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GUIDETINES ON T}IE REQUEST FOR VIDEO AND WRITTEN
ME5sAGE5

July 19,2n21

In light of the voluminous requests for video and written messages being received ]y dre

Office of tie Sedetary (OSec) for various prograrms and evsrts, the loltowing guidetines are

being isaued:

. Requests for video and written meoBages ftom lhe DepEd Ccntral Office fietd of6ce5,
and schools shoutd be received by OSec through emait at gseq&!ep!!L8q!.Plr copy
fumished the Public Affairs Service (PAS) at Fas.od@deped.gov.ph. at least three (3)

weekspnor to theevent. Requeo@
BE ENTERTHNED. External relu€sts will be acbed uPon on a case to-ca6e basis.

. A thorough briefd must b€ provided- RequeEtB with INCoMPLETE SRIEFBS wtll
NOT BE B.ITERTAINED. Briefers must indude the Iollowingi

o For Video Messages
. brief desdiption of the program;
. list of officia-ls / \,lPs l,Ie6srt
. list of attEnde8 and/or target audience;
. dress code (if applicabte);
. contact information of the requesting office (i.e., e-majl addre65, mobile

number);

2/F RhalBulldlng, oepEd complex, Meralco AvEnue, PaslS City
Tckphone No.: (02) 8687 2922; 37'2tA7 laxNo.t (02) 8636{a75; 8637-520!r; website: v/t'rr.dep€d{ov.ph



d€tailed program erittr the names of the speakers; and
Thorough but conci.se talking points

o For Written Messages
. btief description of the prograrrr;
. thehe of the message/proga&;
. key message/pohts;
. dralt wdtten mes6age (optional);
. contact information ofthe requesting office (i.e., e-mail addrese, mobile

number)

Regional and fidd offices nrny use the Entefemcnt Bride! Tcmpl.le provided by
PAS (Anner A).

For external requests, the requestinB pargr will be aEked to fill out tlt€ Engageh€rit
Biiefei Ternplate if their communication lack the sufficient detailE for endorsement.

r PAS will review the video lequcsts ftom our Cenhal Rcgional and Field Offices before
endorsing to 05€( fot the S€cretary's apptoval. The Direct Suppott Unit (DSU) oI OSec

will review dre extemal video rcquests received for furlher action bdore endolsint to
the Secretary.

. For written meEBaBeB, PAS will draft both intemal and exteanal reque8tB for the
Sedetarys vetting. Should the requesting office already provide the draft writttlr
message, PAS will review the submitted meBsage before endolBing for the Secretary's
vetting.

Adhetence with the following guidelincE will provide PAS and DSU sufficient lead time to
review, pr€pare and endorse the request for the Secretary's approval and delivay.

For your inlormation and strict compliance.

Thaflk you-



Republic of the Philippines

Depailment of Education
PUBUC AfFAIRS SERVICE

ENGAGEIIENT ERIEFER

FOR: SECRETARY LEONOR TIAGTOLIS BRIONES

ENDORSED BY PAS:

EVENT:
DATE OF EVENT:
ORGANIZER:
VENUE (or PLATFORM):
AUDIENCE:
PERSONS TO GREET:
EVENT BACKGROUNO:

NOTES:

KEY MESSAGES (if applicable):

TALKING POINTS:
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