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Pr:biic Elementary and Secondary Sehool Teaching anr,l
Non - Teaching Personnel

ln tine rrrith the ,r:ltirnotp c'nol nf *}re Qr.hrtr:-Ie I--\irrjqinn f\ffir.e nf Qr.icnna

City of Munoz to effectively deliver services to its clienteie and engage in
totai transformation to raise its ievei ai services through iniormation anci
Communications Technolo*v iiCT). the division r.r,ide imnLementation of
the Online Document Request sha11 be adopted effective February 22,
2021 after the sr-rceess of its initia-I testing anrl r'et=esting rn seLect-ed
elementary school and secondary school.

The Online Docurnent F-eqr-1gst Procedr:re is hereto attached as
Eneiosure iio. i ior: reference purposes.

Fiease be guided accordingiy.
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OIC - Scho*ls Divisicn Superintendent

Address: Brgy. Rizar, ,.ffJ:';,T; l,il.;ff;rab* 
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Public Elementary and Secondary Sehool Teaching and

Non - Teaching Personnei

In line .",,.ith the ultimate goal cf the Sch++ls Divisi+n Cffice of Science
City of Munoz to effectively deliver services to its clientele and engage in
total transformation to raise its ievei oiservices through information anci
Communications Technolog. {ICT}. the division wide imnlementation of
the Online Docurnent Request shal1 be adopted effective February 22,
2O21 a-fi'*r the sueeess of its initia=i testing and retestrng in selected
elementary school and secondary school.

The Online Docurnent Request Pr:ocedure is hereto attached as
EncLosure iio. i lor ieference purposes.

Piease be guicied accordingiy.
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City of Munoz to effectivelv deliver services to its clientele and engage in
totai transforrnation to raise its ievei of services through Iniormation anei
Communications Technolog"\,- {ICT}, the division wide implementation of
the Online Document Request shall be adopted effective February 22,
2A2l after the suecess af its initia-l testin-g a,nd retesting in seiected
elementary schooi and secondary school.

The Online Docurnent Reqr-rsst Pr+cedr:re is hereto attached as
Eirciosure tio. i iui= refereilce ilurposes"

Piease be guieie<i accortiingi3r.
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sctENcE?tw Sinnu&oz DAIITE G. PARITTGA(], CESO \II

+IC - $chc*ls Divisi*n Superintendent

*oyal, @cellent, .%c,au*tableand .#Edicated to @rvice
Address: Brgy. Rlzal, Sclence eity of lV*uftoz, 3119
Telephone Ns,: {044"} 8A6 -2L92; ErnailAddrcss: rqunq$lencq,citv@depgd.gav&h
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Enclosure No. I to Disisi*n lc{emora::dr:.r* No. ?.f , s" 2021

Online Document Request Procedure
REQUESTOR {Sehssl Personael / Teaehersl

1. Access the Online Document Request by typing
in the aciciress bar ui )'our

brorc,ser then click "Entef"

2. Eniei' ihe foiior,r'ing cietails:

Vaiiti c srail aidress iricpccl etirati oniri
D,,I1 *^*^i u ii iialtrc

Emolovee Numtrer

I t--LL ) ^L^i--:!:1 Lii .JC-LS

Name of School (choose from the Drop-Dorvn List)

Select SDO Functional Division u.here document is requested

2.1 Curriculum Implementation Division (for improvementi

2.2 School Go.",ernance and Operatioas Di-rrision

Select the Unit where Document is Requested:

(choose from the Drop-Dorvn Listi

School Health and Nutrition Unit (Click "Next")

Select the t3rpe of document

idedicai Cer=iificare iPick up or emaiii
r.! ., -i - i_iDrlter trrc rur puse

Seiect ihe Preierreei idethod nn how to secure ihe eiocumeni:
Pick-up (if the document requires the original
signature of the signatory, Pick-up or via email if e-
.:icrr.rltirq iq {.^..-ei-!+Frq.-.rr fl:e rlr-n,,rt.or-,i i-e,ii,Fetcri-}

Click "submit"

2.3 Office of the Schools Division Superintendent

Select the Unit where Dacument is Re-quested:

s. L-

I



choose fi-om the Drop-Dortn I ist:

Administrative Unit {C1ick "Next"}

Select the type of Document
Ccrtifica-te oi empioS'ment - Pick r-ip cnil'
Certificate of Discrepanc)' - Pick- ttp on15'

Change oi i'{ame * Pick up on\,
Cert. of First day of Service - Pick up or via email
Service Record - Pick up or via email
1as,-* Q,or--'^o Cr"o,-1i+ ,' T oo.'o t--re.l it 

- Dinlr !r!\ 
^t- 

eirrci'l;1 |, r-.... \.ii.uii I Da 1., i!. \Jrr urL r !\ r\ rrt,

Certificate of l-ast Salaq.' Recei.=,ed - Pick up onl;'
Ceriificaie of i'{o Fending Case - Fick up oniy

E-'refar- thp Pr r ?'Y'!^qF

Selcct- ihe Freieried Ivlcthcd on h."r''*,'-Lc scclii^e the dcciimeni:
Pink-rrn (if the document reonires the or-isinal*^^o^---'

signaiure of the signaiory, Fick-up or via emaii ii e-

signature is accepted on the document requested)
Click "submit"

Acoountino Ilnit {clicl.- ne:rtl
-------p - ---- \*__-__ _--___l

Select the type of Document

Certificate of PhilHealth Contribution - Pick up only
Certificate of Frovident Loan Balances - Pick up oniy

Enter the Purpose

Select the Preferred Method on hor,r, to secure the document:
Pick-up (if the document requires the original
s.iqnatrrre nf the signatnn' Pick-r-,n nr via ernail if e-t I rvrr

signature is accepted on the document requested)
L-tt(iK siLr tJttrlL

Cash Unit

Select the type of Document
A'I'Ntl Enciorsement - Prck up only
D^-li-^ nr^* Di^1-,.* ^*1--riittritttrv t,ltt t!t - -ii:h itt, !ttit*

Enter ti" P,-,*o*"

Select the Preferred Method on horv to secure the document:

.*,i
$ ',;



Pir"k-rrn (if the docr-rment- recttires the orisinal
signaiure of the signatory, Fick-up or via emaii if e-
signature is accepted on the document requested)

Click *submit"

PROCE*-sSOFI (Admrn StafT rn-charge in *"he Admrnrstrer-i,.,e, Accor:nttng, Cash
and Schooi Health and Nutrition Units)

Access the spreadsheet via
Check the type of document requested hy the requestor.
Pr*ce-qs t}:e Ccc nment.
Forward the document to the authoized signatory for veri{ication and
s,rB,rra Lur c .

Convert the document in PDF tormat and send to the requestor's email it
the request to secure the document is thru e-mail. Otherwise, release the
docuner:t thrg the F,eeords Seeti+n.
The processor of the document shall ensure that the spreadsheet is
monitoreci regularly itwice a riay - I A,\4 and 3 PMi to check ior incomrng
requests.
Online document request either for pick - up or through email shall be
^..^:1^1-1^ ,...1+!=i- +L- ^ -'.^*1.-;*^ ,{-'.^ ,-{-*-*-.{;*ry +* }tr-c !tt++ +€ rll++::raatd-!ciiiciUiE: 1'riLitiii LiiiEU 'r=r viilitiS Licili} Liciiciruii:B via Liiu LJlju vi uuLuiarLirL

requested.

1.

2.
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5.

7.
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