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DrvrFrgN MFU,ORANDUM

November 20,2024

Brgy. Osmena, Dapa, Surigao del Norte,8417
Contact No.: 09190040217

l-r1 siargao@cteped.gov.ph lit DepEd siargao

Official Website: www. sdosia rgao.com

To Asst. Schools Division Superintendent
Chiefs of SGOD and CID
Section/Unit Heads
Elementary School Heads
IUs/Non-IUs Secondary School Heads
A11 Concerned Personnel

REITERATION ON THE SUBMISSIOIT OF T}IE CLIENT SATISTACTION
MEASURTMET{T (CSM} RESULTS FOR FTSCAL YEAR (Fy} 2024

1. Fursuant to unnumbered memorandum issued from Central Office dated November
15, 2424 re: Submission of the Client Satisfaction Measurement (CSM) Results for
Fiscai Year (FY) 2024, this office and schools shall submit their CSM results to public
Assistance Service- Public Assistance Action Center {PAS-PAAC) on or. before
December lO, 2024.

2. Only submissions to PAS-PAAC through the links provided below shall be considered
in crafting the DepEd-wide FY 2024 CSM Report.

Governance
Level

Oflice Link

Schools
Division
Office

Budget Unit h bi S
Cash Unit https: / /bit.lylDepEd2O24ESM-SDO*CU
Information and
Communications
Technologr Unit

httos: / /bi LylDepEd2024CSM .SDO ICTU

Legal Unit https: / lbit.Lv / SM SDO LU
Office of the
Schools Division
Superintendent

https: I lbit.lvl O24CSM SDO OSDS

Personnei Unit httE :/ /bit.lylDepEd2o2aCSM SDO PU

.w^"
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Property
Supply Unit

and https: / /bit.lvlDepEd2024CSM SDO PEIJ

Records Unit https:/ lbit.ly/DepEd2o24CSM SDO RU
Curriculum
Implementation
Division

https: I /bit.lvlDepEd2024CSM SFO- 9ID

SGOD-
and
Section

Planning
Research

https: / /bit.lvlDepEd2024CSM SDO PRS

SGOD- School
Management,
Monitoring, and
Evaluation
Section

https: / /bit.1vlDepEd2024C$M SDO SMMES

Schools (External Services)
https: I /bit.1v/DepSd2O24CSM ExtSchools4
https: / /bit.lv /DepEdZO24C$M ExtSchoolsB

Schools (Internal Services) https: / /bit.1v/DepEd2024CSM IntSchools

3. Each unit and school are responsible for consolidating and submitting their own
CSM resuits. They shall also upload a Memorandum (Please see Annex E of the
attached memorarrdum), signed by the SDS and School Head to ensure the
truthfulness, accuracy and completeness of the CSM results through the assigned
Gor:gle form links stated above.

4. Immediate dissemination and strict compliance of this memorandum is hereby
directed.

KAREN L.
Schools S

Encl.: Memorar.idum from CO dated 11/ 15/2O24 al:d Annexes
Reference:
To be indicat"ed in the Perpetual Index under the following subjects:

CSM PAS-PAAC Client Satisfaction

OSDS/MSE
Lr 122/2024

o$ro
BrsY' osmena' 
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MEMOn.ANDUM

TTOR Undersecretaries
Assistant Secretaries
Bureau and Senrice Directors
Division Chiefs/Office Heads
Regional Directors
$chools Division Superintendents
School Heads

A1"I"N Regional Public Coordinators
Coordinators

4_

Public

I,-R()T4
Secretary for Pu

siljil,Jl,ii:i SUBMISSION OF THE CLIENT SATISFACTION
MEASUREMET{T {CSM} RESULTS FOR FTSCAL YtrAR {h-Y}
2O2.1

ilA'i'1, November L5,2424

All officr:ri f,ront the Central Oftrice {CCI}, Regional Offices {ROsi, Schools f}ivisitn
$ffices {SilOsf, anel schools with declarerl serrrices in the DepEd Citiaerr's
Charte:: a:,:c required to subrrit their FY 2024 Client Satisfaction Measurernent
{CSMI results to the Public Affairs Service * Public Assistance ,&ction Center
{PAS-PAAC} on or before December 20,2024"

This requiirement is in accordance rvith Memorandum Circular {MCJ No. 2019-0O2
titled "Guidelines on the Implementation of the Citizen's Cha.rter in Compli.ance wit\r.
Republic A*t 11.A32, Otherutise Knawn as the 'Ecse *f Dotrtg Business and fficient
G*uern.m.ent Seruice D*liuerg Act af 2A 1 8, " and fts Implementing Rules a nd R*Eulattans
ffftH],"rryhich states that all government agencies are required to submit their CSM
report annually.

In accordance with Sectior: 3 {b}, Rule IV of the trRR of RA 11032, government
agencies shall coilect client satisfaction feedback for all services, both external and
internal. h 2A22, the ARTA issued MC No. 2022-05 titled "Guidelines on flte
Implementatian of the Harmonized Cl.ient, Safis/acfion Mea.surement" adopting a
harmonized and standardized CSM tool to effectively evaluate overall client
satisfaction and gather feedback on the services provided by government agencies.
The CSM repart enables agencies to systematicallsr assess and improve the quality of
their services" By gathering valuable client feedback, the CSM report identilies
strengtLrs and areas lor inrprovemerrt, fostering a cutrture of continuous enhancement

Communicatiofis Division, DepEd fompler, fdoralco Avenue, Fasig City 1600

Telephone No.: {02} 6316033/ 63321?0

ffi oepra rhilippines ffi gaepeapnitippines S eoepru-eu ffi **w.deped.gov.ph
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in service detivery. Furthermore, it promotes accountabiiity and transparency by
publicly reparting the results, therehy building tnrst in the operations of government
of{ices.

To ensure that accurate and correct data are submitted to PAS-PAAC for
consolidation and processing, all concerned oflices and schools should adhere to the
following guidelines:

Snly offices with declared services in the DepEd Citizenns Charter are
REQUIRED to submit. Pk'lrsc rcfl'r to Atirres A ou thc r:ornplc:lt: list rilofiicr:s
iriIr{ st:rvir-[:s I]tjr golrrnr:infti,' ltvci.

b. Surl'ey results for both external and internal services shall be reported;

c. Sr.lnrey resporrses shall only be extract*d from th* AR?A-prescribed CSM
Forrn. FAS-PAAC will not consider data culiecl frorn the o1d feedback fnrms
e.g. CCSS Forrn to ensure cansistency and avoid any confusion in converting
the results;

d. $urrrey rcspoa.ses, both collec*ed online or from hard copies sf the AR?A-
preseribed CS*I Forrns, shall Be submitted.. Offices and schools can utilir,e
this template to encode client feedback frorn CSM Forn: hard copies for eaey
consotridation with the online survey respon$es:
httr:s: / /b1!.ly/T.pmplaleC$IvlResults. Kintlly download the excel lile, Note that
the template is nct required to be submitted to PAS-PAAC asd shall only be
used internall-rr by tkre of{ice or schocl;

e. instructions and reminders in preparing and subrnitting the offices' CSM
results are provided in Annex B;

l'. Csncerned offices and schools shall subrnit through the Google Form
trinks provided in Annex C. Pleasr: bc reminclecl thi'il- PAS IjAAC i,r,i1i ouh'
iri,'rLrpi- su1:rrrissions thr ough thi: links. Herrce, cma-ril or hard co1:v sttl:missious
rl{-i111 claiet shall not ltt: t:i-rttsirlercri:

g. Offices and schools sha1l anly subnrit one {1} CSM result per deelared
seil/i.ce;

ir. Il,trch collc(.'tnerl r:ni1 ;lrrrrl scirool is rr:s1:ousil:1c fot- cunsr:lirletlit:g irntl
sLri-'llltting tht:jr r,ru,r.: CSh'l rr:sults. To erlsure that all rr-'lcvant olfices irr thc
El( )s aird SflOs sultmit Lhrrr CSM rr:sr-ills. the Regional Public Assistance
Cloordinators {RPACs} and Division Public Assistance Coordinators
{DPACs} must suhmit a Memorandum (Annex D) signed by their Regional
Director tRD) or Schools Division Superintendent (SDSI
confirming/attesting that all offices with declared services within their
go\rernatrce level have provided their CSM data. RPACs ancl DPACs shiill

Cumfirunicalior"rs Division- D6p[ci Complex, Merrlcc Avenue, Pasi6 City 1600

T.rlerihone No. : (02) 531 60:3/ 63321 20

ffi oapru Fhilippines flW Oaepeapnitippines $l Ooepra*ru ffi www.oeped.gov.Fh
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submit th* said Memorandum
Lrt!B.s: I / bit.1v /!Sh.!RwultsSubrni"spipn.

through this link:

i. The CO, ROs, SDOs, and schools shall also u,pload a Memorandum {Annex
E|, srgnccl h], t}-rcir- Unclcrsccrctary-/Assis1an1. Sei:relilr!/BLrrcall or Service
Ilit'trctr-rr. 1?D. SDS. clr" Sr:l-rooi Hcarl to er")slrre 1l"ie trlltllftriucss, ;rccurac\,, a;rcl
ur;mplelcnc,qs r.ll" lirc CSi\,l r-t-rsir.lts l.hroitgi: thc *ssigned tloc;glt' Ft-rrm lrnlts in
Ar"rllr::< C, arrr-1

j. RPACs and DPACs are encouraged to guide the concerned units and schools
in preparing their CSM results. Field offices and schools are aiso advised to
address arry concerns regarding CSM with their respective RPAC or DPAC
first.

Atri cffices are reminded to secure both digitai zurd physical copies of the CSM Forms
and maintain integrity during the preparaticn of the CSM Report as section 4.8.2 of
ARTA MC No. 2022-05 states that "The ARTA reserrTes th* right to request proof af
survey resulte, including the ccrmpietecL paper surveys and ti:e Excel file of the
aggregated data."

Note that *on:qp+qrJtanqe to ARTA regq[*tio$.F, ap.s.tip]rlated in RA 11OQ?, $rar
le+d .to af,mi.nirtrative triabilities.

For any clarification or concern, pl*ase contact Ms. Oyazieiie Anne A. Sarical or I\{s
Ariane L. Lerma, PAS"PAAC, through the following:

trmail add.ress : de U:d actia&cer*erfildepe d. eov.ph
Phone nurnbers: 8638-7530, 8633- 1942
Viber mobile number: A9672498552

knmediate di.ssemination of and strict compliance wtti: this issua"nce is directed.

Enclosuresl
Annex A: Ex|ental and Irrfernnl ,Serpi*es to be Reporfed for tlrc CSM
,4rine.x Il; Gufrlelimes rn Prepanirg awl Submitling C:SM r?esuif.s
Annex C: Goagle Forrn finks
A*nex D: CISM Su&mission Memo Templat.e for RP,4Cs and DPdCs
Aruwx E: lnransrnifral Mema Template
llfC lfo. 2A I 9-a0g
&IC lVo. 2022-05

Cornrrunications Division. OepEd Complex, Meraleo Avenue, Paeig City 1600

Telephone No.r (02) 6316033/ 6332120

P-u$ra,
ti&, r:

ffi oepra Philippines ffi gleprapnitippine5 N go*peO-pH ffi www.deprd.gov.ph
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Annex A: Eactemal and Internal Senriees to be Reported for the CSM

CSM Results shall be reported for both external and internal services outlined in this
annex. The services specified in tl:e DepEd Citizen's Charter represent the most
common services at each governance level.

Central Office

Accounting
Division N/A

1. Processing of
Disbursement Vouchers -
Big-Ticket Goods
(Supplies, Materials,
Equipment and Motor
Vehicles)

2. Processing of
Disbursement Vouchers -
Ccnsultancy

3. Processing of
Disbursement Vouchers -
Infrastructure

4. Processing of
Disbursement Vouchers -
G ene ral Su p port Ser-vices
(Janitorial, Securit5r,
Maintenance, Garbage
Coilection and Disposal,
and similar services)

5. Processing of
Disbursement Vouchers -
Rental Contract

6. Processing of
Disbursement Vouchers -
Repairs and Maintenance
of Equipment and Motor
r/ehicles

7. Processing of
Disbursement Vouchers -
Board and Lodging

8. Processing of
Disbursement Vouchers -
Supplies, Materials &
trquipment(Non-Big-
Tickets)

Communications Division, DepEd Complex, Meralco Avenue, Pasig City 1600

Telephone No.: (02) 6316033/ 6332120

Prfrrp g" lff$ o"pea Philippines t @uepeopnitippines E Oo"pra-pH ,S www.deped.gov.ph

crtufiGsfl. FilF oss
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9. Processing of
Disbursement Vouchers -
Meals

10. Processing of
Disbursement Vouchers -
Training

1 1. Processing of
Disbursement Vouchers -
Honorarium

12. Processing of
Disbursement Vouchers -
Cash Advance for
Activities

13. Processing of
Disbursement Vouchers -
Cash Advance for
Salaries, Wages,
Allowance, and Other
Sirnilar Expenses

14. Processing of
Disbursement Vouchers *
Foreign Travei

15. Processing of
Disbursement Vouchers -
Local Travel

16. Processing of
Disbursement Vouchers -
Salaries for Regular
trmployees

17. Processing of
Disbursement Vouchers -
Salaries for Contract of
Service

18. Processing of
Disbursement Vouchers -
PetW Cash Fund

19. Processing of
Disbursement Vouchers -
Gasoline Expenses

20. Processing of
Disbursement Vouchers -
Allowances and Other
Forms of Compensation

21. Processing of
Disbursement Vouchers -
Terminal Leave

Communications Division, DepEd Complex, Meralco Avenue, Pasig City 1600

Telephone No.: (02) 6376033/ 6332120

P-rfirrp S* #.-ai o"pea Philippines ' i @Aepeapnitippines $ Ooepea-eH @ ***.Ueped.gov.ph
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22. Processing of
Disbursement Vouchers -
Collective Negotiation
Agreement (CNA)
Incentives

23. Processing of
Disbursement Vouchers -
Special Counsel
Allowance

24. Processing of
Disbursement Vouchers -
Financial Assistance

25. Processing of
Disbursement Vouchers -
Fund Transfers

26. Processing of
Disbursement Vouchers -
Utilities

27. Processing of
Disbursement Vouchers -
Communication Mobile

28. Processing of
Disbursement Vouchers -
Overtime

29. Processing of
Disbursement Vouchers -
Extraordinary and
Miscellaneous Expenses

30. Processing of
Disbursement Vouchers -
Registration Fees

31. Processing of
Disbursement Vouchers -
Remittances

32. Processing of
Disbursement Vouchers *
Plane Fare (DBM
Procurement)

33. Processing of
Disbursement Vouchers -
Advertising

34. Processing of
Disbursement Vouchers -
Subscription Newspaper

35. Application for Provident
Fund Loan

p*$rp **
Communications Division, DepEd Complex, Meralco Avenue, pasig City 1600

Telephone No.: (02) 6316033/ 633ZLZO

.ff$ o"pra Philippines 
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36. Processing of Liquidation
Report - Petty Cash Fund
(PCF)

37. Processing of Liquidation
Report - Training and
Activities

38. Processing of Liquidation
ReporL - Foreign Travel

39. Processing of Liquidation
Report - Local Travel

40. Processing of Liquidation
Report - Payroll Fund for
Saiaries, Wages,
Allowances and Other
Similar Expenses

41. Pre-Audit of Budget
Estimates

42. Pre-Audit of Various
Authorities

43. Request for Application,
Renewal and Cancellation
of Bond

44. Request for Approval of
the Contracts of Various
Projects /Transactions

45. issuance of GSIS and
Pag-IBIG Certi{icate of
Remittances

46. Application for
Certification of
Remittances

47. Request for BIR Form
2306 and 2307

48. Request for Photocopy of
Supporting Documents
from Paid and Filed
Transactions

49. Application for Agency
Code/Activation of
Organization Code

Budget Division N/A

1. Processing of Request for
Obligation of Allotment

2. Preparation/Issuance of
Sub-Allotment Release
Order (Sub-ARO)

3. Certification of Availability
of Allotment

Communications Division, DepEd Complex, Meralco Avenue, Pasig City 1600

Telephone No.: (02) 6316033/ 6332720

PSfuFP M ffi oepea Philippines ffi paepeapnitippines S @oenea-rn @ ***.deped.gov.ph#
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Bureau of
Curriculum

Development -
Special Curricular
Programs Division

N/A

1. Application for Special
Program in Foreign
Language

Bureau of
Education

Assessment -
Eciucation

Assessment
Division

1. PEP| Onsite Registration
2. PEPT Online Registration
3. PEPI Computer-Based

Test
4. Verification and Re-

issuance of Cerlilicate of
Rating (COR) via Online
Platform

N/A

Bureau of Human
Resource and
0rganizational
Development -

Personnel
Division

N/A

1. Issuance of Foreign Official
Travel Authority

2. Issuance of Foreign
Personal Travel Authority

3. Issuance of Certificate of
Employment and Service
Record

4. Order of Transfer and
Reassignment

5. Application for kave
6. Application for Retirement
7. Processing of Terminal

Leave Benefits

Cash Division

1. Payment of Obligation
through Cash Advance
(including Petty Cash)

2. Payment of Obligation
through Checks or
LDDAP-ADA

N/A

Education
Facilities Division

1. trvaluation of New
Te chnoio gy I Con s truction
Materials for School
Buildings

2. Project Design of DepEd
School Building Programs
and Projects

3. Payment of Obligation to
Cont.ractors with Existing
Infrastructure Contract
with DepEd Central OfIice

4. Payment of Obligation to
Supplier with Existing
Contract with DepEd
Central Oflice for the

N/A

Communications Division, DepEd Complex, Meralco Avenue, Pasig City 1"600

lelephone No.: (02) 6316033/ 6332120
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Supply and Delivery of
School Furniture

Employee
Accr:unts

Management
Division

i. Evaluation of Application
for APDS Accreditation/
Re-accreditation Process

2. Provident Fund Loan
Application

3. Provident Fund Online
Loan Application

Information and
Communications

Technologr
Service -
Solr-rtions

Development
I)ivision

N/A

1. Google Workspace and
Microsoft 365 User
Account Issuance and
Management (in Office
Application)

2. Google Workspace and
Microsoft 365 User
Account Issuance and
Management (via Email)

3. Officiai Deptrd Website
Modification or Addition of
Section

4. Migration of an Existing
Website to the Official
Deptrd Domain

Information and
Communications

Technologir - User
Support Division

1. Issuance of Remittance
List and Certification
(GSIS / Pag-IBIG
Personal Contributions
and l,oans) - walk-in

2. Issuance of Remittance
List and Certification
(GSIS / Pag-IBIG
Personal Contributions
and Loans) - online

3. Processing of Enterprise
Human Resource
Information System
(EHRIS) requests - walk-in

4. Processing of Enterprise
Human Resource
Information System
(EHRIS) requests - email

5. Processing of Learner
Information System
requests from end-users

6. Virtual Events Assistance
Service

Legal Service N/A

1. Issuance of Certification of
No Pending or Pendency of
Administrative Case and
Clearance

2. Request for an Update on
the Status of a Case in the
Central Office

3. Request for Legal Opinion
4. Review of Memorandum of

Agree ment 1 Understanding,
Procurement Contracts,
and Ordinary Contracts

Communications Division, DepEd Complex, Meralco Avenue, Pasig City 1600

Telephone No.: (02) 6376033/ 6332120
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lteputrlic of tl,o mllitippirreg

Defurtmert of @lutfiion
PUBLIC AFFAIRS SERVICE

Legal Service -
Investigation

Division

1. Filing of Administrative
Complaint N/A

Legal Service -
Legal Division

1. Endorsement for Duty
and Tax Exemptions of
Private Basic Education
Schools

2. Filing of Appeal
3. Filing for Motion for

Reconsideration

N/A

National
Educators

Academy of the
Phiiippines -
Professional
Development

Division

N/A 1. Scholarship Application

National
Educators

Academy of the
Philippines -

Qualiq,
Assurance

Division

1. Online Orientation for
Learning Service
Providers

2. Authorizatron of Learning
Service Providers

3. Recognition of
Professional
Development at the
NtrAP Central Office

N/A

Office of the
Secretary

1. External Document
Servir:e 2. Internal Document Service

Public Aflairs
Service - Rrblic

Assistance Action
C'.enter

1. DepEd Action through
Bmail
(action@deped. gov. ph,
Hotline 8888 and
referrals from CSC, PCC,
ARTA)

2. Hotiine and Walk-in
Facilities

3. Standard FOI Request
through Walk-in Faciliqy,
action@deped.gov.ph,
and Oniine

Public Affairs
Service -

Puirlications
Division

1. Issuance of Advisory
2. Issuance of DepEd

Memorandum and
DepEd Order signed by
the Secretary

3. Provision of Copies of
DepEd Issuances

4. Issuance of Office
Memorandum, Office Order,
Memorandum with Limited
Application

5. Material
Production / Bindrng / Cutting

Communications Division, DepEd Complex, N/eralco Avenue, Pasig City 1600

Telephone No.: (02) 6316033/ 6332720

i:}.'f o"pea Philippines "i"i'i pgtspednhilippines $ Oo"pra-PH # www.deped.gov.phnrtsp M
c.ixclril6 c(FoMe

ffi



lB'epulrlic of tl,e lpl)ilippiues

Depurtmert of @lurfiion
PUBLIC AFFAIRS SERVICE

t. )i ,.

Records Division

1. Issuance of Requested
Documents

2. Issuance of Requested
Documents - wa].k-in

3. Issuance of Requested
Documents - online

N/A

Regional Office

Accounting
Section N/A

1. Certification as to
Availability of Funds

2. Endorsement of Request for
Cash Allocation from SDOs

Budget Section N/A

1. Disbursement Updating
2. Downloading/Fund

Transfers of SAROs received
from Central Office to
Schools Division Office and
Implementing Units

3. Letter of Acceptance for
Downloaded Funds

4. Obligation of Expenditure
(Incurrence of Obligation
Charged to Approved Budget
Allocation per GAARD and
Other Budget
Laws/Authority)

5. Processing of Budget
Utilization Request & Status
(BURS)

Cash Section
1, Pal,rnent of External and

Internal Claims
2. Payment of Obligation

3. Handling of Cash Advances

Curric-ulum and
Learning

Management
Division

1. Access to LRMDS Portal
2. Procedure for the Use of

LRMDS Computers
N/A

Human Resource
and Development

Division
N/A 1. Rewards and Recognition

Legal Unit

1. Legal Assistance to
Walk-in Clients

2. Request for Correction of
Entries in School Record

3. Processing of
communication received
through the Public

Communications Division, DepEd Cornplex, Meralco Avenue, Pasig City 1600

Telephone No.: (02) 6316033/ 63321,20

u*frrp M ffi$ oepea Philippines i1* 
@d*p"dphilippines S Ooepra-nH ffi ***.aeped.sov.ph
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Assistance Action Center
(PAAC)

4. Request for Certification as
to the Pendency or Non-
Pendency of an
Administrative Case

National
Bducators

Academy of the
Philippines -

Regional Office

1. Recognition of
Professionai
Development Programs /
Courses

N/A

Office of the
Regional Director

1. Issuance of Foreign
Travel Authority
1. 1. Issuance of Foreign
Offi cial Travel Authority
1.2. Issuance of Foreign
Personal Travel
Authority

N/A

Personnel
Section

1. Acceptance of
Employment
Application (Walk-in)

2. Acceptance of
Employment
Application (Online)

3. Issuance of Certificate
of Last Payment

4. Application for Leave
5. Application for Retirement

/ Survivorship / Disability
Benefit

6. Issuance of Certificate for
Remittances

7. Issuance of Certificate of
trmployment and/or
Service Record

8. Issuance of Foreign Travel
Authority
8. 1. Issuance of Foreign
Official Travel Authority
8.2. Issuance of Foreign
Personal Travel Authority

9. Processing of Equivalent
Record Form (ERF)

10. Processing of Study Leave
1 1. Processing of Terminal

Leave Benefits
12. Request for Transfer from

Another Region
13. Stoppage/Deletion of

Deductions in the Payroll
(Loans and Insurancesi

Policy, Planning
and Research

Division

1. Generation of School IDs
for New Schools and/or
Adding or Updating of
SHS Proeram Offerins

N/A

Communications Division, DepEd Complex, Meralco Avenue, Pasig City 1"600

Telephone No.: (02) 6316033/ 6332120
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1r'-i

2. Request for Reversion

Public Affairs
Unit

1. Public assistance (Bmail)
2. Public assistance

(Hotline and Walk-in)
3. Standard Freedom of

Information Request
through Walk-In Facility
and Mail

N/A

Qualiqy
Assurance

Division

1. Application for
Opening/Additional
Offering of SHS Program
for Private Schools

2. Appiication for Tuition
and Other School Fees
(TOSF), No Increase, and
Proposed New Fees of
Private Schools

3. lssuance of Special
Orders for the
Graduation of Private
School l,earners

4. Application for
trstablishment, Merging,
Conversion, and Naming/
Renaming of Rrblic Schools
and Separation of Public
Schools

Recor:ds Section

1. Certification,
Authentication, and
Verification

2. Issuance of Requested
Docurlents (CTC and
Photocopy of
Documents)

3. Issuance of Requested
Documents (Non-CTC)

4. Receiving of
Communication

5. Receiving of Complaint
6. Document Routing and

Tracking using the
Documented
Management System

N/A

Schools Division Oflice

Budget Unit NIA
1. Processing of ORS
2. Posting/Updating of

I)isbursement
Cash Unit N/A 1. Handling of Cash Advances

'"-..*i #Communications Division, DepEd Complex, Meralco Avenue, Pasig City 1600

Telephone No.: (02) 6315033/ 6332120
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Information and
Communications
Technology Unit

N/A

1. User Account Management
lbr Centrally Managed
Systems

2. Troubieshooting of ICT
Equipment

3. Uploading of Publications

Legal Unit 1. Request for Correction of
Entries in School Record

2. Issuance of Certificate of No
Pending Case

Office of the
Schools Division
Superintendent

N/A

1.1 Issuance of Foreign Official
Travel Authority

1.2. Issuance of Foreign
Personal Travel Authoritv

Personnel Unit

1. Acceptance of
Emplovment Application
for Initial Evaluation
(Teaching Position)

2. Acceptance of
Employment Application
for Initial Evaluation
(Non-Teaching and
Teaching-Related
Positions both promotion
and entry)

3. Application for trRF
(Equivalent Record Form)

4. Application for leave
5. Application for Retirement
6. Issuance of Certificate of

Employment
7. Issuance of Service Record
8. Loan Approval and

Verification
9. Processing of Appointment

(Original, Reempioyment,
Reappointment, Promotion
and Transfer)

10. Processing of Terminal
Leave Benefits

1 1. Request for Correction of
Name and Change of
Status

Property and
Supply Unit

1. Inspection, Acceptance,
and Distribution of
Textbooks, Supplies, and
Equipment

2. Requisition and Issuance of
Supplies

3. Property and trquipment
Clearance Sisnins

Records Unit

1. Issuance of Requested
D<"rcuments (Non-CTC)

2. Issuance of Requested
Documents (CTC and
Photocopy of
Documents)

3. Certification,
Authentication,
Verification (CAV)

4. Receiving and Releasing
of Communication and
other Documents

N/A

5

Communications Division, DepEd Complex, Meralco Avenue, Pasig City 1600

Telephone No.: (02) 6376A33/ 6332L2O
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5. Receiving of Complaints
against Non-Teaching
Personnel

6. Receiving of Complaints
against Teaching
Personnel (Multi-stage
Processing)

Curriculum
Implementation

Division

1. Accessing Available
Learning Resources from
LRMDS Portal

2. Borrou.ing of Learning
Materials from Libraries

3. Alternative Learning
Svstem (ALS) Enrollment

4. Program Work Flow of
Submission of
Contextuaiized learning
Resources

5. Quality Assurance of
Supplementary Learning
Resource

SGOD - Pianning
and Research

Ser:tion

1. Request for Basic
Education Data (from
external stakeholders)

2. Request for Basic Education
Data (Internal Stakehoider)

3. Request for Data for
EBtrlS/LIS/NAT and
Performance Indicators

SGOD - School
Management,

Monitoring, and
Evaluation

Section

1. Issuance of Government
Permit, Renewal,
Recognition of Private
Schools

2. Issuance of Special
Orders for the
Graduation of Private
School Learners

3. Application for SHS
Additional Track/ Strand

4. Application for Summer
Permit for Private
Schools

5. Application for No
Increase in Tuition Fee

6. Application for Increase
in Tuition Fee

N/A

School

i. Acceptance of Employment
Application for Teacher I Position
(Walk-in)

2. Acceptance of Employment
Application for Teacher I Position
(Oniine)

16. Issuance of Special Order for
Service Credits and Certification of
Compensatory Time Credits

17. Laboratory and School Inventory
18. School Learning and Development

Communications Division, DepEd Complex, Meralco Avenue, Pasig City 1600

Telephone No.: (02) 6316033/ 6332120
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3. Borrowing of Learning Materials
from the School Llbrary /Learning
Resource Center

4. Distribution of Printed Self-
Learning Modules in Distance
Learning Modaiity

5. Enrollment (Walk-in)
6. Enrollment (Online)
7 . Issuance of Requested Documents

in Certified Tme Copy (CTC) and
Photocopy (Walk-in)

8. {ssuance o{Requestud Oocumenk
in Certified True Copy (CTC) and
Photocopy (Online)

9. Issuance of School Clearance for
different purposes

10. Issuance of School Forms,
Certifications, and other School
Permanent Records

1 1. Public assistance (walk-in/phone
cali)

12. Public assistance (emaillsocial
media)

13. Receiving and releasing of
communications and other
documents

14. Reservation Process for the Use of
School Facilities

15. Reqr-rest for Personnel Records fbr
Personnel

Communications Division, DepEd Complex, Meralco Avenue, Pasig City 1600

Telephone No.: (02) 6376033/ 6332t2O
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Annex B: Guidelines in Preparing and Submitting CSM Results

Offices must adhere to the following guidelines to ensure that submitted data
contains no discrepancies. Any data with discrepancies will be excluded from the
CSM report.

I. Required CSM Data

A. Total number of clients who completed the survey for FY 2A24

Report the total number of surveyed clients with complete transactions.
A transaction is deemed complete when the tlnal step of the availed
service has been accomplished.

All concerned units shall gather a minimum number of CSM responses
based on the ARTA Sample Size Calculator:
https://tin-'rqr1.com/CSMsamplesize. The results in the sample
calculator are not required to be submitted to PAS-PAAC. Offices can
use this to determine if they have achieved the minimum number of
survey results.

Offices should briefly discuss their response rate results and explain
why certain serwices were either not offered or received no/low
responses, as applicable.

B. Total number of transactions for FY 2024

Report the total number of transactions per service declared in the
Deptrd Citizen's Charter applicable to the governance unit.

Number of transactions shall be greater than the number of
sunzeyed clients or sur:vey responses. Kindly refer to the sample
below for reference:

Submit only whole numbers for transactions or survey responses.
Kindly refer to the sample below for reference:

a

a

a

a

a

a

1CI0

0

90

100

100

i00

so

10c

trenirctions
100

100

Ilumher of

trrRiactions
s0.56 85.7

Communications Division, DepEd Complex, Meralco Avenue, Pasig City 1600

Telephone No.: (02) 6316033/ 6332120
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C. Result count per SDQ fbr FY 2024

Report the breakdown of all SQDs by result count
o SQD0
o SQDl (Responsiveness)
o SQD2 (Reliability)
o SQD3 (Access & Facilify)
o SQD4 (Communication)
o SQD5 (Costs)
o SQD6 (Integrity)
o SQDT (Assurance)
c SQDS (Outcome)

D. Result count per demographic profile

Report the breakdown of the client demographic based on the following:
a. Age

i. 19 or lower
li. 20-34
iii. 35-49
iv. 50-54
v. 65 or higher
vi. Did not speci$r

b Sex
i. Male
ii. Female
iii. Did not specify

c. Customer Type
i. Citizen
ii. Business
iii. Government
iv. Did not speci$r

Provide a brief analvsis of the results

a

a

E. Result count per CC response

Report the breakdown ofresponses per CC response
o CC Awareness (CC1)
o CC Helpfulness (CC2)
o CC Visibility (CC3)

a

a

#Communications Division, DepEd Complex, Meralco Avenue, Pasig City 1600

Telephone No.: (02) 6316033/ 6332720
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F. Major or most common identified feedback/concern from clients

Report the summary of feedback from clients by identiSring the most
keqnent feedback or concerrls received for FY 2024

II. Reminders for Submitting CSM Data

A. Survey results shall match the total result counts in the dernographic profile,
CC responses, and SQDs. Kindly refer to the samples below for reference:

r Demographic profile

[. 354S
30

a

t

h. Female
5EX

c,Bidnotspgsi$ $ffiffiW
B lDO

a, Citizen

CC Responses

1Er:l6tt

a

2

9

42
t45E

SQDsa

DI SAGREE

DISAGREE

A6REE

AGREE

I'liA

l

HiA

3

E5

B51l L

Communications Division, DepEd Cor-nplex, Meralco Avenue, Pasig City 1600

Telephone No.: (02) 6316033/ 6332L70
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a. Ig*rls*er
c0

b, 20-34

tr. Eusiness

B, 65^hiuher f, oid not specify
B

E. Male

d.

?i

CUSTOMER TYPE

c. GovEnlnrent

?a

3

1-1

t
1T

ttid not sfleciS
t

1

J+

CC3
3
l

BI SAGREE

DI 5&GREE

Oft OISACREE AGREE

OR tII5A6REE
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NISAiSREE AGREE

AGREE

A6REE

AGREE

t|iSAGFEE AGREE

AI SAGREE AGREE

D}SAGREE ADREE

B. Any misrepresentation, discrepancy, or duplication in the submitted data
may result in tagging the CO, RO, SDO, or school as non-compliant with this
requirement.

Irl'AtII$AGREE

13

I

$5s

!5Tl

l I

Communications Division, DepEd Complex, Meralco Avenue, Pasig City 1600

Telephone No.: (02) 6316033/ 633212A
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OI SAGREE

flI SA6EEE

BI SAEREE

OI SA6REE

TIISAGREE

TII5A6REE

OR DIS6GREE

J

ofr DtsAriRtE

OR [ISAGREE
:

OR Di5A6REE

AGBEE

AIJREE

AISREE

N.A

J1

)

'xiI

AGREE

H'A

J

A6REE

N,A
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qq

NIA

H,A
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Annex C: Google Form Links

The CO, ROs, SDOs, and schools shall submit their CSM results through the Google
Form links assigned to offices provided below.

o Bureau of Curriculum
Development - Special
Curricular Programs
Division

e Bureau of Education
Assessment -
trducation Assessment
Division

. Cash Division
r Education Facilities

Division
. trmpioyee Accounts

Management Division

https: / / bit.lylDee-Ed2024CSM CO 3

. Office of the Secretary
o Information and

Communications
Technologr -User
Support Division

. Legal Service

. Legal Service -
Investigation Division

. Legal Service - Legal
Division

https: / /bit.lvlDepEd2o24CSM CO B

. National Educators
Academy of the
Philippines - Quality
Assurance Division

. Public Affairs Service -
Public Assistance
Action Center

. Public Affairs Service -
Publications Division

o Records Division

https: / /bit.lv/DepEd2024CSM CO C

Central Office

o Budgel Division
r Bureau of Human

Resource and
Organizational
Development -
Personnel Division

https: //bit.1y/DerrEd2024CSM CO D

P*$gD ffi
Communications Division, DepEd Complex, Meralco Avenue, Pasig City 1600

Telephone No.: (02) 6316033/ 6332720$#-ii o"pra Philippines 
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. Information and
Communications
Technologr Service -
Solutions Development
Division

o National Educators
Academy of the
Philippines -
Professional
Development Division
Accounting Division

(Items 1-16)
https: /lbit.lv/DepEd2024CSM AD A

Accounting Division
(Items 17-32]r

https: / /bit.lylDepEd2024CSM AD B

Accounting Division
(Items 33-49) https: / /bit.1v/DepEd2024CSM AD C

Regional Office

Accounting Section https;11bit.ly1DepEd2024csM RO AS
Budget Section https: / /bit.1v/DepEd2024CSM RO BS
Cash Section https:l/bit.1v/DepEd2024CSM RO CS

Curriculum and Learning
Management Division https: //bit.lvlDepEd2024CSM RO CLMD

Human Resource and
Development Division https: / /bit.lvlDepEd2024CSM RO HRDD

Leeal Unit https:/ /bit.lv/DepEd2024CSM RO LU
Nationai Educators

Academy of the
Philippines - Regional

Office

https: / lbit.lvlDeoEd2024CSM RO NEAP

Office of the Regional
Director httos: I /bit.lv/DepEd2024CSM RO ORD

Personnel Section https:/ /bit.lvlDepEd2024CSM RO PS
Policy, Planning and

Research Division htlns: / /bit.lvlDepEd2024CSM RO PPRD

Fublic Affairs Unit https: / /bit.1v/DepEd2024CSM RO PAU
Quality Assurance

Division https: //bit.1vlDepEd2024CSM RO OAD

Records Section bttps: ll bLlyl DepEd2O24CSM-RO-RS

Schools
Division Office

Budset Unit https: / /bit.lv/DepEd2O24CSM SDO BU
Cash Unit https://bit.lylDepEd2Oz4csM SDO CU

Information and
Communications
Technology Unit

024

Leeal Unit https: l/bit"lvlDepEd2024CSM SDO LU
Office of the Schools

Division Superintendent httos: / /bit.lvlDepEd2024CSM SDO OSDS

Personnel Unit https: / I bit.lvl DepEd2024CSI,I_SDO_PU

Communications Division, DepEd Complex, Meralco Avenue, Pasig City 1600

Telephone No.: (02) 6316033/ 6332120
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Property and Supply Unit https: /lbit.lv/DeoEd2024CSM SDO PSU
Records Unit https: I /bit.lvlDepEd2O24csM SDO RU
Curriculum

Implementation Division https: /lbit.ly/DepEd2024CSM SDO CID

SGOD - Planning and
Research Section https: / lbit.lv/DepEd202aCSM SPO PRS

SGOD - School
Management, Monitoring,

and trvaluation Section
https: / /bit.1v/DepEd2024CSM SDO SMMES

Schools (trxternal Services)1
httos: / I bit.lv/ DepEd2O24CSM ExtSchoolsA
https: 1 lbit.ly/DepEd2024csM ExtSchoolsB

Schools (Internal Services) https: / / bit.lv / DepEd2024eSM_IntSchools

i Schools must accomplish ail links fr:r the external and internal services

Communications Division, DepEd Complex, Meralco Avenue, Pasig City 1600

Telephone No.: (02) 63160331 6332120
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TO

(INSERT LETTERHEAD}

MEMORANDUM

CITETTE LIBORO.CO
Assistant Secretaqr for Pubtic A{Iairs Service

FROM NAME OF UNDERSECRTTARY / ASSISTANT SECRETARY /
BURTAU OR SERVICE DIRTCTOR / RDGIONAL DIRECTOR /
scHool,s DrvrsroN SUPERINTENDENT / SCHOOL HEAD

SUBJECT Hr 2A24 CLIENT SATTSTACTTON MTASUREMENT {CSMI
RESULTS OF {name of RO/SDOI

DATE (Insert Date)

In reference to the memorandum on the Submission of FY 2024 Client Satisfaction
Measurement (CSM) Results requiring ail concerned offices and schools to submit
their CSM Results to the Public Affairs Servi.ce - Public Assistance Action Center
(PAS-PAAC), this Office hereby attests that all concerned units/offices under
the (name of RO/SDO) have submitted their CSM Results.

This Office acknowledges that the submission of the CSM Results complies with the
Memorandum Circular (MC) No. 2019-002 titled "Guidelines onthe Implementatton
of the Citizen's C?wrter in Compliance with Republic Act 1 1032, Othenaise Known as
the "Ease of Doing Business and Efficient Gouernment Seruice Detiuery Act of 2018,"
and lts Implementing Rules and Regulations (IRR),"requiring all government agencies
to submit their CSM Report annually.

Additionaily, this Office understands that any office delivering services that fails to
submit their CSM Results, without providing a valid explanation for why the
service/s were not offered or had no/low CSM respondents, may be deemed non-
compliant rvith this requirement.

For any r:larification or concern, please contact {RPACIDPAC) through (insert email
address andlor contact number).

Thank you.



TO

{INSERT LETTERHEADI

MEMORANDUM

CILET?E LIBORO.CO
Assistant Secretary for Public Aflairs Service

FROM NAME OF UNDERSECRETARY / ASSISTANT SECRETARy /
BUREAU OR SERVICE DIRECTOR / REGIONAL DIRECTOR /
scHools DrvIsIoN SUPERINTENDENT / SCHOOL HEAD

SUBJECT TRANSMITTAL Or. THE FV 20.24 CLIENT SATISFACTION
MEASURTMENT {CSM} RESULTS

DATtr (Insert Date)

In reference to the memorandum on the Submission of FY 2024 Client Satistaction
Measurement (CSM) Results requiring all concerned offices and schools to submit
their CSM Results to the Public AfTairs Service - Public Assistance Action Center
(PAS-PAAC), this Office hereby transmits the F'Y 2o.24 CSM Results for (name of
office).

This Otfice declares that the CSM Form was implemented for both the external ancl
internal services declared in the DepEd Citizen's Charter, as required under DM-
OUHROD^2023-0930 titled "Implementation of the Client Satisfaction Measurement
(CSM) Form Prescribed by the Anti-Red Tape Authority" issued on 12 July 2O25.

This Office acknowledges that the submission of the CSM Results complies with the
Memorancium Circular (MC) No. 2019-002 titled "Guidelines onthe Implementation
of the Citizen's Charter in Compliance with Repubtic Act 11032, Otherutise Known as
the "Ease of Doing Business and Effictent GouerntrL€ttt Seruice Deliuery Act of 2078,,,
and lts Implementing Rules and Regulations (IRR),"requiring all government agencies
to submit their CSM Report annually.

Additionally, this Office understands that any office delivering services that fails to
submit their CSM Results, without providing a valid explanation for why the
service/s were not offered or had no/low CSM responclents, may be d.eemed non-
compliant with this requirernent.

This Office attests lo the truthfulness, accuracy, ancl completeness of the submitted
CSM Resnlts.

For any clarification or concern, please contact (name of CO office focal person /
RPAC I DPAC / School Head) through (insert email address and.lctr contact number).

Thank you.


