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DIVISIOH MEMORAI{DUIrl
DM No. -.21L s. 2o2l

To:

DEPED ISSUANCES AND OFFICIAL CORRESPONDE CE GUIDELINES

olc-Assistant Schools Division Suporinlend€nts
Division Chiofs
Sec'tlon Hoads
Educslion Program Supervisors
Educalion Program Specialists
Public Schools Dislrict Supervisors
Puulc El6m€r ary and Secondary S.*rool Hoads
All Others Concemad

ln rsference to sEndards on official conBspondoncs and Dep€rtment of Educ€tion (O€pEd)

issuances stipulatod in DepEd order No. 30, s. 2019 (The OopEd Manual of Styl6 [DMOSD,

and in DO 31, s. 2019 (Tho DopEd Servico N,tsrk6 and Visual ld€ntity Manusl [DSMVIM]), this

Ofiice reiteratss lh6 imporlance of observing the set guidalines for mainleining quallty,

uniformity, snd clarity in all lorms of wntten communication addre$s€d to Division_b566d and

field+ased personnol.

For comnron undorstandlng and usag€, the following terms are hsrsby defined:

a. D6pEd l..uances (Dl) are otficial documsnts contelnlng polici€s, proc€du.os. or

infomation reloasod and signed by ths Secrotary or other authorizod oflicbls. Thoy vary

in conlonl, €rfect, duretlon and activity.

b. OspEd Ord€r (DO) contains policies promulgated by the C€ntral Offroo, wlrich ar6

g€n€rsl or p€rmanont in nature. lt i6 doparlmonl{,ide or nslionwida ln scop€, and is

usuelly long"term in nahfe unless r€scinded or amondod.

c. D6pEd Mcmorandum (Dtl) disssminatos instructions, informetion, or rslatod matl€rs.

includirE the (i) croation of c{mmittqes or iask forc€s; (ii) submission of lists or reporb;
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(iil) announc€ment of c€labrations, surveys, holidays, examinalions, cootesls, d roEults

thereof; (iv) conlerence or seminars conductod by th€ burEaus, c6nt€rs, 8arviceg, unils,

and divi6ions: end (v) reiteretion of r€gulalions or laws issued by oth€r ag€nclos and

d€partmenb.

Divl.lon llemoEn.lum (Dil) Is en lssuanoe ot the Schools Dlvision Ofiica (SOO)

ctntaining instructions or information which are t€mporary in natur6, and involv€s lh€

attention, compliance or participation of eithgr flold-batod porsonnol only, or of both

field'bar€d and Olvlslon.b6tgd peGonnel-

Ofiice Uemor.ndum (Otll) is similar in purposg with a DM, but differs ln addrs$s€€s,

as an OM is communicatod to all oa spacmc Dfulsion+rsed parsonnal lnd
sactlolE/oflices.

Advllory 6manat6s from non-DepEd oEanizations 6nd agencies whioh €rnouncas

programs or sctivilies; scholarships; and training opportunilles for s{rp6NisoIs, school

hoad6, teachers, and leam€ls. Participant6 may attond such activitios on I voluntqry

bas is; h6nc6, t'aveling expens€s and r€qislration fees are ch arged lo peEonal acoounb.

It6 applicalion i6 u6ually short term or temporary.

Enclosutas are parts of a document wtlich cannol b€ directly includod in the main body

due to l€ngth, comdexity or difforence in formatting. Th€y must b€ dt6d in tho moin toxt

and ehould 6ppe6r in ths ord€r that lhey ar€ cit6d. For singl€ onclosw€, stato Encloau]l

lo Di, l{o. 

- 
3- lyearl. For multiple enclosurgs, indicatB EncloruG No. _ lo m

No. _, s. [yo.rl.
Anneroa are exlra mate.ials that are parts o, ths Enclosur€. They mu8t bs citod in the

Enclosure and should €ppe€r in the ordEr that thoy ar6 citBd. Annex€s should b6l8b€l6d

in alphab€tical orde. (e.9. Ann x A).

Attachmarts are materials from higher govemance levsls or other ag6nci6s (i.e.

invitEtion to parlicipate in a w6bin.r sponsor€d by a ivate inslitulion; DO to be issued

for public information; or lett€r of invitation to Bsrv€ aa resourc€ sp€aker in another SDO)

whbh are added lo th6 maln documonl (e.9. a DM) ior rEfarence or additional

information. They are not laboled, and attached directly to lhe malh documEnt.
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3. changa in sch€dule of programs/aotivilies should NOT be issued as Advisory; instead, il should

be i6eu6d as a conigondum (e.g. CORRIGENDUM TO Dltl NO. 

- 
S. fYEARl, RE: IINSERT

TITLE OF DtI TO BE CORRECTEDI).

4. Th€ det€ enlriss for DM and OM should be anangsd in this formati Dsto ilonth Y.'ar-withoul

comma (e.g- 10 May 202'l). Howev€r, the date ior lotters, advisorios, or indolEomonts should

app€ar in thls fomat: Month DatG, Yaar--rxith comma (6.9. May 10, 2021).

5. For con6btency. ths SDO will adopt lhe sGmi-block rtylc tor all leti66 to b€ prop€red.

6. The li3t oI lddroase€B in a DM/OM should be patt€msd with tho formauing of O€pEd

issuanc€s. in orderof authority. The last addrossoo should b€ All Othcrs Conc.mod.

7. A tlttE should b€ €ncoded in ALL CAPS 6nd rondered in bold. lt should bo structurBd in inverted

pyremid styb, NOT exc€edirE threo (3) lin6s.

8. Body text should b€ in Arial 1'1, andhas l.5linespacing. Body text in DM should be numbeDd.

whereas OM should be in paragraph form with the first llno of 6ach paragraph indentod

9. Th€ Schools Division Sup€rinlsndonl's name and positiorvdsEignation should b€ iurttfled and

flush-lctt on lhe lowor right portion ofthg docum€nl.

1O.Tho lracer bolow the document should includo ths initial8 of the s€ctiorrofll,c€ and of tle

encoder and the dete of document cI€a on, app€aring in tuial 8, snd ihlicized (e.9.

.nntYes1oha21l.

'1 1. Roqistgred tgmplatos for th€ DM, OM, Advieory, l€lter, aM other ollidal @FBspond€nce can

be downlo€ded by Oivision-based porsonnel through: tinyutl.conr/dopotlonnoltamPlaL.

'12. Pl€ase follow spocilic guidelines in ths us€ of lettg.head3 (heade./footor) for documants

originaling In lh€ schools. Rsf€r io pages 3il to 35 of th€ DSMVIM. Olstlc't offic63 are also

encouragEd to adopt the sams btterheads using their r€spoctive di6trict logp.

'13. Previous issuances inconsistent with this [!(emorendum 6re heroEy Escinded.

14. lmmodiate diss€mination of and sfict compliance to this

EL|AS A. ALTCAYA JR., adr{
Assislant Schools Division SuqFlilendent
Offc€r-in-Charge '
Ofiae of lhe Schools Division sup€rinl€odenl
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