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TRAINmG-wORKSHOp ON BAslc cOHMUHlcATION
AND BusmEss coRREspoNDENCE

To:       Assistant schools Division superintendent
Division Chiefs
Public Schools District Supervisors
Public School Heads
Public School Teachers

1.   The  results  of the  Training  Needs  Analysis  (TNA)  of the  ADA VI  and ADAS  Ill
employees  showed  that  Written  Communication  in  Core  Skills  is  one  of the
priority    needs.    The    indicators:    knows    the    different    written    business
communication       formats       used      in       the       DepEd;       writes      routine
correspondence/communications,  narrative  and  descriptive  report  based  on
readily available  ilifomation data with minimal spelling or grammatical error,
and  demonstrates  clarity,  fluency,  impact,  conciseness,  and  effectiveness  in
his/her written communications. Therefore, this activity on Training-Workshop
on  Basic  Communication  and  Business  Correspondence  is  conceptualized  to
address the need.

2.  The   School  Governance  and  Operations  Division  (SGOD)   thin  the  Human
Re source Development will conduct Training-Workshop on Basic Communication
and Business Correspondence on July 26-27, 2022 within Digos City.

3.   Attached are the Indicative Program of Activities and List of participants for ready
reference. The participants are quired to bring laptop, extension wire and samples
of letter reply, memorandum, advisory, minutes, and proposals for the workshop.

4.   Meals, snacks, venue, and professional service of the invited facilitator shall be
charged  to  2022  GAA HRD  F`unds  subject to  the  usual accounting  rules and
regulations.

5.   For information, dissemination, and compliance.

For and in the absence of the SchQgls Division Superintendent:
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I ndicative Prog ram Of activlties
Training-WockshoponBasjrou,§Ow¥t|=u:ni;gtfn%a#::<S;:#,mngton

DAY 1          T"E ACTlvnT PERsON-lNCHARGE
7:00€:00 Registration TWO
8:00-8..30Ii Preliminaries-LupengHinirang-Prayer-RegionalHymn-DigosCityHymn TWG1ModeratorI

-Attendance Check
~Welcome Message ASDS Basilio P.  Mana-ay, Jr.
•F3ationale Sollie 8.  Oliver,  Chief ES SGOD
-Messa SOS Cris

8:30-12:00 OnentatJon and Workshop Mana Vinice Sumaljag
-Business communieation       I                                 CJC

iii

:;#aEro#: :uosTns:osp  iLetters
(

12.00-1:00                                                   I   Liinch  break                                         I                                                                                         I

t6oT3:oo WorkshopFeedback Giving

DAY 2           TIME ACTIvrTy PERSON.lN€HARGE
8:00-8:30

I:p:iaiig;gs:!k

TWO                                  i

8:30-12.00

(  ##t'&ne%dra#aTsh°P     I            Manavlngi:csumaljap
Minutes, and Proposals
-E-mail Etiquette                             i

12:00-1,.00 Lunch break

1 :004:30                                             I  Workshop
Feedback Giving                          (

4:30-5:00 Clesing Program



List of Partlclpants

1 REPOLLO, ARLEN DECAPARON ADMINISTRATIVE  ASSISTANT  Ill OSOS

2 ROSALITA,  MARY  SOL SAYSON AOMINISTRATIVE  ASSISTANT  Ill OSDS

3 OBENZA,  MERLYN  ESTOMO ADMINISTRATIVE ASSISTANT  Ill OSDS

4 LOMA, ALJUN JAY ALABATA                                  I ADMINISTRATIVE  ASSISTANT  Ill OSDS

5 GLORIA,  N0BBELITH DIAMANTE ADMINISTRATIVE ASSISTANT 11 SHSDC

6 NAHINE,  JONA M0lLEREEN MARATAS ADMINISTPATIVE ASSISTANT  Ill OSDS

7 ZAMBRA,  VINCENT SAMAR ADMINISTRATIVE ASSISTANT  Ill OSDS

8 BACAMANTE ,  RAMEL ADMINISTRATIVE ASSISTANT  11 RUPARAN  NHS

9 DEVALGIJE,  MARY ANN  IBANEZ ADMINISTRATIVE  ASSISTANT Ill OSDS

10 ALCAIDE,  ROSETER CATUBAY ADMINISTRATIVE ASSISTANT Ill OSDS

11 lYOG,  SHARON ANN  SISON ADMINISTRATIVE AS§lsTANT Ill OSDS

12 PAGAYON,  MA.  BEF2NADETTE VILLARAN ADMINISTRAT!VE  ASSISTANT  11 DicNHS

13 MARATA,  EVANGELINE  BACAITOS                 I ADMINISTRATIVE ASSISTANT Ill OSDS

14 GONZALES,  GISELLE DONALVO                        Ii   ADMIN!STRATIVE ASSISTANT  Ill OSDS

15 BENGIL, JESSRAEL TORREGOZA ADMINISTRATIVE ASSISTANT Ill Ost)S

16 EBol`  DANIL0 JR.  MALBUESO ADMINlsTRATlvE  ASSISTANT in OSDS

17 BARITUA,  JANICE  CAGALITAN ADMINISTRATIVE ASSISTANT Ill KAPATAGAN  NHS

18 CABARDO, DAYNIE BETH DIAPERA ADMINISTRATIVE AIDE Vl OSDS

19 lBANEZ,  MARIEFLOR ESPINOSA ADMINISTRATIVE  AIDE  Vl OSDS

20 MORAL CATHERINE NAcloNALES ADMINISTRATIVE AIDE  Vl OsOS

21 EVARRETTA, RARYL ANTONIO ADMINISTRATIVE  A!DE Vl OSDS

22 ESCANEB,  GWENDOLYN MARA LINTUA
)   ADMINISTRATIVE  AIDE  Vl

OSDS

23 MAYONILA, ADEIYN PRES0BES AOMINISTRATIVE AIDE Vl OSDS

Top Management

1.      SOS

2.     ASDS

3.     SGODchief

Training Management

4.     SEPS-HRD

5.      EPs ll-HRDDesignate

6.      NurseonDuty

7.     Resource speaker


