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REGION X- NORIIIERN MINDANAO
DIVISION OF MAI.IIYBALAY CITY
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TO

UNNUNlBf, RED MEMORANDUM

FROM

Assishnt Schools Division Supenntendent
Chief Educaaion Superusors SCOD and CID
SecdoD,iunit Head
All Oliers Cotrgcmed

nf
vtcTo
Schools1

DATEj July 13,2021

SUBJECT. 75 f,VALUATION OF OFFICES

Pursuant to the implementation oftSO 9001;2015 Qualiry Mamgement System ard the 7S Prhciple,
the Olfice will cotrduct 7S evaluation of Offices on JuIy 15,2021 (Thursday) at 9:00 ..m. onwards

2. The following are the evaluators with the conesponding assigoed area

OFFICE

SDS Offiee

LOCATION

2"d Floor. Bldg. 2

PERSONS
Rf,SFONSIBLE

Brayan Garces

f,VAIUATOR

Virgilin Plzarro
Procuenent Unit 2 Floor. BIde.2 Pamela Ashrdillo Vireilin Pizaro
of6ce ofthe CID

atrd Chief ES
2M Floor. Blde. 2 Ralph T. Ouirog Sibyl L. MaDuti

Lesal Services 2d Floor. Blds, 2 Atw. Winceft ome Pesisalo Lou-Ann J. Cultura
ICT 2d Floor. Bldg, 2 Paul John Arias lou-Ann J. Culh-rra

SGOD (2) and
Ofhce ofthe Chief

ES

ln Floor. Blde 2 Loreozo O. Capacio Jasmin J. Adriatrco

LRMDC Back ofBlds. 2 Pudsima J YaD Marsfifth M. Mamawae

Administrative
Section

ld FloolBEE t Manuel Dnlaven II Woodrow Wilson Merida

Propertu atrd Supplv lr Floor. Blds. I Darw Dazuimol Woodrow Witson Merida

Cash Unit 1{ Floor. Btds. I Rufelia J. Limben_ceo Jimdandv S. Lucioe

Records ls Floor. Blds. I Ftorabelle R. Porras Jimdandy S. Lucine

Purok 6, Casisane, Malaybalay City
rel€f.r (088) 314O94
Em.rl: Malaybalay.city@deped.8oy.ph
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3 Enclos€d in this Memoratrdum is the evaluation criteria.

4. Queries relative to this catr be relayed to Marsfifth M. Mamawag at 091?8803864

Srbyl L. MaDuhlr Floor. Blds. I Glaive Mav J. Dublas

Accountitrs 2 Floor. Bldc. I Rhvsa Cvle Rosaleios Marsfiffh Mamawag

Persomel 2 Floor, Blds.1 Guia Ma. G. Villahermosa Rachel R. Valde
Budcet 2M Ftoor. Bids. I Sibyl L. Maouti Rachel R-\laldc

Purok 6, Casisan& Malaybalay CrtY

Telehx 1088) 314{o9l
Email: Malaybalay.city@deped.gov Ph
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75 Assessment Form

olvlsot{: _
oATE: JulY I 5. A2l

sEcTtoN{:
LOCAnOT

For eah stat€mont €ocircle fi€ score f|at b€st represenb flo 75 l€l/ql lor 9ah rtom in edt c€tegory
Totd lcore hr each c&gofy tld th€ll dd cd€gory total!.

SORT

Sort oul nscErary A unnoclrsry ihm& Ihe iEng
de€ned unn€c6!.ry.nd not tCng Us€d Crould b€
removed fiom the !re6 (ind. Geieral area,
wo.l(dltion!, peoond !br{e.re€q ded( draweG,
fit €bln€6, PC d€dlnic files, rsfe).

Very
Poor

evideflae
$oxr

Foor

ev tqe
$om

Good
En&l
iD nod
arcas

Very Good
fiwwghly
eritun
d1d
qplied to
dl ateas

Ercdle!'t
Co huoudy
ldiwfu
waysto make
eten fion
firyrcven ls

1 . Area E clssr of unnecessary PCs, Laptops, PrinteE &
itErEguipmenl.

2. Area E clear of any unn€c€ssary/persoml phobi
gadgeumug E other materids.

I

1

2

2

3

3

4

4

5

5

3. ltoms in cupboards or drawcrE, including dssk and
lil€ draisrs, shol cdinoB, ha/e b€€n sorted, separating
n€eded from unnoodod (wih labeE it nec€ssay).

I 2 3 4

4. Aisl6 E adpcont f,@r ar€as are clear of non-Genlid
items.

1 2 3 4 5

5 Needod items (in cu@ar6, dra*€E, booictletves, on
surfa46, or flooc) ha/€ b6n pld at he dosed localton
to whgre $ey ars us€d t\€ mo61 b minimize the yaste ol
motion.

I 2 3 4 5

6. Unne€dgd iterns harg b€gl remov€d frorn tle Soragg
rcqn. 1 2 3 4 5

7. Area is dea ol unsighty wfes ard cabl€s hauirE on
walls or laying on f,ooE. 1 2 3 4 5

TOTAL

SET II{ ORDER AI{D SAFETY
A plac€ for cvlryfiing dld everylhing h its plac€ so it
chould bo erty to fnd.
8. All rooms, cubirl€s & similar xsas d@rly numbered o(
nangd.

, 2 3 4 5

9. Sp€cifc are6 I beautifully demacated lor
s tadrciecrs^rast€s.

I 2 3 4 5

1 0. Shors gonoral appeaance of ordedness 1 2 3 4 5

1 1 . Eay lo fnd any iBn liBlout dday 1 2 3 4

12. There ao idontifod ard allocabd plee for all tle
materials ne€dod for stor4e.

1 2 3 4 5

1 3. Stop saitclEs at bre*€E h(lhly vbible ad located
for ery acc€ss in cas€ ol omerogncy.

1 2 3 4 5

14. Fire€xtjnguisheG and ofler smergency equipmeot
prorniflentlydisphyed ad unobstucted.

1 2 3 4 5

I 5. Omamental flovrgrs aro evidont in the area neaby
posiliongd in arsas and are unobslructed.

1 2 3 4 5

16. Local,ons of n€eded it6ms are labebd and it€flE aro in

corrcct loc€tions-
1 2 3 4 5

17. Area is wsll lit, all light liUings ae worldn!, and lighting

is pGitoned to ensure ma\imum b€neft
1 2 3 4 5

1 8. Thsrg s latol'ng ind'cating cont€nb of draers and

cupboards (a neyr p€Gon should be able to locab witpd
Nistan e).

1 2 3 1 5



19 Ccmpubr c0.6, (ables ard wnngs are wdltepl and
hrdden. 1 2 3 4 5

TOTAL

sHrt{E
Keep rtorage roa de,l .nd reiy to ute hlFct
rcgullty to gl]Jre tort d let in o.d€r .rE mintand,

1 2 3 4 5

21 Equipmont (phon€6, photocopiors, pds, etc-) at
surfaes are cl€an & free ofdust and gdme. 1 2 3 4 5

22. Cabineb, PC doqrmenb dean, ordedy, t up to date 1 2 3 4 5
23. Wndo{6 & dls do not conhin posbrs except in
deGignated ar66, no out of d6ie/ irclevd mden?.
Wdb cont8in paintings

1 2 3 4

24. Thsr€ is a gonsral epeaanc€ ol clganliness all around. 1 2 3 4 5

TOTAL

STAI{DARDIZE AIID SPIRIT

ICntdn the f.d thEe Ss dd hrvo !n rursr€rs of
ingoving ncrtr6a.
25 Emdoys€r'55 roles cleav iiglt'fisd q4 qplolltotbgl
26. L€adeEhip car explain why 55 is imMat

1 2

2
?
3

4
4

5

5I
27. All staf, ca sxplain hg importanc€ of 55. 1 2 3 4 5

28. Toob, €quipment pap€{vort, fumiurc, otc. storod
neaty in tE delilnabd are6 and r.turn€d to heir p.opsr
placs aft€l us€.

1 2 3 4 5

TOTA
SUSTAN
The 75 oirdpllne iB emb€dded !o lhat it becomeE !
wry of lifa 75 lt no longer ar rrc but Euline
z3. Emdqyees' 55 rcles deay iront'fsd and maintain€d. 1 2 3 1 5

30. oisplay boards, acli\/ity charb, notc8 boads etc., up to
date and regula chec*ed.

I 2 3 4 5

31 . Wbrt indructions a,ailablo in ttg wodqlace regularty
revrevJed/kopt up lo date.

I 2 3 4 5

TOIAL

CSIERA RANTG

SORT

SET II{ ORDER AI{D SAFETY

sl rE
sr xDARDtzE Aio sPHr
slsTAlll

TOTAL

5

III
Tolal lhe crtego.y scoret to
find you. 53 lcvdi

Evduated by:

Levell: 1-31

Lerrel 2: 32-63

Level 3: 6+95

Lovd 4: 9&127
L€rd 5: 128 dove

m Adjacent asl6 E floors in fto area ars clean, ft€€ ol
unn€cessary it6nE and rubbish.
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