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Bepartment of Ehucation
_ _ _ DIGOS CITY DIVISION

Office of the Schools Division Superintendent
DIVISION MEMORANDUM
0OSDS-2022-
To ; Assistant Schools Division Superintendent

Chief Education Supervisors, CID, SGOD
Public Schools Division Supervisors
Education Program Supervisors

All Elementary and Secondary School Heads
All Others Concerned

Subject : AMENDMENTS TO DEPED ORDER NO. 043, S. 2022 (OMNIBUS
GUIDELINES FOR ALL PERSONNEL OF THE DEPARTMENT OF
EDUCATION)

Date i November 14, 2022

Herewith is the copy of Regional Memorandum No. 062, s, 2022 entitled

‘Amendments to DepEd Order No. 043, s. 2022 (Omnibus Gundelmes for All
Personnel of the Department of Education) dated October 24, 2022,

This is to ascertain that stipulations made in this latest Order are properly
complied with relative to the internal guidelines on local and foreign travels in the
Department and its attached agencies for purpeses of providing such additional
safeguards to ensure the judicious use of public funds.

Moreover, the regional office requires that all travel authorities pertaining to
personal foreign travel must be submitted to the Approving Authority at least ten (10)
days before the departure date and released by this office at least five (5) days before
the departure date.

For strict compliance and immediate dissemination.

For and in the absence of the

Jepkd Schools Division of Digos City Schools Division Superintendent
RECORDS SECTION
REEZ %? BEVERLY UGDAUG, EdD
hief - Curriculum Implementation Division
OATE: -~ “ME' Officer-In-Charge

Address: Roxas cor. Lopez Jaena Street, Zone |l, Digos City (8002)
Telephone Nos.: (082) 553-8375; (082) 553-8396
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October 24, 2022

REGIONAL MEMORANDUM
No. 062, s. 2022

AMENDMENTS TO DEPED ORDER NO. 043, 8. 2022
(OMNIBUS GUDELINES FOR ALL PERSONNEL OF THE
DEPARTMENT OF EDUCATION)

To - Assistant Regional Director
Schools Division Superintendents/ OIC-SDS
Elementary and Secondary School Heads
Regional Chiefs of Functional Divisions
Human Resource Management Officers
All Others Concerned

= Herewith is the DepEd Order No. 046, s. 2022 dated October 17, 2022 from Sara
Zimmerman Duterte, Vice President and Secretary of Education, relative to the
amendments made to DepEd Order No. 043, s. 2022 or the Omnibus Travel Guidelines
for all Personnel of the Department of Education.

2. The Schools Division Superintendents are hereby directed to ascertain that
stipulations made in this latest Order are properly complied with relative to the internal
guidelines on local and foreign travels in the Department and its attached agencies
for purposes of providing such additional safeguards to ensure the judicious use of
public funds.

3. Further, this Office requires that all travel authorites pertaining to personal
foreign travel must be submitted to the Approving Authority at least ten (10) davs
before the departure date and released by his/her office at least five (5) days before the
departure date.

4, For immediate dissemination and strict compliance.

ALLAN G. FARNAZO

-‘Q- {wb Director I\Q‘_‘ _"r :_

Enclosed: As stated. By the Authority of '. jonal Director
To be indicated in the under the ing subjects:

AMENDMENT AUTHORITY OFFICIALS EMPLOYEES TRAVEL

MARIA INES C.
Director Il
Office of the Assistant Reglonal Director
ROAS/ PS/1it; ~
>
Address: F. Torres St., Davao City (8000) 1SO 9001:2015 - Certified

' Telephone Nos.: (082) 291-1665; (082) 221-6147




Republic of the Philippines
Bepartment nt mmtmn

17 021 2022
DepEd ORDER
No. 346 . s- 2022

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

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

1. With the issuance of DepEd Order (DO] No. 043, s. 2022, the Department adopted
its Omnibus Travel Guidelines for all DepEd Personnel. 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 in the

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

> 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 travels in the Department and its attached agencies
for purposes of providing such additional safeguards as arc best suited to agency conditions
and agency peculiarities, and to 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:

a. For Official Foreign Travel - The provisions of Item IV(B){4)(b), and its

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:

 Office/Position | R‘c""":r;lnz ~ Approving Authority |
| a. Central Office ' s 1

' 1. Undersecretary [ ISeEr_é—tiry

| Director, concerned (Highest |
| and Exec. Director | Exec.of the Strand) [______

(Usec), and Bani or her duly J
Assistant Secretary I designated executive |
(ASec) L |official (Bxec) |

' 2. Bureau/ Service Usec/ASec T Usee {Chief of Staff) '
1




i 3. Division Chief, ~ Bureau/Service

|

and balosw J Director concerned
4. Offices/Units/Staff | OSEC Head Exec.

Complement - | Assistant,

Office of the [ or Director

Secretary (OSEC) | concerned

'S, Offices/ Units/Staff None

|

Complement - [
Office of the |
Usec/ ASec

| b, Regional O_mce

. Regional Director | Usec for

(RD), Governance & Pield
and Assistant RD Opent.ion-

. Division Chief,

and below
[ Schooln Divillon Oﬂice

. Schools Di Division RD

Superintendent I
(SDS), |
and Assistant SDS

8. Other Attached

. Division Chief, |sns"'

_personnel <
. Attached Agencies ke _
. Agency Head | None

and below,

including Public
Schoaols District
Supervisors (PSDS)

- Schools i S
. School Head ' SDS

. Teaching | SDS

personnel, 1
and Nonteaching

. Early Childhood ' Executive Director

Care and
Development i
(ECCD) Council |

. National Academy  Executive Director

of Sports (NAS)

. National Book { Execcutive Director
Development Board
(NBDB)

. National Council Executive Director

for Children’'s
Television (NCCT) e
National Museum ' Director General
of the Philippines

(NMP) |

Philippine High ' Director IV
School for the Arts
(PHSA)

Agencies

| Usec/ASec
concerned (Highest
. Exec. of the Strand)

f Usec (Chief of Stafl)

e

| Usec/ASec concerned |

Usec (Chief of Stam

"Usec for Governance

,and Field Operations

[Usec for Governance

and Field Operations

Usec for Governance
| and Field Operations

Usec for Governance

i

|

and Field Operations |

Usec for Governance
| and Field Operations

| Usee (Chief of Staff)
| Usec (Chief of Stafl)

' Usec (Chief of Staff)

L =
| Usec (Chief of Staff)

| esc [Chlef o Bl

| Usee (Chief of Staff)

! ST T wam—— e sl
| Head of the Agency ! Usec (Chief of Staff)

{




b. For Official Local Travel - The provisions of ltem IV(C){11(b), and its table
of recommending and approving authorities for official local travel shall

read as follows:

b. The recommending and approving officers for the issuance of
official local travel authority to officers and employees of the
Department, including its attached agencies, are indicated in

the following table:

Office /Position
 a. Central Office

1. Undersecretary (Usec), '
and Assistant |
Secretary (ASec)

2. Bureau/Service
Director,
and Executive
Director

3. Division Chief,
and below

4, Offices /Units /Stafl {
Complement - OSEC |

5. Offices /Units/Staff
Complement - Office
of the Usec/ASec

b. Regional Office

' 2. Assistant Regional }
Director (ARD)

]

Re‘::::: ::'t‘;ing Approving &uthority
' Secretary
Badia , or her duly
| authorized executive
| official "
Usec/ASec
| concerned (Highest
Home Executive of the
| _| Strand)
‘ Usec/ASec
| giu:cntt:'/rServica ! concerned (Highest
oottt 1 Executive of the
. | Strand) =
! O8ec Head
Executive |
| Assistant, | Usec (Chief of Stafl)
or Director
concerned MR T (e e
I' Usec/ASec
‘ . concerned (Highest
Ronn | Executive of the
| _Strand)
| Usec for Governance
! and Field Operations
None | (for destinations
| outside the Region
Jontyy
RD (for Usec for Governance
destinations and Field Operations
outside the | (for destinations
Region only) | outside the Region
| only)
None (for {
destinations ’ RD (for destinations

' 3. Division Chiefl
, andbelow
__c. Division Office

1. Schools Division
| Superintendent (SDS) |

ARD

S —

None

L | &

2. Assistant Schools |
| Division
| Superintendent
IASDS)

SDS (for
destinations
outside the
Division only)

[ RD

- —ﬁD (for destinations
| outside the Division
___| only)

__|_within the Region) within the Region) |

1

RD (for destinations

| outside the Division
| only)

SDS ifor destinations




| None (for

destinations
.~ within the |
= 4 o | Division
3. Division Chief, | . ——
and below, :
including Public f ASDS ' SDS
Schools District |
| Supervisor (PSDS) | |
d. Schools -
1. School Head (SH) ASDS | sps
2. Teaching personnel, !
and Nonteaching '
| personnel None i SH
| (for destination within
the Division) |
' 3. Teaching personnel, B ’
~ and Nonteaching ' 1
personnel SH

| (for destination

_outside the Division) |

*e.

Attached ég_g;e-les

Local official travel of officers and personnel of DepEd Attached
Agencies shall be governed by their internal agency rules and

LP

rocedures.

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

b.

4. Personal Travel - The provisions of ltem V of the Omnibus Travel Guidelines on
Personal Travel, including its table of recommending and approving authorities for forcign

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, a 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.

personal travel, are streamlined to read as follows:

A. General Guidelines

X

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 the operational
efficiency of his/her office.

2. Recommending and Approving Authority for Personal Foreign

Travel. The recommending and approving officers for the

issnance of personal foreign travel authority to officers and

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

Office /Position Recommending |

. Authority - Approving Authority i
B — ,ge - l
' Undersecretary [ e ' l
' (Slisecié‘and xh;umt ! None | Usec [Chief of Staff)
 Secretary (ASec ‘ : . |
. — g
1. Bureau/ Service l | Usec/ASec !
. Director, and | Nonme i;::::‘:r:e‘:ﬁ:.“
| Ex Dire | c
| e eetor 1 | Strand)_ o
| Usec/ASec B
' 2. Division Chief, Bureau/Service concerned (Highest
| and below Director concerned  Executive of the
SR IS, 1T _ | Strand) |
| 3. OMocs/Unita/stasy | ONNC Hesd
Complement - Office | Lrocutioe ' |
| of thaBecrets Assistant,  Usec (Chief of Staff)
(OSEC vy or Director ]
L= ) mai | concerned R i
| 4. Offices/Units/Staff | fo';:i ‘::: Highost |
Complement - Office None F——" f th
Bee . . utive of the ‘
Wiin  iiandii B | strana) |
' b. Regional Office S et
ol B Usec - Human
1. Regional Director . Resource and
(Rg: | Teon. | Organizational -
"y . | Development (HROD)
"2. Assistant Regional | oo  Usec - HROD
 Director (ARD] =lr ey P s £
3. Division Chief, | amm T
 and below } D% I i - hea \
"c. Division Office = -
1. Schools Division _ l
Superintendent ; »
. (sDs), ‘
|  and Assistant Schools RD Usec - HROD ‘
Division |
Superintendent | |
. _|ASDS) _ I L= o B
2. Division Chief, |
and below, | SDS | RD
‘ including PSDS |
ld Schools == Lo st
11, SchoolHead | SDS N © S
2. Teaching personnel, | li
| and Nonteaching | SDS | RD

| personnel ‘

' e. Attached Agencies ISR o S '




o,

modificd and Jor added:

1. Head of Attached 7]
Agency - None Usec (Chief of Stafr)

p Loen'lmc;fl‘lclafl travel of other officers and

. Attached Agencies shall be governed b
. and procedures. S S

ﬁemnnol of DepEd
nternal agency rules

3. Scholarships/ trainings and related activities sourced and pursued

by officials/employees in their

personal capacity should b
brought to the attention of the immediate luporvll:r orahead oel‘
the office before application for authority to travel.

4. Personal Local Travel. The official or
accomplish the requisite
authority.

employee concerned shall
leave forms from the approving

Definition of Terms The following provisions of ltem {1 on Definition of Terms are

a. Item Ill{a) on Attached Agencies shall read:

a. Attached Agencies refer to 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 Couneil [ECCD Ceouneil),
National Academy of Sports (NAS), National Book Development
Board (NBDB), National Council for Children's Television (NCCT),
National Muscum of the Philippines (NMP), and the Philippine High
School for the Arts (PHSA). (a)

b. The following additional terms, Official Local Travel Authority, and
Locator Slip, shall be expressly defined and inserted as Item I11(d) and
Il{e):

d. Locator Slip refers to a 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 office 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.

Consequently, the terms previously defined under Items 1H{d-i) shall be renumbered
as items II{I-k).

The 2nd and 3rd par. of Item [V(B}2) on Pre-Departure is modified to read as lollows:
“roex XXX XXX

The awarding of scholarships, fellowship and training grants shall at all
times conform to the policy of transparency, accountability, equitable
distribution and eligibility and shall be guided by the existing
nrocedures/ process set by the Personnel 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 be 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 field 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 XXX xxx"

i Consultants of and/or those engaged under Contract of Service by the Department

shall not be iwsued foreign travel authaorities and shall not be entitled to government funding
for such trips. except in highly meritorious circumstances (e.g., unavailability of gquualified
emplovees in highly technical or specialized fields). and upon written justification submittesd
ta the authorized approving official /s. For purposes of this section, and for such local travel
authonzations, as may be contractually supulated and/or allowed by law or regulation, the
authorized approving official/s shall refer 10 the supervising Undersecretary, Assistant
Secretary. or other 3rd level official designated as the DepEd signatory to the contract of
service or consultancy.

8. This Order shall not preclude the Sceretary of Education from signing documents, il
necessary. in the interest of service, and from exercising her authority and mandate under
Republic Act No. 9155, Executive Order No. 2692, s 1987, and other existing laws.

a, For more information, please contact the Office of Undersecretary for Human
Resource and Organizational Development and Bureau of Human Ru_onre’e and
Organizational Development-Personnel Division, Department ol Education Central
Office. Meralco Avenue, Pasig City through email at usec. hrodicdeped. gov.ph and
bhrod. pdir deped. gov.ph or at telephone numbers (02) KOH36-6549 and (02] 86318494

10. Immediate dissemination of and strict compliance with this Order 1s directed

%, o Sk
52“\4 MAS VA A
! Z. DUTERTE 7
Vice President and Secretary
r“‘f"- v
R(.‘fl'l'('l“'l.'.
DepiEd Order (Nos. 044, s, 2022

To be indicated in the Perpetual Index
under the following subjects:
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