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2024

ADMINISTRATIVE OFFICER II
AND TO ALL NON-TEA G PERSOIT'}IEL

FROM CEERRY O'REITS PhD, CESO V
Schools

To:

DATE: March 04,2024

SUBJECT

tr
MANDATORY CLEARANCE OF TRANSFERRED ADMIN ISTRATN'E
OtrFICER tr atrd NON-TEACEING PERSONNEL

l. To promote TnDsparercy, Acaountability, Responsibility and future
Liability of Administrative Officer II regarding procured and donated school propenies, the
DepEd Division Offrce issues enclosed Guidelines on the Proper Turtrover of School
Propertie$iDocuments and School Cleamrpe.

2. Ptease submit two (2) copies of School Clearancc CS Form No. 7,
Revised 201E (Enclosed no.1) and two (2) copies ofCertificate of Tum Over (Enclosed oo. 2)
to Administratlvc Services on or before March 15,2024.

3. For clarifications and inquiries plesse cod&ct Manuet D. Dinlayan II,
Administrative Officer V at AdrniDistralive Services.

4.

desired
Inmediate diss€mioation of and complBnce with this Memorandum is

Copy frrmished:
Records file
AO hle

Addr€ss: S.yre Hi-way, Purok 5, Gsis5n& MalavbtlavCltry

Telefrx No.: 088-311-O09rl; Telephon. No.: 0E8A$'1245

EmallAddr€ss: mala
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Addr€ss: sayr€ HFw.y, Purok 5, Gsisang, tul.laybal.y City

Tolefrx No.: 088-314-0094; Tel.phon. No.: 08a€8-1245
Em.ll Address: malavbalav.city@deped.sov.ph
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REGIOU X. NOKTHINN MfiDAI{AO
DNISION OF MAI./TYBAI.AY CITY

,lrs rRUcroNs

1. Employa6 !'/ho c rcliir{, b.ing srparatcd, tansfefiing to o(,ler agencica, leaving thr
PhilippinB and going on leave ol absence tor mor€ than 30 days shall pr€pare his form in
quadruplicatc.

2. This cl€arance shorld bc duty accomplLh€d bebre payiog ha last sahry or any money due the
employces. (Sp€city wfiich type of cl€arance: matemity leave, ratir6ment, Eansfer, etc.)

3. ll the rmploye€ are dcarcd fiom a un ofrce/dcpaftrcnt, t\r dcarinCauthoriz.d ofiicjal may
atladl to thb clearance the pcrtircnt documenus lhat shall Eovc thrt thc cmployees are deared
of any obligalioo or accountatility frcm their ofice, i, any, and lid( the box under tle'Clearcd'
column before afiixing heir si$atures.

4. ll the amplo)€es appca. to hava unclcecd ac,countability/ica from a uniuoflicrrdcpartncnt, thc
clcaringr'auhorEcd oftcial shall attadr to lhis clcaranca hc pcrtincnt doq/manus $at shall provc

tt|at thc employees have remaining obliFtron or aEounlability fiom tEir offcr turther iMicathg
the nccGsary acliods tlet thr emplo),E must salisry in ordrr tc bc clcared. and ti* tl|e box
under the "Undracd" column. The cbaring/authorized official must only sign this clearance
core3poflding lo tEir name oncc lhe cmployce have cornplicd lhc necassary requi emanb and
clearcd ol all lhe obligatiorr3 and accounlability/ica from their offc!. Thcy must also tick the box
under he 'Cl€arcd" column.

5. The HRMO shall disbihne co es ol approvcd dcarance as fdlows: odgiflal to th€ emdoF€;
duplicate to be attached to tlc pa[oll or voucher; triplicate to human resourc€ unit fflc; and ,ourlh
copy to accounting/auditing otfice.

6. Processing of clcaranca cedificale shall lollow the order ol number indicalad.

Addr.ss: Sryre Hl-way, Purok6, Caslsang, Mal.yb.layClty
Tel.f.x No,: 08&3144094; T.lephone l{o,: 088{ l-1245

EmallAddruss: halavb.lav.citv@deoed.qov.oh€i'
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De[artment of Cultrtion
REGIOI{ X - I{ORTHERN ITIII{DANAO

DWISIO!{ OF MAIAYBAI.AY CITY

Enclosed no. 2

CERTIFICATE OT' TURN OVER

ln behatf of the Departmenl ot Education, Malaybalay City, I Nams. desionation

of assioned school respectfully tumed over all the school's documents, physical

poperty, plant and equipment of !!g!ne_gllsch@!, Malaybalay City to School Head.

desiqnation of the schml.

Wrth regerds to this matter, lhe undersigned expecB the concerned documents

and properties oflhe schools to be upkeep and given extra care and attention until the

poper aulhorities assume to offca.

Name and Sionature

D6sionation

TO

Name and Sionature of School Head

D6sionation

Sioned in the oresence of: (Name and Signature of the ADAS lulll and other
witness/es)

Name and Sionature

Desionation

Nam6 and Sionature

Dasionation

'z-:.,vrl
Addr€ss: $yr€ Hlrx.y, Purok 6, C.itsan& Melayb.by Ctty

TeLf.x No.: 08&314-d)94; Tel€phone No.: 088{1}1245
Email Addr!ss: llal.yLrl?y.ciW@deped.Eov.ph
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Dcpsrtncnr of Gluution
REGIOI{ X. NORTHERN MINDAI{AO

DIVISTOI{ OF MAJJTYBAUIY CITY

A. Psrsonnel Administration

No. Forms,/R€ports,/ObligationsrFibg Remarks
Dale

R€caived Received by:

B. c

C. G€n€ral Administrativg Su

D. Financial

E,P

PreparEd by Approved by

Name and Sirnature Name and S of School Head
Desislation Desimation

No Forms/Reports/Obligations/File8 R€marks
Oats

Recoived Received by

No Forms/Reports/Obligations/Fil6s Remarks
Det6

Rccaived Recsived by

No. Form8/Reports/ObligationvFilsg Remarks
Dat€

Rscaivcd Received by:

No Foms/Reportdoblilations/Filss Remarks
Oat€

Rocsiv€d Received by;

UJ
Address: Sayre Hl-way, PurokS, C.slsang M.laybal.yClty
Telehr No.: 088-314t094; Telephone No.: 088€13-1246

Email Address: malavbalav.citv@deoed.sov.oh


