
liepublir of tllP lPlritiwinrg

@epsrtment of @turstion
REGION IV-A

SCHOOLS DIVISION OF QUEZON PROVINCE

@
DEPED. OUEZON

ICT UNIT

UPLOADED
oatenimllAY 2 9 2023

ay: ltitktlp to
Ret. no. ltt /t/,. t -b/A

OE'T'ICE MEMORAIIDI}U
oM lto.0?6 , s.2U123

UTILIZATIOtr OT'trEW AITD REVISED FIORUS AITD TEUPLATES
OFTHT RECORDS SESIIOI|

To Assistant Schools Division Superintendents
Division Chiefs
Unit / Section Heads
SDO Personnel
All Others Concerned

This Oftrce through the Records Section announces the utilization of newly registered

and revised forrns and templates of the Records Section enlisted below:

Addition

DEPEDQUEZON-TM-SDS-0,t-01 0-004

REQUEST
FOR:

REASOIT TITLE OF DOCUUEITT
REQUESTED

DOCI'UEITT
COITTROL I|UUBER

(If aayl
New Template Request For Certification,

Authentication, and Verification
(Cav) l,og Sheet

DEPEDQUEZON-
sDo-REC-04-O 12-
o00

Addition New Template Request For Certified True Copy Log
Sheet

DEPEDQUEZON-
sDo-REC-O4-013-
oo0

Addition New Template Request For Correction of School
Entries in The School Records l,og
Sheet

DEPEDQUEZON.
sDo-REC-O4-014-
000

Addition New Template Request For Reconstruction of
Diploma l,og Sheet

DEPEDQUEZON-
sDo-REC-04-015-
000

Addition New Template Request For Certification of The
Schools Existed in the Operation tog
Sheet

DEPEDQUEZON-
sDo-REC-O4-0 i6-
000

Addition New Template Request For Certilication of
Damaged Records Log Sheet

DEPEDQUEZON-
sDo-REC-O4-017-
000

Addition New Template Monitoring Sheet for Issued
Certificate of Appearance Cy 2O>o<

DEPEDQUEZON-
sDo-REC-04-018-
o00

Addition New Template Monitoring Sheet for Non-
Compliance in the Issuance Relative
to Submission of Documents

DEPEDQUEZON.
sDo-REC-04-019-
o00

"Creoting Possifilities, tnspiring lnnovotions"
Address: Sitio Fori, Brgy. Talipan, Pagbilao, quezon
Trunkline f: (042) 7a4-o366, (o42) 784-0164, (0421784-0397, lo42) 7844327
Email Address: quezon@deped.gov.ph
Website: www.depedquezon.com.ph

23 May 2O23



@elartmeut of €lucatton
TI.EG IoN IV.A

SCHOOLS DIVISION OF QUEZON PROVINCE

Addition

Addition

Addition

DEPEDQUEZON TM SDS 04 OlO OO4

REASOIT TITLE OF DOCT'IEIIT
REQUE$rpD

IXrcUUEf,T
COTTROLrI'UBER

llf aayl
Congressional District Month ol

, 20>o<

New 'lemplate DEPEDQUEZON.
sDo-REC-04-020-
o00

Addition New Template

New Template

New Template

Certification of Damqged Records DEPEDQUEZON-
sDo-REC-04-02 r -
000

Addition Summary of Outgoing Documents DEPEDQUEZON-
sDo-REC-04-022-
000

Addition Public Records Annual lnventory
Findings ard Recommendations
Report

DEPEDQUEZON-
sDo-REC-04-023-
o00

Addition New Template

New Template

New Template

Documents l"abel Form DEPEDQUEZON.
sDo-REC-O4-024-
000

Addition Request for Transfer of Non-Current
Public Records

DEPEDQUEZON-
sDo-REC-04-025-
000

Addition Request for Disposition of Valueless
Documents

Addition Ne\,,,' 'femplate Filing System Monitoring ard
Evaluation Sheet

DEPEDQUEZON.
sDo-REC-04-027-
o00

Addition New Template

New Template

New Template

Cleaning and Maintenance of
Records Repository Monitoring Porm

DEPEDQUEZON.
sDo-REC-04-O28-
o00
DEPEDQUEZON.
sDo-REC-04-029
oo0

Incoming Documents from Regional
and Centra.l Office

DEPEDQUEZON-
sDo-REC-04-030-
000

Revision Font Style -
Bookman Old Style
Content
Page/ Box/ Folder/
Envelope
Content Action
Needed

Document Tracking System (DTS)
Traismittal Form

DEPEDQUEZON.
sDo-REC-04-001-
005

"Creoting PossibilftEs, tnspiring lnnovotions"
Address:5itio Fori, Brgy. Talipan, Pagbilao, Quezon
Trunkline #: lo42l 7844366, (0421 784-0764, l0/2l 7 844397, (042!, 784-0327
Email Address: quezon@deped,gov,ph
Websfte: www.depedquezon.com.ph

I\eUublic of tl,e lBtlilip$in?5

REQUTST
FOR:

Certification Of School Existed in
The Operation

DEPEDQUEZON-
sDo-REC-04-026-
000

Documents zrrld Records Physical
Condition Monitoring Sheet



Eepubtic of 1re lpbilippine,

Desartment of @Lucstion
RIGION IV-A

SCHOOLS DIVISION OF QUEZON PROVINCE

The hard copy of the said forms/templates is attached to this Memorandum for your

reference, while the solt copy format is readily available in the SDO Official Communication

Template for Sl)O Personnel Google Drive for downloading.

For the informatron and guidance of all concerned, immediate dissemination of this

Memorandum is hereby desired.

ROUUEL C.
Schools Divis10n uperin

'*Y(

recsop1s/ 23/ 2023

DEPEDOUEZON-TM-SDS{4{ 1O{04

@ 'Creotlng Posslbilftles, lnsplrlng lnnovdtions"
Address: Sitio Fori, Brgy. Talipan, Pagbilao, Quezon
Trunkline #: (042) 7A4-0366, (042t, 784-0154, l042l 78r'.-O391, (042) 784-0321
Emall Address: quezon@d€ped.gov.ph

Websile: www.depedquezon.com.ph
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Bepublir of tbe lFritippires

RECION IV-A
SCHOOLS DIVISION OF QUEZON PROVINCE

ilOITITORII{G OF ISAI'ED CERTIFICATE OF APPEARAI|CT
cY2o,2,i

Control Igo. School
2X

,2X

2X

2X

2X

-2X

-2X

-2){

-2)<

-2X

-2X

-2)(

-2X

-2X

-2X

2X

2X

2X

2X

2X

2X

-2X

2X

-?Y

-2X

-2X

DEPEDQUEZON.SDO-REC-04-O,I 8.OOO

De[ertment of Gbucution

Irate lfa-6e

2X

-2X

"Creoting Posstbiliti6, lntpiriog tnnovotloos"
Address: Sitio Fori, Brgy. Talipan, Pagbilao, Quezon
Trunkline *: (042) 784-0366, ((X2) 784-0164, (042) 784{391, (042].7a4-o321
Email Address: quezon@deped.gov.ph
website: www.depedquezon.com.ph
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Eepulrtir of tl.,e m!,illlpined

Belsrtment of @burstion
REGION IV-A

scHooLs DIVISIoN oF QUEZON PROVTNCE

CERTIFICATION OF SCHOOL EXISTED IIT THE
OPERATIOIT

This Office hereby certifies that the f,AUE OF SCHOOL existed in the operation under

the Department of Education, Quezon Province uatll School Year ffi.

Supporting documents are attached to this certification for your perusal.

This certification was issued on onth OO, 2OE, upon request of the document owner

for whatever legal purpose it may serve.

Prepa.red by: Revlewed / Verlffed by:

!tA.Mt
Administrative Officer IV
Records Section

Noted by:

I{AME
Schools Division Superintendent

DEPEDQUEZONSDGREC.O4.O2GOOO

ITAUE
Education Program Supervisor
Private Schools I Special Education

xoa @4.1 u,{tJo,a dv Ollld.dl *a-l

ffi "Crcqting Possibilities, tnspiring tnnovqtions"
Addressi Sitio Fori, Brgy. Talipan, Pagbilao, Quezon
Trunkline f: (042) 78 44356, {042l.78r'.-O764, (U4 7a4-0397, (042) 784-0327
Email Add.ess: quezon @deped.gov. ph

Website: www.depedquezon.com.ph



lRepubtic of tlre lplritrlsined

REGION IV-A
scHoor.s DrvrsroN oF QUEzoN PRovrNcE

CERTIFICATION OF DAMAGED RECORDS

This Office hereby certifies that the Academic School Record (ASR), specihcally, stdc
the spec'lffc school record of u,r,/fi. Cltct or tap Lere to eatcr tcrt., a graduate of

st^te the School has sustained significant damage brought by state tle cdug€ of
da nsoe, dated state sFclJTc gear / nonth that warrants its disposal. All attempts to

salvage the said record have been proven unsuccessful or not cost-effective.

Subsequently, the continued retention period of the said record has been deemed

impractical. A supporting document is attached to this certification for your perusal.

Prepared by:

rAfE
Administrative Officer IV
Records Section

IIAIUE
Schools Division Superintendent

l.ot eUd althfut th. qtlclal g.al

DE PEDOUEZON-SDO-REC-M-02 1 -OOO

'Oeoting Possibilitir, lnspiring Innovotlont"
Address: Sitio Fori, Brgy. Talipan, Pagbilao, Quezon
Trunklinefl: {042) 784-0366, (042) 784-0164, lc/2l 784-0391, (042) 784-0321
Email Address: quezon@deped.gov.ph
Website: www.depedquezon.com.ph

Department of @Lucation

This certification was issued on llonth O0. 2Ors upon request of the document owner

for whatever legal purpose it may serve.

Iioted by:
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Bepertment of Gtucstion
REGION IV-A

SCHOOTS DIVISION OF QUEZON PROVINCE

PUBLIC REICORDS ANITUAL INVEI{TORY FINDINGS
AND RTCOMMENDATIONS REPORT

After the conduct of the annua-l inventory of documents and records, the following documents
listed hereunder were ldentilled as valueless documentg under the custody of tJle Division of
Quezon. These valueless documents are those alocumeatr that reach the maximum rctetrtloa
perlod based on the DepEd Records Disposition Schedule (RDS) and the Nationa.l Archives of the
Philippines General RDS.

The Records Officer hereby recommends for transfer of the abovelisted valueless
documents to the Records Office for proper disposition. On the other hand, the units/sections have
the option to keep the documents longer based on the level of significance of the documents in the
operaLion.

REOORDS SERIFS TTTLE &
DFXICRIPTIOI{

ITCLUSIVE
DATEA

RBCO EIfDED
FOR

DIAFOSITIOT

IOCATIOX OF
DOCI'UIIITS

RTTEI{TIOI{
PERIOD

RDS / GRDS
ITUXBER

Nothiw follo.Lt-ts.

Prepared by:

IIIA I
Administrative Officer IV, Records Section

Approved by:

ITATE
Schools Division Superintendent

DEPEDOUEZON-SDGREC-Ix-O2}OOO

ChecLed by:

IIIAUE
Administrative Olficer V, Admin Unit

@ "Creoting Possibilities, lnspidng lnnovations"
Address: Sitio Fori, Brgy. Talipan, Pagbilao, Quezon
frunkline f: (042) 784-0366, {042J 7U-O164, l0/-2') 784-0391, (042) 784-0321
Email Address: q uezon@deped.gov. ph

website: www,depedquezon.com.ph

Eepublic of tbe lFritippanes

Dato of Inveatory:

Inveatory Conducted By:

ttt

---__l
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Sepublir of tbP mriliwines

REGION IV-A
SCHOOLS DIVISION OF QUEZON PROVINCE

REQI'EST FIOR TRATAFER OF ITOII-CI'RRETT PUBI,IC RECORDA
(A@t tplish in 2 copies)

Request No.:

Unit / Section:

Date Requested:

DEPEDQUEZON-SOGREC{4{25.OOO

GRDS/RDS
ITE IIO.

REC9RDA AERIET TMT,D AXD
DESCnIPIIOT

PERIOD
COVENED

RETEf,flOT
PERIOD AjlD
PROVTaIOI|/A

COTPLIAD flf Alrl

VOLUIIE

*"Nothing follous*'*
LocBtioo of Recordr:

Prelrared By. (RMI Sub Committee)

IIAUE AITD AIGTATURE
Position

Iot€d b5r (Unit/ s€.ct'.ion Head)

llAUE A.rD AICXATT'RE
Position

IIIA.DIE AITD SIGTATURE
Administrative Olficer IV, Records Section

Chected and Verilled by:

'Oeating Posslbltfties, tnsplrlng lnnovotions"
Address: Sitio Fori, Brgy. Talipan, Pagbilao, Quezon
Trunkline fl : (042) 784-0356, (042) 784-0164, lO42) 78/-0391, l}42l 784-0327
Email Addressi quezon@deped.gov.ph
Website: www.depedquezon.com.ph

Delartment of @bucatton

Total VoluEel



Eepublit of tl,e lPl,iLppirrs

Depurtment of @Luotion
REGION IV-A

SCHOOLS DWI$ON OF QUEZON PROVINCE

REQITEST FOR DISPiOSrTIOr OF VALITELEAS DOCIIUErTS
(A@on?ftish in 2 Copies)

PERIOD
C()VERED

vol,lrrE I RETtllrrox
PERIOD 

'I{DL nnovrnror7s
OOXPLIEL (If Anyl

***Nothilg folous"a
Locatiou of Recor&: Totd VoluEe:

Prepared Byt (RMl Sub-Committee)

f,AfE AI{D AIGTATURE
Position

troted by: (Uttit/ Section Head)

ITAME II.ITD AIGTATURT
Administrative Officer IV, Records Section

Checled eod Verlflcd b5r:

@ "Creqtitry Posslbilfties, lnsphing tnnovotions"
Address: Sitio Fori, Ergy. Talipan, Pagbilao, Quezon
Trunklin€ s: (M2) 784{355, (042) 784-0164, lo42l't8l-O391, {0421 784-0327
Emall Address: quezon @deped.gov. ph
Website: www.depedquezon.com.ph

Request No.:

Unit / Section:

Date Requested:

DEPEDQUEZON-SDG,REC-04-026-OOO

GRDA/ RI'S
ITEX TO.

RECORI}S SERIEA TITLE AI'D
DESCRIPTIOIf

rAf E AlcD AIGITATURT
Position

I



Iieuublir ot tl,e l]lrrliuprned

REGION IV-A
SCHOOLS OryISION OF QUEZON PROVINCE

FILU|G SYTYTEX IOI|ITORII|G AJID ETIILUATIOT AHETT

UI{IT / AECIIOI|: Click or tap trere to e[ter text. DATE Otr fE: Click or tap here to enter text.

Logqrd:

4 Strongly Agree 3 Agee 2 Disagree I Strougly Disagree

ASTIESSIMEI{T OF tr'ILIIfG TOOLS, EQUIPMETT AI|D SUPPLIES IEEDED

TOOLS/ EQUIPUEI{T / TATERIAJ,SI QUA]ITITY nflAnf,s
1. Folder
2. Expandable Envelope
3. Binder
4. File Box
5. Filirx Box
6. Steel Cabinet
7. Storage Rack
8. Shredder

Othor, plcrre rpeclfy:

Ee.lu.ted by: Att€rtod by:

ITAIE
Records C)ffcer ll Name arld Signature ofRMl SutFCommittee

DEPEDQUEZON-sOO-R EC-04427-OOO

AORTII|G AIf D CLASAIFrII{G 4 3 2 1 R.EIARXA
1. Documented Information (Dl) are sorted and classified

accordinq to the simila.r subiect matter
2. DI are logically s€parated from groups having different

topics
LIIBELLIIIG 4 3 2 I RETARXS

l. Proprly labelled folders
2. Properly lab€Ued red box
3. Properly labelled file box
4. Properly labelled cabinets/Iilin8 racks

TILIIIG AITD STORITG 4 3 t REXARXA
l. Dl are frIed accordiig to FSAC

2. Active files are accessible and conveoient to the user
3. kgal/confidential Dl aie filed in safe and secured cabinets
4. No piled-up documents
5. Only DI relevant to work is filed and stored

1 3 2 I REXARI(A
l. DI were appraised based on the RDS and/or GRDS
2. lnventory report versus actual D[ feconcile

Othor coEmcntr:

'Creoting Possibilities, I nspiring lnnovotions"
Address: Sitlo Fori, Brgy. Talipan, Pagbilao, Quezon
Trunkline #: (042) 784-0355, (042) 784-0154,lO42J 7814397, lMz) 784-0327
Ema il Address: quezon@deped.gov. ph

Website: www.depedquezon.com.ph

De0ertment of Gburotion
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Document Trail l:

li.uubhr ol llrr Bltrhpprnes

Dt0nnmart oI Gturmion
RTCION IV,A

SCHOOLS DIVISION OF QUEZON PROVINCE

Transaction No. (DTS No.)

Docurnent Title:

District:

School Narne:

Recei'ring Section:

Actioo I$eeded:

DOCUMEITT TRACKIITG SYSTEM (DTSI TRA AMITTAL FORU

Date

PERSONAL DETAILS

Document Trail 4:

Document Trail 6:

0EPEDOUEZON SOOREC 0,r 001 005

Document Trail 7: Docunent Trail 8:

Document Trail 5:

Document Trail 9:

Cellphone No
*To ttack gaur tfttnsactlon, pleate vlslt wutLdqEdquero44tt.qtLpA dnd keg l^ Wur DIs l$.

Docr.unent Trail 3:

PaZe lBox/Folder / Envelope:

ffi 'Ct dtlng P@l,llti6, r/,.phlrg tt t,Eyotlonr'
Addra.s:Sitio Fori, BrBy. T.lipan, paSbilao, Queaon
Trunllin rr (o42i 784{365, i0421 784-0164, (042) 784-0391, (042) 784-0121
Em.il Add?G3r quezon @deped.tov.ph
Wabaita: wsnr.depedquezon.com.ph

r;n
t-Url

Date:

f)oculnent Title: Page/ Box/ Folder/ Envelope

District:

School Na.nxe:

Receiving Section:

Actlo! IfGcdcd:
rTo track gour t'an i,.ctlo't, pleatc olslt utww.d.pdoueao dtt.@rrLqh did keg ln Uott DTS I,lo.

oEPEOOTJEZOII-SDO-REC-0.| 00 1 005

sffi
'Crtotlog P6lbillda., ln phlng tnt,E,!,/gtto,,r"

Add..B: ttro Fori 8rgy. Talipan, Patbilao, Ouezon
Tru,*lim ,l (042 ) 784 01fj, l042l 784-0164, l@2) 78+0391. lO42 ) 784'032 1

Em.il Add..!.r quezon@deped.6ov.ph

Wab.lt : w*w.depedquelon.com.ph

Doculnent Owner:

Ilmail Address:

1

Document Trail 2:

L

i?putlk. ot IL,e Frrhppurs
D.0lrnmrm oI Gburntion

nICtoN tv,A
scH@1-5 oMsIoN oF qJuoN PRoVIt'rcE

iTrg4sactign \, @TS No.):


