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Republic of the Philippines
Bepartment of Education

REGION X- NORTHERN MINDANAO
DIVISION OF MALAYBALAY CITY

2092 - SuSSY

(M- 2022 - 08~ 6%
DEPED MALAYBALAY CITY DIVISION

RELEASED

TH: Time:_9.60
AUGg.% 1022—: /

DIVISION ADVISORY
No._ 0% 52022

To:

FROM:

DATE:

SUBJECT:

Assistant Schools Division Superintendents
Division Chiefs and Unit Heads

Public Schools District Supervisors

Public Elementary and Secondary School Heads
Teaching and Non-Teaching Personnel

V. GAZO, PhD, CESQO V
ivision Superintendent a,

August 4, 2022

PROTOCOLS AND GUIDELINES ON SENDING REQUESTS FOR
COURTESY VISIT, MESSAGE AND VIDEQ, AND INVITATIONS FOR
EVENTS AND MEETINGS ADDRESSED TO THE SECRETARY.

1.

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

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

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

2,

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

For more details, please see the attached Office of the Secretary Memorandum

Copy Furnished:

AQFILE
RECORD

Address: Sayre Hi-way, Purok 6, Casisang, Malaybalay City
Telefax No.: 088-314-0094; Telephone No.: 088-813-1246
Email Address: malaybalay.city@deped.gov.ph
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Repubtic of the Philippines
Bepartment of Eucation
OFFICE OF THIE SECRETARY
MEMORANDUM
TO: Undersecretaries
Assistant Secretaries

Minister, Basic, Higher, and Technical Education, BARMM
Bureau, Service and Regional Directors

Schools Division Superintendents

School Heads, Principals, Teachers-in-Charge

FROM: Z. DUTER

Vice Prestdent and Secretary

SUBJECT: PROTOCOLS AND GUIDELINES ON SENDING REQUESTS FOR
COURTESY VISIT, MESSAGE AND VIDEO, AND INVITATIONS FOR
EVENTS AND MEETINGS ADDRESSED TO THE SECRETARY

DATE: August 1, 2022

The Office of the Vice President (OVP) and Office of the Secretary (OSEC) are advocating for a
less-paper workplace and are currently using an automated program that arranges our schedule.
In order to systematically and effectively arrange the schedule and ensure that there will be no
overlaps, the OVP Scheduler is processing all invitations to events/ requests for messages lodged
to both the OVP and OSEC.

In view of the rising volume of requests and invitations received by the OSEC, we are hereby
issuing the following procedures to guide the offices in submitting requests for courtesy visit,
message and video, and invifations to events and meetings addressed to the Honorable Secretary.

To request for a courtesy visit, schedule a meeting, send an invitation, request for a video, audio
or souvenir message, the following procedures shall be followed:

1. Register an account with the OVP Scheduler through this link:
http//ovp.scheduler.ph.

2/F Rizal Buildng., Deptd Complex, Meralco Avenue, Pasig City
Telephone No.: (02) 8687-2922; 8637-2407 Fax No.: {02} B636-4876; 8637 -6209; Website: www deped gov. ph



2. Once the sign-up has been completed, the verification link would be sent to the registered emaii
address. It is to note, however, that the email may be in the spam or updates folder. Subsequently,
click the highlighted text to verify the OVP scheduler account.

3. Fill out the remaining details to complete the process.

4. Upload the letter or invitation by dragging it into the file upload bar or manually click the
"browse files" button to select the file to be uploaded.

5. Once the request has been submitted, the status of the request will reflect in the account of the
requestor.

6. To check the status of the request, you need to log in to the scheduler. All subsequent follow-
ups in any other form, except through the scheduler account, shall not be entertained.

7. The email address and password used to register with the OVP Scheduler shall be kept for
further updates.

For guidance and strict compliance.

2/F Rizal Building, Depld Compler, Meralco Aveniue, Pasig City
Telephone No.: (02} 8687-2922: 8637-2407 Fax No.: {02) B636-4876; 8637-6209; Website: www.deped gov ph



