Republic of the Philippines

Department of Education
REGION VIII - EASTERN VISAYAS

January 6, 2023

OFFICE MEMORANDUM
No. 15§ 52023

To:  Assistant Regional Director
Regional Office Division Chiefs
Quality Management Representatives
Chairperson and Co-Chairperson of QMS Teams
QMS Secretariat Chairperson and Co-Chairperson
Unit and Section Heads
All Others Concerned

PREPARATION AND SUBMISSION OF THE OPERATIONS MANUAL AND
PLANNING DOCUMENTS PER REGIONAL FUNCTIONAL DIVISION

1. With reference to DepEd Order No. 09, s. 2021 (Institutionalization of a Quality
Management System in the Department of Education) and DepEd Memorandum No. 14, s.
2022 (The DepEd Quality Management System Manual and Procedures and Work Instructions
Manual) and as an offshoot of the agreements firmed up during the Orientation on the
National Quality Management System (NQMS) for the Regional Office’s Personnel and Schools
Division Offices’ QMS Focal Persons held on December 19-21, 2022, this Office requires all
Regional Functional Divisions (RFDs) to prepare and submit their respective Operations
Manual (OM) on Quality Control Procedures and Planning Documents.

2. The aforementioned documents shall ensure continued suitability and adequacy of the
implementation of the QMS and in preparation for the readiness assessment scheduled in
March 2023. The said documents shall be submitted to Ms. Mercedes D. Sarmiento,
Chairperson of Knowledge Management Team (KMT), on or before February 6, 2023.

3 Attached for reference in crafting or organizing the said documents are the following:

a) Guide in Crafting Operations Manual; and
b) Guide in Planning Documents.

4, All other materials can be accessed through the link: bit.ly/Dep EANQMS.
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Department of Education Regional Office VII (Eastem Visayas)

5. Immediate dissemination of and strict compliance with this Memorandum are desired.

EVELYN R. FETALVERO, CESO IV
L Regional Director
PPRD-TCPJ
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REGION VIII - EASTERN VISAYAS

NAME OF STRAND/REGION/SDO/SCHOOL

TABLE OF CONTENTS
A. Title Page
B. Introduction (Purpose, coverage, process of development)
C. Organizational Structure and Office Functions
D. Legal Bases and References
E. Definition of Terms and Acronyms
F. Quality Control Plans (One Section per Process/Service)
G. Forms/Templates
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REGION VIII - EASTERN VISAYAS

NAME OF STRAND/BUREAU/SERVICE/REGION/SDO/SCHOOL

BUREAU/SERVICE/
REGION/SCHOOLS
DIVISION/SCHOOL

OPERATIONS MANUAL

Instructions:
1. Download and Use Trajan Pro. 36 for the font of this Title Page
2. For Regions, use the formats below in this Title Page:
DepEd Region I — Illocos Region
DepEd National Capital Region
For SDOs, use this format in this Title Page:
DepEd Schools Division of
For Schools, use the full School Name in this Title Page.
Start a new page for each part of the Operations Manual
QCPs use different template which can be accessed in the NQMS Portal
You may use a landscape orientation for the organizational structure and a portrait
orientation for the office functions and job summary
Delete these instructions once you are ready to compile your operations manual
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<covers brief description of the Bureau/ Service/Region/Schools Division/School in
general>
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REGION VIII - EASTERN VISAYAS

NAME OF STRAND/BUREAU/SERVICE/REGION/SDO/SCHOOL

LEGAL BASES AND REFERENCES
Effective as of: Month day, year (e.g. February 10, 2022)

<list down all legal bases and references categorized by declared processes>

Declared Process A
1. Reference 1
2. Reference 2
3. Reference 3...

Declared Process B
1. Reference 1
2. Reference 2
3. Reference 3...

Declared Process C
1. Reference 1
2. Reference 2
3. Reference 3...
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DEFINITION OF TERMS AND ACRONYMS
Effective as of: Month day, year (e.g. February 10, 2022)

<insert list of terms and acronyms including their definitions>

Term Definition
Term Definition
Term Definition
Term Definition
ACRONYM Definition
ACRONYM Definition
ACRONYM Definition
ACRONYM Definition (press tab to add another term/acronym)
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