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August 30, 2018

DIVISION MEMORANDUM
No. 397 . s.2018

Sigtritrg Authorities for Cefain Admhisbative atld Fhancial Matrers
in the Division Office aad Public Schools

To: Assistant Schml Dvision Superinlendent
ChiefEducation Sq€rvisors, SGOD and CID
Account4rf lll, Accounting Services
Adoinistrative Of6cer V, Budger Services
Adminisfiative Officer V, Admhistrative Services
Public School Heads for Elsmetrtsry, Jurior and Senior High
All Others C.ncemed

Pulsuant to DepED Order No. 66, s. 2008 on Sigmng Authorities for Cetultr
AdminisFative and FlDatroal Matt€rs ill the CenEal and Fi€ld Offices strd DepEd Order No.

67, s. 2016 otr Revised Signing Authorities for Financial rtrane$, the signing authorities for
c€rtain finmcial and admin istative matte$ itr the Dvision Offce atrd public elementary, j u or
and senior high schools are hereby prescribed, subject to the existing laws, rules and

regulations, as follow:

l.Civil Servic€ Fortrl 48

Chief Education Supervisor

Chief Education
Administative OfEcer V (AS)

Accou[tant III

Administrative Officer V (Budget
Services)

Assrstant Schools Divisiotr
s etrt ASDS
Schools Dyision Superhtendent
(sDS)

Office
School Govemance and OperatioDs Division
(saoD)
Curriculum ImpleEeDtatioD Division (CID)
Office ofthe Schools Division
Superintendent (OSDS)-Administrative
Services (AS)
Office of the Schools Division
Superintendent (OSDSlFinance Services
(Accounting)

Office of the Schools Division
Superintend€ (OSDSlFinance Services
(Buds€r)

Ofnce of the Assistatrt Schools Divisioo
Supen endent
Offic€ of the Schools Dvision
Superintendent (Proper); t€gal Services,
ICT Servic€s, Chief &lucation Supervisors,
Accounta lll, Admi stative Officer V
(AdmiDistrative Services and Budget
Services)

Be9!rtmmt oI €!ut!liott
Region x- Northern Mirdanao

DIVISION OF MALAYBAI.AY CITY
Yyte Highwdy, P 6, Casinng, Maloybalay (

Telelar t 068-31Un91,
E:



Teachers, DgpartnentHends, Assistart
hircipals (SHS), Nol-teaching Personnel

School Heads (SH)

School-based

2. Civil Servi@ Form 6 (Application for L€ave of Absence)*

'odgiml template prescaib€d by CSC

3 . Budget Proposals (Trainings, Others)

4. Purchase Request

Office Prgparation ADDro!,al
Division Supply OfEcer and Focal

Persons
sDs

Schools School Property CustodiaD
and Coordinators

School Head

School Heads

Office Recornmendins ADDroval Approval
SGOD ChiefES SDS

CID ChiefES SDS
OSDS-Adminisfstrve Services AO v (AS) sDs
OSDS-Fii nce Services
(Accountins)

Ac.oult8nt lll SDS

OSDS-FiMnce Services
(Budsd)

AO v (BS) sDs

osDs-AsDs ASDS sDs
OSDS-ProD€r sDs
L€gal Sewic€s, ICT Services,
Chief Education Su[Brvisors,
Accountatrt IU, Adminisfative
Offic€r v (Admhistrative
Services and Budga Servic€s)

ASDS

ASDS

sDs

School Heads SDS
Terch6s, Departrn€nt H€ads,
Assistant Principals (SHS),
Non{esching Persomel
(School-bas€d )

School H€ad SDS for applicatiotr
of l€ave 20 days ald
above; ASDS for
appl.icatiotr ofleave
below 20 days

Office Certificabon Recommendhg
ADDroval

Approval

Divisiotr

Schools

Allotment - AOV
(Budger Servic€s)
Avaitability of
Funds
Ac.olnlEnt III
Allotuent AOV
(Budga Services)
Availability of
Funds -
Ac.ountant III

ASDS

School Head

sDs

SDS



5. Travel Order (Outside the Divisiotr, Within the Region)

6. Tmvel Order (Odside the Region)

Office Rgcommending ADproval
Division Office SDS RD
Schools SDS RD

7. Appendix A (ttinerary of Travel)

8. Oath of Office/Advic€ fuer,Notice of Appointment

OfEce Administsrins Offi cer/ADDroval
Dvisioo atrd Schools sDs

Office Aoproval
Division sDs
Schoots School Head

Offic€ Recommendine Aoproval ApDroval
SGOD
CID

ChiefES
Chief ES

SDS
SDS

OsDs-Administative Services AO V (AS) SDS
OSDS-Finance Services (Accouting) Accountant tll sDs

OSDS-Financ€ Servic€s (Budset) AO v (BS) SDS
OSDS-ASDS ASDS SDS
OSDS-Prop€r SDS
School Heads ASDS sDs
Teacbers, Deparhnent Heads,
Assistant School P.incipals (SHS),
Non-teachitrg Personnel (School-
based)

School Head sDs

trgal Services, ICT Sewices, Chief
Blucation Supenrisors, Accounta lll,
Admhistrative Officer V
(Administrative Services aIId Budgpt
Services), School Heads

ASDS SDS

Offic€ Prepaiation Certification Approval
Dvision Emptoyee Respective Division

Chiefs/Service Heads
sDs

Schools ([o[-lus) Employee./Student School Head/AO II for
SHS, if lhqe is

Schoot Head

ASDS, Chiefs,
Service Heads,
School Heads

Employee sDs SDS

9. Positiotr Desc ption Fom (PDF)



10. Statement ofAssers, Liabilities md Networth (SALN)

Office I Administering officer
Division.
Schools

leov AS

f,q,o v. es

I l. Liquidation Repons (Except lus)

Offic€ Box A Box B Box C
Divisioo Ernoloyee SDS Ac{ountart III
School Disbusitrs Offic€r ASDS Accountant III

The delegation of firnctions heren does Ilot preclude the Schools Divisron
Sup€rhtetrdent from exercising such fimctions wheir necessary in the interest ofpublic servic€.

This takes effect immediately util rescinded. Previous issuanc€s inconsistent with this
Merrorandum are d€emed repealed or revoked.

REBONF to
Schools Di




