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Republic of the Philippines 11 AUG 2003
Bepartment of Ehucation | Q2 OTA,
REGION XI RECEIVED]
SCHOOLS DIVISION OF DAVAO DE ORO

!

Office of the Schools Division
Superintendent

August 10, 2023

DIVISIONME MORANDUM

0SDS-2023g 8 2

DESIGNATION AS OFFICE-IN-CHARGE
OFFICE OF THE SCHOOLS DIVISION SUPERINTENDENT

To NORBERTO S. MANLANGIT, MPA
Administrative Officer
V Department of
Education This
Division

1) In view of the Official Travel of the undersigned to Davao City for the
Attendance to the Bagong Pilipinas Serbisyo Fair Regional Working
Committee for Davao de Oro on August 11, 2023, you are hereby
designated as the Officer-In-Charge of the Office of the Schools
Division Superintendent while on Official Business. =

2) Please see attached Division Memorandum No. 335 s. 2023 dated April
13, 2023, entitled: “Designation as Officer-In-Charge (OIC) in the

Office of the Schools Division Superintendent”, for your reference
and proper guidance.

3} For your information and strict comphance.

=

CRISTY C. EPE

Schools Division Superintendent&

Address: Capitol Complex, Brgy. Cabidianan, Nabunturan, Davao de Oro
Contact No0.0951-387-1728 (TNT); 0915-399-7779 {Globe)

Email Address: davaodeoro@deped.gov.ph

Website: www.depeddavaodeoro.ph
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REGION X1
SCHOOLS DIVISION OF DAVAD DE ORO

Office of the Schools Diviston
Superintendent

April 18,2023

DIVISION MEMORANDUR.
No.__ 838 ,s.9023

DESIGNATION AS OFFICER-IN-CHARGE {OIC)} IN THE OFFICE
OF THE SCHOOLS DIVISION SUPERINTENDENT

QIC-Assistant Schonls Division Superimterndent
Chief Education Supervisor
Education Program-Supervisors
Public Schodls District Supervisorsy

Disttict Coordinating Frincipals
Public Blementary and Secondary School Heads
Public Blernentary and Secondary School Teachers
Heads of Sections/ Units
All Others Concerned

To

..

1. Ttheexigency of the service and for smooth and exderly aperation of the Office, the
Geslgniation of officers as Dfficer-n-Chare JOTCY fn thi Office of the Schonls Division
Superintendent of the Departrent of Education - Division of Davao de Oro, whenever
the Schools Division Superintendent is on official business/officisl Hime, and on leave
of abserice, shall ba in fhe following order of succession, o wit:

ARLYNB. IIMTHD

Chief Edncation Supervisor

Curriculwm Implementationt Division (CID)
OIC-Asst. Schools Division Supexintendent

Administrafive Offfcer'V

2, Tp addition to the nsnal functions attached to the position, the designated Officer-In-
Charge (0IC) shall perform tha following functions:

4} Répresant the SDS in any activity where her presence is expected, regunired and
deemed Important;

1) Sign.communications and approve administrative and financial actions delegated
o the Schools Division Supetintendent: plirsuant fo existing DepBd isstances,
except eppointnents and transfex/reassigument of pexsormel.
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REGION X1
SCHODLS DIVISION OF DAYAC DE ORO

Office ofthe Schools Bivision
Superintendent

b.1) Approve/sign Travel Authority for Official Travel and Trip Ticket:

b.2) Approve/sign Application for Leave (Form 6);

b.3) Approve/sign Monthly Payroll Worlksheet and Report.of Service (Form 7);

b4} Approve Puschase Request (PR}, Parchase Qrder {PO), Obligation Request
(OBR), Request for Cagh Advarive for School Meintenance and Other Opervating Bxpenses
{MOGE), Disbursement Voucher, not exceeding Thwee Flupdred Thowsand Pesos
(P300,000.00), and Liguidation Repork;

bB) Approve/sign Oliligation Request and Disbursement Voucher for monthly
payzroll of employees;

1.6} Approve/sign Listof Dne and Demandable Acconns Payable-Advice fo Debi
Account. (LDDAP-ADA), Advice of Checks Issued and Cancelled (ACIC), and Payroll

Crediting Systern Validation (PaCSVal);
b.7} Approve/sign Request for Funding Requiternents to DBM and other similar
Enencialrequests and for reporis;

b8} Approvefsign Provident loan not exceading One Hundred Thousand Pesos
(P100,060.00); and

b.9) Approve/sign veporis requested hy othef oversight agencies such as the Clvil
Seryice Commission (C5C), Commiission on Audit (COA), Buréan of Treasury (BT,
Government Service Insurance System (G5IS), Philledlth, Flome- Development Mutual

“Fund (Pag-TBIG Fund).ete.

3. Thedesignated OIC shail sign official correspondence as follows:

By authority of the
SchovisDivision Superinterndent:

()

(Position Title)
Officer-In-Charge

4. Al other isswamices and provisions of issnances which are inconsistent wifh. the
aforsmentioned ate repeafed ¢r:modified accordingly.

5. The OIC shalf rendera xeport of all signed documeents dufing their termas OIC.
6. Immediate dissemination of this Memorandum iy desived.

CRISTY C.EPE, CESE
Schools Division Snperintendent:

2%, AddresssCapitol Coraplex, Brey, Cabidianan, Nabtnturan, Davaade Oro
% Contact No0B51-387-1728 {TN); 02153997772 {Globe)
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