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23 October 2024 

  

DIVISION MEMORANDUM 

DM No. _____, s. 2024 

 

SUBMISSION OF SCHOOL FORM 7 FOR SY 2024-2025 

 

To: Assistant Schools Division Superintendents 

 Division/Section Chiefs 

 Public Schools District Supervisors 

 Public Elementary and Secondary School Heads 

 All Others Concerned 

 

 

1. In line with DO 4, s. 2014, while awaiting the updated electronic School Form 7 (eSF7), 

School Heads are advised to submit their manual SF7 on or before November 15, 2024. 

2. On the submission of the manual Electronic School Form 7 (SF7), the following 

instructions shall be followed: 

a. Please refer to the attached Data Dictionary, based on DepEd Order No. 4, s. 

2014, and DepEd Order No. 58, s. 2017, for guidance. 

b. Teaching workloads, teacher ancillary duties, and teaching-related ancillary 

duties shall be reflected in the SF7, supported by duly signed designation 

orders. 

c. All borrowed, detailed, clustered teaching and non-teaching personnel shall be 

emphasized in the said form through the Remarks column. 

d. All personnel, whether national, MOOE-funded, or locally funded, shall be 

reflected in the SF7. All personnel must be accounted for. 

e. District Supervisors shall provide technical assistance to school heads in 

determining the teaching loads and assignments of public school teachers, as 

prescribed in DepEd Orders 2 & 5, s. 2024, DepEd Order No. 31, s. 2012, 

DepEd Order 46, s. 2012, DepEd Memorandum No. 291, s. 2008, and other 

related issuances that have not been superseded by said Orders and 

Memoranda. Hard copies shall be filed in schools and school districts. 
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f. For integrated schools, separate SF7 files and hard copies shall be prepared for 

Elementary, Junior High, and Senior High Schools. 

g. For schools offering Senior High School, the SF7 shall cover both the 1st and 

2nd semesters and shall be reflected in a single file/worksheet. 

h. The assigned Administrative Officer II in each District shall consolidate the 

spreadsheet and PDF file after the technical assistance provided by the PSDS. 

i. If there are changes in school personnel or updates to data after the submission 

date, the school may update its SF7, and the assigned Administrative Officer II 

in the school district shall facilitate the consolidation and online submission to 

the Division Office. 

j. All items shall be properly filled out with the necessary data to avoid the return 

of the said forms. 

k. School heads may coordinate with the Planning and Research staff for any 

technical assistance, especially for schools with borrowed or detailed personnel 

or other issues. 

l. The consolidated hard copy shall be deposited at the Schools District, while the 

consolidated spreadsheet copies (Excel) and PDF copies of SF7 shall be sent to 

sdo.quezon.planning@deped.gov.ph and sdo.quezon.personnel@deped.gov.ph 

using the following format: 

 

 

 

 

 

 

m.  It is requested that the Administrative Officer II consolidate all PDF (with e-

signature of the School Head) and Excel files of eSF7 in the District. He/she 

shall use the Division Consolidator to check whether the submitted eSF7 

contains errors before submitting it to the Schools Division. If errors are found, 

the eSF7 shall be returned to the school for re-encoding or correction. 

n. The schedule of submission of consolidated eSF7 is as follows: 

Email Subject: 2024eSF7 District Name 

File Name: IV-A_Quezon_District_Name of School_2024-2025 
 

Ex. 

 Email Subject: 2024eSF7 Agdangan 
File Name:  

IV-A_Quezon_Agdangan_Binagbag ES_2024-2025 
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Document Type Submission of 

Consolidated Copies 
from Schools District 

to Division Office 

2nd Update 

SF7 – Spreadsheet (.xls) November 15, 2024 February 28, 2025 

SF7 – Converted PDFFile with 
Legit E-Signature (strictly in 

landscape orientation) 

November 15, 2024 February 28, 2025 

 

o. Individual school and incomplete submission is highly discouraged. 

Sumission of Google/One Drive link is also discouraged. 

3. Orientation and further instructions shall be conducted and released once the 

Matatag-based eSF7 has been downloaded. 

4. Wide dissemination and strict compliance with this Memorandum is desired. 

 

 

ROMMEL C. BAUTISTA, CESO V 

Schools Division Superintendent 
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