DEPED - QUEZON
ICT UNIT

Republic of the Philippines UPL?Q???{]Z;
Bepartment of Education S A —
REGION [V-A Re.f. no. E&ﬁ;—_

SCHOOLS DIVISION OF QUEZON PROVINCE

17 February 2023

DIVISION MEMORANDUM
DM No._[4© | s. 2023

REVISION OF CHECKLIST AS REQUIREMENT FOR THE PROCESSING OF
SUPPLEMENTARY PAYROLL

TO: Assistant Schools Division Superintendents
Division Chiefs
Section Heads
Elementary/Secondary School Heads
All Others Concerned

1: For the purpose of dissemination and adherance to by every employee, this office
hereby informed all concerned districts/schools and personnel that the checklist
of requirement needed for the processing of supplementary payroll has been
modified and updated effective February 9, 2023.

2. Hereto attached are the revised forms of checklist as requirement for the
processing of claims and other personnel benefits and the link
/ (tinyurl.com/isotemplate) to download the said form for your ready reference.
3. Immediate and widest dissemination of this Memorandum is earnestly desired.

—C oy
ELIAS A. ALICAYA Jr., EdD /ﬁ A \l
Assistant Schools Division Superintghdent
Officer-in-Charge I

Office of the Schools Division Superintendent

Admmdda02/17/2023
DEPEDQUEZON-TM-SDS-04-009-003

“Creating Possibilities, Inspiring Innovations”
Address: Sitio Fori, Brgy. Talipan, Pagbilao, Quezon
Trunkline #: (042) 784-0366, (042) 784-0164, (042) 784-0391, (042) 784-0321
Email Address:quezon@deped.gov.ph
Website: www.depedquezon.com.ph
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SQOQLS DIVESION OF QUEZON PROVINGE

CHECKLIST FOR SECOND PAYMENT OF SALARY-
(Original Appointment/Reemployment/Transfer)

Name:
District/School:

[C]DISBURSEMENT VOUCHER (3 copies)

DPAYROLL IF MORE THAN 1 CLAIMANTS (3 copies)

[CJORIGINAL COPY OF DTR
(CORRESPONDING MONTH/S CLAIM)
(1 COPY)

[CJAPPOINTMENT (signed by SDS)
[JFIRST DAY OF SERVICE

DEPEDQUEZON-SDO-ADM-04-003-004

CHECKLIST FOR SECOND PAYMENT OF SALARY-
(Original Appointment/Reemployment/Transfer)

Name:
District/School:

[[JDISBURSEMENT VOUCHER (3 copies)

[CJPAYROLL IF MORE THAN 1 CLAIMANTS (3 copies)

[CJORIGINAL COPY OF DTR
(CORRESPONDING MONTH/S CLAIM)
(1 COPY)

[JAPPOINTMENT (signed by SDS)
[[JFIRST DAY OF SERVICE

DEPEDQUEZON-SDO-ADM-04-003-004

“Creating Inspiring “Creating Inspiring
Address Sitia Fort, Brgy. Talipan, Pagbilac, Queson Address: Stie Forl, Brgy. Talinsn, Paghiino, Queron
' Trunkline 8 [042] 784 036, (042) 7840164, (042] 7840301, {O42) TR4-0121 = Trunkdine # (042) 7840366, [042] 7840154, (042) 784-0391, 042} 784-0521
@ZOM  tmad Adcrvss cueron@aeped gvon M st Address: quvaon@aepedgovph
Website. warw.d spedaueson com ph ‘Website: www.depedquezon.comph
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SCHOOLS DIVESION OF QUEZON PROVINGE SCHOOLS DIVISION OF QUEZON PROVINGE

CHECKLIST FOR SECOND PAYMENT OF SALARY-
(Original Appointment/Reemployment/Transfer)

Name:
District/School:

[(]DISBURSEMENT VOUCHER (3 copies)

DPAYROLL IF MORE THAN 1 CLAIMANTS (3 copies)

[CJORIGINAL COPY OF DTR
(CORRESPONDING MONTH/S CLAIM)
(1 COPY)

[CJAPPOINTMENT (signed by SDS)

DEPEDQUEZON-SDO-ADM-04-003-004

CHECKLIST FOR SECOND PAYMENT OF SALARY-
(Original Appointment/Reemployment/Transfer)

Name:
District/School:

[JDISBURSEMENT VOUCHER (3 copies)

[CJPAYROLL IF MORE THAN 1 CLAIMANTS (3 copies)

[CJORIGINAL COPY OF DTR
(CORRESPONDING MONTH/S CLAIM)
(1 COPY)

[CJAPPOINTMENT (signed by SDS)

DEPEDQUEZON-SDO-ADM-04-003-004

“Creating Possibilities, frepiring Innovations”
Address S/t Furi, Brgy. Talipan, Paghilac, Queson
Trunkdine ¥, (DA2) TA-DI65, [042) MA-T164, (047) T84-0391, J042) 740121
ML cmoi Address: quecon@dened gov oh
‘Webslta  www g ppieda uezon. com. ph

Possibilities, Inspiring innovations™
Address: Sitio Forl, Brgy. Tafipan, Pagbilac, Queron
Trunkline i {047) 784-0368, (043) 784-0164, {047) 784-0391, (347) 7840331
Erail Address: quesondideped gov.ph
Wicbsile: wwrw depedq uezon com ph
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SCHOOLS DIVISION OF PROVINCE

Checklist for Provident Fund Loan

Name:

District/School:

[JMust have at least PhP 5, 000.00 net pay
after Provident Fund Loan.

DFuIIy signed application form. (2 Copies)

DPhotocopy of Barrower's and Co-maker's
1.D. (1 Copy)

[Joriginal latest payslip (Barrower)
Photocopy of latest payslip Co-maker

(1 Copy)

[JCo-maker should have same or greater
basic salary than the borrower

[JLatest Service Record of Barrower

E[Certiﬁcate of Pending Loan Application with
other lending institutions 2 copies orig if the
barrower is from 1U

DEPEDQUEZON-SDO-ADM-04-020-003

Checklist for Provident Fund Loan

Name:

District/School:

[JMust have at least PhP 5, 000.00 net pay
after Provident Fund Loan.

|:|Fully signed application form. (2 Copies)

[]Photocopy of Barrower's and Co-maker’s
1.D. (1 Copy)

DOriginal latest payslip (Barrower)
Photocopy of latest payslip Co-maker
(1 Copy)

DCo—maker should have same or greater
basic salary than the borrower

[CJLatest Service Record of Barrower

[[]certificate of Pending Loan Application with
other lending institutions 2 copies orig if the
barrower is from 1U

DEPEDQUEZON-SDO-ADM-04-020-003

Possibiiities, inspiring innovations
Address: Stso Fori, Begy. Talipan, Paghiaa, Oueson
7 Trembiine ¥: (041) TH4-0365, [047) T84-0164, [041] 784-0891, [042] 7840521
[l Eomsd Address: queson @icdeped gov.ph
Website: wars.depe dauesan. com gh

Addreas: Stic forl, lirgy. Talipan, Paghidac, Querca
Truanbficns #: (047) T4-066, (042) T4-0L8A, [O41) 184-0093, [O42) 7840871
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)
Rrybin ol the Plkippiars
T

Wmu‘gﬂm

Checklist for Provident Fund Loan

Name:

District/School:

[JMust have at least PhP 5, 000.00 net pay
after Provident Fund Loan.

[CJFully signed application form. (2 Copies)

[:IPhotocopy of Barrower's and Co-maker's
1.D. (1 Copy)

[[Joriginal latest payslip (Barrower)
Photocopy of latest payslip Co-maker

(1 Copy)

[[JCo-maker should have same or greater
basic salary than the borrower

[]Latest Service Record of Barrower

DCertiﬁcate of Pending Loan Application with
other lending institutions 2 copies orig if the
barrower is from U

DEPEDQUEZON-SDO-ADM-04-020-003

Checklist for Provident Fund Loan

Name:

District/School:

[ JMust have at least PhP 5, 000.00 net pay
after Provident Fund Loan.

DFuIIy signed application form. (2 Copies)

[[JPhotocopy of Barrower's and Co-maker's
1.D. (1 Copy)

[[Joriginal latest payslip (Barrower)
Photocopy of latest payslip Co-maker
(1 Copy)

DCo-maker should have same or greater
basic salary than the borrower

[[JLatest Service Record of Barrower

[]certificate of Pending Loan Application with
other lending institutions 2 copies orig if the
barrower is from U

DEPEDQUEZON-SDO-ADM-04-020-003

“Creating Passibliities, Inspiring Innovations™

Address: Sitic Forl, Brgy. Talipan, Paghilao, Queson

Trunidine 8 {047) T84-0366, {047) 784 0164, (042) TBA-031, [043) 7840821
[ Email Address quesond@deped gov ph

Website: www.depedqueron.com.ph

“Creating Poxsibilities, Inspiring Innovations™

Adaress: it Forl, Brgy. Takipan, Pagbileo, Dveson

Trunkline #: (47) 7840066, (42) 784-0164, 1042) TH4-0891, [042) 784-031
e Bl et Address: auszon @deped gov ph

Website: waw.dessedun ron.com ph
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JSHOOS DIVESION OF QUESON FROVINCE
CHECKLIST FOR PAYMENT OF SALARY
(SUBSTITUTE)
FOR ORIGINAL APPOINTMENT
Name:
District/School:

[CJDISBURSEMENT VOUCHER (3 copies)

DPAYROLL IF MORE THAN 1 CLAIMANTS (3 copies)

[CJORIGINAL COPY OF DTR
(CORRESPONDING MONTH/S CLAIM)
(1 COPY)

[CJAPPOINTMENT (signed by SDS-3 copies)

[CJREPORT OF FIRST DAY OF SERVICE
(3 COPIES)

[CJOATH OF OFFICE (3 COPIES)

[CJSTATEMENT OF ASSET,LIABILITIES AND
NET WORTH (3 COPIES)

[CJAPPROVED FORM 6 (3 COPIES)

DCERTIFICATE OF FUNDS AVAILABILITY
FROM THE BUDGET OFFICE (1COPY)

[[]BP NUMBER ( 1 COPY)

[CISNAPSHOT FROM LANDBANK/I-ACESS
PRINT OUT (WITH MAINTAINING
BALANCE (1 clear copy)

FOR REEMPLOYMENT
[JDISBURSEMENT VOUCHER (3 copies)

[CJPAYROLL IF MORE THAN 1 CLAIMANTS (3 copies)

[CJORIGINAL COPY OF DTR
(CORRESPONDING MONTH/S CLAIM)
(1 COPY)

[CJAPPOINTMENT (signed by SDS-3 copies)

[CJREPORT OF FIRST DAY OF SERVICE
(3 COPIES)

[CJAPPROVED FORM 6 (3 COPIES)

[ JCERTIFICATE OF FUNDS AVAILABILITY
FROM THE BUDGET OFFICE (1COPY)

[JBP NUMBER (1 COPY)

DSNAPSHOT FROM LANDBANK/I-ACESS
PRINT OUT (WITH MAINTAINING
BALANCE (1 clear copy)

DEPEDQUEZON-SDO-ADM-04-004-005

CHECKLIST FOR PAYMENT OF SALARY
(SUBSTITUTE)
FOR ORIGINAL APPOINTMENT

Name:
District/School:

[]JDISBURSEMENT VOUCHER (3 copies)

[CJPAYROLL IF MORE THAN 1 CLAIMANTS (3 copies)

[CJORIGINAL COPY OF DTR
(CORRESPONDING MONTH/S CLAIM)
(1 COPY)

[JAPPOINTMENT (signed by SDS-3 copies)

[CJREPORT OF FIRST DAY OF SERVICE
(3 COPIES)

[[JOATH OF OFFICE (3 COPIES)

DSTATEMENT OF ASSET,LIABILITIES AND
NET WORTH (3 COPIES)

[CJAPPROVED FORM 6 (3 COPIES)

[CJCERTIFICATE OF FUNDS AVAILABILITY
FROM THE BUDGET OFFICE {1COPY)

[[]BP NUMBER ( 1 COPY)

DSNAPSHOT FROM LANDBANK/I-ACESS
PRINT OUT (WITH MAINTAINING
BALANCE (1 clear copy)

FOR REEMPLOYMENT
[[JDISBURSEMENT VOUCHER (3 copies)

[C]PAYROLL iF MORE THAN 1 CLAIMANTS (3 copies)

[CJORIGINAL COPY OF DTR
(CORRESPONDING MONTH/S CLAIM)
(1 COPY)

[CJAPPOINTMENT (signed by SDS-3 copies)

[CJREPORT OF FIRST DAY OF SERVICE
(3 COPIES)

[CJAPPROVED FORM 6 (3 COPIES)

[ JCERTIFICATE OF FUNDS AVAILABILITY
FROM THE BUDGET OFFICE (1COPY)

[CJBP NUMBER (1 COPY)

[[JSNAPSHOT FROM LANDBANK/I-ACESS
PRINT OUT (WITH MAINTAINING
BALANCE (1 clear copy)

DEPEDQUEZON-SDO-ADM-04-004-005

“Creating Passiiliries, Inspiring inrovetions
Add ress: Sitba Forl, Brgy. Tallpsn, Pagbllss, Queson
- Trunidina #: j04) 784-0365, {42) TRA-0I64, (D42] 784039 L, 047) TRAGALL
Bl el Adcress:quezon@bdaped.gov.oh
e
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CHECKLIST FOR MID YEAR/YEAR END/
CASH GIFT/PEVLOYALTY/CASH/CLOTHING
ALLOWANCE

Name:
District/School:

DD?SBURSEMENT VOUCHER (3 copies)
[[JPAYROL IF MORE THAN 1 CLAIMANTS (3 copies)
[J1st day of service (3 copies)
[CJAppointment (3 copies)

DCertification of no payment received
(if transfer from other govt. agency)

[CISnapshot from LANDBANK/i-acess print out

(with maintaning balance 1 copy)

|:|Service Record (if claiming Loyalty)

additional requirement
if RETIRED/RESIGNED
[Ccertificate of Last Payment, Division
Clearance, Snapshot from LANDBANK/
i-acess print out (with maintaning balance

1 copy)
DEPEDQUEZON-SDO-ADM-04-014-005

CHECKLIST FOR MID YEAR/YEAR END/
CASH GIFT/PEVLOYALTY/CASH/CLOTHING
ALLOWANCE

Name:
District/'School:

[]DISBURSEMENT VOUCHER (3 copies)
[:IPAYROL IF MORE THAN 1 CLAIMANTS (3 copies)
[]1st day of service (3 copies)
[CJAppointment (3 copies)

|:|Certification of no payment received
(if transfer from other govt. agency)

[[]sSnapshot from LANDBANK/i-acess print out
(with maintaning balance 1 copy)

DService Record (if claiming Loyalty)

additional requirement
if RETIRED/RESIGNED
DCert'rﬁcate of Last Payment, Division
Clearance, Snapshot from LANDBANK/
i-acess print out (with maintaning balance

1 copy)
DEPEDQUEZON-SDO-ADM-04-014-005

“Creating Possibifities, Inspiring Innovations™
Address: Sitia Fori, Brgy. Talipan, Pagbilac, Quezon
Trunkiine ¥: [043) TR4-0368, [047) 7840164, [047) 7840391, §042) 784-0321
Email Address: quezondeped gov.oh
Website: www.depedqueson. com. ph

“Creating Possibilities, inspiring Innovations”

‘ ‘Address: Sitio Forl, Brgy. Tallpan, Paghilaa, Guezon
n Trunkiine & [042] TBA-0366, [047) 784-0164, [042) 784-0301, (042) 7840521

Emall Address: querongide ped. gov.ph
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SCHOOLS DIVISIOH OF QUETON PROVINGE

CHECKLIST FOR MID YEAR/YEAR END/
CASH GIFT/PEILOYALTY/CASH/CLOTHING
ALLOWANCE

Name:
District/School:

[[JDISBURSEMENT VOUCHER (3 copies)
[CJPAYROLL IF MORE THAN 1 CLAIMANTS (3 copies)
[J1st day of service (3 copies)

DAppointment (3 copies)

[C]certification of no payment received
(if transfer from other govt. agency)

[JSnapshot from LANDBANK/i-acess print out

(with maintaning balance 1 copy)

DService Record (if claiming Loyalty)
additional requirement
if RETIRED/RESIGNED
I:]Certiﬁcate of Last Payment, Division
Clearance, Snapshot from LANDBANK/
i-acess print out (with maintaning balance
1 copy)
DEPEDQUEZON-SDO-ADM-04-014-005

CHECKLIST FOR MID YEAR/YEAR END/
CASH GIFT/PEILOYALTY/CASH/CLOTHING
ALLOWANCE

Name:
District/School:

DDISBURSEMENT VOUCHER (3 copies)
[CJPAYROLL IF MORE THAN 1 CLAIMANTS (3 copies)
[]1st day of service (3 copies)

DAppointment (3 copies)

[CJcertification of no payment received
(if transfer from other govt. agency)

[[JSnapshot from LANDBANK/i-acess print out

(with maintaning balance 1 copy)

|:|Service Record (if claiming Loyalty)
additional requirement
if RETIRED/RESIGNED
[[Jcertificate of Last Payment, Division
Clearance, Snapshot from LANDBANK/
i-acess print out (with maintaning balance
1 copy)
DEPEDQUEZON-SDO-ADM-04-014-005

Trunkhine & {42 764-3366, [D47) T84-0164, (042} 784-0391, {042) 7840321
Email Address: st
Websita: www depedqueron.com.ph

“Creating Possibilities, Inspiring Innovations™
Address. Sitio Fori, Brgy. Tallpan, Pagbilac, Queaon
Trunkline §: (042) T84-0366, (D42} 784 0164, {042) T4-0391, 1042) 784-0321
Tl Emai Address: quezonghdeped.gov.oh
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SCHOOLS DIVESION OF QUEZON PROVINCE

CHECKLIST FOR MATERNITY
DOUBLE PAY/SALARY

Name:
District/School:

[]DISBURSEMENT VOUCHER (3 copies)
[JPAYROLL IF MORE THAN 1 CLAIMANTS (3 copies)
[[JFORM 6 (3 COPIES)

[JMedical Certificate (3 copies)

[JReturn to Duty (3 copies)

[CJcertificate of Funds Availability (1 copy)

[(]DTR (noted Maternity Leave)
[C1Birth Certificate (if Maternity Leave Salary)
[JPayslip

[Jsnapshot from LANDBANK/i-acess print out
(with maintaning balance 1 copy)

DEPEDQUEZON-SDO-ADM-04-013-005

CHECKLIST FOR MATERNITY
DOUBLE PAY/SALARY

Name:
District/School:

[[]DISBURSEMENT VOUCHER (3 copies)
DPAYROLL IF MORE THAN 1 CLAIMANTS (3 copies)
[CJFOrRM 6 (3 COPIES)

[[IMedical Certificate (3 copies)

[[JReturn to Duty (3 copies)

[[Jcertificate of Funds Availability (1 copy)

[]DTR (noted Maternity Leave)
[C]Birth Certificate (if Maternity Leave Salary)
[JPayslip

[[]Snapshot from LANDBANK(/i-acess print out
(with maintaning balance 1 copy)

DEPEDQUEZON-SDO-ADM-04-013-005

Possibilities, Inspiring Innovations™

“Creating
Address St Forl, Srgy Tabinan, Pagbdac, Ouesor
Trumidine & (43] 784-0366, 043] TH-T164, 10424 7540391, (043) T4
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“Creating Posslbilities, Inspiring Innovations”
Addrass: Stk Forl, Brgy. Tatipan, Pagbllec, Cueron
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CHECKLIST FOR MATERNITY
DOUBLE PAY/SALARY

Name:
District/School:

DDISBURSEMENT VOUCHER (3 copies)
[CJPAYROLL IF MORE THAN 1 CLAIMANTS (3 copies)
[CJFORM 6 (3 copies)

[JMedical Certificate (3 copies)

[CJReturn to Duty (3 copies)

[Ccertificate of Funds Availability (1 copy)
from Budget Office

[[]DTR (noted Maternity Leave)
[]Birth Certificate (if Maternity Leave Salary)

[JPayslip

[[]snapshot from LANDBANK/i-acess print out
(with maintaning balance 1 copy)
DEPEDQUEZON-SDO-ADM-04-013-005

CHECKLIST FOR MATERNITY
DOUBLE PAY/SALARY

Name:
District/School:

[ ]DISBURSEMENT VOUCHER (3 copies)
[:]PAYROLL IF MORE THAN 1 CLAIMANTS (3 copies)
[[JFORM 6 (3 copies)

[ IMedical Certificate (3 copies)

[CJReturn to Duty (3 copies)

DCertiﬁcate of Funds Availability (1 copy)
from Budget Office

[ ]JDTR (noted Maternity Leave)
[]Birth Certificate (if Maternity Leave Salary)

[JPayslip

[CJsnapshot from LANDBANK/i-acess print out
(with maintaning balance 1 copy)
DEPEDQUEZON-SDO-ADM-04-013-005

“Creating Possibliities, inspiring Innovations™

Address: St For, Begy. Talpan, Faghilao, Queton
. Truridine . (04 2] 784-0366, (042) 74-0164, (042} 7840361, (043) 7840321
M Email Addresc: queron@idened. gov.ph
Wetisite. www depedquetan com ph

Address: Sitia Forl, brgy. Talipan, Paghilao, Chueson

Trunkdina i (041) 784-0364, (047) 784-0164, (042) 784-031, (147) 784 0221
) Ermalt Addrass: qetondeped gov oh

Webisite: wanw depedque ron com ph
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SC00Ls DIVISION OF QUEDN PROVIPKE

REQUIREMENT FOR LAST SALARY /PVP
(PROPORTIONAL VACATION PAY)

(IF RETIRED/RESIGNED)
Name:
District/School:

DDESBURSEMENT VOUCHER (3 copies)
[CJPAYROLL IF MORE THAN 1 CLAIMANTS (3 copies)

[CJORIGINAL COPY OF DTR
(CORRESPONDING MONTH/S CLAIM)
(1 COPY)

DCERT!FECATE OF LAST PAYMENT (CLP) 1 COPY
DDIVISIONISCHOOL CLEARANCE (1 COPY)
[[]PVvP (3 COPIES) (if claiming for PvP)

[CJSNAPSHOT FROM LANDBANK/I-ACESS
PRINT OUT (WITH MAINTAINING
BALANCE (1 clear copy)

DEPEDQUEZON-SDO-ADM-04-021-003

REQUIREMENT FOR LAST SALARY /PVP
(PROPORTIONAL VACATION PAY)

(IF RETIRED/RESIGNED)
Name:
District/School:

[(]DISBURSEMENT VOUCHER (3 copies)
[CJPAYROLL IF MORE THAN 1 CLAIMANTS (3 copies)

[CJORIGINAL COPY OF DTR
(CORRESPONDING MONTH/S CLAIM)
(1 COPY)

[CJCERTIFICATE OF LAST PAYMENT (CLP) 1 COPY

[C]DIVISION/SCHOOL CLEARANCE (1 COPY)

[ ]PVP (3 COPIES) (if claiming for PVP)

[CJSNAPSHOT FROM LANDBANK/I-ACESS
PRINT OUT (WITH MAINTAINING
BALANCE (1 clear copy)

DEPEDQUEZON-SDO-ADM-04-021-003

Creoting Possibiities, I piring Innovations™
Adcres: Sitia Fon, Brgy. Takoan, Pagisiss, Quesan
Trusicine # [047) T84 <1366, (42] 7840164, 1042} TI-OM1, [847) T4-0KI1

M mad Accrem. gueson@depe gou o
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SCHOOLS OIVESION OF QUEZON PROVINCE

REQUIREMENT FOR LAST SALARY /PVP
(PROPORTIONAL VACATION PAY)

(IF RETIRED/RESIGNED)
Name:
District/School:

[[]DISBURSEMENT VOUCHER (3 copies)

DPAYROLL IF MORE THAN 1 CLAIMANTS (3 copies)

[CJORIGINAL COPY OF DTR
(CORRESPONDING MONTH/S CLAIM)
(1 COPY)

[CJCERTIFICATE OF LAST PAYMENT (CLP) 1 COPY

[:]DIVISIONISCHOOL CLEARANCE (1 COPY)

|:|PVP (3 COPIES) (if claiming for PVP)

[CJSNAPSHOT FROM LANDBANK/I-ACESS
PRINT QUT (WITH MAINTAINING
BALANCE (1 clear copy)

DEPEDQUEZON-SDO-ADM-04-021-003

REQUIREMENT FOR LAST SALARY /PVP
(PROPORTIONAL VACATION PAY)

(IF RETIRED/RESIGNED)
Name:
District/School:
DDISBURSEMENT VOUCHER (3 copies)

[CJPAYROLL IF MORE THAN 1 CLAIMANTS (3 copies)

[CJORIGINAL COPY OF DTR
(CORRESPONDING MONTH/S CLAIM)
(1 COPY)

[C]CERTIFICATE OF LAST PAYMENT (CLP) 1 COPY

[JovISION/SCHOOL CLEARANCE (1 COPY)

[]PvP (3 COPIES) (it claiming for PvP)

[CISNAPSHOT FROM LANDBANK/I-ACESS
PRINT OUT (WITH MAINTAINING
BALANCE (1 clear copy)

DEPEDQUEZON-SDQ-ADM-04-021-003

Possibilities, tnapiring innawations™

“Creating
Address: Sitio For, Brgy. Talipan, Pagbilsa Cuiston
Trunkiine ¥ (042) 784-0366, (042) 784-0154, (042] 784-0391, (047) T84-0321
) Ermah Adddress: quesnn@depe gou.ph
Webrsite. warw depedau

“Creating Possibilties, Inupiring Innovations™
Adkiraas: Sitha Fori, Brgy. Tallpan, Pagbllso, Cpieron
Trunkiina §: [042) 7840068, 1042] 7840164, [047) 784-0301, (042) 7840301
D) el Address:quesangdeped gov.on
Webii/te: wew. depedqueson com. ph
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22005 DIVISION OF QUETON PROVINCE,

Checklist for Integration for TRANSFER/
PROMOTION
(if transferred from IUfAutonomous/other Division/
Agency)
Name:
District/School:

1 Copy each

I:ICertified Photocopy of Appointment signed
by SDS

[CIBIR 1905 (received by BIR)

DCIear Copy of Snapshot from Landbank/
i-acess print out with maintaning balance

[[]Photocopy of Pag-Ibig MDF with
MID no.

[CJPhotocopy of PhilHealth MDR under
DepEd

[[ICertificate of Last Payment (from DEPED)
I:]Clear copy of Latest Payslip (from DEPED)

DEPEDQUEZON-SDO-ADM-04-009-005

Checklist for Integration for TRANSFER/
PROMOTION
(if transferred from IU/Autonomous/other Division/
Agency)
Name:
District/School:

1 Copy each

DCertified Photocopy of Appointment signed
by SDS

[C]IBIR 1905 (received by BIR)

[CJclear Copy of Snapshot from Landbank/
i-acess print out with maintaning balance

[ ]Photocopy of Pag-Ibig MDF with
MID no.

[CJPhotocopy of PhilHealth MDR under
DepEd

EICertiﬂcate of Last Payment (from DEPED)
DCIear copy of Latest Payslip (from DEPED)

DEPEDQUEZON-SDO-ADM-04-009-005

“Creating Possibilities, inspiring innovations™ “Creating inspiring
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S0H00LS DIVISIoN oF QUETCN FROWNGE SH00LS DIVISIoN oF QUETON PROVINE
Checklist for Integration for TRANSFER/ Checklist for Integration for TRANSFER/
PROMOTION PROMOTION
(if transferred from IU/Autonomous/other Division/ (if transferred from IU/Autonomous/other Division/
Agency) Agency)
Name: Name:
District/School: District/School:
1 Copy each 1 Copy each

I:ICertiﬂed Photocopy of Appointment signed
by SDS

[[]BIR 1905 (received by BIR)

|:|Claar Copy of Snapshot from Landbank/
i-acess print out with maintaning balance

DPhotocopy of Pag-lbig MDF with
MID no.

DPhotocopy of PhilHealth MDR under
DepEd

[ ]certificate of Last Payment (from DEPED)
DCIear copy of Latest Payslip (from DEPED)

DEPEDQUEZON-SDO-ADM-04-009-005

DCertified Photocopy of Appointment signed
by SDS

[ ]BIR 1905 (received by BIR)

DCIear Copy of Snapshot from Landbank/
i-acess print out with maintaning balance

[ ]Photocopy of Pag-Ibig MDF with
MID no.

DPhotocopy of PhilHealth MDR under
DepEd

DCertiﬁcate of Last Payment (from DEPED)
[ ]ctear copy of Latest Payslip (from DEPED)

DEPEDQUEZON-SDO-ADM-04-009-005

“Creating Possiilities, Inapiring tnnovations”

Address. Sitio Fori, Brgy. Talipan, Paghilao, Guezan.
L Truniding ¥ (DAZ) 784 0366, 042) TH4-0164, 042] 7640361, (042} 7840321

Possibiiities, inapiring innovations”™

“Creating
Address: Sitic Fori, Bigy. Takipan, Pagbitac, Quezon
ML Trunkine 8: |042) 7240366, {042) 7840164, {042) 7840391, (042) 7840321
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SOI00LS IVESION OF QUEZON PROVINGE

Checklist for Integration for PROMOTION/
RECLASSIFICATION/TRANSFER

(if the salary is uncut)

Name:
District/School:

1 Copy each

DC!ear copy of Latest Payslip

[[Jcertified Photocopy of Appointment signed
by SDS

DEPEDQUEZON-SDO-ADM-04-007-005

Checklist for Integration for PROMOTION/
RECLASSIFICATION/TRANSFER

(if the salary is uncut)

Name:
District/School:

1 Copy each

DCIear copy of Latest Payslip

[]certified Photocopy of Appointment signed
by SDS

DEPEDQUEZON-SDO-ADM-04-007-005
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pnasmor S210015 OIVISION OF QUEZON PROVIACE
Checklist for Integration for PROMOTION/ Checklist for Integration for PROMOTION/
RECLASSIFICATION/TRANSFER RECLASSIFICATION/TRANSFER
( if the salary is uncut) ( if the salary is uncut)

Name: Name:
District/School: District/School:
1 Copy each 1 Copy each

DCIear copy of Latest Payslip

[]certified Photocopy of Appointment signed
by SDS

DEPEDQUEZON-SDO-ADM-04-007-005

DCIear copy of Latest Payslip

DCertifiod Photocopy of Appointment signed
by SDS

DEPEDQUEZON-SDO-ADM-04-007-005

“Creoting Possibilities, Inapiring innavetion:”
Address: Sitio Fori, Brgy Taligan, Pagiuiao, Queron
Trunkiine i (042) T84 0358, (042) 7840164, (042) Tha-0391, 042) 784-0331
Etmad Address quelon@@deoed gov pr
Wensite: wwe degedgue ton com o

o Inspiring

Acdrws Sita Forl, Brgy. Talian, Paghiso, Oumson

Trumiling & [42] PR4-0366, [DA1) TRA-O184, [040] 784-0361, (OA7) 7840121
ML & Acaress. auraon @cped gn on
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SCHOOLS DIVERON OF QUEDOM MOVINGE

Checklist for Integration for PROMOTION/
RECLASSIFICATION/TRANSFER

(if the salary is uncut)
Name:
District/School:
1 Copy each

DCIear copy of Latest Payslip

DCertiﬁed Photocopy of Appointment signed
by SDS

DEPEDQUEZON-SDQ-ADM-04-007-005

Checklist for Integration for PROMOTION/
RECLASSIFICATION/TRANSFER

(if the is unc

Name:
District/School:

1 Copy each

DCIear copy of Latest Payslip

DCertiﬂed Photocopy of Appointment signed
by SDS

DEPEDQUEZON-SDO-ADM-04-007-005

“Creating Possibiiities, Inspiring Innovations "

s “Creating Poss/bilfties, Inspiring Innovations ™




Address: St Forl, Brgy. Tallpan, Pagbilao, Quezor
Trunkdine i [042) 7840366, 1042] 7840154, {042) 7840391, |042) 7840321

Address: Sitio Fori, Brgy. Talioan, Paghilao, Quazon

Trunkline #: (042) 784-0366, [042] 784-0164, (042) 7840391, [042] 784-0311
‘Email Address: quezon@deped gov ph

Website: www depedquezon.com.ph
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SCHOOLS DIVESION OF QUETON PRONVINGE

Checklist for Integration for
ORGINAL/REEMPLOYMENT/
REAPOINTMENT

Name:
District/School:

1 Copy each

|:]69rtified Photocopy of Appointment signed
by SDS

[CJFirst Day of Service
[C]BIR 1905 (received by BIR)
[CJPhotocopy of GSIS Business Partner # (BP)

DCIaar Copy of Snapshot from Landbank/
i-acess print out with maintaning balance

I:lPhotocopy of Pag-lbig MDF with
MID no.

[CJPhotocopy of PhilHealth MDR under
DepEd

[CJciear copy of Latest Payslip
(if REEMPLOYMENT/REAPPOINTMENT
(Provisional SHS) from DepEd)

DEPEDQUEZON-SDO-ADM-04-010-005

Checklist for Integration for
ORGINAL/REEMPLOYMENT/
REAPOINTMENT

Name:
District/School:

1 Copy each

[[Jcertified Photocopy of Appointment signed
by SDS

[CJFirst Day of Service
DBlR 1905 (received by BIR)
[CJPhotocopy of GSIS Business Partner # (BP)

DCIear Copy of Snapshot from Landbank/
i-acess print out with maintaning balance

[[JPhotocopy of Pag-Ibig MDF with
MID no.

[CJPhotocopy of PhilHealth MDR under
DepEd

[CJclear copy of Latest Payslip
(if REEMPLOYMENT/REAPPOINTMENT
(Provisional SHS) from DepEd)

DEPEDQUEZON-SDO-ADM-04-010-005

“Creating
Address: Sitio Fod, rgy. Talipan, Pagbilas, Quezon
Trunkline #: |04} 784065, (042] TR4-O164, [042) 7840891, (043) 784<E 21
M) Ermat Address- queson@depad o ph
Wenite. www depedquernce com

Inspiring

“Creating
Addrass: Shio Fori, Brgy. Tallpan, Paghiiac, Quezan
& Trunkline - (042] 784-0564, (047 784-0164, [047) 784391, (047) TH4<B1L
BZOMN  Emai Address. quesoraideped gou ph
Website: wuew.cepedsuazon corm.ph
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SCHOQLS DIVISION OF QUEZON PROVINGE

Checklist for Integration for
ORGINAL/REEMPLOYMENT/
REAPOINTMENT

Name:
District/School:
1 Copy each
[[Jcertified Photocopy of Appointment signed
by SDS
[CJFirst Day of Service
[CIBIR 1905 (received by BIR)
DPhotocopy of GSIS Business Partner # (BP)

[[Jciear Copy of Snapshot from Landbank/
i-acess print out with maintaning balance

E]Photocopy of Pag-lbig MDF with
MID no.

[JPnotocopy of PhilHealth MDR under
DepEd

DCIear copy of Latest Payslip
(if REEMPLOYMENT/REAPPOINTMENT
(Provisional SHS) from DepEd)

DEPEDQUEZON-SDO-ADM-04-010-005

Checklist for Integration for
ORGINAL/REEMPLOYMENT/
REAPOINTMENT

Name;
District/School:
1 Copy each

[[Jcertified Photocopy of Appointment signed
by SDS

[JFirst Day of Service
[]BIR 1905 (received by BIR)
[[JPhotocopy of GSIS Business Partner # (BP)

Dcwar Copy of Snapshot from Landbank/
i-acess print out with maintaning balance

[[JPhotocopy of Pag-lbig MDF with
MID no.

DPhotocopy of PhilHealth MDR under
DepEd

DCIear copy of Latest Payslip
(if REEMPLOYMENT/REAPPOINTMENT
(Provisional SHS) from DepEd)

DEPEDQUEZON-SDO-ADM-04-010-005

Pousibiities, inspiring Innavotions™
Addrass; it Forl, Brgy. Talipan, Pagbiiao, Cusson
) TR D421 7RIS, 1042) 1843150, (042) 7540891, (421 784-B31
Emafl Address: quaconBdeped gowph

“Creating Possibilities, Inspiring Innovatians”™
Address. St For, By, Tallpan, Paghilac, Cumzon
Trunkline s: (041) TIA-0366, [042) 7840164, (042] 7840391, (042] 7840321
Ermail Adh et ah
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CHECKLIST FOR FIRST PAYMENT OF SALARY
(Original Appointment/Reemployment/Transfer)

Name:
District/School:

[]DISBURSEMENT VOUCHER (3 copies)
[CJPAYROLL IF MORE THAN 1 CLAIMANTS (3 copies)

[CJORIGINAL COPY OF DTR
(CORRESPONDING MONTH/S CLAIM)

(1 copy)
[CJAPPOINTMENT (signed by SDS-3 copies)

DREPORT OF FIRST DAY OF SERVICE
(3 copies)

[CJOATH OF OFFICE (3 copies)

[CJFORM 7 1st month only/ PVP (3 Copies)

[CJSTATEMENT OF ASSET,LIABILITIES AND
NET WORTH (SALN) (3 copies)

[[]BP NUMBER (1 COPY)

DPHILHEALTH NUMBER (MDR under DEPED-
1 COPY)

DPAG-IBIG NUMBER (MDF WITH MID No.)
(1 copy each)

[]BIR FORM 1905 with Stamp received by the BIR
(3 copies)

DSNAPSHOT FROM LANDBANK/I-ACESS
PRINT QUT (WITH MAINTAINING
BALANCE) (1 clear copy)

additional requirement if TRANSFER

DPayralI from previous station (for 2 consecutive
months e.g. Sept 2016-Oct 2016-3 copies)

[[certificate of Last Payment (CLP) if
transferred from other districts/|Us/NON-
|Us/other Division office/company- 3 copies

[Jschool Clearance/ Division Clearance
(3 copies)

DEPEDQUEZON-SDO-ADM-04-002-004

CHECKLIST FOR FIRST PAYMENT OF SALARY
(Original Appointment/Reemployment/Transfer)

Name:
District/School:

DDISBURSEMENT VOUCHER (3 copies)
DF’AYROLL IF MORE THAN 1 CLAIMANTS (3 copies)

[CJORIGINAL COPY OF DTR
(CORRESPONDING MONTH/S CLAIM)
(1 copy)

[CJAPPOINTMENT (signed by SDS-3 copies)

DREPORT OF FIRST DAY OF SERVICE
(3 copies)

[CJOATH OF OFFICE (3 copies)

[CJFORM 7 1st month only/ PVP (3 Copies)

DSTATEMENT OF ASSET LIABILITIES AND
NET WORTH (SALN) (3 copies)

[[]BP NUMBER (1 COPY)

[CJPHILHEALTH NUMBER (MDR under DEPED-
1 COPY)

DPAG-IBIG NUMBER (MDF WITH MID No.)
(1 copy each)

[[]BIR FORM 1905 with Stamp received by the BIR
(3 copies)

DSNAPSHOT FROM LANDBANK/I-ACESS
PRINT OQUT (WITH MAINTAINING
BALANCE) (1 clear copy)

additional requirement if TRANSFER

[[JPayroll from previous station (for 2 consecutive
months e.g. Sept 2016-Oct 2016-3 copies)

[Jcertificate of Last Payment (CLP) if
transferred from other districts/IlUs/NON-
IUs/other Division office/company- 3 copies

[C]School Clearance/ Division Clearance
(3 copies)

DEPEDQUEZON-SDO-ADM-04-002-004

Addvess: Sitio Fon, Brgy. Talipen, Paghilac, wezon
Trunklie ¥: {042) 7840366, (047) 784-0164, (042) 7840391, (042] 7840321
ph

Possibilitias, Inspiring innovations™
Address: Sitio Forl, Brgy. Takpan, Paghilso, Oueson
Trunkline #: (047) 7840066, 042) 784-0164, (042) 784-009), ((42) 7840321
B Emeil Address: queion @deped. gov.ph
Watwite. waew depedqueson com.oh
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CHECKLIST FOR FIRST/SECOND PAYMENT OF
SALARY DIFFERENTIAL OF NEWLY PROMOTED
AND RECLASSIFIED PERSONNEL

Name: o
District/School: I

[[]DISBURSEMENT VOUCHER (3 copies)

DPAYROLL IF MORE THAN 1 CLAIMANTS (3 copies)

[CJORIGINAL COPY OF DTR
(CORRESPONDING MONTH/S CLAIM)
(1 copy)

[[JAPPOINTMENT (signed by SDS-3 copies)

I:IREPORT OF FIRST DAY OF SERVICE
(3 copies)

[[JFORM 7 CORRESPONDING MONTHS
CLAIM/ PVP (3 copies)

[CJLATEST PAYSLIP
DEPEDQUEZON-SDO-ADM-04-006-004

CHECKLIST FOR FIRST/SECOND PAYMENT OF
SALARY DIFFERENTIAL OF NEWLY PROMOTED
AND RECLASSIFIED PERSONNEL

Name:

District/School:
[JDISBURSEMENT VOUCHER (3 copies)

DPAYROLL IF MORE THAN 1 CLAIMANTS (3 copies)

[CJORIGINAL COPY OF DTR
(CORRESPONDING MONTH/S CLAIM)
(1 copy)

[CJAPPOINTMENT (signed by SDS-3 copies)

E]REPORT OF FIRST DAY OF SERVICE
(3 copies)

[CJFORM 7 CORRESPONDING MONTHS
CLAIM/ PVP (3 copies)

[CJLATEST PAYSLIP

DEPEDQUEZON-SDO-ADM-04-006-004

“Creating Possibifities, inspiring Innovations™
Addreis. Sitko ko, Brgy Takaar. Pagbilac. Cueton
Trunkdine & j042] 784-1366. [062] 7840164, D42) T84-0391, (B4T) TRA0AY
D i asgens queron@deped g pn
Wetrsi be v depecqurion com pr

Possibiities, Inspiring innovations ™
Address St Fon, Begy 1abpar, Paghedas, (heson
Trunkline # (D4T) 7840066, (042] A6, (042) 740391, (047) 7840121
B st ddrwss: poesonideped v b
Wotrarte: wm: depedquason com ph
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CHECKLIST FOR FIRST/SECOND PAYMENT OF
SALARY DIFFERENTIAL OF NEWLY PROMOTED
AND RECLASSIFIED PERSONNEL

Name:
District/School:

[[]DISBURSEMENT VOUCHER (3 copies)

DPAYROLL IF MORE THAN 1 CLAIMANTS (3 copies)

[CJORIGINAL COPY OF DTR
(CORRESPONDING MONTH/S CLAIM)
(1 copy)

[CJAPPOINTMENT (signed by SDS-3 copies)

[CJREPORT OF FIRST DAY OF SERVICE
(3 copies)

[[JFORM 7 CORRESPONDING MONTHS
CLAIM/ PVP(3 copies)

[CJLATEST PAYSLIP

DEPEDQUEZON-SDO-ADM-04-006-004

CHECKLIST FOR FIRST/SECOND PAYMENT OF
SALARY DIFFERENTIAL OF NEWLY PROMOTED
AND RECLASSIFIED PERSONNEL

Name:
District/School:

[[JDISBURSEMENT VOUCHER (3 copies)

DPAYROLL IF MORE THAN 1 CLAIMANTS (3 copies)

[CJORIGINAL COPY OF DTR
(CORRESPONDING MONTH/S CLAIM)
(1 copy)

[JAPPOINTMENT (signed by SDS-3 copies)

DREPORT OF FIRST DAY OF SERVICE
(3 copies)

DFORM 7 CORRESPONDING MONTHS
CLAIM/ PVP(3 copies)

[CJLATEST PAYSLIP

DEPEDQUEZON-SDO-ADM-04-006-004

“Craating Possibilities, Inspicing innovations

Address: Sitio Fon, Brgy. Talipan, Paghiiao, Gue 1on
gy Trunkiina i: (042) 784-0386, (042) 784-2164, (04) 784-0391, (42) 1840371
n Email Address: aueron @deped gov.ph

Webiile: waw d epedquean com oh

“Creating Possibilithes, inspiring Innovations”
e itk For, fgy Talipan, Pagbileo, (ueson
Trunkbine ¥: [047] 784-0866, (041) M4-0164, ((42) 7840191, (0A2) /B4-0821
M ot Addross: quesan, o
Website: wrws depeduezon com g




Republic of the Philippines

Bepartment of Ehucation

REGION IV-A
SCHOOLS DIVISION OF QUEZON PROVINCE

APPLICATION FOR PERMIT TO TEACH

Date
School Division Superintendent
Schools Division of Quezon Province
Talipan, Pagbilaoc Quezon
Dear Sir/Madam;
In compliance with Republic Act 6713, Republic Act 3019, CSC MC No. 5, s. 1966 and other CSC Circulars,
| have the honor to request pemission to teach after office hours. In this connection, | am submitting the

following data or information for your reference.

Name of DepEd Quezon Employee:

Applicant's Assignment in DepEd Quezon:
Name of School:
Name of School District:

Office at the SDO: Assignment:
School where the applicant plans to teach:
Name of School:
Complete Address:

Last Performance Rating as DepEd Quezon Employee:
LIST OF SUBJECTS TO TEACH AS PART-TIME TEACHER

[ 11 Semester [ ]2"° Semester [ ] Trimester [ ] Summer SY20__-20__
SUBJECT/S UNITS DAY TIME
Certified Correct:
Signature of DepEd Quezon Employee University Dean
RECOMMENDING APPROVAL:

The undersigned shall require the above-named to comply strictly with all existing rules and regulations
regarding permission to teach.

Immediate Head

Approved:

Schools Division Superintendent

DEPEDQUEZON-SDO-ADM-04-022-001

“Creating Possibilities, Inspiring Innovations™
Address: Sitio Fori, Brgy. Talipan, Pagbilao, Quezon
Trunkline #: (042) 784-0366, (042) 784-0164, (042) 784-0391, (042) 784-0321
Email Address:quezon@deped.gov.ph
Website: www.depedquezon.com.ph
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Repubilic of the Philippines
Department of Education

Region IV-A
SCHOOLS DIVISION OF QUEZON PROVINCE

CERTIFICATION

I hereby certify that FIRST NAME MIDDLE NAME LAST NAME, POSITION of NAME OF
SCHOOL AND DISTRICT, is applying for a Provident Fund.

(1) Borrower has pending Loan Application for Private Lending Institution at (state the
name of PLI and amount of monthly amortization) ;

(2) Borrower has pending Loan Application for Pag-IBIG (state the amount of monthly
amortization) ;

(3) Borrower has pending Loan Application for GSIS (state the amount of monthly
amortization);

(4) The borrower is not on leave of absence without pay;

(5) The net take-home pay of the borrower is still within the minimum net take-home
pay required by the GAA after the regular monthly amortization due on the loan is
deducted,;

(6) Monthly amortization shall be deducted from the borrower's monthly salary.

Issued this __ "of ____ ,20__

Signature over Printed Name
PRINCIPAL

(Note: For IU Verified and Signed by School’s Verifier and School Head)

DEPEDQUEZON-SDO-ADM-04-023-000

“Creating Possibilities, Inspiring Innovations”
Address: Sitio Fori, Brgy, Takipan, Pagbilao, Quezon
Trunkline #: {042) 784-0366, (042) 784-0164, (042) 784-0391, (042} 784-0321
Email Address: quezen@deped.gov.ph
Website: www.depedquezon.com ph




