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Republic of the Philippines

Department of Education

REGION VIII
SCHOOLS DIVISION OF BILIRAN

May 29, 2026

DIVISION MEMORANDUM
No. s. 2026

UPDATING AND POSTING OF THE 2026 CITIZEN’S CHARTER

To:  OIC-Asst. Schools Division Superintendent
Chief Education Supervisors
Division Office Personnel
Public Schools District Supervisors
Public Elementary and Secondary School Heads
All Others Concerned

1. Attached is a Memorandum DM-OUHRODI-2026-1133 from Wilfredo E.
Cabral, Undersecretary for Human Resource and Organizational
Development, Infrastructure with the subject: Reminders on Updating the
DepEd Field Offices and Schools’ Citizen’s Charter in Alignment with the
DepEd Citizen’s Charter 2026 Edition.

2.  The DepEd Citizen’s Charter 2026 (1st Edition) can be accessed thru
https://www.deped.gov.ph/about-deped/citizensharter/.

3. To reiterate, all governance levels (CO, RO, DO, Schools) shall be guided
by the service standards published in the latest Citizen’s Charter (CC), i.e.:
a. Services applicable to their office,
b. Documentary requirements from the client,
c. Procedure to obtain a particular service (client steps and agency
action),
Person/s responsible per step,
Applicable fee/s (transaction cost),
Processing time, and
g. Procedure for filing complaints.

o a

4. S required by Anti-Red Tape Authority (ARTA), the Citizen’s Charter
shall be in 3 forms: Handbook, Information Billboard and online CC
posted in the website.

5.  Each functional division is expected to align its external and internal
services that need to be included in the updated 2026 Division Office Citizen’s
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SCHOOLS DIVISION OF BILIRAN

Charter with reference to the attached list of services by functional division
taken from the DepEd-wide 2026 Citizen’s Charter 1%t Edition.

6. Likewise, all elementary and secondary schools shall print their
Citizen’s Charter or shall print the external and internal services applicable
to them, culled from the DepEd-wide CC and, also post their external services
may be in tarpaulin/poster at the main entrance or in a most conspicuous
place.

7. It is emphasized that the procedure in filing complaints with reference
to page 633 of the DepEd CC 2026 Edition must be posted at the main
entrance of the office or at the most conspicuous place.

8.  The Division Office and schools shall record the feedback of clients on
the services in the CC using the Client Satisfaction Measurement (CSM) which
shall be accessible by posting the link or QR code or thru hard copies. All
external and internal Division Office Clients are required to fill up the SDO
Client Satisfaction Measurement thru this link: bit.ly/sdobilirancsm.

9. Itis required that the updated Citizen’s Charter shall be posted in the
SDO website on or before June 30, 2026 and shall be monitored by BHROD
in July 2026. It is also reiterated that conformance to RA 11032 is subject to
random audit or monitoring by the ARTA Compliance Monitoring and
Evaluation (CMEO).

10. The Division and schools are also reminded to update the composition
of the Sub-Committee on Anti-Red Tape (Sub-CART) following DepEd Order
No. 40 s. 2025 using the links: bit.ly/2025DepEdCART for SDO and
bit.ly/2025DepEdCARTSchools for schools.

11. Wide dissemination of and strict compliance with this Memorandum
are desired.

ROBERTO N.
Schools

GALIMAN PhD, CESO VI
ivision Superintendent

References:
DM-OUHRODI-2026-1133 a2
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SCHOOLS DIVISION OF BILIRAN

Enclosure to DM No. s. 2026

DehED

1 Processing of communication received through the Public Assistance Action Center (PAAC)......... 448

2. Request for Certification as to the Pendency or Non-Pendency of an Administrative Case ............. 449
Quality Assurance Division 450
1. Application for Establishment, Merging, Conversion, and Naming/ Renaming of Public Schools and

Separation Of PUDIC SCROOS ..........c vttt s st sassessss sttt e 450
SCHOOLS DIVISION OFFICE 464
EXTERNAL SERVICES 464
Curriculum and Instruction Division 465
1. Borrowing and Returning of Supplementary Leaming Resources from Library Hub........................ 465
2. Registration for an Account in the LRMDS Portal 466
Office of the Schools Division Superintendent ~ Admin Unit - Cash, 468
1. Claiming of Checks for Payment of Obligation (made through Checks) 468
Office of the Schools Division Superintendent — Legal Unit 470
1. Correction of Entries in School Records 470
2. Legal Assistance to Walk-in Clients 472
Office of the Schools Division Superintendent — Personnel Unit 473
1. Acceptance of Application for Reclassification of Teaching Positions 473
2. Acceptance of Employment (Non-Teaching and Teaching Related POSItions)................ccovccceevercnces 475
3. Issuance of Certificate of Employment (COE) 4n
4. Issuance of Service Record (SR) 478
Office of the Schools Division Superintendent — Property and Supply Unit 480
1. Delivery Inspection and Acceptance of Tangible Assets (Supplies/ Materials/ Equipment) - Central
Office (CO)-Procured with Logistics Services 480
2. Delivery Inspection and Acceptance of Tangible Assets (Supplies/ Materials/ Equipment) — Central
Office (CO)-Procured 481
3. Delivery Inspection and Acceptance of Tangible Assets (Supplies/ Materials/ Equipment).............. 483
4. Request for Certificate of Final Acceptance or Certificate of Completion ...484
5. Request for Supplier’s Performance Evaluation 486
Office of the Schools Division Superintendent — Records Unit 488
1. Issuance of Academic School Record (Referral from the School of the Non-Availability of School
Records) 488
2. Issuance of Academic School Records for Certification, Authentication, and Verification (CAV) of ALS
and PEPT Completers/Passers 490
3. Issuance of Academic School Records for Certification, Authentication, and Verification (CAV) for
Learners from Closed Private Schools v 495
4. Issuance of Requested Documents — Walk-In 499
S. Issuance of Requested Documents (Online) 500
6. Handling of Incoming Communications 502
School Governance and Operations Division 504
1. Application for the Issuance of Government Recognition to Private Schools (Kindergarten,
Elementary, and Junior High School levels) S04

2. Application for the Issuance of Govemment Permit to Operate for the Opening/Establishment of
New Kindergarten, Elementary (Grades 1 to 6) and Junior High Scheol (Grades 7 to 10)
Levels/Additional Grade Level for Elementary (Grades 1 to 6) and Junior High School (Grades 7 to 10)
for Private Schools 508
3. Application for the Issuance of Special Orders (SO) for Graduation of Private School Learners......512
4, Application for the Opening/Additional Offering of Senior High School (SHS) Program for Private

Schools 514
S. Application for the Renewal of Government Permit to Operate of Kindergarten, Elementary (Grades
1 10 6) and Junior High School (Grades 7 to 10) Levels of Private Schools 517
6. Application of Summer Permit for Private Schools 521
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SCHOOLS DIVISION OF BILIRAN

Enclosure to DM No. s. 2024

DehED

7. Application for Tuition and Other Fees Increase, No Increase, and Proposed New Fees of Private

Schools ... S L
8. Appmatvon 1or Voluntary (Temporary/Permanent) Closure of Private Schools
9. Endorsement of Voluntary (Temporary/Permanent) Closure of Private Schools ..
10. Recognition of Professional Development (PD) Programs - SDO Level...................
11. Request for Basic Education Data

SCHOOLS DIVISION OFFICE 535
INTERNAL SERVICES 535
Curriculum and Instruction Division 536
1. Quality Assurance of Supplementary Leaming Resource 536
2. Submission of Contextualized Leamning Resources 537
Office of the Schools Division Superintendent — Admin Unit - Cash 540
1. Handling of Cash Advances 540
Office of the Schools Division Superintendent ~ Finance Unit — Budget 542
1. Posting/Updating of Disbursement 542
2. Processing of Obligation Request and Status (ORS) 542
Office of the Schools Division Superintendent ~ ICT Unit 545
1. User Account Management for Centrally Managed Systems. 545
2. Troubleshooting of ICT Equipment 546
3. Uploading of Publications 547
Office of the Schools Division Superintendent - Legal Unit 548
1. Issuance of Certificate of No Pending Case 548
Office of the Schools Division Superintendent - Personnel Unit 549
1. Application for Equivalent Record Form (ERF) 549
2. Application for Leave S50
3. Application for Retirement 552
4. Issuance of Certificate of Employment (COE) 554
5. Issuance of Foreign Official Travel Authority. 554
6. Issuance of Foreign Personal Travel Authority 557
7. Issuance of Service Record (SR) 560
8. Loan Approval and Verification S61
9. Processing of Appointment (Original, Reemployment, Reappointment, Promotion and Transfer)..562
10. Processing of Terminal Leave Benefits 565
11. Request for Correction of Name and Change of Status 566
Office of the Schools Division Superintendent — Property and Supply Unit S68
1. Requisition and Issuance of Supplies 568
2. Property and Equipment Clearance Signing 568
School Governance and Operations Division — Planning and Research Section S70
1. Request for Basic Education Data (Intemal Stakeholder) 570
2. Request for Data for EBEIS/LIS/NAT and Performance Indicators 571
SCHOOLS 572
EXTERNAL SERVICES 572
1. Acceptance of Employment Application for Teacher | Position — Online 573
2. Acceptance of Employment Application for Teacher 1 Position — Walk-in 574
3. Administration of the Philippine Early Childhood and Development (ECD) Checklist ....................... 577

4. Borrowing of Learning Materials from the School Library / Leaming Resource Center
S. Distribution and Usage of Printed Self-Learning Modules in Distance Learning Modality .................... 579
6. Enroliment — Online 580
2. Enroliment — Walk-in 594
8. Handling of Incoming Documents s - oo 609
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SCHOOLS DIVISION OF BILIRAN

Enclosure to DM No. s 2026
9 Issuance of Learners’ Academic Records for Certification for Local Employmaent . 610
10 MdMWMMhMWNMKAmH
11 lssuance of Reconstructed Diploma ... SRR s skl
12 lssuance of School Form 10~ muwmw WARTOv, 617
13 ksuance of School Form 10 - Senior High School - ..618
L) mawmomnmw&mmcm«mum ..619
15. Public Assistance (Email / Social Media) _Jn
16, Public Assistance (Walk-in) 623
17. Mum«mwmwmwmrmmrmm
(Implementing Unit) 624
18, Reservation Process for the Use of School Facilities 625
INTERNAL SERVICES 628
LMMwmws«mawudemﬁamndwmmmm ....... 62:)
2. Laboratory and School Inventory :;
3. School Learning and Development 1
FEEDBACK AND COMPLAINTS MECHANISM 633
LIST OF OFFICES 635
sonof o, 5
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