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DIVISIOl{ MEMORANDUiT
DM No. 0olO , s.2021

Somlnar on OapEd Offlclal Gonespondence gnd Division Pr€as Releaseg

To: OIC-As3iBtant Schoob Oivision SuporlntondsnE, CID and SGOD Chisfs, Socdon Heqd8,
Public Schoob Ol8lrlct Sup€rvlaors, Quezon-PREFIC Member3, and O{ho]3 Concomed

1. Relative to tho rel€aso ot DepEd Order 30, s. 2019 Ohe Departmenl of Education Manual of

SM€) and DopEd Order 31, 8. 2019 (The Department of Education Servic€ Marks and Visual

ldsntity Mahual) prescriblrE the htost language style, formst and usag€ and highlighling the

signiUcance of in6titutionalizing a common format for DepEd soal and logo for oficial

communications. presentations, leaming resources. advocacy rnsterisls, and cilalions and all

othsr collaterals, ttlo SGOD-SME will conduci a liv€-out learning activity in throo b8tches titl€d

"Seminar on DopEd Ofiicial CofiBspondonc. dnd Divi5ion PrE36 RElEEads" at S.villa'3
R.3o]l, Lucana Clty on lrla.ch 8-10, 2021.

2. This endsavor i6 parl of the SME'6 Proiocl APPRAISE (ApplyinS Resultsorienlgd As6ossment

for Improved School Effactiv€n€ss) which 6ims to capscitate the padicipants in writing dear,

concise. and audienc€-appropriate corrospordencs and press releases, and in complying with

GtandardE set forth in the S€rvice Marks and Visual ldentity Manual.

3. Strict hoalth protocob in accordan@ wlth IATF guidelin68 will be enforc€d during the

conduct of th€ program. Th€ lotal exFected participants per batch lollow: 1st day- 44 pax only:

2nd day- 43 pax only; and 3rd day- 22 psx only. Perticipants ar€ also advieed tow6ar proloctive

ge€rs, such ag fac€ shiold and face mask.

4. The sciedulos and list of pafticipents, separaled into thr6o batch€s, 6pp€ar b6low. For B€tch 3

pedicip€nts, ll.mbo6 otth6 SOO Oucron PREF|C Toam, pl€as6 r6fer to Dil t{o.84,3.2021
(Announcing the New Members of the SDO Quezon Press Rolease Fiold Cor€dpondents).
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"Mng Po'!,lbtld6, hsptdng /nnovo$ons"
Addrr.s: Sliio Forl, Brgy. Tallpan, Pagbllao, Quezon
Trurtlin! lr (042) 78+0365, (042) 784-0164, (042) 784-0391, {042) 7840321
Em.ll A.ldiCsE: queron@d€ped.gov.ph

Wetrlta: wrl.depedque2on,com,ph

Botch I - OSl,lVl /Drrlos

drch & 20,ll - SDO P.r$nn l

O c!/S€clhn/Unlt ;raqu.ncy

Top Mqnogemenl
Office of the SDS (ADAS/Secrelqy)

Office of the ASDS iADAS/ Secreloryl
SGOD Chief

CID Chief
CID EPS

ALS Speciolisl
CID Secreiory

SGOD EPS

5MME
5MN

Reseorch
SGOD Secretory IAD,{SI

PDO
Heollh
Budgei
Coshier
Supply
Records

EFS

rcT
Personnel

Resource Speoken
Select PSDSs (Dstict I- Pogbiloo 2, Moubon SotJth)
Select PSDS5 lDistricl 2- Condelorio Eost, Doloresl
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lotch 2 - DSMV|ra/DNIOS

llcch ?, m2l - sDO Pl!q!n.l

DEPEDOLEZOT+T|ASD90a-0@"O03

"O.dng PotdNfitt s, lnilrlw lnnoeddons'
tddr.$: Sitio Fod, Brgy Tallpan, Pa8bllao, Queron
r.unllhe r: (0421 784{366 , lo42l78/-0164, lo{2l 7a4{391, (042) 784{321
Emdl Add!!!: quezon@dep€d.8ov.ph

W€lraltc: wwrdep€dqueron.com.ph

Otlca/Soclbn/Unlt

Top Monogemenl
Otrlce of the SDS (ADASI

Otfice of the ASDS (ADAS)

SGOD Chiel
CID EPs

SGOD EPS

SMME
DRR

PSDS.SGOD
Plonning

Heol'th/Dentisl
Accounling

CID Secrelory
Legql Sectlon

ICT
Personnel

Lib.ory
Admin
Budgel

ResoL,rce Speokers
Selecl PSDSs (Dls'ldct 3- Agdongon. Mulonoy I )

Select oSOSs (Dls'lrlct 4-Gumoco Eost, Colouoq Eosl
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Sdlch 3 . ?r.$ tC€rt.c firrthg/lr orirEtlol! D&lrrttlnolbn tupporl

tloI€h I0, 2&ll - S.hct Loch.rr (mmc ,/i.Et 
't) 

qrd SDO ?Groird
O crAlctloll/toL frcqu!rE,

Projecl Owners/SMME
Iop Monogement

SGOD Chlef
SGOD EPS

PSDS-SGOD/Progrqm Fqcilitator
Press Relaose Writers

Resource Speoker l/5EPS - DMOS
Resource Sp€oker 2 - Slroight News Wrlling

Resource Speoker 3 - Grommor Conventions
Resource SDeoker 4 - Eosic Lovoul/PhotooroDhv
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Th6 Travel Ord6r of SDO p€rsonnel shall be propar€d by tho SME in ooordin€tion with tho

s€ctiorrunit heads; while those of tho PREFiC toam m€mbers shall be issuod by thoir rosp€cttuo

school heads.

Training and moalexpenses ol allparticipants ehallb€ charg€d a€Einsi the Division HRTD fund,

whils travel exp€ns€6 of th€ SDO pqrEonnel and lhs PREFIC tsam mernber8 6hall be chaElrd

sgEinst Division and school MOOE or local tunds, respoc,tivoly, subj€c.t to the usual accounliio

and auditing rules and proc€dums,

Dissomination of this Momorandum is highly sought
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Mtfrln021

oEP€00LrE20N.TlASOS-{X-009-OO3

EL|AS A" ALTCAYA JR., Edl"5-
Asststanl Schoob olvlslon supeiGrioent
Omcerrn-charge I

Offce ot th€ Schools oivislon Superlntendent

"Cleo,Jne &',,lb llt ., Intdrll,,g In,,Ewtiott'
ArHrers: Sitio ton,8rgy. Talipan, Pasbilao, quezon

Trurllln.* (042) 784-0366, lo42l ?84-0164, (o4?) 78443e1, (042) 784{321
Bn.ll Addrr..: querm@deped. gov.ph

w.brlL: www.depedqu€zon.com.ph
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