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SCHOOLS .DTVISION MEMORAITDT'M
nr". 441 s. 2023

SUEMISSTOII OF CLITNT SATISFACTTON MEASUREMEIIT {CSMI RTSULTS FOR
FISCAL YEAR 2023 AS OI{T OF THE BASIS r.OR THE GRANT OF

PERI.ORMAI{CF.BASED BOSUS

To: Assistant Schools Division Sr-rperintendent
Chief Education Supervisors
Public Elementary and Secondary Schoolheads
A11 Others Concerned

i. In neference to Unnumbered DepEd Memorandum entitled Submission af Ctient
Satisfaction Measurement {CSM} far Fiscal" Year 2023, this Office instructs all concerned
unit in the Schools Division Off,ce, including all public schools to submit the CSM Result
for services declared in DepEd Citizen's Charter not later than December 27r 2OZg.

2. The CSM Results shall cover feedback received from both online and hardcopies of
the CSM forms. SDO Units / concerned personnel that have not yet eacoded client
feedtrack from the CSM form hard copies may use the template that can be downloaded
through the iink http s : / / bit. ly I CSM ResultsTemplate.

3. All concerned must submit one CSM result through the link trelow:

Unit Link
SDO - Eudget Unit

http: / / tinyurl.com / FY2O2SCSM-SDO

SDO - Cash Unit
SDO - ICT Unit
SDO - Lesal l.Jnit
SDO * OSDS
SDO * Persr:nnei Unit
SDO - Propertr,, and Suppli,, Unit
SDO-* Records Unit
SDO _ CID
SDO - SGOD (Planning and Research
Section)
SDL) SGOD (School Management,
kloiritoring and Evaluation}
A11 Schools - External Senices https: / / bi!.lvl DepEd2O23CSM ExtSchools
All Schools - Internal Serr,.ices https: / /bit.lv/DepEd2O23CSM IntSchools

lAr*rrlilir of t!r $irrtippinrs

December 14,2Q23

p4rp Address: Brgy. Rizal, Science City of Mufroz, 3119
Telephone No.: {044) 805 -2192; Er*all Address: munazscience.citv@deped.qov.ph
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in MC litro. 2023- i titled Gui.d"elines an the Grant of ttte Performance-Based Boruts {FBB} for
I'Y 2023 under Executiue arrler (EO) Nct" BO s. 2012 a-nd. EO No. 2A1, s. 2016. Thus, if
DepEd is deemed eligible for the grant of the FY 2023 PBB, non-compliance with the
submission of the CSM Report will result in the isolation from the grant of the PBE
payout.

5. Likernise, all offices are reminded to safeguard hard and softcopies of the CSM
Forms a.nd upholds integrit5r in the preparation of CSN{ Report since 4"8.2 of ARTA MC
2422-*5 states that'The ARTA reserves the right tc request proof of the survelr results,
inciuding the ansrnered paper sr-lrlzevs ald the Excel fi1e of the aggregated data""

6. Additionali]r, *11 concerned units shall gather a minirnum number of CSM responses
based on ihe ARTA Sar,:p1e Size Calculator through the iink
i -:i :. i,r ::,,-j l.:-Ii l lIj, !:l,:ir-,r .i.,,,3 !i1 l::i-tL::isi-ir-

7. Enciosed are the follorving:
r DM-OUHROD-2023-0930 (contains the ARTA-prescribed CSM Form)
o Annex A - External and Internal Services to be Reportecl for the CSM
* Annex B - Preparation of Consolidated CSM Result

f . immediate and r,vide dissemination of the Memoramdum is desired.

- -:.---
-*-.>JOHANNTTN. GERVACIO PhD, CESO,V

Schoois Division Superinten defif

Ir
v

pEc 18 lo?l

Eflcl: As stated
References: MC No. 2019-002, RA 11032, MC No. 2022-O5,
DM-OUHROD-2O23-O930, trO 80, s. 2012,EA 2O1, s. 2016
To 'be indicated in the Perpetual Index

Under the follou,ing subjects:

CLIENT SATISF}.CTION MEASUREMENT

l?EA (XM Report
1l5/December 14, 2A23

o$ro Address; Brgy. Rizal, Science City of Mufioz, 3119
Telephone No.: {044} BOG -2197;Email Address: munozscience.citv(ddeped.qov.ph
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MEMSRAHIXJI!{

TO Directfirs
&ivisions Supe rintendent

IIeads
Con*t:rued

$TESLEY ?. PSA
'and Chief of Staff

" MERCBNE
Admini strative Officer

Putrlic Affairs Service

AjtTN

ITROM

sut3.;[cT

DA?E

Itegional Fublic Assistance Coordinators
ilivision Fnblic &ssistance Coordinators

Su

SUBMISSIOT{ OF CI"IEffT SATISFACTIOI,T
{csNr} RE$uL"s F-oR FrscAL YSAR ?,023

ile:r-'ernber 1 l. 20:3

eri n*ei""; ;d;;(Ro"l;s;h;oil Di"i;;" om""* tspo*f . arra =*r,oois u**
requested t$ submit their FY 2CI23 Client Satisfaction *Xechanisrn {CSM}
Resr"tlts for services declared in the DepEd Citizen's Chartert t* the Pubiic

:/
tat::'

Affairs Service * Fublic Assistance Acti<ln Center
December 29, 2023.

,.}:nm::nicaiions iivis;on, Depf d Ccr:ciex, Meralco Avenue, P;sig Cit.l 16ii0
Ieiephcne i'Jc.: (CZi 6?,l.6ri;r3.1 a332i20

**rh *

ilepffiffi
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Business and Efficient Gouemment sbrmce *elivery Act af P?ls," and ifs
Implementing Rules and Regulations which states that all government agencies
sha1l submit their Client Satisfaction lvleasurement (C$M) report every year.

Addirionally, ARTA Meraorandum Circular (MC) No. 2022-05 titled *Guid"elbws *n
the Imptementation of the Harmanized. Client Satisfaction Measurement" provides
the harmonized. CSM tool that wiil enable government agencies to assess thl overall
satisfaction and feedback of their clients on the seryice they availed. The
implementation of the CSM Form was further reiterated in DepEd througlr DM-
OUHROD-2023-O930 titled "Implementation of the Client Satrsj?zcfion Measurement
(csM) Form Prescribed bg the Anti-Red Tape Autlwnfg" issued on July lz, zazs.

To aid in the preparation of tl:e FY 2023 CSM Results, all concerned are reminded
of the following:

a. Results shall be rep.orted ior bolh the external and internal services specified
in Annex A of this memorandum, These services declared in the DepEd
Citizen's Charter represent the services most ";;o; in 

";"h 
goveffrance

trevel. l

b. Results s}:a1i 1:* ruiierl iii:in ii:i: ARTA-prescrii:rcl csl,{ Fcr6, i1s
in: plementeil rr: tlepEri rlrro,-r. si"i D L,t - Ol-i l-i RO l)- 2O2 i - 0 q 3 0.

However, csM results obtained from previous feedb*ck forms, e.g. old.
DepEd CCS$ Potar., may still be iacluded in the submission. Kindly refer to
the provided conversion for reference:

lo*lmunicatior-rs Divisicn, DepiC {,lt-ip!ex, Meralcc Avsilu{t, p;:sig Ciiy l$00
ieiepiron* No.: {02) 53160331 $332i2*

PRSVIOTJS C$${ FSRM AR?A-PR.ESCRIE&P C$KI $.ORM
S-Pr-:rnt Likcrl Scaic

5 Qqtqtqqding Stronelv Asree
4 !,'1.1 y-1:,-iy, t j q*l 1.1r Agree
J Sal.isficri Neit]:er Arree nor Disatree
r1 Un*atislied Disarree
1 Poor Stronsly Disasree

, Sqn:qe_Qpqlt!. 1. Dimrnsioirs
Considered as N/A since thrs has

no counterpart inthe preuiaus
feedbackfartn._

sQD0

Responsiveness !,r )i -) 
l

Reliabilitv sQrf ::
Access and Facilities sQD3

Communication SQD4

/,

ffi :rt d+.ts
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d.

c. The CSM Results shall cover feedback received from bbth online and hard
copies of theCSM Forms. Offices that have not yet eacoded client feedback
from the csM Form hard copies may use the template' that can be
downloaded through the link: httpq;/lbit.1v/CSMFe_*qltsTerrlplate. Note
that the template provided shall oniy be used internally by the
RO/SDO/school and shali not be subraitted to the PAAC.

?he Regional Public Assistance Coordinators {RPACs} and Division Public
Assistance coordinators {DPACs} shail be in-charge of gathering and
submitting the csM Results from the concerned units. Thus] each Rb and
sDo shall submit only oI{E (1) consolidated csM Result (covering all
concerned units) to the PAAC. There shali likewise be only one (l) CSM
Result per schooi. Annex B includes the information needed for the report.

Only submissions to PAAC through the links provided sha"trl be considered
in crafting the DepEd-wide FY 2023 CSM Report.

e.
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&SVERI{AI{CE
LEVEL LIT{K

lteg:onai iijilre

r Accounting
Section

r Budget Section
r Cash Section
r Curriculum and

Learning
Management
Division

lttt11s,, ,':tti l: . I ;r'1:i.il jl:.,. l,- .-i1i ili I .-

* l-'li.;m:it:
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r Policy, Planningl,
and Research
Division

r 0ffice of the
Regional
Director

r Personnel
Sectioa

* h.rblic Affairs
Urut

r.Qualitf
Assurance
l)l!'rsron

. Ree<rrds'$*etion

i.r...l :l.: - -t::-i.. r'-:r.:t:-,1:...1,1,r:. r:.:]-i-"1.,i l,- ,

Schools
Divisian Office

* 3lrrlgti i-. r::t
u C..isi': i,. r; l:
* ii-r iirri':-l:t:r:r: llrrli

i,*i:: l;"i ri i.It{-ti:ttii-r rl.rl

li;1;]11111r)g' Unil
s i,t:sai L,ilii
r Office of the

Schools Division
Superintendent

r Personnel Unit

https:/i bit.lv/DepEci2O23QSM- SDO B

r Property and
Supply

r Records Unit
r Curriculum

Implementation
Division

; . l,= , ' ,.-,::.1: 
),i ' ti- ..,.:.. :.i 1.,-4,,

o SGOD -
Planning and
Resesrch
$ectioa

r $GOD - Schosl
Malagernent,
Moaitoring, and
Evalrration
Sectien

i .l ..,l::i, . - j.,r t, 1 1 i -:1,1; 1., : l,.ii l.l:"1" i-: .'!*..-: 1-: 1 1-L -'

Schools ifixlrrr r;t I Si:'ii'ri'i's i it'tit):,. :t:ti.ir ::. iti-ii..tl1l.,.ii ".t',,j i'..;,,'., ., i
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Communications Division, DepEd Complex, Meraico Avenue, Pasig City 1S00

Tel*phone No": {02} 63160331 6332120
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RPACs. DPACs, anci st-'haais shall uploarl a ivlemoran:Cura iAnnex C) signeci
hl. lhc i?rgional {Ji;:ectc;r ,/ Scho*ls l)ir.isior $uperintenrlenr 1 SchoL;i Hearl
ir: ensLrre the tntth" acclir.lc\.'. anrl c*mphteness cf thr: (lSi.,l Rcsrrirs.

trinail cr hard r:cp\,. sulir::issior"rs sirali l\{)T bc rccr:rdcd bv thc pAAC.
i'iktrrr'''rse" an-v rnisreprts{:rntation, discrcpiinL:v. *r Cupliration in ihr: rJlt;,r *r
cur:sr;lirJatccl suhntrssir,ll rrr.11- r-rsrrlt ip laggint tiic R{)l$il(llschc.l a$ r}{.}tr,
crrinirliar:l lr: i hrs i.t'rtrrir.cmt,nl.

h. ROs, SDos, and schools are not allowed to submit their report directly to
the ARTA or any oversight agency.

':e* P: highli$hted that the submission of rl:e c$M Report is atso part of theAgencvAccountabilities a* stated in MCN;. tbtt-iJ*"a "Guid.e;ines anthe Grant
:"r 

t1*^ Perrorman*.- tg:f B onu s { r!{ }_ rgl Fy rn r tu;- r" ;;;" ri# broer 
{ E o }y: t?: j; i?l? ryt"q?::.j*, s. 2oro " Ttss. ilo.,*as iiJ*e;€j Ji;;;:#

[Le_gr;1nt af the Fy AO?3 non liA$cplq -lLs_l11bgqissioa or *re CSnaresult isr isal* frern th t of the PBS

Liirervise, all of{ice s are rerninrlerl tr safegil*"ri the soft anci har.d caylie s of rhe CSir,lF91ms ancl upholei inreg::it-r.in ihr--- preparatrcrr: of CSM l{r::port sjncl 4.8.2 of A.RTA
l'f C 2022 05 s'telte s lirai "Tire .{I{'fA i:esei-1'es the rigi"rt ro request pror:f .l the sllr'.r_\.rcsuks, ir:ctr:-rding the a.nslr.ered paper slin.rr.s ,rn i,l ri . il::cd file of th- ;ilfi;;;d
rie t ir".

Felr rnr:t'r: inii:rm:rlion. pleasr coiltacr lvIs. (irirzir:11r Ann* A. Sarical r:r h.4s. Ari:lnrC. l"lrsncla, PAS-PAALJ, thraugh the {r:ll*li,ing:

Emaii address: ii-ir,llgit!,_iiJ,r-iil-!:lLi_i'i:(i-ii_tl-i:d,i,l:,pl:
Phonc nunrl:crs: 863g-7S30, 9633_ 1942
Viber moi:iie numbri : A7|T249BSSZ

Imineciiilte ciissemir:ation o{'ar:d strjct comi:liance w,it}i this issunnce ,is clrrecterj.

Ei-rr:LrsLi t,-:s:
Arr,r:-x A. Iixlt:r'r-iirl Srrivir:r:s trr itr R.i;,i-:r.:i:i iitr- ilic CSL4
,tnrtcx ll: 1)icpi: rai-i{)n, ) j (-{ )n s()iiri: r ti_ ri r_ S \l I{cprrr-t
A n n i,"c Ll :'l'rirr.lsm j u ;r1 iV r:rno "f rm i:i;i rt:
MLI i{o. 1il 1ii- (Xi ),i
iviL l',io. JU:.i-05
,\,1C 5o, :li?it. I

l)M ..(-i u Ft Il(.]l")-,1()23,0i.i3r)

{r
f)'
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..: : ,.:.::. : .,.]. i: _.t.t. iL ;:

i,t')fr..,'.iataiii-":r i,.t,is;ci:. Deri:Ec [ci:rnl;,y;, illr:r;:ico riveii:e ];!: : - _.::,.1
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MEIlS0ffiAtrpUefl
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FItI}fuI

SUB'IECT

DATE

T}SSSHST,SH CRE?jiH,TS S
ASSIS?.&:ST SB*RS?fiR.[E$
fitrR"EAlS &,r3 SSRYCCB *:F*$CT*R,S
. .EG:i,}NAt ffitReC?{}RS
$c!{**l,s sr'{r]$i&H sl}p&RJ;r*c*ffisa3{Ts
;,i.I"L'*T:{*R S eSN*E'r**!gS

ffine.ces*
{Jnderse cretury fa r t{u;rnan,Resou rce and Org anizatianul D e *elop m*nt *nd.
IlepEd CAR? Vie* C?zuitper.son

T&IFLESEEI{fAfISH &T TI{S CT,TSX" S6?TSFAE"IS$ MMAS$IaE*ffiI{'"
{csMl #'oRt*I pRs*cRtrBEu ay TIIE AtsSr-REI} TAPE AlrT}I$BI"y

10 July 2023

S*cticn 20 of Repnblic Act {RA} No. 11032 *r the "Scase af *aing B:Hsfrless rane{ ES?crbnf
Gou*rnm*nt Seruice iletiuerg Act of2$isrnandates government agencies to estabrlish a feeclba*k
mechzu:.ism and incorporate its results to ttre annuai agercy repart. Rule IV, Se*tion 3{b} of lhe
Implementing Ruies and Regulations of the Law iikewise requires that agencies emhed
f*edback mecl:.anisrn a"r:d elierrt saiisfacti+n measuremefi.t and report resillts based *n
guidelines issued by the Anti-Red Tape Authority {ARTA).

In the pa$t year$, t}:.e D*p*rtrt:ent of Edur:ation {Dep$d} was ah!.e to ccn:piy with the
abnvementioned r*quirerneRts through the implementation of a DepEd-wid* Citizenlgiient
$atisfaction $urvey {CCSS} Porm led by the Bureau of }Iuman Rescurce anci *rganisational
Deve1*pment-Organirati*rr Effeetiveness Division itsHRfiD-OED) and prcce*sir:g of feedi:ack
by the Public,{ffairs Service - Pnblic Assistance .{ctian Center {PAS-FAAC} and its erunterparts
in tlre fieid offices and scho*ls.

However, the issuance of AR?A Memora:rdr.rrn Circular No. 2022-05 titled Guldeldnes *n t?w
Hsrrnonized Cli*nt ,Safis/ar.li*n Measuremenf {Enclosure Na. L} requlrec all agenci66 to
coavert ite feedbasb rnechaaism ts the .*"R?&-prercrlhed Stiat:t Satie.factlea
iffi*asur*arent {CSSfi} Fotn'r for unlf*rffi repert*ng" The harrn*nized CSM is a survey to*l that
a-ssesses overall satisfaction and perception a{tcr a client avajls an esternal {frontline} or
int*rna1 sert"ice.

in this regard, this Meneorandum is treing issued to isrm.*diately imgrlexneat the *SS€ Fo:sn
at *31 govssn*nce leve3s iu th* Srgrartment. The ARTA provided the CSM lrorrn in two
formats: printed copy and online.
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The ARTA CSM Form printed copy {Enclosure No. 2} is pint-ready but rnay be resi.sed before
printing' Translation tc the local language is highly en**r:ra.ged; other thar: that, no other
m+di{icaticn is allowed. Enclosure I$o. 3 contains the Guid.e t* the Sissernination a.nd Use of
the DepEd CSM Form.

On the other hand, the online CSM Farm template frf,* elffA was corlverted into an M$ Teams
Forrn by the BHROD-OPD, with one online f*rm ed.ch for schools, $choals Division Offices
{SDSs} and Regional Ofiite* {ROs}. The Information ?echnol*gr Offic*r {if0} in RCs and SoOr
and IC? Coordinatorf perscnnei in-charge in schools ehall be resp*nsible ior duplicating and
sustaining the orlline Form at their gavernarlce levei withaut affecting the rontent and
canditionai logic of the CSM Form template. ?ire scho*ls, $DOs, and &.Os may Ltse Google
Forills, Microsoft Forrfls, o, y rther platform for their online C$M.

For units in the Central Sffice {CO}, the link to the online CSM Forxns shall he *rnailed to yaur
respective oifices; :,vith each Fornn ezpected to be adopterd a:rd maintained try each unit.

The actinn needed and trink to the onllrre CSM Forrn template per gavernance level is specifred.
in Table 1 bel,ow.

Tai:le 1: client satisfaction Measurernent per DepEd &overnance Level

. j f<irurard to concerned *fficelsi 5. submit $chooi CSM resuits to the Centraljj
L,**.'---*---- -i **--Q"ffi*-gponreqnest
; -* I IT 0trice; * SIIE t,
i I 1.' duplicate R0 C$M Fr:rm and save an $DO
i , drive and change setting to "Accept

$ch**1

Sch*ols
Division
Of{ic*

Regional
Oflice

2. generate QR cCIdellink far p*sting in
conspicuous places in the sch*ol and
inclusion in d*curnents, emails, and iEC
materials
maintain $chooi CSM Fonrr
gerlerate Sch*cl CSM Rep*rt/s arrd

Respcnses'
2. gene::ate QR code/link for posting in

conspicuous places in the SI)0 ancL
inclusicn in dseumerrts, emails, aad IEC
materiais

3" maintain $IX) CSM Fonn
4. generate SDO CSM Reportls and forwarrl

t$ csncern€d o{Iicc/s
subadt SDO C$M resulte to the Central
Office upor: request
dlsseminate School CS&l F*rr:r to *chools
and assi.st them i* the use ald
maint--nance cf said Form

IT 0fJieer in RO to
1. duplicate C$M Fcrm and save ra R0 dive

and change setting to "Accept Responses"

3.
4.

6.

.t**

hti. :;r tril I Si)iLi-l;(V

2. ge*erate QR eodeliink fcr posting in
. conspicu*us tr:lac*s in the RO aad

ht1: s:r. bit-.]. i.RQggM

Room 1$2, ftizai Building, De pfid Complex, Meralco Ave., pasig City 1600
t^la^L^-^ ir^^. r,451!

Aeticsi i.iees.ied

ICT Coordinator / adrsin in-charge
i. callabarate with the 1?O on the use and

maintenanc* of the Scha*i CSM F*r:rn;
ensure setting on $'crm shovrs "Accept
Resp*nses"

irli. s: h:i.1.,'S::h*r">ii.'S,1:i

j

I

l
I

i

cffi# rersa i*r*lildl
f'*r €apli*ai-i*rr and.



Centrai 0ffice

Of{ic* upon request I

6. collaborate with SIIOs in using and

D-epEd CART representadve I Aisign;ted sraff per
o{fice to

1. g*nerate QR codellink for posting in
conspicuo:.rs places in the CO arrd
inclusian ir: docurnents, emails, and IEC
materiatrs

Z. maiatain CS&I Farm
3. generate CSM Repr:rt/s and forward to

concerned of{ice/s

Link and QR code to' be emailed separately
, per CO office. In the
i meantirne, *ffices rnay

start using the hard
: copy af the CSM:*, I,orm.

trvhile the rem.cxrslf€dditiove ef **sn,ie*s a:rd oth.*r revtsiEse *ce rrot allorred, a-Il governanee
levels are enjoined to include a tra-nslation to the trocal language af the template pr*vided. T5einclusian or posting of a link/QR code to the online form*in irnail, snail mail, IEC materials
a-re also highiy encouraged to ensure wid.e disseminati*n of said forrn.

All schools, snos, Ros, and C0 units shall gather a minirnum nurnber of csM respsnsesbased on the ARTA $ampie Size Calcutatg at hlt:"lC;J-.i.'qk$U&_eaffite$M-*arogl€SlCe. AnnuaLcsM results shail be submitted t* the PAs-plEc*&#",ii*"-tiy:t.=Adi;)ffia sha6 thenconsolidate the results for lhe DepEd-wide report in compliance t* RA 11032and to theFerformance-Base'd B*nus eligibility reguiremente. ?he agency-wide repofi i* due o1 the lastworking day of Janua"ry of every year.

Irnpl*mentation ef this Meu:crandum i* effective immediatery"

Fsr n:ore informa-tion, please cantact the BHRoD-osD through ernaii atcitiaenecharter@deped, gov. ph.

Enclosures: As Btated

noo.n XS2, iti:al Buiiding, S*p!d Compler, Meralco Ave., pa$is Citv i600
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./

I
I inclusion in docurnent$, emails, ana l-eC--i*-

maintain RS CSM Forn
generate R* CSM Rep*rtls and forfi/ard to
concerned officels P

submit R0 CSM resulrs to the Central

th*ir
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Annex A: External and Internal Services to be Reported for the CSM

CSM Resuli-s sha11 be reported for hoth the external and internal sen ices specilied
in Annex A of this memorandum. These sen'ices declareri in the DepEd Citizen's
Charter represent the services most common in each governar-r.ce level. Offices shall
briefly discuss their response rate results and provide reason/s r,vhy certain
serrrices were not offered or why certain serv-ices had no/low- CSM responses, as
applicable.

Regional Oflices

External Senrices Internal Senrices

N/A

1. Certifieaticn as to
Availability of Fr,rnds

2. EnCorscmeni o[ Request for-
Cash Allocation frcm SDOs

Accounting
Q.an l-i^-

Nr/A

J

4
Di strursement llprJ a ling
Downlaadingl Fund
Transfers of SAROs received
fram Central Cffice to
Schools Divisian Office and
Implementiag Units
Letter of Acceptance for
Downloaded Funds
Obligation of Erpenditrtre
{Incurrence of Obligation
Charged to Approved Budget
Ailocation per G:{,{RD and
Other Budget
Laws/Authority)
Processing of Budget
Utilization Request & Status
{BURS]

Budget
Section

1. Payment of External
ancl Internal Claims
Payment of Obligation2.

8. Handlir:g of Cash Actvances
Cash Section

-J. Access to LRMDS Portal
Procedure for the Use of
LRMDS Computers

4. NIA

Curriculum
and l-earning
Management

Division

N/A 9. Rewards and Recognition Human
Resource and

oefrro
Comftunications Division, DepEd Complex, Meralco Avenue, Pasig Ciiy 1600

Te{ephone No.: {02) 6316033,1 6332128
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De",,elopment
Division

5. Legal Assistance to
Walk-in Clients

6. Requesi lor eorrectron
of Entries in School
Recorcl

10. Processirrg of
communication received
through the PuLriic
Assistance Action Center
(PAAC)

I J.. Request for Certificatian as
to the Pendencv or Non-
Pendency of an
Administrative Case

Legal Unit

7. Recognition of
Prot'essional
Developrnent Programs
1 Courses NiA

National
Educators

Academy of
the Philippines

- Regionai
Office

L lssuance of Foreign
Travel Authority
8.1. Issuance of Foreign
Official Travel AuthoritSr
8.2. issuance of Foreign
Personal Travel
Authority

N/A
Office of the

I?egional
Director

Acceptance of
Employrnent
Application {Walk-in}
Acceptance of
trmployment
Application (Online;
lssuance of Certificate
of Last Payment

9.

10.

11.

12. Application for Leave
13. Application for Retirement

f Survivorship / Disabiiity
Benefit

14. Issuance of Certificate tbr
Remlttances

15. Issuance of Certificate of
Employmenr and/or
Senrice Record

16" Issuance of Foreign Travel
Authority
15. 1. Issuance of Foreign
Official Travel Authoritv
16.2. Issuance of Foreign
Personal Travel Authority
Processing of Equivalent
Record Form (trRF)
Frocessing of Study Leave
Prccessing of Terminal
Leave Benefits

17.

iB.
19.

Fersonnel
Section

Communications Division, DepEd Complex, Meralco Avenue, pasig City 1600
Telephcne t\c.: {C2} 6316033/ fiZ3ZI7Affiv

:gga*gl:g iaoo,lcPlrrPtitas
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20" Request for Transfer from
Another Region

21 . Stcrppage/Deleiion of,
Deductions in the Pa5zroll
(Loans and Insurancesi

12. Generation of School
IDs for Neq, Schools
andf or Adding or
Updating of SHS
Program Offering
Request for Reversion13.

N/A
Policy,

Planning ancl
Research
Division

14. Public assistance
{Email)

15. Public assistance
iHr:tlrne and Walk-in)

15. Standard Freedom of
lnfor:natian request

N/A Pr-rl:1ic AtTairs
Unit

17. Application for
Opening/Adc{itional
Offering of SHS
Frogram for Privaie
Schools

18. Application firr Tuition
and Other School Fees
(TOSF), No Increase,
and Proposed New Fees
of Private Schools

19. Issuance of Special
Orders for the
Graduation oi Private
School Learners

22. Application for
Establishment, Merging,
Cclnversion, and Namirigf
Renarning of Public Schools
and Separaiion of Pubiic
Schools

Quality
Assurarce

Division

20. Certification,
Authenticaticn, and
Verification

21. Issuance of Requested
Docun:ents (CTC and
Fhr:tocopv of
I)ocuments)

22. issuance of Requested
Documents (Non-CTC)

23. Receiving of
Crmrnunication

24. Receiving of Complarint

N/A Records
Section

oefrro
MATAIAG
:g;eltltp,:sg

Comniunicatiorrs Division. DepEd Complex, Meralco Avenue, pas;g City j.d00

Telephone l.Jo.: (C2) 63160331 5332120v
EA60l{6 Pfl"rFn A.5
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Schools Division Offices

N/A
i.
'2.

Processing of ORS
PostinglUpdating of
Disbursernent

Budget Unit

N/A 3" Handling of Cash
Advances Cash Unit

N/A

4. User Account
Management for
Centrally Nianaged
Systems

5. Tror"rbleshooting of iCT
Equipment

6. Uploading of
Publications

lnformation ancl
Cammunications
Technolog, Unit

1. Request for Correction
of Entr:ies in School
Record

7. Issuance of Certificate
of No Pending Case Legal Unit

NiA

8.1 Issuance of Foreign
Official Travel Authority

8.2. Issuance of Foreign
Personal Travel
Authority

Office of the
Schaols Division
Superintendent

2. Acceptance of
Employment Application
(Teaching Pasition)
Acceptance of
Ern playrnent Applicatio n
{Non-Teaching and
Teaching-related
Positions - {promotion
and entry)

J,

9. Application for ERF
(Equivalent Record
Form)
Application for Leave
Application tbr
Retirement
Issuance of Certificate
of trmployment
Issuance nf Ser-vice
Reccrd
Loan Approvai and
Verification
Processing of
Appointment {Original,
Reemployment,
Reappointment,
Promotion and
Transferl

10
11

t2

13

14

15

Personnel Unit

Communications Division, DepEd Complex, Meralco Avenue, pasig City 1500
Telephcne FJo.: {02} 6316033/ G3321?0

3:-f:? V
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External Services Internal Senrices SDO Unit
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16. Processing of Terminal
Leave Benefits

i7. Request for Cori'eciion
of Name and Change of
Status

4. Inspection, Acceptance,
and Distribi-rtion of
Textl:ooks, Supplies,
and trquipment

18. Requisition and
Issuance of Sr-rpplies

19. Property and
Equipment Clearance
Sisning

Propertv and
Supply

5.

6.

Issuance of Requested
Documents (Non-CTC)
Issu.ance of Requested
Docurnents (CTC and
Photocopy of
Docurr:ents)
Certification,
Authentication,
Veification {CAV}
Receiving and Relcasing
of Cr:mmunication and
othei: Documents
Receiving of Complaints
against Non-Teaching
Personnei
Receiving of Complaints
against Teaching
Personnel iMr"rlLi-stage
Processing)

8.

9.

10.

NiA Records Unit

1 1. Accessing Available
Learning Resources
frcm LRlv{DS Portal

i2. Rorrowing oi l,earning
Materials from Libraries

i3. Alternative Learning
System {ALS)
Enrollrnent

20" Program Work Fiow of
Suhmission of
Contextualized
Learning Resources

21. Quality Assurance of
Supplementary
Learning Resource

Curriculurn
Impiernentation

Division

14. Request for Basic
Education Data ifrorrr
external stakehoiders]

22. Itequest for Basic
Education ilata
{Internal Stakeholder)

23. Reques[ for Data for
trBtrIS/LIS/NAT and
Per{ormance Indicators

;)(rt,rlJ -
Planning and

Research
Section

De&
Comniunications Division, Depf d Complex, Meralco Avenue, Pasig City 16i)0

Teiephone 
'tJo.: i02) 53160-?3/ 6332120

7.
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15. Issuance cf Gor,,ernment
Permit, Renerr,,al,
R,=t:ogn ition of Pi-iva te
Schools

I6. Issuance of Special
(Jrders for the
Graduation of Private
School Learners

17. Application for SHS
Additional Track/ Strand

18. Application for Summer
Permit for Private
Schools

19. Application for No
Increase ii: Tr-rition Fee

20. Appiication for Increase
in Tuition Fee

SGOD - Schcol
Management,

Monitoring, and
Evaiuation

Sectir:n

uefiru
iiATfiTAGlrytF:ry

Commi.inications Division, DepEd Ccmplex, Meralco Avenue, pasig City 1600
Telephcne No.: iS2i 6316033,/ 5332120
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Schoois

1. Acceptance of Employment
Application for Teacher i Fosition
(Waik-in)

2. Acceptance of trmployrnent
Appiication for Teacher I Position
(Online)

3" tsorrowing of Learning Materials
from the School Llbrary lLearning
Resource Center

4. Distributir:n of Printed Self-
Learning Modules in Distance
Learning Modality

5. Bnrollment (Waik-in)
6. Enroliment (OnlineJ
7. trssuance of Requested

Documents in Certified True
Cc,py (CTC) and Photocopy (Walk-
in)

8. Issualce of Requested
Documents in Certified True
Copy (CTC) and Photocopy
(Cnline)

9. Issuance of School Clearance for
different purposes

trO. Issuance of School Forms,
Certifications, and other School
Permanent Records

1 1. Public assistance iwaik-in/phone
cail)

12. Public assistance (email/social
media)

13. Receiving and releasing of
communications and other
documents

14. Reservation Process for the Use
of School Facilities

15. Request for Personnel Records for
Teachingl Non-Teaching
Persr:nnei

Issua::ce of Special Order for
Service Credits and Certification
of Compensatory Time Credits
Laboratory and School Inventory
School Learning and
Development

Communications Division, DepEd Complex, Meralco AveRue, pasig CitV 1600
Telephone t!c.: {C2} 53160331 5332120

External Senrices Internal Serviees
1.

2.
J.

n.freD v
BAAAX& Pt.Jt r{as
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Annex B: Preparation of Consolidated CSM Report

The CSM Report shali be culled from the foilowing sources:
- ARTA-prescritred CSM Form, as implemented in Deptrd through Dh{-

ouHRoD-2423-0930
- Oid feedback forrns, e.g. DepEd CCSS Form, provided the results are

converted from the oid to the new Likert Scale and SQD"

Total number of clients who completed the sunrey for FY 2023
Report the total number of surveyed clients with complete transactions. A
transaction is considered complete when the final step of the service availed
of is accomplished.

Additionally, all concerned units shail gather a minimum number of CSI\,{
responses based on the ARTA Sample Size Calculatoi:
i,l iji:::,,-r -l i.i i-:i]al.,iilr"r.lil !.:::.1l'i::1.t-*li.:sr": f : -

Offices shall Lrriefly discuss their response rate results and provide reason/s
why certain services were not offered or why certain services har..e no1low
resporlses. as applicable.

Total number of transaetions for FY 2A23
Report the total number of transactions per service declared in the DepEd
Citizen's Charter applicatrle to the governance unit.

Kindiy nnte that the number of transactions shall be greater than the
number of surveyed clients or stlrvey responses.

Result count of SQD questions for FY 20.23
Report the trreakdown of the eight (8) SQD questions by result count. Kindly
provide a brief analysis of the resrilts.

Demographic profile
Report the breakdown of the client demographic based cn the following:

a. Age
i. 19 or lo'nl,et

:: n^ aA11. l,u-J1

iii, s5-49
iv. 50-64

A.

B.

C.

D.

o$ru
Communications Division, DepEd Complex, Meralco Avenue, Pasig City 1600
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v. 65 or higher
vi. Did no1 specify

Sex
i. Male
ii" Female
iii. Did not specify

Customer Type
i. Citizen
ii. Business
iii. Government

d. Region of residence

Kindly provide a brief analysis of the results.

E. Count of Citizen's Charter Responses
Report the breakdown of responses on the Citizen's Charter questions by
result count. Kindly provide a brief analysis of the resuits.

a" Citizen's Charter Awareness
b. Citizen's Charter Visibility
c. Citizen's Charter Helpfulness

F. Major or most common ldentifled feedback/concern from clients
Report the summary of feedback from clients by identifying the most
frequent feedback or concems received for FY 2A25.

nefier
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Communications Di.,rision, DepEd Complex, Meralco Avenue, pasig City 1500
Telephcne No.: {02} *rcA33l 633212A


