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21 July 2025
DIVISION MEMORANDUM

DM No. (&7 4rs. 2025
SECURING OF APPROPRIATE CLEARANCES AND TURN-OVER OF ACCOUNTABILITY

To: Assistant Schools Division Superintendents
Chiefs, CID and SGOD
Public Schools District Supervisors
Secondary School Heads
Elementary School Heads
All Concerned

1. Pursuant to Republic Act No. 9155, otherwise known as the “Governance of Basic
Education Act of 2001,” which provides the legal framework for basic education governance,
all personnel, particularly the School Heads, are mandated to ensure the orderly transfer of
responsibilities and to secure the requisite clearances prior to reassignment or retirement.
This procedure is essential to uphold operational continuity and safeguard the prudent

management of school resources.

2. Accordingly, all personmel, whether teaching or non-teaching, and regardless of their
assignment in schools or offices, are required to obtain the necessary clearances and complete
the formal turnover of accountability before transferring to another assignment or officially

retiring from service.
3. Attached herewith are the necessary templates and the action plan for your guidance.

4. Immediate dissemination and compliance to this Memorandum is earnestly desired.

ROMMEL Ct{ BAUTISTA, CESO V
Schools Division Superintendepdéan. //
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Republic of the Philippines
Bepartment of Ehucation

Region IV-A
SCHOOLS DIVISION OF QUEZON PROVINCE

TRANSFER OF ACCOUNTABILITY

This Transfer of Accountability is executed in compliance with the provisions of Republic Act No. 91585,
also known as the Governance of Basic Education Act of 2001, and its implementing rules and
regulations, which mandate the formal transfer of responsibility for school governance, management of
resources, and accountability for school records, documents, and assets between the Outgoing School
Head and the Incoming School Head.

I, , the Outgoing School Head of
, holding the position of s
hereby acknowledge that I have, on this day, _____, formally transferred and turned over to

the Incoming School Head all pertinent school documents, records, and related materials, as specified
in the attached Annex, in accordance with the general provisions of RA 9155, which mandates that
school heads are responsible for ensuring the proper turnover of school records, documents, and
assets as part of their duties in ensuring efficient school governance.

I further certify that the school records and documents have been provided in a complete and accurate
manner, and I shall continue to be accountable for the documents and records until such time as this
transfer is formally acknowledged and accepted by the Incoming School Head.

Outgoing School Head:
Contact No.:

I, . the Incoming School Head of
holding the position of 3
hereby acknowledge that I have received and accepted all pertinent school documents, records, and
related materials, as specified in the attached Annex, on this day, , in accordance with
the general provisions of RA 9155, which entrusts the Incoming School Head with full responsibility
for the management, safekeeping, and proper utilization of all school records and documents.

By affixing my signature below, I formally accept responsibility for the documents and records
pertaining to the school and affirm that I shall ensure their safekeeping, proper management, and
proper turnover should I relinquish my position in the future.

Incoming School Head:
Contact No.:

Witness/es:
Public Schools District Supervisor
SGC Designated Co-Chairperson

. SBM Division Coordinator
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Republic of the Philippines
Bepartment of Education

Region IV-A
SCHOOLS DIVISION OF QUEZON PROVINCE

SCHOOL RECORDS CHECKLIST Annex

PARTICULARS REMARKS

ALS FORM 5 (If the School Head is Managing an ALS Learner Center)

ANECDOTAL RECORDS

CRLA RESULT (Kinder to Grade 3)

CURRICULUM CONCERNS

DIPLOMA (UNCLAIMED)

ECCD (KINDER)

FORM 138 (SF 9) (UNCLAIMED)

LEARNING MATERIALS

PHYSICAL FITNESS TEST (MAPEH)

READING OR NUMERACY PROGRAM

ADOPT A SCHOOL PROJECT

CLASSIFYING OF LEARNERS

DEWORMING REPORT
DPDS REPORT

DRRM

Earthquake Preparedness, RADaR, Etc.)

ESIP (AIP.SRC.EBEIS)

FEEDING REPORTS

FORM 137(SF 10)

HNU

K Mappmg, NSED, Unannounced Drills, Fire Safety Compliance, Family

NSBI (NATIONAL SCHOOL BUILDING INVENTORY)

NUTRITIONAL STATUS REPORT

OTHER OKD PROGRAM (WINS, ARH, BDEP, MENTAL HEALTH)
REPORTS

PHYSICAL FACILITIES

PHYSICAL FITNESS TEST (PRE-POST)

SBFP/Self-Help Feeding Report

SBM ACCOMPLISHMENTS (MOV" s)

SCHOOL CONTINGENCY PLANS (Including Signed & Updated/Latest

SCHOOL DRRM ACTION PLAN

SCHOOL DRRM REPORTS (Student-Led School Watching and Hazard

School DRRM Team and Signed Designation of School DRRM
Coordinator)
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Pepartment of Ehucation

Region IV-A

SCHOOLS DIVISION OF QUEZON PROVINCE

| PARTICULARS

REMARKS

| SCHOOL FORMS (SF 1-SF 7)

SCHOOL RECORDS

SGC ACCOMPLISHMENTS (MOV's)

SPG PROJECTS

STATUS)

STUDENT HEALTH RECORD
(VACCINATION/DEWORMING/NUTRITIONAL

TEST RESULT (NAT, NCAE, LAPG, TEPT-PST, PHIL. IRI AND FLAT, MFAT,
NUMERACY)

APP (Annual Procurement Plan) AND SUPPLEMENTAL if any

APPOINTMENT PAPERS (ORIGINAL & LATEST)

CANTEEN OPERATION REPORT

CANTEEN REPORTS

DCP PROJECT

FINANCIAL RECORDS/STATEMENT FROM OTHER FUNDS

FORM 201

INVENTORY OF SLMS AND TABLETS)

IPCRF

LAND TITLE/TAX DECLARATION

| Laptop/Wi-Fi

LEAVE LEDGER CARDS

LIQUIDATION REPORTS

NOSA

PASSBOOK (FEEDING/CANTEEN)

PERFORMANCE INDICATORS

PPE (Physical Plant & Equipment Inventory)

PROJECTS FROM SEF

PTAPROIJECTS

SALN

SCHOOL PLANTILLA

SCIENCE, MATH AND TVL EQUIPMENT INVENTORY

SERVICE RECORDS

STEP INCREMENT

UPDATED PDS

DEPEDQUEZON-TM-SDS-04-025-003

DefiED

MATATAG
PR

. BACONG PILIPINAS

. ddress: Sitio Fori, Brgy. Talipan, Pagbilao, Quezon
(A Trunkline #: (042) 784-0366, (042) 784-0164,
2 r Mo ¢

(042) 784-0391, (042) 784-0321

FiepEdTayoQuezon &5 www.depedquezon.com.p B4 quezon@deped.gov.p




yd'wod uozanbpadap mMmm :33SqIM
;a.>om,nmnwn©c8wsc 15s2.4ppY (lewld
12€0-78L (7t0) “T6E0-¥8L (Zv0) ‘Y9TO-¥8L (T0) '99E0-¥8L (zv0) 4 suipjuniL
uozany ‘oejiqSed ‘uedije) *ASJg ‘1104 OIS :SSAIPPY

SUOIIDACUU] Buraidsuj ‘s3131[1qissod Buiapall,

$00-2 1-90-4vd-09S-NOZ3aN0a=d3a

‘suoryexado [ooyos jo AuSajur oy 309301d pue ‘fumqejunoode pjoydn ‘suonisues drysiopes] Yj00UWs JINSUD 0} SUIe aATyenIuL
STU} ‘SJ901J0 10LISIP PUE [00YDS PIJRUSISap £q poLLISA pUR PIsSIUM A[Np ‘WSTUEYOIUW I9A0-1LIN] JUS)SISUOD PUE [BULIO) B Surzmeuonninsul A9

'SJUSWNOOP [EONLIO JIYI0 PUe ‘SPI0d3L ISUIES] ‘g110d21 SATJEXSTUTWIPE PUB JIWSPEDE ‘L1oyuaaut Juswdinba

pue £1adoid ‘seoureulj [0OYOS SB [ons SBaTe [BRUISSI Sur12A00 ‘opIng pue ISIPOIYD [BIOYJO UB SB SAIIS M syedwa) sy, ‘sonIIqIsuodsal

J0 JoAopuRy 9y} SUNUIWINOOP Ut AJ[IqEIUNodde pue ‘Kouaredsue) ‘AIULIONUN 2INSUS 0} pajdope pue peonponut 3¢ [[IM ayeidwia)

PoZIpTEPUE)S Y 'SPEaY [00yos SUIOS)NO JO JIA0-UIN PUE SOUBTEI[D AL} 10§ s89001d uopEIUAWRIW! JOLIS B SAURNO UEld uonoy siy} ‘esuodsar U]

"speay [ooyds 3urodino 1o} ompa001d I9A0-UIN} PUER S0UBIEI[D [BULIO) B JO gouaesqe dy} 0} anp AJIIqEIUN0IOE

JO 3[0®] [€IoUSS B PUE ‘SPI0daI [eroueur) SUISsi ‘uoreIUSWINOOP PI[pUBYSIW IO 93o1dW0OUT WO} Wo}s SUIIOUOD 383 L ‘sIapesd] [00YOS
pasiajsues} pue pajuiodde Ajmau Aq pasTes suIsduod SuLLINAI 33 SISSAIPPE UB[J UONIY sTyj—juswadeuey [00UdS pue “QuowaSeury [elOUBUL]
pue 901nosay uewWny ‘drysIoped] [BUORONISU] ‘diysiepea] [00Y2dS Ul Apre[nonred—speat] [004s 10§ (syar3i) sealy 3SR A3 2u3 Yam pausny

‘sj10da1 pue Sp10dal [0S JO Audajul

pue AOBINJOE 9} S [[oM SB ‘§30IN0SAl reosAyd pue ‘[eloueuy ‘uewny jo JuoweSeuew juspnid ayy Burpniout JO0YdS 3o soueuLIojIad [[BI9A0
SU3 UM PIISTLIIUL ST peay [00Y0s 313 ‘[00Yds € Ul [BIoHJo SunueI-1soySIY U} Sy JUSWaFeUetl JANBNSIUIUIPE pue drys1opes] [euononIsul
y10q sessedwoous ‘100 JO WY uoneonpy OIsed Jo S0UelIaA0), 3t} 10 GGT6 'ON PV onqnday Iapun pauyap se ‘peay [00Y0S B JO IO YL

vononponul 'l

LINN LFDANd
S2T0T Ad

avdaH TOOHDS HNIODLNO THIL JO YTAO-NANL
%9 AONVIVATO THL 40 NOILVINFWATIINI LOTILS AHL ¥0Jd NV1d NOLLOV

IONIAOY¥d NOZ3ND 40 NOISIAIQ STO0HIS
V-Al uorsoy

uoNRINGP 30 JUANIRdIEE
sawddipgek 263 Jo 1gndagE




yd-woo uozanbpadap mmm :31sqaM
yd-A08-padap@uozanb issaIppy |{BW3

12£0-v8L (260) ‘T6E0-¥8L (740) ‘P9TO-Y8L (Zv0) ‘99E0-¥8L (Tv0) :# SUIPuUnIL
uozanp ‘oejiqsed ‘uedije] ‘ASig ‘1104 OIS :SS3IPPY

uozan @

S5

Suonoaouuj bupidsuj ‘saiiiq1ssod Bunnai),

$00-21-70-dVd-09S-NOZ3N0AAd3d

NSy £33 a3 PUB GGT6 VA JO SIIBPUBW S} Y3lm pausd
ur ‘oyeidwo) [EIOLJO UE JO 3sN 3y} YInoIy} spesy [00Yds

-uswaBeuew pue diysiopes] [00YSs JO (svl) seaay

e A[ry—suoneiado [0oyos Ul Ayuadeyun pue ‘AmMuruod
Sur0$)N0 10j $89001d ISA0-UIN} PUE SOUBIBI[O PIZIPIBPUEIS pue jos € yuawddwi oL

‘ AIIQEIUNOO0. AUNSUD 03 J3PI0

s /9a1303[q O TBISURD

pue 1240 [00yos
[HSSdVN -y, Sururoout
syerduia) woJj
pazip oyl
plepuels R VdSAd sreidwa) spesy Sur03
speay a1y Sursn woJj 2 I9A0 jooyos | TEPUEIS | 03 SUIC 8o
100Yyos ssooo1d Anjuasaxdoy -uing pue | 8uro3ino 1oy Jo oy} wogy
3u QoureIes ‘Jo1yD QouRIBI[D ssao0xd P | uoneju ssa001d
1081n0 ayerdwoo aoons ‘I [eronjo AUBWNOP | gupaduy aoueresa]d
wo.j speay 04g ‘1010 ue 9 pue ‘@ _— pue
aoue fooyos SP1009Y JEUTISSIP 1geunodde P
1SIS9Y guro8ino SISIPIORYD q1 OWMH | Plaeondde pue ‘uLIojiun ® jusur | J9A0-TITY
- | Jo9%001 - | seredusy ‘A OV 10N e0| omery- |usnqeseoy | dopseq| sedoid oN
20IN0§
s10380IpU] | S°2INOSNY $90IN0SY $3] pue swrelg $0A1399[q0 TqIIVUWOD
qSRy ssaoong [eHI93e N uBwWng yedpng QWL sop8oyens ayoads s, vdd Jo seary
uoponpold Il

T

IINIAOYd NOZ3NO 40 NOISIAIQ STOOHDS
V-Al U018y

uoRINGP 30 JuIUIRAIEE

samddiaek a4 Jo gndIgE

A

12/
|z

|
\

1
=\ 4
& = 8
-

s
y



yd-woa uozanbpadap Mmm :34SGIM
yd-Aog-padap@uozanb :ssaippy |{ew3
12€0-v8L (240) ‘T6€0-¥8L (270) ‘YITO-¥8L (Z¥0) ‘99€0-8L (Z40) :4 BuipjunIL
uozanp ‘oejiqSed ‘uedije) ‘ASig ‘1104 OIS :$SIIPPY
Suonpaouuj budsu) ‘sai3ij1qissod bunvaliy,

oy
uozan

&

¥00-21-70-4Yd-09S-NOZ3N0A3d3a

1USLIO

pa[n

payos

ut

SIOSIA

zadns

1

nsip

uon | pues

edonred | PedY

rened !

ooyos

10 32 po
uepudalie | 1581 sJosiaradns
M0[ e S,SAsd PLISIp
urjmnsar| Jjo? ‘spesH pue speay
eyl 8 MWuw [o0yos [00YDS 10}
Ppuod | umu 6 ‘I2011JO Sururen pue
Bu uw..moH sarerdua], SpJ1029y ‘II 00 UOT}RJUILIO
mpayosg W Sururel] | ONMH ‘A OV | '009°69Sd Pnpuoy -

$89001d
9
oueIed[) pesy

JDONIAOYd NOZ3ANO 40 NOISIAIQ STOOHDS

V-Al U018y

uoRINgGg 30 JuAmIrdagE

samddipfek aq; jo amandage



12£0-¥8L (Zv0) ‘T6£0-¥8L (Z¥0) ‘YITO-¥8L (2¥0) ‘99E0-¥8L (z40) s uipjunil

LSuonpaouu] Bupidsuj ‘sanij1q1ssod bunnai),

yd'wod uozanbpadap mmm :33SGIM
yd-aog-padap@uozenb issa1ppy |lBW3I oy

uozan

<3l

uozanp ‘oejiqSeq ‘uedije) *A3ig ‘1104 OIS :SSBIPPY

$00-2L-70-4Vd-09S-NOZ3N0A3d3d

YO
uo uors1AIg
[IBOYLIOA Io/pue
ySnoioyy | Josiazadng S
mnoyim oS s1qissod
20uenNSST ayl Aq 1p15U0D,,
2| oouerndwod
oueIedd Jjo peay jooyos
ur| UOnedyLIdA JO 3IX3
Kousyu?] J935e JO J3jsuer]
Jo u| A[uo penssy w Ternio
osnyjod SI9PIO W | NPUBIOWIN 11 OINNH a10joq
1| opdwnmsse| ‘suonen8ay | ‘III ASuIoRY arqeondde souerndwod
BIJU3}0d | 10 I9ysUBIL], pue sa[ny ‘A OV JON axnbay -
sUuo
1Ss98
gu
ruren
pue
uone

IONIAOYd NOZ3ND 40 NOISIAIQ STOOHIS

V-Al uoi3oy

uoREINGP 10 JuanIndIgE

sanddimaek ag) jo mgndagg




yd'wod'uozanbpadap mmm :3USGIM
yd-ao8'padap@uozanb :ssaippy |iew3

1260-v8L (260) ‘T6E0-¥8Z (Z10) PITO-P8L (Z60) ‘99E0-Y8L (2¥0) :# BuIpunIL uozan
uozan ‘oejiqSed ‘uedife] “A3ug ‘1104 OIS :SSRIPPY ’@P&.ﬁ.\v
o 4

Suociipaouuy Bupidsu ‘sapiiqissod Bunpal),

e

8

$00-21-¥0-d¥d-09S-NOZ3N0Aa3d3d

-suonEN[eAd Sururer) Ul 8jel UOIOEISTIES %56 edie], ©
‘sjuswissasse Sururen-jsod Jo S[00} }OoBqpas) YSNOIY3 poInsesul se SurpuelsIepun pue 28pa[mous ut juewreaoxdw  ©
‘SUOISSIS UONBIUDLIO UT SIos1atadns pue spesy [00YdS JO S[9A3] uonedoned pue souBpuUsyY  ©
ssousapooyd Surpnng-4Lyoede) pue uOREIUIH0O 'z
*JOLI}SIP / UOISTAIP S} UT S[O0YDS [[& SSOI0B souepdwoo 9,66 39818L  ©
*JIX9 10 I9JSUBI} [EIOYJO 210Jaq §53001d S0URIBI[D A} pa3o[dmod oym spesy [00Yds Suro8ino jo a8ejus0idd  ©
ajey souweydmo)d I
:SSOUDAIJOSJJO §)1 SSISSE 0} PIsN 3q [[IM SBaTB £o3 SuImOr[o}
oy, “uoneiuswaldull )58 pue BULINP palayjes sI03edpul 2Apeenb pue sapyejfyuenb 1y30q UO paseq 3q [ ueld UOROE AU JO uonjenjesy
‘speay [00YOS
gurodino Aq 9| senadord [0o0yos papIodaIUN pUR ‘SPUTY payepinbrjun ‘sjuawWNOOP ajorduroout JO SONSST Surpue)s-3uo] Y3 SSIppeE 0} surre ueld
s1y3 “sj0o0301d souerduiod peolojus pue ‘surerdold UONEIUSHIO PIINIONLAS ‘ayerduma) I0A0-UIN} PUB OUBIBI[D pazipiepue)s € jO uononponut
oy} ySnoIy, "speay [00Yos JO (SYa3) seesy 3Mssy A9 Sy} PUE §ST6 VA JO SIIBpUBU 9U3 UHM souepIoooe Ul ‘suopisuen diysIdpes| [00YdS

w AJmunuoo pue ‘Aousredsuen ‘AN[IqEIUN0OOE JZI[BUORNINSUI 0} PouSIsop I UB[d UOHOY I9AQ-UIN], pue doUBIes[) 943 JO uonejuswodwr Y],

uonENn[eAy]

IINIAOYd NOZ3NO 30 NOISIAIA STOOHIS
V-Al Uo3oy

uonrINgP Jo JUINARAIGE
samddingek ag) Jo mqniagg




yd'woauozanbpadap MMM :335G3M
yd-aoS padap@uozanb issaippy jlew3
126€0-v8L (200) ‘T6€0-¥8L (Z¥0) ‘¥9T0-¥8L (Z¥0) ‘99€0-¥8L (zt0) :# suipjuniL
uozanp ‘oe|iqed ‘uedije) "ASig 1104 OIS 1$SIPPY
L Suotypaouuj Bupdsul ‘sapijigissod Bunwal),

$00-C}-¥0-4Vd-09$-NOZ3N0A3d3d

JU2pU3UKRANS UOISIAIC S[O0YIS
\ 053D ‘VISILNy¥EY 1ININOY

:Ag panoiddy

11 492130 188png/A 13210 dAlRASIUIUPY

YZ3UNdA

,/Ar/

:Ag pasedald

-oUIRIJAIT] S[BUOSEAI B UNIIm wodn pajoe pue PojUIWNOOP SUOFIB[OIA [TV ;3edre],
“goue[dw00-uoU JOj SUOHOUES JO uoryeordde JuIISISUCH

jusmadiojuy pue SufI0UON

-suonisuen [[e ur ajejdwa) peziprepuels au3 jo afesn 0,001 :1981e],

*$J00YDS [[e Sso10e a1e[duia) JoA0-UIN} PUE SOUBIEI[d [BIOLj0 U} j0 asn sodoxd pue uondopy

sjerdwoy, pIEPUEIS Y3 Jo UWOREZHRN

JONIAOYd NOZ3NO 40 NOISIAIG STO0HIS
V-Al Uo139y

uonwINGP Jo juanIedage
samddinaek 303 Jo mgndagg
Y

| Bl ;
S

m
(1
Y

Ny




