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Bepartment of Education . Jod

Cordillera Administrative Region JLFLU-A 4
— SCHOOLS DIVISION OFFICE OF ABRA

Office of the Schools Division Superintendent

May 25, 2021

DIVISION MEMORANDUM
No. ,gz s, 2021

PROCESS FLOW FOR THE PREPARATION OF DIVISION MEMORANDUM

To: Asst. Schools Division Superintendent
Chief Education Supervisors, CID and SGOD
Division Office Personnel
All Others Concerned

i To ensure efficient operations and effective implementation of policies and education programs at the Schools
Division Office, the following process in the preparation of Division Memorandum is hereby presented:
RESPONSIBLE PERSON PROCESS FLOW INTERFACE
Prepare Division Memorandum
Program holder (2 original copies)
v
Submit to the Chief Education Supervisor
Program holder (CID/SGOD) / OSDS Unit Head
v
Review and recommend suggestions based on
Chief Education Supervisor previous supervision and monitoring curriculum [ Program holder
(CID/SGOD) / OSDS Unit Head implementation and activities in the area
v
Chief Education Supervisor Forward the Memorandum to the Assistant Assistgnl Schools Division
(CID/SGOD) / OSDS Unit Head Schools Division Superintendent Superintendent Secretary
v
Review the Memorandum
Approved or "
Assistant Schools Division Disapproved?
Superintendent
Yes
Affix signature for recommending approval and
forward to the Office the SDS ASDS-Secretary
v
Address: Actividad-Economia St., Zone 2, Bangued, Abra IS0 9001:2015 Certified
Telephone No.: (074)614-6918 Quality Management System
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Republic of the Philippine

Mepartment of Education | joir)

Cordillera Administrative Region

—

SCHOOLS DIVISION OFFICE OF ABRA
RESP:
ONSIBLE PERSON PROCESS FLOW INTERFACE
IWERHLE, S —
Schools Division Superintendent : . S
Disapproved? -
o
Yes
l Affix signature as approval of the Memorandum 1 SDS-Secretary
\ 4
Forward the Memorandum to the Records
SDS-Secretary Section. Records Section Personnel
Y
_ Receive and assign control number of the
Records Section Personnel approved Memorandum.
L 2
Forward Memorandum to the ITO for posting in
Records Section Personnel the SDO website. ITO
2
Records Section Personnel Keep one copy of the Memorandum for release. Program Holder
& Immediate dissemination and compliance of this memorandum is desired.
BENIL JDAYTACA, EdD, CESO VI
Assistant Jehool Division Superintendent ‘fh
OIC-Office of the Schools Division Supennmndef
0SDS/admin/jbp

Address: Adtividad-Economia St., Zone 2, Bangued, Abra
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emal  abra@depedgovph
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