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DIVISION ADVISORY
No. M ,s2022

To: Assistant Schools DMsion Superintendents
Division Chiefs and Unit Heads
Public Schools District Supervisors
Public Elementary and Secondary School Heads
Teaching and Non-Teaching Personnel
All Others C

YICTO v. GAZO, PhD, CESO VFROM
Schools vision Superintendent

U
DATE: August4, 022

SI]BJECT: PROTOCOLS AND GUIDELIIYES ON SENDING REQUESTS FOR

COURTESY VISIT, MESSAGE AND VIDEO, A]\ID II{VITATIONS FOR

EVENTS AND MEETINGS ADDRESSED TO TEE SECRETARY.

l. Per Office of the Vice President (OVP) and Offrce of the Secretary (OSEC) for

the procedures to guide the offrces in submitting requests for courtesy visit, message and video,

and invitations for events and meetings addressed to the Honorable Secretary.

2. For more details, please see the auached Office of the Secretary Memorandum

dated August 1,2022, from Vice President and Secretary Sara Z. Duterte.

Copy Fumished:

AO FIIE
RECORD

Address: Sayre HFway, Purok 6, Casisang, Malaybalay City

Tclefux No.: 088-314-0094; Telephone No.: 088-813-1246 CflEmall Address: malavbalav.caty @deoed.cov.oh
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TG Undersecretarks
Assistant Secretaries
Minister, Basic, Higher, and Technical Education, BARMM
Bureau, Servte ard Regional Directors
Schools Dvision SuperinEdents
fthool Heads, Principa$ Tea.ters-lnCtargS

FROM: ZDUTEn,
Vicc Pr*ident ard Seoetary

SUBJECT: PROTOCOI-S AND GUIDELINES ON SENDING N.EQUESTS FOR

COI,JTTESY VISIT, MESSAGE AND YIDEO, AND INYTTATIONS FOR
EVENTSAND MEETING ADDN,ESSED TO THE SECRE-TANY

DATE AtltprfiLZtrZz

T?r Offrce of the Vke hesilent (OVP) drd Offke of tfe Srrctary (OSEC) are advaating for a

less-paper workplace ard are currently using an automaEd program that arranges our sclredule.
ln order lo sysErnatkally and effectively arrangp the rhedule and errsure that there will be no
overlape, tlp OVP Scheduler ls proessing all invitations to ev6ts/ requests for messages lodgal
to both the OVP ard GEC-

ln vrew of the rising volunc of r€qu€sls and invitations r€ceived by tE OSEC, we are hereby

issuing the fullowing procedurcs to guide the offices in zubrnitting r€quests for courtesy visit,
nressage and video, and invitations to events and rneetrngs addressed to the Honorable Secreta rv.

To requet fora courEsy visit rhedule a rneeting send an invitation, request for a video, audio
or souvmir rressap, the following procedures shall be followed:

I. Register an account with the OVP Schedubr tfuough this link
htEr//ory-rhedufcr.ph.

2/F lural &ri54. oapcd Co.ifh. fhr*o riarirr, plri Crry
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2 Once the sagn up hr been corple{ed, tp verificatinn tink would be grt to the regbtsred email
address- lt ls to nob, however, fiat theemail may be in tte spam or updaEs folder. Su@uently,
click tlc hghlighH Ext to vertfy the OVP rheduler rcount.

3. Fill out llp remaining detaib to complete rtc process.

4. Upload ttre letEr or invitation by dragging it into th€ 6le upload bar or nunually click the

'browse fihs' btrtbn to select tre file to be uploaded.

5. Once the request has beern submitted, the $atus of the r€qrcst will reflect in the account of the
requestor.

6. To check OE status of Orc r€quest, you need lo log in to the scheduler. All su@uerrt follow-
up6 in any oth6 forrn" except through the rheduler account shall nol be €ntertained.

7. The enrail address and prsr,vord used to rcglsrer with the OVP Schedubr shall be kept for
further updam.

For guidarre and strkt compliance.
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