


Itspuhtir of lllr p[ilfupinen

Eetmtmert of Gluution
Regio! IV-A

SCHOOLS DIVISION OF QUEZON PROVINCE

RF13 - Conecting Transfer
Related lssues (Errors) " Scanned RF with Sanoot lleaO Sgnature

,/ Excel File of RF

Additional if needed:
.' Scanned Form 137 and/or Form 138

RF14 - Confirmation of
Transfer trom Closed
Schools
RF'15 - Unenrolmenl of
Learner

r' Scanned RF with School Head Signature
,' Excel File of RF

Additional if needed:
r' Scanned Birlh Certificate/ Scanned Form 137 and/or Form 138

OTHERS (Requests/lssues
which are not siated above.)

Please coordinale
reouiremenis.

with the Planning Staff for the

'*cel file ol thase fotms can bc downlozded thru s.depsd.gov.ph suwoft tab.

4. For easy consolidation in the Division level, pleass follow the Suggesled file name.

Documents FILE NA E

/ Scanned RF with School
Head Sionature (.pdo

RF<Numbep_School Name_School lD-SRF

/ Excel RF RF<Numbep School Name School lD ERF
r' Scanned Birth Cenificate

(.odff
School Name-School lD Learner'sRF<Number>_

Name SBC
r' Scanned Form 137 and/or

Form 138 (.pdn
RF<NumbeP_
Name SFF

School Name_School lD_ Leamer'a

r' Permit to ODerate (.odf) RF<Numbep School Name Scfiool lD PTO
r' Other Documents (if

required by the Planning &
Research Section)

lssue/Service Type_School Name_School lD

5. This division also provides conlac, numbers for other requests such as pessword re86t, naw

UserAccount for Private Schools and other inquiries.

Purpos€/g Conhct
Numbers

LIS/EBEIS Technical Assistance for 1st and 3rd Congressional Districl -
Public El Schools

09617236843

2nd and 4th Congressional DistrictLIS/EBEIS Technical Assistance for
- Public Elementary Schools

09192926965

LIS/EBEIS Technical Assistance for 1st to 4th Congressional Diskicl -
Public Secondary Soools

09192S26980

LIS/EBEIS Technical Assistance for 'lst to 4th Congressional District -
Private Schools

09192926983

DEPEDaUEZOI'I-ru 50904-009003

"Cr.dting Posslbllltlet, lntphing tnnovatiot8"
Address: Sitio Fori, 8r8y. Tahpan, Pagbilao, quezon
rrunkline *: (042) 784-0366, {042) 784 0164, (042) 784-0391, (042) 784 0321
tmail Ad dressi q u e?o n @deped-gov. ph
Websitej www.depedquezon.com ph

HE



tq,rlllir ol tl,t Plrilhpirtr

Dtpsrtlttent of €luntion
R.BIor lV-A

SCTIOOLS DIVISION OF OUUON PROVINCE

b. For public school hesds who trangfened

consolidated Maslerlisl of School

sdo.ouezort plannrlq@iepgE -Sa! p!

from one station lo another, Bubmi8sion of district

Heads template shall be sent via

7. Widosl dissemination of and complianc€ to this M€morendum is d€sired.

ELIAS A. AUCAYA JR.. Ed9..:
Assistant schoots Divsion s uperrnfio3ii

Otrrcer-ln-Charge
Offce of the Schools Division Sup€rintend€nt

tuantd@ll7/20

DEPEOOUEZON-rlt-SD634{09{03

"Oeothl Potsib ftiet, Inspll,ng Innowtlons'
Addrersr Sitio rori, Brgy. Talipan, Pagbilao, Quezon
Trunhine t: 10421 784-0366, (042)784-0154, 1042)784{391, (042) 784-0321
Emall Address: quezon@deped. gov. ph

Website: www.depedque?on,com.ph

Password Resei via ted message

Text Fomat
<Password ReseD <School lO> <School l{am€> <Nam9 of School
Head> <Ro$on tor Retettng>
'C..t ct nunbr ot th. B$.r.hodn n oBl.ri rnitn.m

091s2s25637

New lJser Account (fo{ Private School Heads and System Admin)

Text Fotmat
<Now LIS Account> <School lD> <School Name> <Full Name ol
School Head> <cender> <TlN Number> <Rolo (spocify
itSchool HE.d or Sy3tBm Admin>

09192925637

gE



nlputtir ot tbs Sbrtippinsd

DeFrtmert of G[uration
ReEotr IV-A

SCH@I.S DMSION OF QUEZON PROVINCE

SPECIFIC INSTRUCTIONS IT{ SENDING SUPPORTING OOCU EI{TS FOR US REQUEST FOR
coRRECTtON VtA EirAlL (DrVrSrON APPROVAL ONLY)

1. ldentify what Data Correc{ion Type you have in your Learner lnformation System Account.

Thru Dats Coneclion

Change Requests

@

F-]
[ .^-.... I

2. Login lo your DEPED EMAIL account and Downloed the templste thru
httss:,1/tinvurl.com/quezonisotemDlate under lhe tolder of School Gov€rnanca and Op€lallona
Dlvialon - Plannlng & Rete8rch Section - Planning Unil - lntemal Forms (For Public School Only)

DEPEOOUEZON- aL-SD.S{.r-oo*ao3

"Creo,Ine I'otslb hiet, Insphtng Innovdtlons"
Add.esr: Sitio Forl, Brgy. Tallpan. Pagbllao, Quezon
IrunHln€r:{0a2} 78a{366, (o42) 784-0164, (042)784{391, (0421 784-0321
Emall Address: qu ezon@deped. gov. ph

webslte: www.depedquezon.com.ph

Hi;



@ oFPFDo,rEzoN $, 
'Ae", ",,i,t ,,

O DEFEDo'trnrN :.r PAR ,,. r. -'

tr oEPEoourz,,i !.) iae 8,,. :,., .,r

o Droo4& !,:, hF ! r!1, ii

tr DEP.oouEr.N rx FaPlr ac u!dr:i

<< Request for LRN Approval

<< Erroneously Tagged Approval

<< Enrolmenl with Gap Approval

<< Correction of Grado Level

<< Correction of Learner Profile

E or*oouero*..,

E oEP.oo0F:oiaci PAFi!,t rr r.,

<< Maslerlist of School Heads

<< Data Sharing Agreement

3. You can also use the templates attached to this woft instruclion.

4. Download the template which is suited to the Data Cone€1ion Type for a specific learner with pending
approval. Ex. Requesl intended fot Em)neously Tagged leamer should not be suppo.ted with the
Template lot Enrolment with Gap. Do not edit the wod "Eroneously Taggetl Temdate' and redace it
wilh the word Enrclmenf with Gap "ot other requesfs.

5. Modirying the forms such as placing the School Name and District in the h€ader or Creating rlew
templates that are similar to the one provided by h€ Division i8 prohibited.

6. Print the tempiate.

7. Fill out ALL the blank boxes. Only the Extension Name musl be lgft blank if the concemed leamer
does not have one. Signature of concemed Class Adviser and School Head should be lilled out with
origlnal signature of both personnel or in their absence, their allernate/Olos.

8. The data to be filled out in the lemplate should be tallied with the one encoded in lhe Leamer
lniormalion Syslem and fle supporting documents- Hence, if there are drscrepancies between the dda
on LIS and supporting documents, justilicatiorvexdanation should b€ Mitton at the REMARKS column.

For example:
ln the US, the learn has the status ol dtopped in SY 2017-2018 while in lhe SFlo/sFg

the he/6he ha6 the status of Passed, tha@fqe the existence of disctapancy should bo oxplained
in the rema*s column ol Reguest lor Enoneously Tagged/lneligible Awroval.

oEPEDOUEZOiLTn -SDS-O{-(b+iO3

$rfltlic ol are F iliwirt,
De0srtmeltt of GlurEtior

Redod lV-A
SCHOOLS DMSION OF QUEZON PROVINCE

'Cftotlng Potsibl|lties, Inspi ng Innolotions"
Addreis:5itio Fori, Brgy. Talipan, Pagbilao, Q!ezon
Trunklinef: 10421 784-0366, (042) 7844164, (042)784-0391, (042) 784-0321
Emall Addrers: quezon@deped.gov.ph
Website: wwr.depedqueron.com.ph

HE



9. P.epare the listed documents below as suppo.t to pending request

10. lf the available document is the previous SFg/Report Cerd, lherB is no need to altach previoug
SF10/F137 unless required by ihe Planning end Rssearch Section for further veriflcation ofthe laam6r.
Only the prevloG SF9/10 or its equivalent with pnoper aignatur€ c€n be acknowledg€d by the
Planning staff. Falsificalion of documenls is prohibited.

11. For temporaily enrolled leamers especially those with unsettled accounts from privale schools
which are enrolled in the sy8tem but with pending status, the school shall attach Affidsvit of
Undertaking.

1'1. Scan or shot the completed forms legibly and brightly using scanner or camera. Oo not cut the
header nor the footer to avoid retum oflhe request.

12. Submit the documents online using the conect SUBJECT FORMATS STRICTLY to the ASSIGNED
EMAILS only.

OEPEDOUEZOIITM€OS,O4409{03

REque8t Type

LRN Approval

Emall Sublcct Format

r' Reguest for LRN Approval Form (see attached)

" Birth C6rlificale/ Previous SF9/10 (Form 137l'138) or other equivalenl docurnents such as
but not limited to A&E/PEPTFW Result

Enroimsnt wilh Gap ,' Request for Enrolmenl with Gap Form (see atlached)

" Previous SF9/'10 (Form 1371138) or other equivalenl docurnents such as
but not limibd to A&E/PEPT/PW Result

Enrolment of
lneligible/Erroneously
Tagged

r' Request for Enrolment of lneligible/Enoneously Tagged Form (see
attached)

r' Previous SF9/10 (Form 137/138) or other equivalent doc{rments sucf, as
but not limited to A&E/PEPT/PW Resull

Conection of Grade Level / Request for Correction of Grade Level (see attached)
r' Previous SF9/'i0 (Form 137138)or ofEr equivalent documents such as

but not limited to A&E/PEPT/PVT Resull
Conection of Learner
Profile

./ Request for Correction of Learner Profile Form (gee atached)

" Birth Certificate.
/ Previous SF9/10 (Form 137/138) or oh6r €quivalenl documents such as

but not limited to A&E/PEPT/PW Resuli
Temporarily Enrolled
Leamers

Affi davit of Undertaking

R?!ubI. ot th phrlwpirsd

Depnrtment of €iurrtion
Reglon IV.A

scllools DrvrSIoN oF QTJEoN PROVTNCE

" C re oth g Po s s I b I I ltle, I n t p hl ng I nnovotion i"
Address: sitao Fori, srgy. Taiipan, Pagbilao, quezon

Truntllne r (042) 784-0366, (042) 784{164, (042)784'0391, (042) 784'0321
Email Address: quezon@deped.gov-ph

Webslte: w1rw.depedquezon com.ph

gE



SrTrtli( !t t[e FDilwirui
Dc$Ertmeilt of Gturstior

Re8lon lV-A
SCHOOLS DMSION OF QUEON PROVINCE

\(r -H GAP r0IC0 JUAr! U€LACRU: <<EMAIL SUBJECT

Yelti! lilj.lj r' t rau

a* t* . tt.t a,t .th flrld.. tb4 c!.r H,I tr. nr r/*.

TUBJECI.ORnAIjpg rr;;r(r

RlouRttE r5lPs i1{.t(r

i:::E=rrI

'Ea r:

t 94 =
,!rC@(9 I

SUBJECT FOR AT

Roque8t Typo EmallSublect Foflrat

LRN Approval <Iyp6 oi Reguesl><S chool lD><Name of LearneD
Ex. LRN Aporcval 144000 Juan Dala Cruz

Enroh€nt with Gep <Iype ofRegu€sl><Scllool 1D><Na!ne ot LeaoEo
Ex. Wth Gap 100000 Juan Dela Cruz

Enrolment oI
lneligibl€/Enoneously
Taooed

<Iyp6 olReguesl><School lD><Name ol LeanleD
Ex. Erroneously Tagged 100000 Juan Dela Cruz

Correc{ion of Grade Level <Type af Requesl><Schoal lD><Name of LeameD
Ex. Correclion of Grade Level 100000 Juan Dela Cruz

Coneclign of Leamer
Profile

<Iype of Request><S cltoal lD><NanE of Leamer>
Ex. Correction of Basic Profile 100000 Juan Dela Cruz

Temporary Enrolled
Learner

<Iype of ReguesF<Schaol lD><Name of Leanvt>
Ex. Correclion of Basic Prorlle 100000 Juan Dela Cruz

DESIGNATED E AILS
DEPET OUEZON-TM-SOS-6.-6O3fi 3

"r/edtlnq Posslblllt,€s, lnspidnE lnnanctions"
Address: Sitio For, Br8y.Itslipan, Pagbilao, Quercn
Trunktlne*: I042) 784-0365, (042) 7M{154, (042) 784-0391, (042) 784-0121
Emall Addr.is: quezon @ d€p€d.gov. ph
WebCte: wwv,.depedquezon.com.ph

HE
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A
I

L
s

For Public School Elcm
sdo.d'r6zon.llsD'rbllc*c1

3d Com,es$nd O,sn d sdo.ouezon.li
4b CoioressNor OslrEl sdo

For PriYale School

13. Do not Z|Plcompress the supporting documents. Upload the files in tho emeil s€psrat€ly.

14. Sending the suppo.ting documents to emaillhat you are not assigned to, or s€nding to both main
email and backups, or sending lhe Division template to emails of Central Ofiice is highly discoureged.
Only in the emails indicated above should the schoolsend, unless there is an advisoryrrom the Planning
and Research Section

15. Bulk submission ofdocuments formulliple leamers should not be practiced. Likewi8e. Bending email
for the Eame leamer twice is also discouraged. ONE LEARIIER ONE SUB IS,SION is highly
recommeMed to tasl track lhe lransaclion.

16. Acknowledge the mGssege mede by the Planning & Research Seclion upon checking lhe aciion
taken in the LlS. Replying'ok" "Acknowhdged' or'Thank you'is recommended to intorm the staff that
the trsnssc'tion as completed.

17. Submit lhe docum€nls even before the deadline.

pamlt0917nW0

oEPEDOUEZOT+TM-SOS4|{O!I{)3

ntprttir oI tl,E pbitipdrui

Depurtmettt ot €tuutior
RcSion IV.A

SCHOOLS DIVTSION OF QUEZON PROVINCE

"C rc od ng Pos slb I I l aie s, I n s p il n g I h nov crio ns"
Address:5itio Fori, &8y. Talipan, PaSbilao, Quezon
Trunkllnet: {0{2J 784-0366, (042) 784,0154, (042) 784-0391, (M2) 784-0321
Email Add rpis: qu eron @ deped.Eov. ph
Webslte: www.dep€dquezon.com.ph

Hii



Republic of lhe Philippines

Department of Education
Ragion lV-A

SCHOOIS DMSION OF QUEZON PROVINCE

REQUEST FOR LRN APPROVAL
(Email Subjecl <Type of RequesD <School lD> <Name ol LeameF)

School lnlornaton
School

School lD Contact Number

Grade Section

FiEt Day ln School as Appea.ed in School Form 2 >>

Pa'3onrl lniofmrtlon ot Lrlmcrs 83 ADo€tl?d in Birth CE|tmcata

First Name t{iddle Name Lasl Namc Exl N.m.
Date of Birth Gender

Ch€ddlsi of Documrn$ to BG Submlti.d lPba$ chrckl
r' Blrth Ccnltioatc or othcr cquivaler documents such as bui no llmlted to PSA, Local

Civil Regisirar Bidh Ce.tificate, Ba.angay Ccrtilicater' Prevlous SFg or SFto (Form l37rt38) or oiher Equlvalerit Docurnehts such as but not llmltod lo
A&E/PEPT/FW Ro€u[

"' Rcou€st for LRi{ Aooroval Tcmolai.
Rcmarks

Remarkg

Cerdfi€d Trus ard Co]Irct
SignahJre

Printed Name

Dsaionation Class Adviser School Head
iFill out ell boxes completcly and letibly

For Public School
1n ConarEssionsl Dis? ct

E
M
A
I
L
s

4. Cd)gressional orstier

For Privale School

deped.gov.ph

6do.quezon.lisprivate@deped.gov.ph

DEPEDOUEZON.SGGPAR,O,l-ol 5.OO,'

'Cr.atlng Poishllftles, lnspl ng ln bvotlons'
Addr€ss:sitio rori, Brgy. Talip:n, Pagbilao, quezon

Trunkllh€ r: (042) 784-036t (o42) 784{164, 1042)784-0391, {042) 784 0321
tm.il AddrEsr: qu€zon@deped-gov.ph

Wcb5ite vwv,.depedquezon.com,ph

Hi;



Republic of the Philippines

Department of Education
R.gion lV-A

scHools DMsroN oF QuEzoN PRovrNcE

E
M
A
I

L
s

REQUEST for ERRONEOUSLY TAGGED (lNELlclBLE) APPROVAL
(Email Subject: <Type ol Request> <School lD> <Name of Learner,)

For Privale sdo.quezon.lisprivate@deped.qov.ph

OEPEDCII,EZON.SGGPART]4.01 6.004

School lnlorma0on
School

School lD Contacl Number

Flrst Day in School as Appeared in School Form 2 >>

Psrron.l lnfomation of L€amsrs as ADDeard ln Blrlfi C.dflcat

First ilame lliddle Nam6 Lasl l{alne Ext Name
Lsqmlr'c 6trhl3 .r aDrffod (pl.aio lndlcate il droDD.d. NLS. promot d. condltlonallv)

Statu6 por SF 10, Form
137

Status per LIS - Lasi
End of the School Year

Checklkt ot Documont6 to g. Submttt d
/ Prevlous SFg or SF10 (Fonn 137/138) or oth6r Eqllv6l.nt Docum€ni5 such as bul not limltod lo

A&E/PEPT/PW R€suhy' Rcoue6t for Eroncoullv Taooad ADDaoval TomDlsto
Raason/s ior boino anrnGously ieooad

Reason/s:

C€llmed Truc and Comct
Signature

Printed Name

Desiqnatioh Class Adviaer School H€ad

'Flll out allborer completely and legibly.

For Public School
I Conglc6eon.r 0istri4r sdo.ouezon.lisoublicEl.ml sdo.du€zd lsoublil*cl
2tr Congresion6l O'Jic(
:d comre*sinai oistrlci

"Cr.oaing P6slb El€, lnqldng lnnovoalot,F"
Addrese: Sitio Fori, Ergy. Talipan, Pagbilao, Quezon
Trun klln€ {: 1042 ) 784-0366, {042) 784{164, 1042 ) 784'0391, (042 ) 784 0321
Em.il Addrsir: quezon@deped-eov.ph

Website: www.depedquezon.com.ph

Hi;



Republic of the Philippines

Department of Education
Roglon IV-A

SCHOOLS DMSTON OF OUAON PROVINCE

Baslc lnformaflon
Old Data New Data

Lasl ilam.

FlrBt Narne

Middle Name

Ertension name

Blrthdat

Gsnder

LRN

Chocl(llal ot Documents to Be Submilt d
"/ Blrlh C.rlific.tG (PSA./NSO or Locll CMI R.sisbrr) or BrEng.y C.rulic.!. or S.pllGmrl Ccrtlffclt
"' Pruvlous SFt/'t0 (Fortn 137/13E) o. oth.r lqulyallnt documcnts ruch 16 but not llmltod b AAE PEPTTPVT

Resuh llor Formal School ohly)r' R.ou6.t tor Corr ctlon ol Laamer ProllleT.molale
Re.ron/i tor CORRECTING Baglc Prolllc

Reason/s:

Certtllad Truc and Goract
Signatura

Prlnted Neme

Desionation Class Advlser School Head
Contact Number
lif available)

REQUEST for CORRECTION OF LEARNER PROFILE
(Email Subject: <Type of Request> <School lD/CLC Name or lD> <Name of Learnerr)

'Fill out allbores cornpletlly and l.gibly.

For

3d Corur€a6lonar Dsrr.l
-lnCongresson€ DElr cl

DEPEDQUEZON-SGGPAR.IX.O28JO4

"Cteatlng Po,. ibilities, Inspl,]ing tnnovc ons"
Addr.sr:5jtio tori, Brgy- Talipan, Pagbilao, Queron
Trunldin€ r: (042) 784-0366, (042)784 0154, ((x2l 784 0391, (M2) 784-0321
Emrll Addrcir: quezon@deped gov.ph
Wetsite: wrlw.depedqueron.com.ph

g?;



Republic of the Philippines

Department of Education
Region lV-A

scHools DrvlstoN oF QUEzoN PRovINcE

REQUEST for ENROLMENT WITH GAP APPROVAL
(Email Subject: <Type of Request> <School lD> <Name of Learner>)

Pcrsonal lntonmatlon of LeamerB .s ADDGand ln Blrih ClrtlficatG

First NEm. tliddle Name Last Name Ext Narne

RGoulrod hforrr.tion
Currert School Previous School

School

School lO
Contacl Number

Learner Retcrence Number (LRN)
Grade Lev€l
Last School Year Aftended
Fir6t Day in School as Appeared
in School Form 2

Chockllst of Doc ments tq Br Submltted
/ Pi6vlous SFg or SF{o (Forrn 137/'138} or othcr Equlvaleni Oocumcnts such as bui not llmlled to

A&E/PEPT/PW Resulty' Request for Enrolment wfth Gap Approval Temglate
Roason/s lor hevlno e oeD

Reason/sl

Certiflsd TruG arrd Corect
Siqnature

Prlntcd Name

DEsionation Class Adviscr School Head
+Fill out all boxes completely and leBitly.

E
in
A
I

L
s

For Public School

4r ConsressDnel 0rslrrcl

Elemenla
.qqtp[. sllo.quezon.lispub]icsecl@depedgqv ph

sdo.quezon.llspdvate@deped.gov phFor Privale School

1{conorEssiond Disrr.J

3'! Canqics@d D strcl

DEP€DOUEZON.SGOPAR{4 01 7r)O4

4 rffi .oo**.,u,,.,..,"fff ",Tli"l'uill{,i:"i?i!21^**"*
llL UeU On Trunlllne {: (042) 784-0366, (042) 784 0154, 1042) 784 0391, (042) 784-0321
t Email Address: oue/o1@dcpco Bov ph

Webtite: www.depedqueaon.com ph

gu



Republic of the Philippines

Department of Education
Region lV-A

scHooLs DIVISIoN oF QUEZON PROVINCE

REQUEST for GORRECTION OF GRADE LEVEL
(Email Subject: <Type of Request> <School lD> <Name of Learnep)

School lnformatlon
School

School lD Contact Number

Grade LEVEL a6
appeared in LIS
lincorrectl

Grade LEVEL based
on legal/supporting
documenls (colrectl

Fi.st Day in School as Appeared in School Form 2 >>

PoIsonal nfomatlon of Liamal! as AbDearrd in Blrth CertffcatG

Firsi Narne lliddlt Name Lest Name EIt Neme
Checkllst ol Documlnb to Be SubmittEd

/ Pr€vious SFg or SF10 (Form '1371138) or other Equival€ht Documenls such as but nol limiled to
A&EIPEPT/PVT Result

,' Request tor Comctioh of Grado kv€l T6rnDlatE
Raasolrrs for eorrcctlno orada lcyal

Reason/s:

Cor i.d Truo snd correc-t
Signature

Printed Name

Desionation Class Adviser School Head
iFill out all boxcs compl.tely and legibly.

E
M
A
I

L
S

For Public School

3d ConSress6Nl D6lr rcl
a'i Congressiqal Oislricl

For Privaie School sdo.quezon.llsprlvate@deped.gov.ph

DEPEDqUf'ON.SGGPAR.O4.O1 8{04

" Cte oti n g P oss iU lit le + hE p b I n g I n nov oa:to ns "
Address:5 tio Fo.i,8rgy. Talipan, Pagbilao, Quezon
Trlnkllne f: (042 ) 784-0356, (M2l 784-0154, 1042) 784-0191, (O42 ) 764-0321

Em.ll Addre$: quezon@deped.gov.ph
Webiite: www.depedqueron.com.ph

Hu
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