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Begublic of the Philippines 23NV \é SR

Bepartment of Education

REGION XI
SCHOOLS DIVISION OF DAVAO DEL NORTE

Office of the Schools Division Superintendent

November 23, 2022

DIVISION MEMORANDUM
No: 1146, s. 2022

OFFICIAL TRAVEL TEMPLATES BASED ON DEPED ORDER NO. 046, S. 2022
(AMENDMENTS TO DEPED ORDER NO. 043, S. 2022)

TO: Rebecca C. Sagot, CESO VI, Assistant Schools Division Superintendent
Eduard C. Amoguis, Chief, Curriculum Implementation Division
Ramel M. Pilo, Chief, School Governance and Operations Division
Public Schools District Supervisors
Education Program Specialists
Elementary and Secondary School Heads
Elementary and Secondary Teaching Personnel
Non-Teaching Personnel
All Others Concerned

Herewith is a Regional Memorandum No. 066, s. 2022 on the Official Travel
Templates relative to Omnibus Travel Guidelines for All Personnel of the Department
of Education.

Templates and other important details are provided as attached in this
Memorandum.

Immediate dissemination is desired.

ALLAN G. FARNAZO
Director IV
and concurrent Officer-In-Charge
Office of the Schools Division Superintendent

For the Schools Division Superintendent

e

ROSALINDA N. DIONIO
Administrative Officer V

OSDS/ajmpg
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Republic of it;e Philippines

PBepartment of Education

DAVAO REGION

e ——————————————————

Office of the Regional Director

November 16, 2022

REGIONAL MEMORANDUM
No. 066, s. 2022

OFFICIAL TRAVEL TEMPLATES BASED ON DEPED ORDER NO. 046, S. 2022
(AMENDMENTS 70 DEPED ORDER NO. 043, S. 2022)

To : Assistant Regional Director
Schools Division Superintendents / OIC - SUS
flementary and Secondary School Heads
Regional Chiefs of Functional Divisions
fluman Resource Management Officers
All Others Concerned

1. Herewith is the copy of Depid Order No. 046, s. 2022 dated October 17, 2022
from the Office of the Secretary, Department of Education, relative to the flexibility
being made with DepEd Order No. 043, s. 2022, dated October 10, 2022, otherwise
known as the Omnibus Travel Guidelines of the Department of Education, in order
to address all potential situations that may arise in the course of departmental

operations.

2. The Schools Division Su perintendents are hereby directed to monitor the use
of the attached forms / templates, 10 wit:
A. Annex A of Deplid Order No. 043, s. 2022 - Travel Authority for Official
Travel;
B. Modified Annex D from the same Order — Travel Authority for Personal
Travel; and
C. Modified Annex E from the same Order — Locator Slip.

3 Further, all personal travel of DepEd personnel from the field offices shall be
recommended by the Schools Division Superintendent cffective immediately,

4, For information and strict compliance.

OEPARTMENT OF cpDUCATION ROXL ATLAN G.

RECORDS SECTION Direct
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Address: F. Torres St., Davao City {8000} SO 9001:2015 - Certified
Telephone Nos.: (082} 291-1665; {082} 221-6147
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Republic of the Philippines
Department of Education

NARME
Position/Designation
Parmanent Station

Purpose of Travel

~ - . 1
imust be supported

Host of Activity
inciusive Dates
Destination

#Fund SBource

? 2 3 forTnaloss ¢ F367 STEDBOOTTING OCTIme? tten e hereta wr ¢ f
re
Name and Signature of Requesting i
i 7€ s 7 i¥ ior  anlnerives 1!
iy 2if! idis
. b 1 3 3 - - st 3 ~y 11 Wi
Name and Signature of Recommenaing Authont Date
APPROVED
Name and Signature of Approving Authonty Iave




ANNEX D ) No.

Republic of the Philippines
Pepartment of Education

TRAVEL AUTHORITY FOR PERSONAL TRAVEL

 NAME

Position/ Designatlon ‘.

| Permanent Station

' Inclusive Dates

;’ Destination

7 hereby attest that the mrvm'uhu y i thus mr.n and in the : .upponu q 7 documents attac hed
hereto are true and correct.

" Name and Signature of f\mm stma Emplo\,ec Date

' RECOMMENDING APPROVAL:

! Name and Signature of f Recomme ndmg i\uthortt\ Date
APPROVED:
Name and Slgnatuxe ol L\m:m)\ ma, \uthor&r\ Date '



REVISED ANNEX E

Bepuhlic of the Philippines

Bepartment of Eucation

LOCATOR SLIP

%AME

: ’i’ermanent Statxon
! Purpose of “Travel

- {must be supported
5y attachmen nis)

Plesse Check | Tlofiicial Business [ ]Official Time |
' Date g and i Time 4 R ol et
K zﬁgginatmn o - [ S R T EWCEE s -
i;gn.fur‘ of Requesting Employee } ma,.x.mxr( of “t‘dd of Office

SERT !.1“ ICA'I‘ION

3

To the conceriieq:

This is to certify that the above-named DepEd official/personnel has visited
or appeared in this Office/place for the purpose and during the date _
tated above. !

Name and Signature:

Pasition /Designation: '
Office: |




Republic of the Philippines
PBepartuent of Chucation

17 0CT 2022

DepEd ORDER
No. 346 .5 2022

AMENDMENTS TO DEPED ORDER NO. 043, S. 2022
(Omanibus Travel Guidelines for All Personnel of the Department of Education)

To: Undersecretaries
Assistant Secretaries
Rureau and Service Directors
Regional Direetors
Schools Division Superintendents
Public Elementary and Secondary School Heads
All Others Concerned

1. With the issuance of DepEd Order (DQ] No. 043, s. 2022, the Department adopted
its Omnibus Travel Guidelines for all DepEd Personne!. Noting, however, that some degree
of flexibility is needed in order to address all potential situations that may arise in the course
of departmental operations, with due consideration for the concerns raised mn the

interpretation of certain provisions, further clarification and amendment of the Omnibus
Travel Guidelines is in order.

24 In the same manner as DO 043, s. 2022 was promulgated, this Order is issued
pursuant to the directive for the DepEd Secretary to cause the preparation and issuance of
internal guidelines on local and foreign iravels in the Department and its attached agencies
for purposes of providing such additional safeguards as are best suited to agency conditions
and agency peculiarities, and 1o ensure the judicious use of public funds.!

<3 Recommending and Approving Authorities for Foreign and Local Official Travel
The following provisions of Omnibus Travel Guidelines on the Recommending and
Approving Authorities for Foreign and Local Official Travel are updated and clarified, to wit:

2. For Official Foreign Travel - The provisions of item 1V{B){4){b}, and 1its

table of recommending and approving authorities for official foreign travel
shall read as follows:

b. The recommending and approving officers for the issuance of
official foreign travel authority to officers and employees of the

Department, including its attached agencies, are indicated in the
following table:

[ o s e

| " Recommending | Approving Authority |
_ Ofice/Position | authority | |
‘a. Central Office e e tners

i l;Al.fhdersecretary i R i
-~ {Usec), and
| Assistant Secretary

| Secretary

P | or her duly i

; | designated executive

. |Asec) e jofficial (Exec) ~:
. 2. Bureau/ Service : Usec/ASec | Usec {Chief of Staffy
t  Director,

' concerned (Highest |
and Exec. Director  Exec.of the Strand) |



| 3. Division Chief,
and below

4. Offices/Units/Staff

. Complement -

| Office of the

. Secretary (OSEC)

5. Offices/Units/Staff

! Complement -
Office of the

| Usec/ ASec

i b. _’Regional Office

' 1. Regional Director
(RD),
and Assistant RD

: 2. Division Chief,

, and below

c. Schools Division Office '

' 1. Schools Division

| Superintendent

1 (SDS),
‘and Assistant SDS

| 2. Division Chief,
and below,
including Public

Schools District

g

1sps

| Bureau/ Service
‘ Director concerned
~| OSEC Head Exec. |
| Assistant,

or Director
concerned
. None

"(fsec'ﬂarur
Gove rnance & Field

"RD

"RD

Supervisors (PSDS]

' d. Schools
1. School Head

2. Teaching
! personnel,
and Nonteaching
personnel
1 Agency Head
| 2. Early Childhood
Care and
Development
|  (ECCD) Council
| ' 3. National Academy
of Sports (NAS)
| 4. National Book
| Development Board
{ (NBDB)
| 5. National Council
.~ for Children’s
{  Television (NCCT}
. 6. National Museum
of the Philippines
(NMP)}
7 Ph:lxppmc ngh
. School for the Arts
(PHSA)
''8. Other Attached
Agencies

“I'sps

. None

. 8DS

| Executive Director

A Executive ﬁire_éibrm

| Executive Director

| Executive Director

Director General

Director IV

p! Usec/ASec

concerned (Highest
| Exec. of the Strand})

| Usec (Chief of Staff)

i

~ Usec/ ASec concerned

T Usec (Chief of Staff)

{

*,.a_n,d,_!f‘te.!fi Operations |

"Usec for Governance
! and Field Operations

1 Usec for Govemance

, and Field Operations

i Usec for Govemance

_ | and Field Operations

' Usec for Governance
| and Field Operations

Usec (Chief of Staff}
| Usec {Chief of Staﬁ)

{
| Usec (Chief of Staff)
i‘ifé.;:::' (Clﬁef o?.Stdfn

| Usec (Chief of Stafi)

' Usec (Chief of Staff)

H
)

' Head of the Agency | [Gace (Chief of Staff)

H

|

"*"ﬁs.sc"(cni;;‘r of Stafh)



For Official Local Travel
of recommending and approving At

read as follows:

b. The recommending and approvin
official local travel authority to o
Department, including its attached agencies,
the following table:

Office /Position

| a. Central Office.

' 1. Undersecretary (Usecj, :

and Assistant
Secretary (ASec)

2. Bureau/Service

Director,
and Executive

| 3. Division Chief,
and below

| 4. Offices /Units/ Staff
Complement - OSEC

. 5. Offices /Units/Staff
' Complement - Office

of the Usec/ASec

_b. Regional Office

1. Regional Director (RD)

. 2. Assistant Regional

Director (ARD)

| 3. Division Chief
_and below

' c. Division Office
i 1. Schools Division

}

i
! 2. Assistant Schools

Division
Superintendent
i [ASDS)

Superintendent (SDS}

' SDS {for
| destinations
 outside the

' Division only]

Recommending

Authority

None

None

Bureau/Service
Director
concerned

" OSec Head

Executive
Assistant,
or Director

| concerned

None

None

RD {for
destinations
outside the
Region only)

' None {for

destinations

. None

|

..

The provisions of Item IV{C)(1Kb), and its table
shorities for official local traved shall

g officers for the issuance of
fficers and employees of the

are indicated in

, Approving Authority

| Secre th}y

or her duly
authorized executive
official .
Usec/ASec
concerned (Highest
Executive of the
Strand)
Usec/ASec
concerned (Highest
Executive of the
Strand)

Usec (Chief of Staff)

Usec/ASec
concerned (Highest
Executive of the
Strand]

Usec for Governance
| and Field Operations
. {for destinations
| outside the Region

B i WA
| Usec for Governance
| and Field Operations
{for destinations
| outside the Region
| only}

i RD (for destinations

| RD

| within the Region)| within the Region)
| ARD

"RD (fgt destinations
| outside the Division

RD (for destinations

i outside the Division
' only)

| SDS {for destinations

i
1
¥

|



t

i
i

i
|

{

None '{fbr S

destinations '-
~ within the ;
oo .| Division) FAEE EIEI N SER SN
3. Division Chief, ‘ 1
and below, ' i
including Public | ASDS . SDS
Schools District |
 Supervisor (PSDS) . .
|d.Schools L. , .
‘1.School Head (SH) | ASDS ' sps
2. Teaching personnel, i
and Nonteaching ‘ ;
. personnel | None ‘ISH
{for destination within [ -
theDivison) | L ’
| 3. Teaching personnel, !
- and Nonteaching r
i personnel SH | SDS

| {for destination | .
outside the Division) ) T IR

{

| e. Attached Agencies

‘Local official travel of officers Vdnd“ﬁer;;)niiél 6f'Dé§Ed' Attached
Agencies shall be governed by their internal agency rules and
__procedures.

Use of Locator Slips - The provisions of ltern IV.C.2.b on the use of Locator
Ships for day trips are clarified and amended to read as follows:

b. For activities/events/errands or performance of an assigned
task that would require a DepEd official or employee to be
outside of his/her permanent station or workplace during office
hours within a day, for an entire day, or for a period not
exceeding one day, & Locator Slip (Revised Annex E}, duly
approved by the Head of Office or his/her Authorized
Representative, and certified/signed by the authorized
personnel from the office/place visited, may be used as the
authority to travel. A Certificate of Appearance may be secured

from the office visited, in lieu of the certification/signature of
the person visited.

The accomplished and signed Locator Slip shall serve as the
authority to travel and may be used for reimbursement of actual

transportation expenses only. In no case shall it be used for
personal business.

4, Personal Travel - The provisions of ftem V oof

Personal Travel, including its table ol recommending and
personal travel, are streamiined to read as follows:

the Omnibus Travel Guidelines on
approving authorities for {areign

A. General Guidelines

) &

Authorized Personal Foreign Travel. No DepEd official or
employee shall be allowed to depart for any personal foreign
travel, unless such official or employee has duly accomplished
the requisite leave forms and has obtained travel authorization.

Travel authorization shall only be granted by the Approving



requesting official or employee will not hamper €

efficiency of his/her office.

2. Recommending and Approving
Travel. The recommending an
issuance of personal foreign trave
employees of the Department, including its

are indicated in the following table:

Office /Position i

_a. Central Office
Undersecretary
{Usec), and Assistant

. __Secretary (ASec)

| 1. Bureau/ Service
Director, and
Executive Direclor

—

i
4

! 2. Division Chief,
i and below

i

| 3. Offices /Units/Staff
Complement - Office

- of the Secretary

. |OSEC)

-

4. Offices/Units/Staffl
Complement - Office
of the Usec/ASec

'b. Regional Office

1. Regional Director
(RD)

‘2. Assistant Regional
. Director (ARD)
3. Division Chief,
_andbelow
| c. Division Office
. 1. Schools Division

| Superintendent

. (SDS},

he operational

Authority for Personal Foreign
d approving officers for the
1 authority to officers and
attached agencies,

§

-t

i

R"‘;::&?:;;i‘flg : !, {\pprov?ng Authority |
e
None | Usec {Chief of Staff)
! Usec/ASec
S | concerned (Highest
| Execuctive of the
- | Strand] .
Z Usec/ASec
Bureau/Service | concerned (Highest
Director concerned | Executive of the
. |Strand)]
OSEC Head !
| Executive f
Assistant, | Usec (Chief of Staff)

i
¢

and Assistant Schools 7

. Division

| Superintendent

| |ASDS)
. 2. Division Chief,

' and below,

| _including PSDS

| d. Schools

1.School Head

! 2. Teaching personnel,
and Nonteaching

~ persommel

‘i(‘t: Attgched Agencies

L eonperned L i
' [ Usec/ASec
Houe i concerned (Highest
- Executive of the
. Strand)
| R -3 Usec - Human
! None . Resource and
| Organizational
, | Development (HROD
RD { Usec - HROD
ARD 'RD
,,,,, — " i 3
|
RD | Usec - HROD
|
|
SDS | RD
SDS _ ___|rD
|
SDS | RD
i

or Director ,

|



1. Head of Attached

Agency None

Usec {Chief of Stafh)

! 2. Local official travel of other officers and “;‘).ci'soﬂnél of DepEd
Attached Agencies shall be governed by their internal agency rules

| and procedures.

3. Scholarships /trainings and related activities sourced and pursued
by officials/ employees in their personal capacity should be
brought to the attention of the immediate supervisor or head of
the office before application for authority to travel.

4. Personal Local Travel. The official or employec concerned shall
accomplish the requisite leave forms from the approving

authority.

maodified and/or added:

a. Item lII{a] on Attached Agencies shall read:

=3 Definition of Terms - The following provisions of Item i1l on Definition of Terms arc

4. Attached Agencies refer 1o agencies attached to the DepEd for
policy and program coordination, including those wherein the
DepEd is a member of the governing board, such as, the Early
Childhood Care and Development Council (ECCD Council},
National Academy of Sports [NAS), National Book Development
Board (NBDB), National Council for Children's Television {(NCCT},
National Museum of the Philippines (NMP), and the Philippine High

School for the Arts (PHSAL (a)

b. The following additional terms, Official Local Travel Authority, and
Locator Slip, shall be expressly defined and inserted as Item 1Ii{d) and

HI{e}:

d. Locator Slip refers to @ written authority granted by the Head of
Office or his/her authorized representative, allowing an official or

employee of the DepEd to

travel and attend

activities/events/errands or perform an assigned task that would
require him/her to be outside of his/her permanent station or
workplace during affice hours within a day, for an entire day, or

for a period not exceeding one day. (n)

e. Official Local Travel Authority refers to a written authorization

issued by the Approving Authority for

a subordinate official or

employee to proceed to a specific place or location outside of
his/her permanent official station for a period of more than one
day to perform a given task or assignment.

Canseguently, the terms previously defined under

an items HHE-K).

HRXX KXX XXX

The 2nd and 3rd par. of ltem 1y (1112} on Pre-Departure ig modi

Iterns Hl{d-1) shall be renumbered

ficd to read as ollows:

The awarding of scholarships, fellowship and training grants shall at all

times conform to the policy of transparency,

distribution and eligibility and shall be guided by the

orocedures/ process set bv the Personne

accountability, equitable
existing

i Development Committee (PDC)



For other official foreign travels, the ICO shall clear all invitations to
seminars/ activities/ events/ scholarships that will be held abroad
except those that are sourced by officials/ employees in their personal
capacity. For scholarships abroad or with a component of traveling
abroad, the ICO shall secure the review and concurrence of the PDC
before any clearance can he given. The ICO, together with the concerned
Undersecretary or Assistant Secretary, shall identify and recommend the
representatives and/ or delegates for the Secretary's approval. For
foreign official travels involving ficld personnel and teachers, the
Regional Directors and Superintendents shall nominate, evaluate and
recommend the travel requests of their respective personnel prior to
endorsement to the Central Office,

XX KHX xxx"

Consultants of and/for those engaged under Contract of Service by the Departmen!
shall not be msucd foreign travel authorities and shall not be entitled to government funding
for such trips, except in highly meritarious circumstances {e.g., unavailability of gqualilied
emplovees in highly technical or specialized fields), and upon written justificntion submitied
to the autharized approving official/s. For purposes of this section, and for such local travel
authorizations, as may be contractually stipulated and/or aliowed by law or regulation, the
autherized approving officiai/s shall refer 1o the supervising Undersecretary, Assistant
Secretary, or other 3rd level olficial desipnated os the DepEd signatory to the contract ol
service or consultancy.

8. This Order shall not preciude the Secretary of Education from signing documents, if
necessary, in the interest of service, and from exercising her authority and mandate under
Republic Act No. 91 55, Exccutive Order No, 292, s, 1987, and other existing lowes.

4, For more information, please contsct the Office of Undersecretary for Human
Resource and Organizational Development and Bureau of Human Resource and
Organizational Development-Personnel Division, Depariment of Education Central
Office. Meralco Avenue, Pasig City through email at usec.hrodia deped.gov.phh  and
biwod. nde deped.gov.ph or at telephone numbers {02) 8636-6549 and (02) 86378404

0. immediate dissemination of and strict compliance with this Orderas direcied.
41‘ 3 {4 v
d - oS
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Vice President and Secretary i
) B P "‘: ‘,1’(,-"3 b 74
Reference: ff
JepEd Order (Nos. 042, 5. 20.27)
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