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liruublir of tlre rullili$piurs

Desertment of @lucotion
RECION IV-A

SCHOOLS DIVISION OF EZON PROVINCE

DTVISIOIT MEMORAITDUU
DM No.Ql, s.2U23

To

UTILIZATIOT OF LETTTR REQI'EST F'OR CREATIOII / UPDATIXG Or.
DOCUUEIIT TRACISIIG SYSTEU (DTsl ACCOUrT FORU

Assistant Schools Division Superintendents
Public Schools District Supervisors
Elementary and Secondary School Heads
Liaison Offrcers and Alternate Liaison Officers
All Others Concerned

1. This Ofhce through tJ e Records Section would like to announce the utilization of the

I,etter Request for Creation/ Updating of the l)ocument 'l'racking System (DTS) Account

Form in creating and/or updating the DTS accounts of the Liaison Oflicers / Alternate

Liaison O{ficers in the Iield effective April 04, 2U13.

2. A copy of the said form is attached to this Memorandum for your guidance, while the soft

copy format is readily available in the SDO Official Communication Template for SDO

Personnel Google Drive for downloading.

3. Duly accomplished letter request is adviaed to be 3eD,t to the R€cord. Section Sub-

Ofiices or SDO Pagbilao or to the ofllclal emall addrers of the Records Section at

4. Seading a copy of a requert through Facebook me..cuger tr htghly dLcouraged.

5. An infographic on how to activate the requested account is also attached to this

Memorandum.

6. Immediate and widest dissemination of this um is tiesircrl.

ELIAS A. ALICAYA, JR., EdD
Assistant Schools l)ivision Superin
Officer- in-chargt:
Offrce of the Schools Division Supe

t

recsopo3/ 29/ 2023

DEPEDOUEZON-TM-SDS{4-009-003

.'

nden

"Oedting Possibilities, tnspiring lnnovotions"
Address: Sitio Fori, Brgy. Talipan, Pagbilao, Quezon
Trunkline t: (042) 784-0366, (042) 784-0164, lo42)784-o39r, lo42l784432L
Email Address: quezon@deped.gov.ph

Website: www.depedquezon.com.ph

W - - - - Email Address: quezon@deped.gov.ph
Website; www.depedquezon.com.ph



REQUE.ST I{O.

@e[urtment of Gtuutton
REGION IV-A

SCHOOLS DIVISION OF QUEZON PROVINCE

Month OO, 20s

T{AIIE
Schools Division Superintendent

Thru: trA.UE
Administrative Offrcer IV
Records Section

Please see the oecessar5r inforaatloa belof, for your perural:

OFFICIA.L LIAISON OFFICER DETAILS:
Surna(re, Given Narne M.l
Sex

Assigned School(s) / District
Municipality
DepEd Email Address
Mobile Number

Assi8ned School(s) / District
Municipality
DepEd Email Address
Mobile Number
Plantilla Item:

AITERIIATE LIAJSoIS oFFICER DETAILSt (t .lrrpucd'bte)

FLo* b. i.Ldl t trit Rlg.rble an @Irt.J,@hc4 PrridFrr, d d ttdri.^aco @9. u,.itl 
^d 

bc gtura..,4 6. D d.t OOle,

Stgned:

IYADIE

School Principal

DEPEDQUEZON-SDo-REC.,O4-01 l.OOO

Surname, Civen Narne M.l

"Aeding Possibilfties, tnspiring tnnovdtions"
Address: Sitio Fori, Brgy. Talipan, Pagbilao, Quezon
Trunkline #: (042) 784-0366,lo42) 784-0164, (042) 784-0391, (o42\ 784-o32t
Email Address: quezon@deped.gov.ph

Website: www.depedquezon.com.ph

l\epublir of tlrP SbiliUpines

LETTTR RTQT'EST FOR CREATIOT / UPDATUTG Or.
DOCITUETT TRACKn{G AYaTEU IDTSI ACCOUTT FORU

Sir / Madarn;

This is to inform you that fr./U3. Click or tap here to enter text. is the new Ofilclal Llaboo
Ofr7ca [and/ or] Altcr!8te Llafuol Ofrlc€tr of Click or tap here to enter text. School / District
effective Month xx.2ox:(. In this regard, I would like to request for:

E creation of a aew account for the Oficlel Liaison Officer
n updettrg of the DTS Account of the OfncLl Liaison Olficer

Ple@se indbate the none ofpreubt8 LO hep:

tr updathg of data of the Altcrnrtc Liaison OIIicer

Plantiila ltem:

T f ]I



Eepublic ot t!,e iplrilippines

Delurtment of @Duutiou
REGIoN IV.A

scHooLS DMSION OF QUEZON PROVINCE
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"Oeatlng Possibilfties, tnsplrlng tnnovotions"
Address: Sitio Fori, Brgy. Talipan, Pagbilao, Quezon
Trunkline : (042) 784-0366, (042) 7W-0L64, (042) 784-0391, (0421784-0321
Email Address: quezon@deped.gov.ph
Websit.: www.depedquezon.com.ph


