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Republic of the Philippines
Bepartment of Education

REGION IV-A — CALABARZON

INTRODUCTION
Effective as of April 27, 2023

The Administrative Services Division provides the regional office with efficient,
economical, and effective services relating to personnel information, records, delivery
and receipt of correspondence, supplies, equipment, collection, disbursement security
and custody of property, and reportorial work to oversight agencies, that are compliant
with existing laws, rules, and regulations to ensure an enabling and supportive
environment to the Regional Office operations.

It ensures the productivity and performance of the Regional Management in
delivering the core business of the Regional Office and provides assistance to the Schools
Division Offices in partnership with the promotional personnel for the attainment of the
vision and mission of the Department. It also provides the regional management with
technical advice in the management and administration of the regional office.

The Administrative Services Division has the following sections/unit:

The Asset Management Section provides and gives equitable service to the
delivery of basic education assets, supplies; Instructional Materials, and needed
resources and ensure efficient delivery of the Property and Supply Management System
in accordance with COA rules and regulations.

The Procurement Unit supports the Bids and Awards Committee (BAC) and end-
users for the timely procurement of PPAs per Republic Act 9184 and its 2016 R-IRR.

The Cash Section provides services to the Regional Office related to cash
collections, disbursements, liquidations, and preparation of reports to the accounting
office to ensure proper utilization and timely disbursement of funds and liquidation of
cash advances to pay for government obligations following accounting and auditing
rules and regulations.

The Personnel Section ensure the recruitment and selection of personnel,
tracking their movement within the organization, the timely receipt of their
compensation and mandated benefits, and providing personnel-related formation by
managing the employee database records.

The Records Section provides administrative support to the management and
staff of the region to ensure the receipt, recording, and distribution of official
correspondence and documents, safekeeping, preservation, and retrieval of records and
files of operational, legal, and historical value, and the disposition of files and records
according to existing laws and policies through the establishment and maintenance of
an effective and efficient records management system in the regional office and provision
of technical assistance to the schools division offices.

The General Services Unit ensures efficient, economical, and effective general
support services relating to the safety and security of office personnel, premises,
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REGION IV-A — CALABARZON
documents, and properties; ground and landscape maintenance, building and office
facilities maintenance and motor pool services in order to provide the regional office
personnel with a safe, clean, and healthy environment conducive to the effective
performance of their respective functions and delivery of services.

This Operational Manual is intended for the Administrative Services Division.

Prepared by: Approved by:

ANN GERAL . PELIAS ATTY. AL TO T. ESCOB E, CESO II
Chief Administrative Officer Regional Director
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Republic of the Philippines
Bepartment of Education

REGION IV-A — CALABARZON

LEGAL BASES AND REFERENCES
Effective as of April 27, 2023

Acquisition of Tangible and Intangible Assets

a.

Acquisition of Tangible and Intangible Assets (Purchase Order)

1. RA 9184 - Handbook on Philippine Government Procurement

2. Handbook on Property and Supply Management 2013 Edition

3. COA Circular No. 2015-007 — Government Accounting Manual (GAM) for
National Government Agencies Volume 2

4. COA Circular No. 2022-004 — Guidelines on the implementation of Section 23
of the General Provisions of Republic Act (RA) No. 11639 also known as the
General Appropriations Act (GAA) for Fiscal Year (FY) 2022 relative to the
increase in the capitalization threshold from 15,000.00 to P50,000.00

. Acquisition of Tangible and Intangible Assets (Job Order)

1. RA 9184 - Handbook on Philippine Government Procurement

2. Handbook on Property and Supply Management 2013 Edition

3. COA Circular No. 2015-007 — Government Accounting Manual (GAM) for
National Government Agencies Volume 2

Asset Utilization and Inventory

1. Handbook on Property and Supply Management 2013 Edition

2. COA Circular No. 2015-007 — Government Accounting Manual (GAM) for
National Government Agencies Volume 2

3. COA Circular No. 2022-004 - Guidelines on the implementation of Section
23 of the General Provisions of Republic Act (RA) No. 11639 also known as
the General Appropriations Act (GAA) for Fiscal Year (FY) 2022 relative to the
increase in the capitalization threshold from 15,000.00 to P50,000.00

Asset Disposal

1. COA Circular No. 2015-007 - Government Accounting Manual (GAM) for
National Government Agencies Volume 2

2. COA Circular No. 86-264 — General guidelines on the divestment or disposal
of assets of government-owned and/or controlled corporations, and their
subsidiaries

Collection and Deposits

1. Handbook on the Cash Management and Control System as introduced by
the Commission on Audit

2. COA Circular No. 2015 - 007 Government Accounting Manual (GAM) for
National Government Agencies Volume II, Appendix 26

3. Presidential Decree 1445 Government Auditing Code of the Philippines, Sec.
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Republic of the Philippines
Bepartment of Education

REGION IV-A — CALABARZON

“Disbursement
Releasing of Check Payment
Preparation of ADA Payments
Salaries and Wages for SDO’s and IU’s
Remittance of PHIC Premiums
Remittance of GSIS Premiums
Remittance of HDMF Premiums
Petty Cash Fund
Special Cash Advance
. Handbook on the Cash Management and Control System as introduced by
the Commission on Audit
COA Circular No. 2015 - 007 Government Accounting Manual (GAM) for
National Government Agencies Volume II, Appendix 26
3. Presidential Decree 1445 Government Auditing Code of the Philippines, Sec.
101
Preparation of ACIC/SLIIAE
a. Preparation of Check Payment
b. Processing of LDDAP —- ADA Payment
Handbook on the Cash Management and Control System as introduced
by the Commission on Audit
Control of Accountable Forms
Handbook on the Cash Management and Control System as introduced by the
Commission on Audit
Maintenance and Closure of Bank Accounts
a. Opening of Bank Accounts
b. Closure of Bank Accounts
Treasury Circular 01-2013 - provide guidelines for Validation of legal basis in
opening/maintaining Deposit Account/s, per TOP letter of Nov. 21, 2012 and
Section 4 of the Rules and Regulations of the Permanent Committee
Recruitment, Selection, and Placement
1. CSC Memorandum Circular No. 24, s. 2017 - 2017 Omnibus Rules on
Appointments and Other Human Resource Actions (Revised July 2018)
2. DepEd Order No. 66, s. 2007 - Revised Guidelines on the Appointment and
Promotion of Other Teaching, Related Teaching and Non-Teaching Positions
a. Request for Transfer from one station to another
DepEd Order No. 22, s. 2013 - Revised Guidelines on the Transfer of Teachers
from One Station to Another
b. Application for Equivalents Record Form (ERF)
Regional Memorandum No. 630 s. 2017 - Guidelines on the Process of
Equivalents Record Form (ERF) with Plantilla Allocation List (PAL)
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Republic of the Philippines
Bepartment of Education

- REGION IV-A — CALABARZON
c. Reclassification through Plantilla Allocation List (PAL) with approved
Equivalent Records Form
Regional Memorandum No. 630 s. 2017 - Guidelines on the Process of
Equivalents Record Form (ERF) with Plantilla Allocation List (PAL)
d. Reclassification for School Head and Master Teacher Positions
DepEd Order No. 97, s. 2011 - Revised Guidelines on the Allocation and
Reclassification of School Head Positions
e. NOSCA for Newly - Created Positions
DepEd Order No. 66, s. 2007 - Revised Guidelines on the Appointment and
Promotion of Other Teaching, Related Teaching and Non-Teaching Positions
Leave Management
a. Request for Travel Abroad
1. DepEd Order No. 43, s. 2014 - Protocols for Travel Authority Requests
for Official Travel Abroad
2. CSC Omnibus Rules on Leave - Omnibus Rules on Leave (Rule XVI of
the Omnibus Rules Implementing Book V of EO 292)
3. DepEd Order No. 43 and 46 s. 2022 - Omnibus Travel Guidelines for
All Personnel of the Department of Education
b. Application for Leave Absence
1. CSC Omnibus Rules on Leave - Omnibus Rules on Leave (Rule
XVI of the Omnibus Rules Implementing Book V of EO 292)
c. Request for Study Leave
1. CSC Omnibus Rules on Leave - Omnibus Rules on Leave (Rule XVI of
the Omnibus Rules Implementing Book V of EO 292)
2. DepEd Order No. 43, s. 2014 - Protocols for Travel Authority Requests
for Official Travel Abroad
Compensation and Benefits
a. Payroll Preparation
1. DepEd issuance dated September 6, 2005 - Payroll Servicing Manual
2. DepEd Order No. 66, s. 2007 - Revised Guidelines on the
Appointment and Promotion of Other Teaching, Related Teaching and
Non-Teaching Positions
3. DepEd Order No. 37 s. 2004 - Implementation of the Direct Release of
Funds to DepEd-Regional Offices and Implementing Units
4. CSC Memorandum Circular No. 08, s. 2014 - Policy on the
Computation of Salaries of Employee on Leave Without Pay
5. DBM Budget-Circular-No. 1 s. 2018 - Rules and Regulations on the
Grant of Uniform/Clothing Allowance (U/CA) to Civilian Government
Personnel

Address: Gate 2, Karangalan Village, Cainta, Rizal l

IRICAAWA

Email Address: region4a@deped.gov.ph | Doc. Ref. Code OPSM"’"“E'* Rev
MATATAG 092021 6] 01 21
me—fe . maconcewemas \Wehsite: depedcalabarzon.ph Effectivity Page

Certificate o PHP OMS
2293 0088



Republic of the Philippines

Bepartment of Education
REGION IV-A — CALABARZON

6. Verification of Loan Amortizations to be Incorporated in the Payroll for
Salaries of Deped Personnel

7. DepEd Order No. 14, s. 2019 - “Guidelines for the Implementation of
the P5,000 NTHP for Department of Education Personnel for Fiscal
Year 2019,”

8. DBM Budget-Circular-No. 4 s. 2016 - Updated Rules and Regulations
on the Grant of the Year End Bonus and Cash Gift for FY 2016 and
Years Thereafter

9. National-Budget-Circular-No-579 dated January 24,2020-
Implementation of the First Tranche of the Modified Salary Schedule
for Civilian Personnel in the National Government Pursuant to
Republic Act (RA) No. 11466

10.DBM Budget-Circular-No. 2 s.2017-Rules and Regulations on the
Grant of the Mid-Year Bonus for FY 2017 and Years Thereafter

11.Congress Joint Resolution (JR) No. 42 dated June 17, 2009, which
authorizes the President, upon recommendation of the Department of
Budget and Management (DBM), to update the Compensation and
Position Classification System for civilian personnel and Base Pay
Schedule for military and uniformed personnel, as well as the policies
on and levels of allowances, benefits, and incentives applicable to all
government employees.

12.DBM Budget-Circular-No. 4 s.2017 -Guidelines on the Grant of the
Productivity Enhancement Incentive (PEI) to Government Employees
for Fiscal Year (FY) 2017 and Years Thereafter

13.DepEd Board Resolution No. 09, s. 2020 - A Resolution Approving the
Continued Implementation of a Simplified Provident Fund Loan
Application Process in View of The Imposition of Various Community
Quarantine Classifications in The Country

14.DepEd Order No. 53, s. 2003 - Updated Guidelines on Grant of
Vacation Service Credits to Teachers, or offset proportional deduction
in vacation salary due to absence for personal reasons or late
appointment und Rule 1 (11) of MC No. 41, s. 1998

DepEd Memorandum OUF-2021-0703 - Internal Guidelines on the
Implementation of Twice-a-Month release of Salary to DepEd Personnel
b. Application for Monetization of Leave Credits

1. CSC Memorandum Circular No. 41, s. 1998
Amendments to Rules I and XVI of the Omnibus Rules Implementing
Book V of the Administrative Code of 1987 (Executive Order 292)
Pursuant to CSC Resolution No. 98-3142,

s. 1998, this Commission adopts the amendments to Rule XVI
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Republic of the Philippines

Bepartment of Education

REGION IV-A — CALABARZON
(LEAVE) and the definitions of leave terms under Rule I of the

Omnibus Civil Service Rules Implementing Book V of the
Administrative Code of 1987 (Executive Order 292)
2. CSC Omnibus Rules on Leave - Omnibus Rules on Leave (Rule XVI of
the Omnibus Rules Implementing Book V of EO 292)
3. DBM Budget Circular No.2 s. 2016 -Computation and Funding of
Terminal Leave Benefits and Monetization of Leave Credits
c. Application for Retirement
1. DepEd Order 99, S. 1988 — Guidelines in The Payment of Retirement
Gratuities on Claims Approved by GSIS Regional Offices
2. DO 27, S. 2001 - Basic Information on The Different Retirement
Schemes Provided for Under Ra 1616, Ra 660, Pd 1146 And Ra 8291
Amended by Do 33, S. 2001 - Corrigendum to Decs Order No. 27, S.
2001 (Basic Information on The Different Retirement Schemes
Provided For Under Ra 1616, Ra 660, Pd 1146 And Ra 8291)
Republic Act 8291(GSIS Act of 1997)
Presidential Decree 1146 (Pension or Cash Payment)
Republic Act 1616 (Gratuity Benefit)
Republic Act 660 (Magic 87)
Republic Act 7699 (The Portability Law)

o P e

d. Application for Terminal Leave Benefits
1. DBM Budget Circular No. 2 s. 2016 -Computation and Funding of
Terminal Leave Benefits and Monetization of Leave Credits
2. Section 40 of Civil Service Commission (CSC) Memorandum Circular
(MC) No. 41 as amended by Memorandum Circular (MC) No. 14 Series
of 1998
e. Certification of Last Payment (CLP)
1. DepEd Order 99, S. 1988 - Guidelines in the Payment of Retirement
Gratuities on Claims Approved by GSIS Regional Offices
2. CSC Memorandum Circular No. 08, s. 2014 - Policy on the
Computation of Salaries of Employee on Leave Without Pay
3. DepEd Order No. 4 s. 2003 - Overpayment of Retiring Teachers
f. Preparation of Notice of Step Increment (NOSI)
1. CSC and DBM Joint Circular No. 1, s. 2012 - Rules and Regulations
on the Grant of Step Increment/s due to Meritorious Performance and
Step Increment due to Length of Service
2. DECS Order No. 63, s. 1990 f- Rules and Regulations Governing the
Grant of Step Increments to Deserving Officials and Employees of the

Government
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Republic of the Philippines
Bepartment of Education

REGION IV-A — CALABARZON

g. Preparation of Notice of Salary Adjustment (NOSA)
National- Budget-Circular-No-579 dated January 24,2020-
Implementation of the First Tranche of the Modified Salary Schedule
for Civilian Personnel in the National Government Pursuant to
Republic Act (RA) No. 11466
Personnel Records Management
a. Submission of Statement of Assets, Liabilities, and Net Worth (SALN)
Republic Act (RA) 6713 — The Code of Conduct and Ethical Standards
for Public Officials and Employees
b. Issuance of Certificate of Employment (Regular/With Compensation)
Labor Advisory No. 06-20 Guidelines on the Payment of Final Pay and
Issuance of Certificate of Employment
Personnel Inventory
a. Online Process on Personal Services Itemization and Plantilla of
Personnel (PSIPOP)
National Budget Circular No. 549 s. 2013 - Monthly Updating of the
Personnel Service Itemization and Plantilla of Personnel (PSIPO)
under the Web-based Application System
Automatic Payroll Deduction System (APDS) Management
a. Referral Letter to Private Lending Institutions

1. DepEd Order No. 18, s. 2018 - Revised Guidelines on
Accreditation /Re-Accreditation of Private Entities Under the
Automatic Payroll Deduction System (APDS) Program

2. DepEd Order No. 20, s. 2021 - Enhanced Guidelines on Accreditation
and Re-Accreditation of Private Entities Under the Automatic Payroll
Deduction System (APDS) Program

3. Verification of Loan Amortizations to be Incorporated in the Payroll for

Salaries of DepEd Personnel
4. DepEd Order No. 14, s. 2019 - “Guidelines for the Implementation of
the P5,000 NTHP for Department of Education Personnel for Fiscal
| Year 2019,”
| b. Verification of Loan Applications of DepEd Borrowers under the
Automatic Payroll Deduction System (APDS)

} 1. DepEd Order No. 20, s. 2021 - Enhanced Guidelines on Accreditation
and Re-Accreditation of Private Entities Under the Automatic Payroll
Deduction System (APDS) Program

2. Verification of Loan Amortizations to be Incorporated in the Payroll for
Salaries of DepEd Personnel
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Republic of the Philippines
Bepartment of Education

REGION IV-A — CALABARZON
3. DepEd Order No. 14, s. 2019 - “Guidelnes for the Implementation of

the P5,000 NTHP for Department of Education Personnel for Fiscal
Year 2019,”
Personnel Performance Management
a. Consolidation of IPCRF
DepEd Order No. 2, s. 2015 - Guidelines on the Establishment and
Implementation of the Results-Based Performance Management
System (RPMS) in the Department of Education
Employee Relations
1. DepEd Order No. 35, s. 2004 - Revision of the Grievance Machinery of the
Department of Education
2. Office Memorandum No. 144, s. 2023 — Reconstitution of Regional Grievance
Commmnittee
Publication of Issuances
DepEd Order 8, s. 2013 - Policy Guidelines on Regulating the Issuance of
DepEd Advisories
Handling of Incoming Documents
1. DepEd Records Management Operations Manual
2. Republic Act No. 9470 — The National Archives of the Philippines Act of 2007
3. Republic Act No. 10173 - Data Privacy Act (DPA) of 2012
Handling of Outgoing Documents
1. DepEd Records Management Operations Manual
2. Republic Act No. 9470 — The National Archives of the Philippines Act of 2007
3. Republic Act No. 10173 - Data Privacy Act (DPA) of 2012
Access, Disclosure, and Issuance of Documents
a. Certification, Authentication, and Verification (CAV) of School Records
1. Regional Memorandum No. 07 s. 2004 — Authentication of Form 137
and other School and replacement of Diploma
2. Executive Order No. 582 dated December 4, 2006 — Entitled
Streamlining the process of Authenticity Documents Intended for use
abroad and transferring the Authentication from the office of the
President to the Department of Foreign Affairs (DFA)
3. Republic Act No. 9470 — The National Archives of the Philippines Act
of 2007
4. DepEd Memorandum No. 381 s. 2007 - Guidelines on the issuance of
Certification, Authentication and Verification (CAV) of Elementary and
Secondary Diploma, Official Transcript of Records, and other School
Records
5. Republic Act No. 10173 - Data Privacy Act (DPA) of 2012
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Republic of the Philippines
Bepartment of Education

REGION IV-A — CALABARZON
6. DepEd Memorandum No. 188 s. 2016 dated November 4, 2016 -

Modified format of the claim stub for the Department of Foreign
Affairs (DFA)
7. DepEd Order No. 62 s. 2016 — Changes in DepEd Memorandum No.
381 s. 2007
8. DepEd Order No. 48, s. 2017 - Implementing of Policy and Procedural
Guidelines on the Certification, Authentication and Verification of
Basic Education School Records
b. Authentication of Documents
1. DepEd Records Management Operations Manual
2. Republic Act No. 9470 — The National Archives of the Philippines Act
of 2007
3. Republic Act No. 10173 — Data Privacy Act (DPA) of 2012
Records Disposition
1. DepEd Records Management Operations Manual
Republic Act No. 9470 — The National Archives of the Philippines Act of 2007
Republic Act No. 10173 — Data Privacy Act (DPA) of 2012
DepEd Memorandum No. 133 s. 2016 — National Inventory of Public Records
DepEd Memorandum No. 135 s. 2016 — Creation of National Records
Inventory Committee
6. DepEd Memorandum No. 140 s. 2016 - Creation of Records Management
Improvement Committee (RMIC)
Records Inventory
1. DepEd Records Management Operations Manual
2. Republic Act No. 9470 - The National Archives of the Philippines Act of 2007
Housekeeping and Ground Maintenance
a. Supervision of Office Maintenance Personnel
1. DepEd Order No. 52, s. 2015 - New Organizational Structures of the
Central, Regional, and Schools Division Offices of the Department of
Education based on DepED Rationalization Plan approved by Department of
Budget on November 15, 2013
2. DepEd Order No. 53, s. 2013 (Approval and Implementation of the 2013
DepEd Rationalism Program)
Transportation Service and Vehicle Maintenance
a. Repair and Maintenance of Service Vehicles
1. DepEd Order No. 52, s. 2015 - New Organizational Structures of the
Central, Regional, and Schools Division Offices of the Department of
Education based on DepEd Rationalization Plan approved by Department
of Budget on November 15, 2013

e ol ol o
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Republic of the Philippines
Bepartment of Education

REGION IV-A — CALABARZON
2. GAAM Vol. I, Chapter 4 (Use, Repair and Maintenance of Government
Vehicle)

3. DepEd Order No. 53, s. 2013 (Approval and Implementation of the
2013 DepEd Rationalism Program)

b. Request for Usage of Government Vehicle
c. Preparation of request letter for payment to SMC SKYWAY (RFID)
d. Renewal of Registration of Government Vehicle
1. DepEd Order No. 52, s. 2015 - New Organizational Structures of the Central,
Regional, and Schools Division Offices of the Department of Education based on
DepEd Rationalization Plan approved by Department of Budget on November
15, 2013
2. DepEd Order No. 53, s. 2013 (Approval and Implementation of the 2013
DepEd Rationalism Program)
3. GAAM Vol. I, Chapter 4 (Use, Repair and Maintenance of Government
Vehicle)
4. Republic Act No. 656 — An act to create and establish a Property Insurance
Fund and to provide for its Administration and for other purposes.
5. Republic Act No. 4136 — An act to compile the laws relative to Land
Transportation and traffic rules, to create Land Transportation Commission and
for other purposes.
Facilities Maintenance
a. Minor Repair with Job Request and Order Form
1. DepEd Order No. 52, s. 2015 - New Organizational Structures of the
Central, Regional, and Schools Division Offices of the Department of
Education based on DepED Rationalization Plan approved by
Department of Budget on November 15, 2013
2. DepEd Order No. 53, s. 2013 (Approval and Implementation of the 2013
DepEd Rationalism Program)
b. Major Replacement/Repair
1. DepEd Order No. 52, s. 2015 - New Organizational Structures of the
Central, Regional, and Schools Division Offices of the Department of
Education based on DepED Rationalization Plan approved by Department
of Budget on November 15, 2013
2. DepEd Order No. 53, s. 2013 (Approval and Implementation of the 2013
DepEd Rationalism Program)
3. Republic Act No. 6541 (National Building Code of the Philippines)
Security Services
a. Monitoring of Security Personnel
b. Request for payment of Security Services
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Republic of the Philippines
Bepartment of Education

_ _REGION IV-A — CALABARZON
c. Lost and Found Process

1. DepEd Order No. 52, s. 2015 - New Organizational Structures of the
Central, Regional, and Schools Division Offices of the Department of
Education based on DepEd Rationalization Plan approved by Department
of Budget on November 15, 2013
2. DepEd Order No. 53, s. 2013 (Approval and Implementation of the 2013
DepEd Rationalism Program)
Procurement Planning
Bidding Process
a. Competitive Bidding 1. Procurement of Goods and Services
2. Procurement of Infrastructure Projects
b. Alternative Methods of Procurement 1. Shopping under Section 52.1(b)
2. Small Value Procurement (SVP)

c. Repeat Order
d. Agency-to-Agency
e. Lease of Venue
1. Republic Act No. 9184 - Government Procurement Reform Act
2. 2016 IRR of Republic Act No. 9183 - The 2016 Revised Implementing Rules
and Regulations of Republic Act No. 9184
3. GPPB Guidelines and Issuances - Government Procurement Policy Board

Prepared by: Approved by:
ANN GERAL . PELIAS ATTY. ALB O T. ESCO E, CESO II
Chief Administrafive Officer Regional Director

Administrative Services Division

Address: Gate 2, Karangalan Village, Cainta, Rizal

ORI

DefiED

MATATAG

Telephone No.: 02-8682-2114
Email Address: region4a @deped.gov.ph

sacone rurmas \Nebsite: depedcalabarzon.ph

DEPED-4A-08-OM

Doc. Ref. Code

OpsManual Rev

IH]
I
01

Effectivity

092021 | Page

44 of 219

Carificate Ho PHP OMS
2293 0085



P& Ad

{ TR
g 8
o\ | /o

gy 7

Republic of the Philippines
Bepartment of Education
REGION IV-A — CALABARZON

DEFINITION OF TERMS AND ACRONYMS
Effective as of April 27, 2023

201 File. It contains records pertaining to the employee’s personal information,
employment contract, duties, salary, performance, and employment history, among
others, is established and maintained by an employee for specific purposes relating to
the employee’s employment.

Abstract of Bids. Refers to a document signed by BAC Members stating the name of
Bidders, the total Bid amount and type of Bid Security.

Abstract for Quotation. A document used to summarize the quotations of
suppliers/contractors.

Agency-to-Agency. Refers to procurement from another agency of the government (i.e.,
Servicing Agency) that has the mandate to deliver goods or services or to undertake
infrastructure projects or consultancy services as required by the Procuring Entity.

Allocation. It refers to the distribution of plantilla items for various schools divisions.

Annual Procurement Plan (APP). The method of procurement, e.g., competitive bidding
or any of the alternative methods of procurement, to be utilized by the Procuring Entity
shall be indicated in the APP to be approved by the HOPE. If the original mode of
procurement in the APP cannot be ultimately pursued, the BAC assisted by its
Secretariat, the Technical Working Group, and by the appropriate End-User or relevant
office, as the case may be, shall justify and recommend through a BAC Resolution such
change in the mode of procurement to be approved by the HOPE. The changes must be
reflected in the APP and submitted to the GPPB in accordance with Section 7.4 of the
IRR of R.A. 9184,

Applicant. This refers to a person who applies for or requests for his/her Academic
School Records for Certification, Authentication and Verification purposes only; in any
event of his/her physical absence, the applicant may be substituted by a duly
authorized representative as defined.

Approved Budget for the Contract (ABC). Refers to the budget for the contract duly
approved by the HoPE, as provided for in the General Appropriations Act (GAA),
continuing, and automatic appropriations, in the case of national government agencies
(NGAs); the corporate budget for the contract approved by the governing board,
pursuant to Executive Order (E.O). No. 518, s. 1979, in the case of GOCCs and GFls,
and R.A. 8292 in the case of SUCs; the budget approved by the Sanggunian through an
appropriations ordinance in the case of LGUs. For multi-year contracts, for which a
Multi-Year Obligational Authority (MYOA) or an equivalent document is required, the
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Republic of the Philippines
Bepartnent of Education

REGION IV-A — CALABARZON

ABC shall be incorporated in the project cost reflected mn the MYOA or equivalent
document.

Archive. This refers to non-current but important records of an organization kept for
future reference. The term is also used to refer to the repository as genuine.

Asset Management System. This refers to a software or organizational system
designed to efficiently monitor and control the entire lifecycle of an organization's
assets. This includes functions such as tracking stock levels, managing replenishment,
monitoring item movements, and ensuring accurate record-keeping of all inventory-
related transactions.

Asset Disposition. This refers to the disposition of unserviceable property.

Attendance Monitoring Tool. This refers to the checklist used to monitor attendance
of the General Services Personnel.

Authorized Signatories. This refers to the Accountable Officers of this office.

Authentication. This refers to the process of determining whether the document
submitted to the Office is true, genuine, or valid.

Bid. Refers to a signed offer or proposal submitted by a supplier, manufacturer,
distributor, contractor or consultant in response to the Bidding Documents.

Bidder. Refers to a contractor, manufacturer, supplier, distributor and/or consultant
who submits a bid in response to the requirements of the Bidding Documents.

Bidding Documents. Refers to documents issued by the Procuring Entity as the basis
for Bids, furnishing all information necessary for a prospective bidder to prepare a bid
for the Goods, Infrastructure Projects and Consulting Services to be provided.

Bids and Awards Committee (BAC) refers to the Committee that shall be responsible
for ensuring that the Procuring Entity abides by the standards set forth by R.A. 9184
also known as the Government Procurement Reform Act and its IRR.

Billing. This refers to the approved/processed monthly statement of account of
PLIs/GFIs accredited under the APDS from loans of DepEd IV-A CALABARZON
borrowers for integration in the payroll for collection purposes.

Building. This refers to any architectural structure which houses offices and other allied
services as stated in the Republic Act No. 6541 otherwise known as the “Philippine
National Building Code”.

Certification. This refers to the official and formal process and act of attesting to any
relevant information pertaining to the academic level of accomplishment of a learner
based on his/her existing and verifiable school records as certified to by duly authorized
and competent authorities. The certification covers information s disclosed in the said

school records and defined appropriately in this Section.
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Republic of the Philippines
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REGION IV-A — CALABARZON

Certifying Officers. This refers to those who are authorized by this Order to certify to
the academic School Records of a learner as enumerated in this Section. They are either
appointed of designated by duly- constituted authorities.

Common-Use Supplies and Equipment (CSE). This refers to ordinary or regular office
supplies which include those supplies, commodities, or materials which, depending on
the procuring entity’s mandate and nature of operations, are necessary in the
transaction of its official businesses, and consumed in the day-to-day operations of said
procuring entity. However, office supplies shall not include services such as repair and
maintenance of equipment and furniture, as well as trucking, hauling, janitorial,
security, and related or analogous services.

Competitive Bidding. This refers to a method of procurement which is open to
participation by any interested party and which consist of the following processes;
advertisement, pre-bid conference, eligibility screening of bids, evaluations of bids, post-
qualification, and award of contract, the specific requirements and mechanics of which
shall be defined in the IRR to be promulgated under Republic Act. No. 9184.

Consulting Services. This refers to services for infrastructure Projects and other types
of projects or activities of the Government requiring adequate external technical and
professional experts that are beyond the capability and/or capacity of the government
to undertake such as, but not limited to: (i) advisory and review services; (i) pre
investment or feasibility studies; (iii) design; (iv) construction supervision; (v)
management and related services; and (vi) other technical services or special studies.

Contract. This refers to the binding agreement between the Head of Procuring Entity
and the winning bidder stating the terms and conditions of the agreement.

Deposit Slip. This refers to the form use to remit daily the collections for the day to
3the AGDB.

Diploma. This refers to a certificate issued by an educational institution to show that
someone has successfully completed a course of study.

Documents Management System. This refers to tracking system created the Central
Office and implemented nationwide for document routing and tracking.

Driver’s Trip Ticket. This refers to the form that the requesting party has to comply
for the use of the official vehicle. Contains the list of authorized passengers, date of
travel and places to be visited.

Equivalents Record Form (ERF). This refers to a tool for determining the appropriate
classification of a teacher position. It reflects the educational preparation, training,
teaching experience, workshop and seminars for professional growth undertaken by a
teacher. It contains information on position title, unique item number and authorized
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REGION IV-A — CALABARZON
salary in the current Personal Services Ttemization and Plantlla of Personnel
(PSIPOP). Positions that require ERF for reclassification are teacher I-1I, II-III; Head
Teachers 1, I, III & IV; Guidance Counselors I, II, I1I; Special Education Teachers I, II,
III; and Teacher III to Head Teacher L. Receiving of documents for ERF shall be accepted
in bulk through the Liaison Officer of the SDOs.

File Maintenance. This refers to the process of keeping files updated, by adding,
changing, or deleting information; inspecting files to remove duplicate copies; and
ensuring proper sequence /arrangement of files.

Form 137. This refers to the Student Permanent Record containing one’s scholastic
record for the whole duration of stay in school

Form 6. This refers to the form for application for leave of absence prescribed by the
Civil Service Commission (CSC).

G-EPS. This refers to the Government Electronic Procurement System as provided in
Section 8 of R.A. 9184.

Goods. These refer to all items, supplies, materials & general support services which
may be needed in the pursuit of DepEd IV-A’s Day to day operations or other special
projects or activities.

Head of the Procuring Entity. This refers to the head of the agency or body, or his duly
authorized official, for NGAs and the constitutional commissions or offices and other
branches of government.

Infrastructure Project. This refers to the undertaking to construct, improve,
rehabilitate, demolish, repair, restore, or maintain roads and bridges, railways, airports,
seaports, communication facilities, civil works components of information technology
projects. It also encompasses infrastructures such as irrigation, flood control and
drainage, water supply, sanitation, sewerage and solid waste management systems,
shore protection, energy/water and electrification facilities, national building, school
building, hospital building, and other related construction projects of the government.

Intangible. This refers to things that unable to be touched or grasped; not having
physical presence.

Inventory. This refers to an indispensable procedure for checking the integrity of
property custody.

IRR. This refers to the Implementing Rules and Regulations to be promulgated in
accordance with Section 75 of R.A. 9184.
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Job Request Form. This refers to the forms 1ssued by the General Services Unit to be
filled out by the regional office employee who is requesting for a utility or maintenance
work to be done.

List of Due and Demandable Accounts Payable-Advice Debit Account (LDDAP-ADA).
This refers to the accountable form integrating the ADA with the LDDAP which is a list
reflecting the account numbers and names of creditors/payees to be paid by the office
and the corresponding amounts of their unpaid claims, duly certified and approved by
the regional accountant and the authorized officials.

Lost and Found Item. This refers to an item left behind by client or visitor either inside
the office or in public area within the vicinity of the regional office identified by any
employee and brought under the notice of the General Services Unit.

Lost and Found Register. This refers to the record book where the General Services
Personnel logs the details of the items found within the regional office premises.

Maintenance Work Evaluation Form. This refers to the feedback form that serves as
a monitoring tool that keeps track of the regular tasks needed in order to keep the
cleanliness and orderliness of the whole office or building.

Major Repairs. These refer to the repairs and services done involving Education Support
SD and Chief Administrative Officer’s approval. Major repairs consist of septic problems,
roofing problems, major electrical issues and plumbing problems that are out of General
Services Unit’s expertise.

Modified Disbursement System (MDS) Check. This refers to an accountable form
reflecting the name payee, date and the amount issued to the payee as evidence of
payment.

Minor Repairs. These refer to the repairs and services that includes small scale
improvement and is done by the Regional Office’s utility and maintenance team. This
means simple replacement of worn or used components such as burnt-out light bulbs.
Another class of minor repairs relates to restoring something to a useful condition, such
as replacing leaky faucet washers and cleaning out plumbing traps or rain gutters.

Monetization. This refers to payment in advance under prescribed limits and subject
to specified terms and conditions of the money value of leave credits of an employee
upon his request without actually going on leave.

Motor Vehicles. These refer to the vehicles purchased from DepEd Budget Funds for
use in support of its operations as authorized by the President of the Philippines; those
that are funded from international aid grants; and those from the Local Government
Units that are in temporary custody of the DepEd.

Non-valuable Items. These refer to the items that can’t be valued in monetary terms.
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Republic of the Philippines

Bepartment of Education
_ REGION IV-A — CALABARZON
Notice of Award. This refers to a written notice signed by the Head of the Procuring
Entity for the confirmation of award to the winning bidder stating the amount of the
award and the date.

Notice to Proceed. This refers to a written notice signed by the Head of the Procuring
Entity authorizing the winning bidder to commence and complete all works stated in
the contract.

Perishable Items. These refer to the items that are likely to spoil, decay or become
unsafe to consume if not kept refrigerated or frozen.

National Archives of the Philippines. This refers to the primary records management
agency of the Republic of the Philippines, tasked to formulate and implement records
schedule and vital records protection programs for the government.

Notice of Organization, Staffing, and Compensation Action (NOSCA). It refers to an
action form to reflect all staffing modifications (creation, abolition, reclass, etc.)
approved by the DBM and issued to the agency. For non-itemized positions such as
casuals or contractual positions, DBM issues a letter authorizing their creation and
their corresponding classification. The details in the NOSCA serve as inputs to the
Personal Services Itemization and Plantilla of Personnel (PSIPOP) for itemized positions
issued by the DBM to agencies each year.

Party-waiting or Walk-in client. This refers to the person or client who has only one
(1) transaction which should be acted within the day.

Payroll. This refers to a monthly salary report of all teaching, teaching related and non-
teaching personnel in DepEd IV-A CALABARZON

Pay slip. This refers to a monthly individual salary report of all teaching, teaching-
related, and non-teaching personnel in DepEd IV-A CALABARZON.

PCAB Licence. This refers to the license issued by the Philippine Contractors
Accreditation Board (PCAB) pursuant to Republic Act (RA) No. 45661 that allows an
applicant to engage in business as a contractor.

Plantilla Allocation List (PAL). This refers to the information of teaching and other
related teaching personnel presented in tabular form, such as plantilla item no.,
present and proposed salary, and position classification, and the salary differential to
be requested to the Department of Budget and Management for payment once
reclassified.

Pre-procurement Conference. This refers to the forum where all officials of the
Procuring Entity involved in the project meet to discuss all aspects of the said project to
determine the readiness of the Procuring Entity to undertake the procurement. The
conference focuses on the technical specifications, the ABC, the appropriateness and
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applicability of the recommended method of procurement, and the availability of
pertinent budget release, among others.

Procurement. This refers to the acquisition of goods and services and contracting for
Infrastructure Projects.

Procuring Entity. This refers to any branch, department, office, agency or
instrumentality of the government, including state universities and colleges,
government-owned and/or controlled corporations, government financial institutions
and local government units procuring Goods, Consulting Services and Infrastructure
Projects.

Qualification Standards. This refers to the minimum requirements for types of
positions in terms of education, training and experience, eligibility, and other qualities
for successful performance.

Reclassification of Position. This refers to the change in position title with the
corresponding increase in salary grade taking into consideration the qualification of the
incumbent and the criteria applicable to the position.

Records. This refers to any paper, book, photograph, motion picture film, microfilm,
sound recording, drawing, map, or other documents of any physical form or character
whatever or any copy thereof, that has been made by any entity or received by it in
connection with the transaction of ---- business, and has been retained by that, entity
or its successor as evidence of the objectives, organizations, functions, policies,
decisions, procedures, operation or other activities of the government or because of the
information contained.

Records disposition. This refers to the systematic transfer of non-current records from
an Office to any records storage area. The identification and preservation of permanent
records, as well as the outright destruction of records that are no longer of value to the
department.

Records Disposition Schedule. This refers to the listing of a records series by an
organization presenting or indicating each records period of retention in the Office area
in storage as inactive file and its preservation or destruction.

Records Management System. This refers to an information system which captures,
manages, and provides access to records.

Records Series. This refers to a group of related records arranged under a single unit
or kept together as a unit because they deal with a particular subject, resulting from
the same activity.

Repeat Order. This refers to the method of procurement of goods from the previous
winning bidder, whenever there is a need to replenish goods.
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“Retention Period. This relers to the specilied length of ime established and approved
by competent authority within which a record file may be maintained or stored in an
agency before it is finally disposed of.

Representative. This refers to a person duly authorized in writing through a valid
Special Power of Attorney (SPA) executed by the applicant specifically stating the name
of the representative and the purpose for its issuance.

Salary Adjustment. This refers to the change in salary as a result of increase in pay
levels or upgrading of positions which does not involve a change in qualification
requirements.

Shopping. Under Section 52.1 (b) refers to the procurement of ordinary or regular office
supplies and equipment not available in the DBM-PS, in the amount not exceeding P1M.

Sick Leave. This refers to leave of absence granted on the account of sickness or
disability on the part of the employee concerned or any member of his immediate family.

Small Value Procurement. This refers to: (a) goods not covered by shopping under
Section 52 of the IRR of RA 9184, (b) infrastructure project, and (c) consulting services.
The SVP shall be subdivided into two: (1) amounts of Php50,000.00 and below and (2)
amount more than Php50,000.00 but does not exceed Php1,000,000.00.

Special Order (SO). This refers to the authority issued by the Department of Education
as a requirement for the graduation of students from the formal secondary level in
private schools, on a certain date, and is granted conditionally upon the successful
completion of the requirements, therefore.

Special Privilege Leave. This refers to leave of absence on which officials/employees
can avail for a maximum of three (3) days annually (personal milestones, personal
obligations, filial and domestic responsibilities.)

Step Increment. This refers to the increase in salary from step to step within the salary
grade allocation of the official or employee’s position in recognition of meritorious
performance based on a Performance Management System approved by the CSC and/or
through length of service.

Tangible. This refers to a thing that is perceptible by touch.

Temporary PCAB License. This refers to the document issued by PCAB to a contractor
who has filed for renewal of PCAB license before the 30t of June of each year but have
not yet been processed due to high volume of applicants.
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“Terminal Leave. This refers to money value ol the total accumulated leave credits of
an employee based on the highest salary rate received prior to or upon retirement
date /voluntary separation.

Transfer. This refers to the movement from one station to another which is of
equivalent rank, level, or salary without break in service involving the issuance of an
appointment.

Upgrading. This refers to the change in position title with the corresponding increase
in salary grade. Positions are upgraded in order to effectively attain the functions and
duties attached to the position and for the employee to perform an all-around
adaptability in meeting diverse work assignments.

Vacation Leave. This refers to leave of absence granted to officials and employees for
personal reasons, the approval of which is subject upon the necessities of the service.

Valuable Items. This refers to the items that have considerable monetary and material
value for use or exchange. E.g., jewelry, mobile, wallets, laptops, iPads, etc.

Verification. This refers to a sworn statement attesting to the truth of the facts ina
document.
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Acronyms
ABC Approved Budget for the Contract
ACIC Advice of Check Issued and Cancelled
ADA Advice to Debit Account
ADA III Administrative Aide Il
ADA IV Administrative Aide IV
ADA VI Administrative Aide VI
ADAS 1 Administrative Assistant [
AOB Abstract of Bids
AOQ Abstract of Quotation
AOYV Administrative Officer V
AO IV Administrative Officer IV
AO1II Administrative Officer II
AO1I Administrative Officer [
ARA Agency Remittance Advice
APP Annual Procurement Plan
AMS Asset Management Section
AMT Attendance Monitoring Tool
AGDB Authorized Government Depository Bank
APDS Automatic Payroll Deduction System
BAC Bids and Awards Committee
BR Board Resolution
CDRec Cash Disbursement Record
CAF CAV Application Form
CAV Certification, Authentication & Verification
CLP Certification of Last Payment
CAO Chief Administrative Officer
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- REGION IV-A — CALABARZON
CsC Civil Service Commission
CTI Co Terminus with the Incumbent
COA Commission on Audit
COE Certificate of Employment
Cos Contract of Service
DTR Daily Time Record
DBM Department of Budget & Management
DepEd Department of Education
DFA Department of Foreign Affairs
DO DepEd Order
DM DepEd Memorandum
DR Delivery Receipt
DV Disbursement Voucher
DMS Document Management System
DEF Driver’s Evaluation Form
EBCS Electronic Billing and Collection System
ESSD Education Support Services Division
ERF Equivalents Record Form
FD Functional Division
GAA General Appropriations Act
GPPB Government Procurement Policy Board
GSU General Services Unit
GFI Government Financial Institution
GMIS Government Manpower Information System
GSIS Government Service Insurance System
HDMF Home Development Mutual Fund
HOPE Head of the Procuring Entity
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HRMO Human Resource Management Oificer
ICS Inventory Custodian Slip
IIRUP Inventory and Inspection Report of Unserviceable

Property
IIRUSP Inventory and Inspection Report of Unserviceable

Semi-Expendable Property
ITB Invitation to Bid
118) Implementing Unit
JO Job Order
JR Joint Resolution
LCB Lowest Calculated Bidder
LCRB Lowest Calculated and Responsive Bidder
LO Liaison Officer
LDDAP List of Due and Demandable and Accounts

Payable
LWOP Leave Without Pay
MWEF Maintenance Work Evaluation Form
MC Memorandum Circular
MDS Modified Disbursement System
MOA Memorandum of Agreement
MT Master Teacher
NOA Notice of Award
NAP National Archives of the Philippines
NBC National Budget Circular
NCP Newly Created Position
NTP Notice to Proceed
NTP Non-teaching Personnel
NOSA Notice of Salary Adjustment
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REGION IV-A — CALABARZON

T NOSCA Notice of Organization, Statffing and

Compensation Action

NOSI Notice of Step Increment

OARD Office of Assistant Regional Director

ORD Office of Regional Director

ORS Obligation Request and Status

oP Order of Payment

OR Official Receipt

ORAOHRA Omnibus Rules on Appointment and Other
Human Resource Action

PAR Property Acknowledgement Receipt

PC Property Card

PCAB Philippine Contractors Accreditation Board

PDF Position Description Form

PhilGEPS Philippine Government Electronic Procurement
System

PO Purchase Order

POE Program of Expenditures

POW Program of Works

PPMP Procurement Project Management Plan

PU Procurement Unit

PRIME-HRM Program to Institutionalize Meritocracy and
Excellence in Human Resource Management

PSIPOP Personal Services Itemization and Plantilla of
Personnel

PEPT Philippine Educational Placement Test

PHIC Philippine Health Insurance Corporation

PLI Private Lending Institution

PR Purchase Request
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PPE Property Plant and Equipment
RA Republic Act
R-IRR Revised Implementing Rules and Regulations
RFP Request for Proposal
RFQ Request for Quotation
RDS Records Disposition Schedule
RSP Recruitment, Selection and Placement
RCI Report of Checks Issued
RADAI Report of Authority to Debit Advice Issued
RCD Report of Collection and Deposits
RBA Request for Budget Approval
RD Regional Director
RIAC Regional Inspection and Acceptance Committee
RIC Regional Inventory Committee
RMOM Records Management Operations Manual
RO Regional Office
ROP Regional Office Proper
RPU Regional Payroll Unit
RIS Requisition and Issue Slip
RPCPPE Report on the Physical Count of Property, Plant
and Equipment
RPCSP Report on the Physical Count of Semi-Expendable
Property
RRPPE Receipt of Returned Property Plant and
Equipment
RRSP Receipt of Returned Semi-expandable property
RSMI Report of Supplies and Materials Issued
sC Stock Card
SCB Single Calculated Bidder
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~ SRB Single Rated Bidder

SRRB Single Rated and Responsive Bidder

SCRB Single Calculated and Responsive Bidder

SO Special Order

SOA Statement of Account

SALN Statement of Assets and Liabilities Net worth

SAO Supervising Administrative Officer

SDO Schools Division Office

SH School Head

SLIIAE Summary of LDDAP-ADAs Issued and Invalidated
ADA Entries

SPC Semi-Expendable Property Card

TCE II Teacher Credentials Evaluator II

TA Travel Authority

TEADoc/TEAHub Transparent, Ethical, and Accountable
Document Tracking System

TOR Term of Reference

WMR Waste Material Report

woO Work Order

Prepared by: Approved by:

ANN GERAL . PELIAS ATTY. ALBERTO T. ESCOB , CESO II

Chief Administrative Officer Regional Director

Administrative Services Division
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