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DIVI
No.

SION MEM UM
s,2026

To: Assistant Schools Division Superintendent
Chief Education Supervisors, SGOD and CID
Education Program Supervisors
Public Schools District Supervisors
Section Heads
All others Concerned

SUBMISSION OF UNACCOMPLISHED / PENDING NQMS AND QCP
REQUIREMENTS

1. In reference to the results of the review and consolidation of the NQMS
Checklist ard QCP Forms and Templates Checklist, please be informed that some
required documents have not yet been submitted, as indicated by marks "X" and
blank entries in the said checklists.

2. In this regard, all concerned Division Units/ Offices with pending or
unaccomplished requirements are hereby directed to complete and submit the
sErme on or before Monday, Aprtl2T, 2026.

3. To facilitate timely compliance, concerned personnel are enjoined to prioritize
the compietion and submission of the foregoing requirements during the
Work-From-Home [WFH) schedule on Friday, Apri124,2026, to allow ample time
for documentation, va-lidation, and consolidation.

4. For easy reference, please see the attached enclosure, which contains the
detailed list of unsubmitted requirements'

5. Strict compliance with this directive is hereby ed
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Encl: As stated
Reference: As stated
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ANNEX 1

CHECKLIST OF REQUIREMENTS

OPERATIONS MANUAL

OPERATIONS MANUAL OSDS GID SGOD

1 . Titte Page

2. lntroductaon
nizationaI Structure and Office Functions

4. Legat Bases and References

5. Definition of Terms and Acron ms

Quality Controt Ptans
A. Ptan Formulation

N/A

1. Strategic Ptanning
2. Medium Term Ptanning
3. OperationatPtanning

B. Policy Devetopment
1 . Poti lm Iementation
2. Poticy Review

C. Performance Monitoring and Evaluation
1. Management Meetings X

2. ProgramlProject lmptementation Review

3. Office and Staff Performance Monitoring and Appraisat
N/A x

5. Monitoring of CCSS N/A

D. Learning Delivery Management and Development

N/A

N/A

1. lnstructionat Supervision and Management
E. Learning Resoulce Man ment & Development

1 . DeveLopment of Contextuatized Lea rn ing Resources

2. Management of Qua[ity Assurance of Learning
Resources/Contextuatized Learning Resources

F, Education Assessment & Rescarch
1 Design and Devetopment of Assessment Framework,

Programs, and Toots/lnstrument
2. AssessmentOperation
3. Data Anatysis and Interpretation

N/A
4. Development of EducationaI Research Framework, Design,

Procedures and lnstruments
5. Conduct of Research
6. Utitization of research data and information

G. Learning/PD and Mana ment for Teachers
N/A1 . Design and DeveLopment of Learning/PD Standards and

programs/courses
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3. Orga

x

4. Educationat Statistics Monitoring
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2. Management of Learning/PD P rogra ms

3 Quatity Assurance of Learning/PD Programs

4 M&E of LearningPD Pro ra ms

H. Asset Management

N/A1. Acquisition ottangibte and intangibte assets
2. Asset Disposition
3. Asset Utitization and lnventory

l. Data lnformation Management

N/A

1- Data Dissemination
2. Dala Management
3. Management of lnformation System

,. Disaster Risk Reduction and Management
1. Contingency Ptan n ing, Formulation and Enhancement

2. DRRM lnformation System and Research

3. IEC and Advocacy for Resitience
4 Learning Continuity and Resilience lnterventions

5. Monitoring and Evatuation of Comprehensive Schoot Safety
(CSS)

6. Partnership for Stren henin Resitience

7. ResitienceEducation x
K. External Partnershi Management
1. Commemorative and other retated events management
2. Partnership Devetopment and Management

L. Financial Management (Budget, Accounting, Gash, and
Emptoyee Accounts Management) N/A

1 . Automatic Payrot[ Deduction System (APDS) Man ment X

2. Bu t Accountabitity Reportin

3. Budget Preparation and Approval N/A4. Budget Processin and Execution

5. Cottection and Deposits

N/A

6. Controt of Accountabte Forms

7. Disbursement
and Recording

10. Monitoring and Recording of FinanciaI Transaction
11 . Pre-audit and Disbursement
12. Preparation of ACIC/SLIlAE
13. Provident Fund Man ment
14. Systems lmprovement and Administrative Service (EFRS),

Budget Monitoring (BMS), and Ontine Cash-in Bank Register

v Address: Brgy. Osmefra, Dapa, Surigao del Norte,8417
Contact No.: 09190040217
website: sdosiargao.com
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8. Fina nciat Accounta bitity
9. Maintenance and Ctosure of BankAccounts
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M. General Services Man ment N/A
1. Ctinic Mana ment
2. FacititiesMaintenance

N/A3. Housekeeping and Grou nd Maintenance
4. Security Services
5 Transp ortation Service and Vehicte Maintenance

N. Human Resoutce Mana ment and Development
N/A1. Compensation and Benefits

2. Emptoyee Relations
J Em toyee's Welfare N/A

4. Leave Mana ment N/A
5. PersonneI lnventory
6. Personnet Performance Mana ment X N/A

7. PersonneI Records Management N/A

I Professionat Deve[o ment/Learning and DevetoPment N/A

9. Recruitment, Setection, Placement and lnduction N/A

10. Rewards and Rec ition N/A

O. ICT Managemont

N/A1 . Management of ICT Sotutions
2 Management of Technology lnfrastructu re

3. User Support/Hetp Desk

P. lnfrastructure Management

N/A

1 Evatuation/assessment of construction, repair, rehabiLitation,

and maintenance of education facitities
ln spection/vatidation of accomptishment of BEFF pro.iects

3. Management of construction, repair, rehabititation, and
maintenance of education facitities

Q. Learner Support Management (Heatth' sports, and youth
lormation)

1. P m Man ment x

R. Legal Man nt
N/A1 . Assistance to the Office of the Soticitor Generat in pending

cases invotving DepEd

2. Devetopment and lmptementation of DepEd Chitd Protection
Programs

N/A

3. Evatuation, lnvestigation, Review, and/or Resotution

Comptaints/Cases of DepEd Officiats, Teaching and Non-

Teach i PersonneI N/A

4. Legat review of proposed DepEd poticies/issuances,

a reements, and other t t documents
5 Sites Titting and oversi ht of DepEd schoot sites N/A
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E. GUBATON

S. Organizational Development

N/A

1. Organization Management I
T. Private Education Regutations and Devetopment

(Locat Private Schoots, Local lnternationat Schools, Pravate

Madaris, Phitipp ine Schoot Overseas)
1. Evatuation of apptications for the Grant of Permits to Operate

and Recognitions

I

2. Evatuation of Apptications of Speciat Orders (SO) of Private

Schoots/Tech n ical, VocationaI lnstitutions
I

3. Endorsement of notice of Votuntary fiemporary/Permanent)
Private Ctosure

I

4. Val.idation and Evatuation of Apptication of Tuition and other
Fees lncrease, No lncrease and Proposed New Fees of Private

Schoots

I

U. Procurement Management

N/A1. Bidding Process I
2. Contract Monitoring I
3. Procurement Plann I

V. Project Management
N/A x

2. Project lmptementation Management I
W. Pubtic Affairs Management

N/A

1. lnformation Management and Dissemination I
2. MateriatsProduction I
3. Media Relations I
4. Pubtic Retations and Assistance I
5. Pubtication of lssuances I

X. Records Management
1. Access, Disclosure, and lssuance of Documents I
2. Handting of lncoming Documents /
3. Hand of Outgoing Documents I
4. Records Disposition I
5. Records lnventory I

Y. Research Management

N/A
1 . Cal.t for Proposal and Proposat Evatuation I
2. lmptementation and Monitoring I
3. Dissemination of research resutts /
4. Archiving I
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Operations Manual Forms and Templates Checklist

Unit/Division Summary of Forms and
Templates

Forms and Templates

osDs

Accounting / Lacking LDDAP-ADA
Form

Asset Management

Budget

Cash Unit / I

GAS /

Facilities Lacking Maintenance
Plan, Summary of
Recommendation,
Inspection Report

Housekeeping / Lacking Summary of
Recommendation

Security Services / Lacking Report on
Critical Incidence

Transportation

ICT

Legal

Personnel

Procurement /

Records / (cannot be validated, no
Summary Forms and

Templates Form)

CID I
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SGOD

School Management
Monitoring and

Evaluation

School Health and
Nutrition Unit

I

Youth Formation Division I

Learners Rights and
Protection Office

I

Planning and Research

Human Resource
Development

Social Mobilization and
Networking

DRRM

Physical Facilities
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