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Geueral Policy

1. Division vehicle/s are to be driven by DepEd Official driver'

2. Spouses and other family members or other non-employees, are not authorized to

use or drive division motor vehicles.

3. Use of motor vehicle shall be properly controlled and regulated through the use of

properly accomplished and duly approved Driver's Trip Ticket (Appendix A) which

should be serially numbered, a summary of which shall be made at the end of the

month in a Monthly Report of Official travel, for audit pu4xlses.

4. NO TRAVEL or trip sha_ll be executed without prior legal approved documents/trip

tickets.

5. When not in use, motor vetricles are require to be kept in garage provided therefor.

6. Surrender vehicle key to the security on duty.
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'&eoting Possibilftles, lnspiring tnnovations"
Address: Sitio Fori, Brgy. Talipan, Pagbilao, Quezon

Trunkline s: (042) 784-0365, (042) 784-0164, (042) 784-039L, (0421784432r

Email Address: quezon@deped.8ov.ph
Website: www.depedquezon.com.ph

To: AssistantSchoolsDivisionSuperintendents,
SGOD Chief
EFS
DRRM Coordinator
Maria Dolores D. Atienza( AO V)

Security Guard
AII Other Concerned

In reference to Office Memoraadum No. 019 s. 2O23, titled Reiteration of Division
Guidelines on tlrc Use of OIEce vehicles effective CY 2023, please be advise of tlee new
procedures and policy.All other provision of the said OM shall remain in effect.
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travel for effective and efficient utilization of governtment resolrces:

o l DRRM/EFS

r l SGOD (M&E

o l CID

r 1 PSDS of the assigned district

o 1 DePEd Official Driver

4. This oflice informs a1l personnel about the new assigned driver/ s for each DepEd

vehicles as follows:

Oflice Vehicles asigned Drivers Approval

Pick-Up (white) Jonestor B. Villarosa I TM

Van 1 (Kalayaan) Jayson P. Alcala TM

Van 2 (Karunungan) Genebyrd M. Plancia TM

DepEd Pick-UP 1 Rosalio C. Flancia TM

DepBd Pick-UP 2 DepEd Offrcial Driver TM/EFS
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R€quo3t to use Motor Vehlcles

1. Reiteration is being made to emphasize that the issued pick-up vehicles are primarily

fortheuseofDepEdEngineersonly.AsperoUAMemo00-0622.0030,onlyintimes

ofcal,amitiescantheybeusedbytheDRRMOCoordinatorforpost-damageassesment

activities.

2.PersorrnelwhointendstouseDepEdvehiclesshallcoordinatewiththeolficeof
AdminstrativeolficerVatleasttwo(2)dayspriortotfrescheduleddateoftravel/use
thereof , except in case of emergency ald urgent cases'

3.Aminimumoft-]rree(3)passengersareneededtoutilizethevehiclesexcludingt}Ie
DepEdoffrcialdriver.F\-rrthermoreforanyscheduledfreldvisitsregarding
inspection/validationofschools,thefollowingpersonnelmayberequiredtojoint}rc

"Oeoting Posstbttttier tnspi ng Innowtions"

Address: sitio Fori, Brgy. Talipan, Pagbilao, Quezon

Trunkline #: (042) 784{366, (042}784-0164, (042) 784-0391, (042\ 7844321

Emall Address: quezon@deped.gov.ph

Web3lte: www,dePedquezon'com. Ph
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Vehlcle Malnteaaace

Proper maintenance of vehicle is basic element to ensure a safe, road wortJry vehicle,

and to preclude costly repair expenses and unexpected breakdowns. Hence, ttre
Administrative Section through the Driver assigned shall ensure that proper maintenance is

conducted observing the following:

o Routine inspections or safety checks of critical items, such as brakes, lights, tires,

wipers, etc., must be done every day.

o Periodic oil changes and tire rotations.

. Tune-up, transmission serr.ice, cooling system services, brake service, AC service,

etc.

e The vehicle must be cleaned (interior and exterior) regularly to help maintain its
good appearance.

Check -Out Procedure

Upon leaving the garage, driver should present his duly approved Driver's Trip Ticket to

the security guard who will record in his logbook all the necessar5r information on tie said

ticket. Further, the security gUard shall place his ini+ial in the portion of the Driver's Trip

ticket where the beginning odomet€r reading is written. One copy of the Driver's Trip

Ticket should be left with the security guard who shall return the same to the driver

during check in of the motor vehicle.

Check-In Procedure

1. Upon returning the vehicle to the garage, the driver shall record tJ:e ending mileage on tlre

Driver's trip Ticket. If the odometer fails, estimated mileage must be recorded.

2. Security on duty shall place his initial near ttre portion where the ending odometer

reading is written. Likewise, security guard shall write his name and signature at the

bottom of the Driver's Trip Ticket.

3. Driver submits one copy of his properly filled out Driver's Trip Ticket to the Administrative

Oflicer V or his/her designated stall
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Address: Sitio Fori, Brgy. Talipan, Pagbilao, Quezon
Trunkline fr: (042) 784{366, (042) 784-0164, (042) 784{39L,1042)784-0327
Emall Address: quezon@deped.Bov.ph
WEblita: www.depcdqucron.com, ph
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Records to al[tain and Reports to Submlt

1. The Administrative Section shall maintain a logbook where the drivers shall indicate their
time of arrival, departure, date of travel, passengersr Trip Ticket Number, and plate

number of vetricle used.

2. Maintain a logbook and record details of motor vehicles under repair either in private

shops or in the Transport Services Section.

3. Report of Fuel Consumption.

Monthly, the rcport shall be prepared showing among others, the different types of
motor vehicles utilized by the agency during the month, total distance traveled, total fuel

used and the normal fuel consumption for each vehicle. The report shall be prepared in
triplicate which shall be distributed to the following:

a. Original Auditor (thru Accountant)

b. Duplicate Administrative Officer

c. Driver's copy

Supervlsion of the Admloistretlve Section

1. Prepare and cause the preparation of all requests for repair, spare parts and other needs

of the vehicles for their maintenance and roadworthiness.

2. Sign all trip tickets prior to the signing and approval of proper authorities.

3. Assign driver(s) in any official trip as contained in the duly accomplished Driver's Trip

Ticket and prepzre driver(s) travel order.

4. Assign additional duties and responsibilitie s to the drivers and other personnel under
his/her supervision relative but not limited to the care and maintenance of the vehicles

and the entire unit/
5. Examine and evaluate all trip tickets and tlle entries tl:erein before and after tlle use of all

vehicles to ensure regularly and report to the ollicials concemed any irregularity or

concem to regulate their proper utilization.

6. Inspect all vehicles before and after use to determine any defect and/or damage and

indicate the same on the trip ticket. He/she shall also report to the management any

damage/defect incurred by the vehicle after its use.
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'Oeoting Possibllitles, lnspidng tnnowtions"
Address: Sitio Fori, Brgy. Talipan, Pagbilao, Quezon
Trunkline #: (042) 784-0366, (0421 7U-o764, (o42l 7u-o397, lo42\ 784-0327
Email Address: quezon@deped.gov.ph
Website: wwudepedquezon.com.ph



ltepul,tit of tlle lPbitiP$ires

trBepurtment of @tuatton
Region IV-A

SCHOOLS DIVISION OF QU EZON PROVINCE

T.AttendtotheregistrationofallvehiclesandcoordinatewiththePrcpertySupplySection
for the processing of its issurance with the GSIS'

For information, guidance and strict compliance'

cEso v
Schools Division Sunerintenaent{

^.dsrntn1o6l29 
123
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" Cre oti n g Po ss i bi litie s, t n s p i r i n g t n no vitio ns"

Address: Sitio Fori, Brgy- Talipan, Pagbilao, Quezon

Trunkf ine #: (042) 784-0356, (04 21 784'0164, 10421 784-0391' .042]. 784432L

Email Address: quezon@deped.gov.ph

Website: wwtfl.depedquezon.com.ph
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