
OFFICE iIEiIORANDUiI
olll l{o.g_, 3, 2021 March 17 , 2A21

DIVISION TRAINI]iIG ON BASIC RECORDS I,IANAGEMENT

To: OIC- As8islant Schools Division Superinlendents, Division Chiefs, Seclion Head8, Selecled
Division Personnel and All Others Concemed

1. This Office lhrough Records Seclion announces the conducl of Division Trairing on Basic

Records M.nagemert on March 26 and 26, 2021 from 8:00am to 6:00prr at Sevlla's FaIm

and Resorl, Brgy. Domoit, Lucena City which will be participated by selected Oivision personnel.

Participanls will be dlvided into two batches lo slriclly observe the physical distsncing

measures. (P/ease see Enclosure No. 1)

2. This aciivity aims to discuss the salient features of Republic Ac1 No. 9470 olheMise known as

Ths National Archives of lhe Philippines Ad ot 2OO7 and DepEd Records Mana0emert

Operations Manualto strengthen the administration ol lhe public documents and records in the

Division.

3. To ensure lhe implernentation of heatth end saiev p.otocol amld fi|s Covu-lg pandemic,

the conducl of this ac:tivity shall comply with th€ exisling lnter-Agency Task Fot?€-Emeryil?€

lnleclious Asaases (IATF-EID) Guidelines and Policies.

4. A Health Officer shall strictly monitor lhe minimum puHic health standards and provide rEdical

assistance as necessary. Participants who are over slxty.flve yeats of age, and those with

lmmunodefclency, comorbldlty, or othsr health risks, and p.egnant women shall not be

required to particip€te in this aclivity. ln addilion,lhis office also advised those psrsonnol who

ere laking their maintenance medicdion to bring lheir medicine.
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Addr.ss: Sitlo Forl, Brey.Talipan. PagbilBo, Quezon
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5. Further, 6ll psrticipents are r€qulmd to answerlhe online Heeith Doclaradon Form priorlo the

aclivily proper lhrough this link httosJ/tinvurl.com/21Health Decla ration-Traininqs ltisalso

a murt to wear facemdk and frceshield throughoul the duration of the aciivity.

6. Travel Order shall b€ prepared by the Records Sedion in mordination with the uniusection

heads.

7. Training, meal, and trav€l expensss of all the perlicipants shall be charged against the Division

MOOE subject to usual audiling rul€s and r€gulaiions.

8. Pleas€ see the program marix hereunder:

PROGRAiI MATRIX

mFEDoUEzoN TM-9Ds-orr-01 0-oix

National Anthom / Nationalistic Song
Prayer
Cslabar.on Hymn

Quezon Hymn
Amador V. Cadnph {SM l)
Roloth M. Flanci. (ADA lll)

Audio Vi6ual Pr€Bontation

Presentalon of Health and Safgty Prctocol

Gllgorio A. Co. Jr.
Gr.gorio I [Uu6co
OlC, Office ot trE ASDSg

Elles A. AIic.y., Jr,
OIC - Offica ofth€ SOS

lnspiralional MesBage

9:05 - g 1oem Presenlation of Ration€le, Teaminal

Obieotive and Enabling Obieclives
lilariarl Jud€o G. ondoza
(AA[)
Aira ltlay C. P6r.z (pA lll)

Part l. Oriontalion Prop.r
. Salient Features sf National Archives

oflh€ Philippines Act of 2007 (RA No.
9470)

. Gonerel Provisions of DopEd Records
Manegsrent Op€reliqrs Menual

. Classification and Filing

Sheralyn Oroyo-Pa llll.
AO M Remrds Secliorl

9:10 - l2:00nn

12:00nn -
1:oopm

Audio Visuql PresontErtion'I :00 - '1 :05pm

1:05 - 4:30pm P.lt ll. OrlontEtlon Propor

'C!.ctlrry Potslt/illfu, lrtplrk'g ln,,oyoalorl.'
Addre$: Sitio Fori, gr8y. Talipan, PaSbilaq Queuon
T.unlllnc * (042) 78,14365, (042) 784-0164, (042) 784{391, (042) 784-0321
tm.ll Addl!3r: queron@dcp€d.tor.ph

WebCle: www.depedque.on.com.ph
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g. For the intormation and guidance of all concemed, immediatc di$emination o, lhis

memoEndum is hgraby desired.

\\-/

ELIAS A. ALICAYA JR. EdD /
Assistant Schools Division SL&rintgndent
Officerin-ciarge I
Ofiice of the Schods Divisionrsupedntendenl

Assistant Schools Division Su

(etrlop03l17l2O21

DEPEOOUEZOT+TI"+'SDS0I-0r O.rI)4

4lffi addre.r: siao Fori,'ffiffrPo$ti"t'"1o"'Pn's"navofloit'
E Eeil)il Irunldlne*: 1042) 784{3€6, lo12l 78r'-0164, lo42l7a44391, lo42l't8/,q32rYt- EmatlAddr.is: quezon@depedgov.ph

HE

. Access to Official Records

. Securily of Records

. Prot€cting Legal Dooum6nts and Vilal
R€cords

AO IV, Recorde Seclbn

4:30 -4:45pm
Closing Romarks Horbori D. P€.lz

OlC, Offica oftr|6 ASDSB

WalEtta: www.depedquezon.com.ph
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Enclosure No. 'l

oEPEDOTEZON-TM-SDS-oa-025-O03

LIST OF PARIICIPANTS
DIVISIO TRAITII G OiI BASIC RECORDI' f,IANAGEUEiIT SYSIEII

BATCH I
rlARCH 25,202r (THURSDAY)

8imAlrl TO 5:ooPil

osDs 'l. Sarah Lynn V. Diel. AO F

OASDE 2 Anns Jeen Ogerio AOI F

Admin 3. Arlene M. Tol€ntino AOI F

P6rsonnel 4. Bryan R. Ladines AA III M

Legal 5 Jdqueline D. Nwda M I F

CID 6. Dess€ Marie B. Dalmacion ADA VI F

LRMDS 7. Aldren B Librerda ADA VI M

Budg€t 8. Alegris A Msdenilla ADA VI F

Accounting 9. Mayl6n6 G. Bacus Mm F

CeshiE. 10. Apollo B Sanguit AAI M

Records 11 Epitania L. Dsyahan AA II F

'12. Roseth M. Flancia ADA III F

13. Aira Mey C. Perez MIt F

14. Angelo S. Ranesog M t M

Supply 15. Mictell D. Pomobi AA III F

Health '16. Vincent Laur6nc6 B. Habilo ADA VI M

SGOO 17. Glori€ G Maglibay AA F

tcT lE. RommolT. Oczon AA II M

PAR 19. L6ah M. Abejo F

T\,\G 20. Sherelyn Oroyo-Pardilla REcords Officer ll F

21. Rogina V Marino SEPS F

22. Michelle G. Dumg EPS II F

23. Mncanl Byron M. Rama Nurse ll M

Total No. of il.l6 Pardclp.nts - 7

Tolal t{o. of Fenl.le Paniclpants - lG

'CEdng tusdHIfrE |^telrrt g r,n,ovotlorB'
Aaldrl5a,: Strio Fon, grEy. Talipan, P.rbilao, Quo.on
Trur*Er. t : (o12) 784{366., (0,.2l7844t5,,, l0,/tzl 784{391, (042} 784{321
Ema, Adalrass: q u€zon@ deped.Boy. ph

Wbbit : srt.dep€dqulzon.com.ph
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BATCH 2
ARCH 28,202r (FRTDAYI

8:00AIf, TO 5:00P

OEPEDOIEZON.TU€DS{4{25"OGI

'tr.dry i!d3lt,Illd.* k,'pfrtg l,,rEuo/alot t'
lddrca] Sitio Fori. &!y. Trlip.n, P.gbilaq Qu..on
TruDHlrE ll (0421 784{355, (O42) 784{154, (O42} 784{391, (o42) 7E4{32r,
Em.llAddre$: qu.ron@dep€d.tov.ph
wabalta: rww.dcp€dqu6zon.com.ph

osDs 1. Rens R. Rodil
^All

F

OASDS 2. Mariss€ L. Maragay AAII F

3. Msrin€ll. Obm€rga ADA VI F

Admh 4 Cla.k H. Cediz ADA M

EFS 5. Danica Mqy V. Je.onilla AA III F

Porsonnel 6. Resiele G. Coronacion AA F

Legal 7. FloricolR. Lagos AA t F

ctD L Raymond Q. Niova ADA VI M

LRMDS 9. Sodinuells Y. Aguila M F

Privaie {0 ClE.bBa G. Casene PrjvEl€ Scf€ol Seorelary F

Budset 1 l. J€firoy E. Maailo AA M

Accouniing 12 Jan Pauline P. Silbnos AA II F

Records 13 Susan M. Baluyut ADA IV F

14 Amedor V C.pinph S€r o. AA I M

15. Leovigildo V. Ga6l5 AA M

16. Marisyll JudeE G. MEfldoEa AL lt F

slppV 17 Joy M. Sandrez ADA VI F

Cash 18. Ler P. De RoEaB Communicatims Equipmofit
Oporator lll

F

PAR 19. Alme M. Oriambao AA III F

TI/\TG uo. Shsrelyn OroycPs.dilla Records Officar Il F

21 R€gina V Marino SEPS F

22 Mi.fielle G. DumE EPS II F

23 Meyb€lc. N€nte€ Nu.se ll F

Totd No. of 1{.lo Pardclp.ntr - t
Totd No. of Fom.lo Pr kipatl! - t8

Hc
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AUTHORITY TO TRAVEI

REOrOtt rvA lcALAsARjrOXl - DTVIBIOI{ OF QUEZOI{ PROVIIICE

Control No.

D.tc olF tnt March 19,2021

IIA.XE

r. SHERILYN OROYO-PARDILL{ (Adminiatrative Omcer [1,]

2. REGINA V. MARINO lsenior Education kogram Specia.list)

3. MICHELLE G. DUMA {Educatlon Program Specislist III

4. VINCENT BYRON M. RAMA (Nulse II)

5. SARAH LYNN V. DlAL"q (Administrative Oflicer II)

6. ANNA JEAN OGERIO (AdministEtive Oficer lI)
7. ARLENE M. TOLEI.ITINO (AdministEtive OlIicer II)

8. BRYAN R. LADINES (Administrative Assistant lI)

9. JACKQUELINE D. NLTYDA (Administrative Assistarrt III)

10. DESSA MARIE B. DALMACION {Administrative Aide VII

11. ALDREN B. LIBRANDA (Administrative Aide VI)

12. AlEGRIA A. MEDENILI,A (AdrEinistative Aide Vi)

13. MAYLENE G, BACUS (Administrativc Assistant [I]
14. APOLLO B. SALA.NGUIT (Mministrative Assistant ll)

15. EPIFANIA L. DAYAHAN (Adminisrative Assistant II)

16. ROSETH M. FTANCIA (Administrative Aide IIII

17. AIRA MAY C. PEREZ {Administrative Assistant t1l)

18. ANCELO S. RANESES (Administrative A$iatant lll)

19. MICHELL D. PORNOBI (Adrninistrative Assistant Ul)

20. !'INCENT I,AURENCE B. HABITO (Administrative Aide VI)

2 I . GLORIA G. MAGTIBAY {Administmtive OfEcer II)

22- ROMMEL T. OCZON (Teacher II) {
23. LEAH M. ABEJO (Administrative Asaistant ll)

Po*ttlod/ fr.rlfritld
PafEarrert Stattoo Schools Division of Ouezon F.ovince

PE po.c o,f TrrYd To attend Division Training on Basic Records Maragement

.Acticftlr Ort rrrEd/
Alrolrorcrt Ey
Pcrtod Ca?Grcd
@dBiE olnad Titu)

Fmm Msrch 25, 2O2l March 25,2021



PL.l. Cfdf El oficiat susines E omcia.l rimc

Vou./Dttth.ilo M.I. Ssvilla's FbrIr aDd ReMt, Brgr. DoEott, Lucena GB
epotr* Ccrtcl lsrbj..t to thc uoral e.corrndrg 6d euditina nrLd.ad

F!!i Acdrca
Fr? Ood./.-l

otyA,uoot

frcoooodt*

ERMT
Ofi€cr

o6c. oi thc Sch6h Diviri@

Date:

AIDr.rld

ILlrA .. ALIC]IIA.'I.
.Asi*sJnt ScbooLDivieioE SuF.rintcadcnt

OfEcd in-cb,rS.
O6cc of thc Schools Dirbioo Sup.rbrt ,,d.ot



nepnblic of tbe Flriti$lined

Depmtment of Glurrtiou

AUTHORITY TO TRAVEL lcontrorNo.

Rtcror rvA |cAraBAR ao$ - DwISIOIi oF QUEZOIT PROVIITCE

DrtG of rlltrA March 19, 2O2l

rA.xE

1. SHERELYN OROYO-PARDILLA (Administrative Ofhcer I9
2. REGINA V. MAzuNO (Senior Education hoglam Specialist)

3. MICHELLE G. DUMA lEducation Prograra Specialist lI)

4. MEYBEL C. NAMES {Nurse III

5. RENA R. RODTL (Administrative Assistant lll
6- MARISSA L- MARAGAY (Adrninistrattve Assistant III

7. MARINEL l. OBMERGA (Administrative Aide 1,1)

8. Cl,lRK H. CADIZ (Adrni[istrative Aidel

9. DANI(X MAY V. JARANIILA lAdrDinistmtive AseiEtant ]II)

10. RESIELE G. CORONACION {Administretive As-sistent Ul

11. FI,ORICEL R. T AGOS (Administrativc Assistant UI)

12- RAYMOND Q. NIEVA (Adminisuative Aide)

13. SEDINUELLE Y. AGUILA (Administrativc A$istart II)

14. CLARISSA C. CASANA lltivate School Secretaryl

15..IEFFREY E. MAAiIO (Adminisftative Assistant II)

16. JAN PAULINE P. BILI^NES (Administrative Assistant II)

17. SUSAN M. BALUYUT (Adminisrrative Aide vI)

18- AMADOR V. CAPINPIN (Senior Administrative Asaistant I)

19. IEOVIGILDO V. GAELA (Administrative Assistant IU)

20. MARISYLL JUDEE G. MENDOZA (Admtnishative Assistant III

21. JOY M. SANCHEZ (Administrative Aide Vl) {
22. LER P. DE ROSAS (Comdurdcations Equipment@rator Itr)

23. ALMA M. QLIIAMBAO (Administrative Assistant tll)

Portttol/ Dc.lgn tlon Please see above list

PGrEr[.rt Bt tlon Schools Division of Quezon Province

PE troaG of T'rrvcl To attend Di{ision Training ofl Basic Records Mona8emcDt

Actfsfty Org.dr.d/
Spoatorql E

N/A

Pcrlod Covscd
(Ifl,ll])siLe oJ 7|tltEt Tine)

Fmm Mdtch 26,2021 to March 26, 2021

a,P'



Pli.c cL.L Etr omaer Buonese E osctal Tlee

V6r./Mrdr M.I. Se'/i[a's Farm snd Resort, Brgl, Domoit, Lu€tta clv
&:pc[a.a CovEqi {subj.ct to tll. us|lBl ac€$untirrs sd audliitS rules ed tcSrlrli6d

lird aortca
lP.p Cc.L/..,!

Division MOOE

f.c6a6dL!

EnIIEND. PMAZ
oa".n iJ"u.g"

OfrE d thc AdcJt Schools Dieisioa

Date:

ADlr.@!i:

tuar a tltc.A aJ*
Asdltant school! Diriliod Sup.tillt sdlrit

OfEccr in-e,h6!c
06@ of rh! Acb@15 DiYide SUF&bet

flat€:


