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SCHOOLS D[VIS[ON OF ANGELES CITY

NOV    0   9

Office of die Schools I)ivision Superintendent
November 9, 2021

DIVISION  NIEMORANDU M

NO.arl        s.    2021

TO:         A§sistant schools Division superintendent
Chief ES, School Governance and Operations Division
Olc, -Chief- ES, Curriculum lmplementation Division
Heads of the Public Elementary and Secondary School Heads

DIVISION WEBINAR 0N EFFECTIVE RECORDS MANAGEMENT FOR EFFICIENT
ADMINISTRATIVE 0PERAT[OII S

1.             This office through the OSDS-Records section shall conduct the Division webinar on Effectlve
Records Management for Efficient Administrative Operations on November 15, 2021 ; from 8:00 AM to

5:00 PM via Microsoft Teams.

2.             Specifically, this activfty aims to realize the following objectives;
2.1 discuss the Basic Records Managemen( involving the process Of creaton; maintenance

and use; and disposition of records in relation to ISO Principles;

2.2   orient   the   participants   on   the   Access   and   Security   Of   Records   relative   to   the

lmplemenlation of Data Privacy Act an`d Freed`om of Information;

2.3    present  and  re-orient on  the  implementation  of  DepEd  Order  No.  48  s.2017  on  the

Policy  and  Procedural  Guidelines  on  the  ee"cation,  Authentication  and  Verification  of

Basic Education School Records;and

2.4  provide  the  necessary  office  supplies  in  support  to  efficient  Records  Management

among the functional units in the dMsion and select public schools.

3.          Partlctpants are schcol Heads, Administratve officers ll or Administrative Assistants and Division

personnel.

4.             Attached is the Indicative Training Matrix for reference and the Teghnical working Committee.

5.            Expenses relative to the conduct of the program shall be charged against Division M00E
HRTD Funds subject to the usual accounting and auditing rules and regulations.

6.         Immediate and wide dissemination and compliance with this Memorandim is ea
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estly desired.

AYO PhD, CESE
A§§j§tgn! Schggl§  Divi§ign Superintenoent

Officer -in-Charge
Office of the Schools Division Superintendent

av   aoai-25t
Address: Jesus Street, Pulungbulu, Angeles City
Telephone No.  (045) 3224101
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Schools Division of Angeles City

Enclosure No.  1 - Indicative Training Matrix

DMsion Webinar on Effective Records Management for Efficient Administrative Operations on
November 15, 2021

Time
No. ofAdinutes topics

Resource Person/Faci lltator

8:00am 8:30 30 minlltes
Opening Program HRD Unit

8:30 1 1 :30 3 hours

Basic Records ManagementAccesstoOfficialRecords and Edna CanlasAOIVOliviaM.Sibug,

Disclosure (DPA & FOI) A0 V, Records OfficerDepEdRegionalOffice

11 :30 12:00nn 30 mins •   OI)en Forum

1,00pm 4:30 pin
3 hours & 30

Disposition of RecordsRe-OrientationonDepEd Order Edna CanlasAOIVoliviaM.Sibug,

minutes No. 48 s.2017 Policy and A0 V, Records Officer
Procedural Guidelines on the CAVofBasicEducationSchcolRecords DepEd Regional Office

4:30pm 5:00pm 30 minutes Open Forum/Closing

TECHNICAL WORKING COMMITTEE

Chairman -
Members
Program"oderator
Certificates
lcT Technical Support
Attendance and Meals

Edna Canlas

Arcely G. Garcia
Vilma T. Encjso
Aveneir V.  Mendoza
Abygali cayfao
Jose Fans Batul

Address: Jesus Street, Pulungbulu, Angeles C.rty
Tele|)hone No.  (045) 3224101

Administrative Officer IV

SEPS- HRD
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