME OF STUDENT

SI]RNAME FIRST NAME M.I,

Prepared by

Noted: Name

Schools Divisiotr Superhtendenr Designation



ENCLOST]RE NO. 3

Repubtic of dre Philippines
Department of Education

Region x
DIVISION OF MALAYBALAY CITY

School

LIST OF PUBLIC ELEMENTARY/SECONDARY SCHOOL HEADS
SCHOOL YEAR

cP#SCHOLL HEAD SPECIMEN SIGNATURE

Prcpared by

Noted: Narne

school Head Position




