
•-Wl.. Aaal OrpF.AI ,-..,...~ ""*- o\~ ....... ,Ory l~lll y....,,._, i~llilJ.l• I TNln:"-a..~aDM'4 
Crn.uI .\.Jd.<n..~~phi •dlidw- --*ri•...,..ph 

Pursuant 10 the Memorandum Carrol.tr (Mq ~o. 2020 -1 enhtl!'J Guidtlmt• 011 th• Gra11t of th« 
Perfun111111f't-Bns•d 801111~ IPBBi for Fisc11l Yb!r (FY) 2020 released ~· th~ lnt<T-Agcn..-y Task 
Force I A025 I ATP) on the Harmoruzanon of the :'l:ahonal Govemm.nt Performance Mon1tonng. 
lnformntic•n and Reporting System. one of ob cnteria on order to be! eligtbl• tor th" grant •~ the rY 
202ll l'ermrm'1ru:~ Target-;, which mduJM uluft\/Oimt Sal"focbon Survey (CCSS) Results, 
Additionally, MC No 201Q • 002 oi the Anti-Red Tape Authonty (ARTA) enntled G11idtliM< on 
tl1e lm11l,;,nmtahon of tlot C1ti=en 's C'/1arter 111 Camplinnr~ with R~u/t/1c AC'I 110.ll, othertois« 
l..J101L"' as. ti•• ~Ease of Doing Business and Effinmt G""'"'"'""' .,......,"' DtliV"1f.l,d ofW1r 
lllld Its I11111Lt:111rnting Rut~ and R"lC"lahom;, rcqwccs all .>genoes to report the results ut that 
C.1ti.ten/C.1ient S..b!>fa~tion ~urwy (C(5S) m order to ensure INI ~ v1>ice> and <lplniun• ol It> 

OATF 

Dqil:d C'iti:Of/Climt S.tisf11rlion Smwy (CC'S~I Results for th« 
Grant of Perfomuma-Based Bonus (P88)/ar the riscal Ytar 2020 
a11d a Re'{llirnneut of tlle Anh-RM T~ Authority (.ARTAJ 
Rd11twe to Cih=n•'S Cllarta 

SUBJECT 

~ 
.MAT£0 

U dary for Planning, Human Rt!bOUIC" and 
Orgamutional Developmene 

FROM 

Urulec.ecretaries 
Assi5Unt S«reUrles 
Buttau md Service Oittdors 
Regional Dirttton; 
School Divisions Supttintendmls 
School. Heads 
Ail Othrn Concerned 

TO 

MThlORANDUM 
DM-PHROD-2020-00493 



•- oa. """-... °""'"' c-,on. """'° •·•· r..q r..., ...,. T.,,...1'~(t.l)lllJ.l• I Tctd'a,.a.11°CllL\l.,,.'M ........... __ .._ -~...,.._ .... 

Note For tlrt Cmtmt Offkr, orrly tltt tot1i/ ""'""" of client 'Disits Mod total 11al1m1P of 
transArHons will bt oskrd since OW has ac•Y>> to thr ath..r rrquired ir1/an1wtion. 

As instructed in the MC No. 2fr20-1 o! the IA TF, to properly gauge the cfk'Ch\cn~' and overall 
quahty of service dehverv of the Department, .-a•il ~tel' declared in th~ Cillzt-n'• Charter of the 
"l\l!"C'Y 'lwll collect chent frcdbad and o;.atis{J<:tion. Io funheT guid" the Cllncem...J offices in 

aCL-omph•hing th.• Googl<" Form, altadlt.-d in thU memonondum '' the List e>J Services included m 
the DepEd Coti7.en's Ch~rtl'r 201'1 (Ann"" q 

C. Survey formt\ool used in ~thering f~db.ick 
Upload .i picture or PDF Ioli.> of the liUIV"Y form or tot>I used in gathenng client 
feedback and sati>illiclicn The ~·tool/' can he an online rorm and/ or an offbn~ 
or paper form Eumple; of '>lll'\") fonno U>L'<I 1n galho:ring J.,.,dback online and 
11fflint' ran be.....,, In Anne•..,; A and 8, respecnvely 

E. Average client satisfaction rating received for FY 2020 
Indicate the computed average client satistaction rating received for FY '.!o:?O 

F, Major or most common idrntified fttdb•ck/concPm &o.m clients 
Report the summary of the r<:«lbilck ra'el•ed b) idi.>nnf)'ing the mo>l frequent 
feedback or concerns received or the m.l!O• concerns received for FY ?O:?O. 

C. Seale used in the &urvcy r orm 
Spcafy thr Ukert scate used in gathcnng the sabsfaction rating for tire "'7Vll"'t' If other 
scaling is used, ltindlv ptOYlde the mlormation on the scale used, 

0. Numbe.. of survey respondents 
Report the number of cb"'1l:s who availed the service that are able tv accomplish the 
survev form and are considered in the comput:allOll nf lht> a\·ttagi.> !lati'\laction rabng 
for FY :?O:?O 

In thL• regard, the Bum1u ol Humm Resoun:c anJ Orgariuahclllal Development (BHKOO) 
throui;h the Orgaruzanon Fff"·t1v""!""' l);,·i-mn (0£0) ~ reque<bng OepF.d office<> from the 
Central, Regions, SchtJOI• Div1,1on'. and Sd\oob to provtd<' th .. needed infonnabon an craft:Jng 
the CCSS te•ulb of O.,pF.d by an:.wer1ng the c;...,gr., form provided In order for the respondents 
or concerned off1c"" to accomplish the desip1.11l'd Google Form, below are the needed data and 
iruormauon regardmg th<" citizen/ client Mtisfh'bon •urvc)" 

A. Total numbtt of client visits (or FY 2020 
Report the total number of d1cnt/cu"1omer(•l who availed U,,, governmeru service 
within FY 202CI. 

8. Total volum,..of trm.~ctions lot FY 21l20 
Report the overall volume of tr.msacfa,,,. m.ide within F'r 2020 for the government 
service. 

clients are hmnf relatrve [O lht• quaJ1tV of eervice deliverv and how U " unproved all for th" 
benefit (1f 110 chents. 



&o.n 141. Klul ~ Oirpt'..d c.-ptn.. "« .. ,...._ ..... Of), .. 
rtkpheinc '""' ~ a..u..-1.- I 1.w..~' faJl IUMoi,. 

r.m.u~-"~~.p.1w~ .. -..,...,...,., 

For your approprtate and immediate ac:bon. 

For t.-oru:ems/clMifkations, please coordinate with ~k RIN' Albo or Kean Aht:a1'W of the 
BHROD-OED through m11bile numbers: tl'l9$-99624.'I0/09li-S273125 or email us ill 
bhnxioedii:deped.go' ph 

Deadline of acromplli.hing the Google Forms and reptm subrmseion is on or before Janwuy 11, 
2021, Only information pro\ided m the design.iced Googl~ Forms \\111 be consrdered In crafting 
O..'J'Ed · • C1!17.a::ns/Cllent 5.lbsfocbon Report for FY 20'.!0. 

Gov<:rnADcc Level I UnJc 
Central Oflic e I bit lv/Uet>EdCCSS2021JCO 

RmrioruJ Office<. I bi ti~/ Ut-pEdCCSSW'.!JJRO 
Schools 01' i.!.ioo Office!> I bitl\·/O..'t>EdCC$:?020SDCI 

s.:huob I bit.l\/DPnt:dC~ 

For effkient consolidation of reports, below are IM C..1''811? Form links =•~ to a.:h 
gowmilru e level 



__ , __ ..... 

SerYICing Office • 

Name (aptic)raj) 

a.m '"'°'""'lion 
·- 
DepEd Central Office Client Feedback 
Form 

ANNEX A 



0 0 0 0 Roting 

I 2 3 4 5 

ResponSNetiess (Pagtugon) • 
w f't"•U *° h«fp. 6Atll .nd prowW. PfOmpt Mf'ICt' (ti.wMUng UJUJon It rn.¢''1•Y n•rtQ rnabi • • 
lll~b .. Yo .... Y9n1~) 

Client Sat1mct10n Rating 
l(lnd~ ,., .. U-c QUelhy of ...-vu pro....-S by Chlelong .,.~ ba1 wltl'! 5 bnn; """ t.v•1 '•11n9 
•nd t belnq tn. lowrffl s.Ma "NfA II 1M1 Slrvee. QuM:y o.n.n.iDft • nc.t apple.cl• for aw Hn'tet ts 
•°'4l1andng 4 \'.ry51ta.fl'd..J SaDlhH.2 uu..ns~1 Pear,' A. NOt~el);ip.} 

Service Acqutreo • 

DepEd Central Office Client Feedback 
Form 



0 0 Ra11no 

3 

CO$ts (Gast0$) • 
S.halac:t1on .mh ttse 1:imf'tine11 at~~ bittnig po(ft.&/ft. prtWn'ed ~•of P.)1'fl«'Q JWriod ..- ''°' ""°°"' ~!;le ~of cocta. end cp,, ~ ~on SM' cost of ewcti t.t<f'YC!tl 
~t•Mo Ml Mfkayono ~ 91: .. ~ ~ ........ bjtwyt'lft) 

0 0 0 0 Rif1Jng 

lllA 2 3 • 5 

CommunicalJOn (Pakilcipag usap) • 
Auer It.~ CfliffM alldbutJnesln ~ tn • ~ ~ CM.adt~ u -e u 
11$ttftlftQ 10 tl"'lllt tMc$•ct. Pel)iupQ .... •'fW'\ Uli:~tc U ~ ~ atftaWll'"A~U~ 
lftG mp op.ruon It pun~ 

0 0 0 0 Rat10Q 

1 2 .. 5 

Access & Faci111ies (Lokasyon at Paslidad} • 
ConvtnMnC• of toc.l«\. •mole' .-n 1 :t'let for • cr:wnfonMl:e Ir'~ ~ lhit m. t>f c~• s;~ 
a.,iSIT!Oda nff«Mole;y~ mtpt"'' WtitnghQ:J.atma;aniit~pndJCatl U ~ 
n•rtq marinhr n• km ..c..U 

0 Rating 

II/A 2 3 .. 5 

Rerillb11ty (Maaasanan) • 
Pro·~ of •Ne WU nndtd •NI •Mt ..... oromtMd.., .xotCl.nc. .. 11t1""' L'Ofq 9"CI l1andoltdl.. h 
afr) ta • '""""' .. error rate ..., ....... , "'p+et t' "'' n; Hfbilyo •rem u ltlnM.d~ ~.alrl.•JM!.l 



0 0 

NIA 2 3 5 

Outcome (Resulta ng Serbiyo) • 
11t11•.., t~ii'l'I of~ nQ Ck.A.comes or rH;1D1Q uw mlimlled ~'.u~ 1tw ..,..°' u~~ ano 
SM1n~i1t.l"QHtbiisv•n.us ;; ;) 

0 0 0 0 0 c Rlltmq 

NIA 2 3 5 

Assurance (Pagtillwata) • 
Cacwab ayof fr:mt;,.. siattil •o prrtorr.1 'l'liNChlbft. product ms~e ._na•~~ 
tl--r nHdt. Nipfvtnitlt llMI good #Of• ,._shq;ra ~"' M Ollt:!IG8Un ~ 1..angi.ldir\tll rnity 
••alama.n •• Htb.--,o. 31 ~· .. ,,. r ; m;• a tOat\ a; ~ma~ •t :r..uvoa f\a 
lJQMyatf II Uao.hoJ 

0 0 0 0 0 Ratiog 

1 2 3 4 5 

Integrity (Ketapet.an) • 
1\11....-.C• I WI th.-. la l'loNs.ty ju:&ta. f.almna. arid £NII in •eel\ ~· wfd• Ofoafrng w~ UW .. l'lta 
and INllnet!"' (P-.ir:t•tl u Mrtns,ong m.1 k.S&Pttll\tU'1.tlp.pain ai awata n Nbanq naki\;pig 
~r•n M ..:..y.tt11) 
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ANNEX B 



A. Accounting Division 
1 Processing of Disbursement Voucf>ers - Big- Ticket Goods (Supplies. 

Materials, Equipment and Motor Veh1des) 
2 Processing of Disbursement Vouchers - Consultancy 

Central Office -Jnternal Services 

A Bureau of Educabon Assessment 
1. Application for National Career Assessment Eltammst/OTI (NCAE) 
2. Application for National Career Assessment cltammation (NCA£) for Walk-In 

Applicants 
3 Application for Philippine Educational Test (PEPT} 
4. Application for Philippine Educational Test (PEPT} for Walk-In Applicants 

B. Cash Division 
1. Issuance of Office Receipts 

C. Employee Accounts Management D1V1S10n 
1. £valuation of App/1cstion for APDS Accreditation I Reaccred1ta1Jon Process 

D. Legal Service 
1. Filing of Appeal 
2 Filing of Complaint 
3. Fi/mg of Motion for Reconsideration 
4 endorsement of Recommendation for Duty-Free Tex Exemptions of Private 

Schools 
E. Personnel Division 

1. Submission of Employment Application 
F Professional Development Division 

1. Scholarship Application 
G Public Assistance Acbon Center 

1. DepEd Action through Email (actJon@deped.gov.ph, Holline 8888 and 
referrals from CSC, PCC ARTA) 

2. Hotline and Walk-in Facilities 
3. Standard FOi Request through walk-4n facility, action@deped.gov.ph, and 

On/me 
H Records Division 

1. Issuance of Requested Documents 
2. Issuance of Requested Documents (CTC and PholJXopy of Documents) 

Central Office • External Services 

ANNEX C 



3. Processing of Disbursement Vouchers - lnfrastructJJre 
4 Processing of Disbursement Vouchers - General Support Services (Janitorial, 

Secunty, Maintenance, Garbage Collection and Disposal, and s1m1/ar 
services) 

5. Processing of Disbursement Vouchers - Rental Conlracl 
6 Processing of Disbursement Vouchers - Repairs and Maintenance of 

Equipment and Motor Vehicles 
7 Processfng of Disbursement Vouchers - Board and Lodging 
8 Processing of Disbursement Vouchers - Supplies, Matenals & Equipment 

(Non-Big-Ticl<ets) 
9 Processing of Disbursement Vouchers - Meals 
10. Processing of Disbursement Vouchers- Training 
11. Processing of Disbursement Vouchers - Honoranum 
12. Processing of Disbursement Vouchers - Cash Advance for Activities 
13. ProcesSing of Disbursement Vouchers - Cash Advance for Salanes, Wages. 

Allowance, and Other Similar Expenses 
14. Processing of Disbursement Vouchers - Foreign Travel 
15. Processing of Disbursement Vouchers - Local Travel 
16. Processing of Disbursement Vouchers - Salaries for Regular Employees 
17 Processing of Disbursement Vouchers - Salaries for Contract of Service 
18. Processing of Disbursement Vouchers - Petty Cash Fund 
19. Processing of Disbursement Vouchers - Gasoline Expenses 
20. Processing of Disbursement Vouchers - Allowances and Other Forms of 

Compensation 
21. Processing of Disbursement Vouchers - Terminal Leave 
22. Processing of Disbursement Vouchers - ColJective Negotiation Agreement 

(CNAJ Jncenllves 
23. Processing of Disbursement Vouchers - Speaal Counsel Allowance 
24. Processing of Disbursement Vouchers - Finanaal Ass/Stance 
25. Processing of Disbursement Vouchers - Fund Transfers 
26. Processing of Disbursement Vouchers - Ulifities 
2 7. Processing of Disbursement Vouchers - Communication Mobile 
28. Processing of Disbursement Vouchers - OVertlme 
29. Processing of Disbursement Vouchers - Extraordinary and Miscellaneous 

EKpenses 
30 Processing of Disbursement Vouchers - Registration Fees 
31. Processing of Disbursement Vouchers- Remittances 
32. Processing of Disbursement Vouchers - Plane Fare (DBM Procurement) 
33. Processing of Dfsbursement Vouchers - Advertising 
34 Processing of Disbursement Vouchers - Subscription Newspaper 
35. App/fcallon for Provident Fund Loan 
36 Processing of liquidation Report - Petty Cash Fund (PCF} 
37 Processing of liquidation Report- Training end AclrvitJes 



A. Cash Section 
1. Issuance of Official Receipts 

8. Cumculum and Leaming Management Division 
1. Access to LRMDC Portal 
2. Procedure for the Use of LRMDS Computers 

Regional Office - External Services 

38. Processing of Liquidation Report- Foreign Travel 
39 Processing of Liquidation Report - Local Travel 
40. Procassing of Liquidation Report - Payroll Fund for Salaries, Wages, 

AUowances and other Similar Expenses 
41.Pre-Audit of Budget Estimates 
42. Pra-Audrl of Various Authorities 
43. Request for ApplicaDon, Renewal and Cancellation of Bond 
44. Request for Approval of the Contracts of Vanous Pro1ectsl Transactions 
45. Issuance of GSIS and Pag-JBIG Cerllficate of Remittances 
46. App/icet1on for CertJficstion of Remittances 
47. Request for BIR Form 2306 and 2307 
48. Request for Photocopy of Supportmg Documents from Paid and Filed 

Transactions 
49. App/lCBJion for Agency Code!Aclivat1011 of Organization code 

B Budget Division 
1. Processing of Request for Obligatron of Allotment 
2. Preparation/Issuance of Sub-Allotment Refease Order (Sub-ARO) 
3. Certification of Availabifity of AJJotment 

c. Employee Accounts Management DMSIOn 
1. Provident Fund Loan Application 

D Legal Service 
1. Certificate of No Pending Adminislrative case 
2. Request for an Update of the Status of the Case m the Central Office 
3. Request for Legal Op1roon 
4. Review of Memorandum of Agreement! Understanding, Procurement 

Contracts and Ordinary Contracts 
E. Personnel Division 

1. Foreign Travel Authonty Request on Official Tuoo or Official Business 
2. Foreign Travel Authority Request on Personal Travel 
3. Issuance of Certificate of Emp/oymenJ and Service Record 
4. Order of Transfer and Reassignment 
5. Application of Leave 
6. Application for Retirement 
7 Processing of Terminal Leave Benefits 



A. Accounting Section 
(Please refer to the list of Accounting services provided in the Central Office - 
Internal Services) 

B. Budget Section 
1. Obl/gatJon of Expenditure (lncurrence of ObligatJOn Charged to Approved 

Budget Allocation per GAARD and Other Budget Laws/Authority) 
2. Disbursement Updating 
3. Downloading/ Fund Transfers of SAROs received from Central Offlce to 

Schools D1v11uon Offlce and Implementing Units 
C. Cash Section 

1. Payment of Obligation 
2. Handling of Cash Advances 

D. Human Resource and Development 01V1s1on 
1. Rewards and Recognition 

Regional Office - Internal Services 

C Human Resource Development Division 
1. Issuance of Certification as PrinCJpal's Test Passer 
2. Appl1ca1Jon for Scholarship 

D. Legal Unit 
1. Filing of Complaint 
2. Request for Correction of Entries in School Record 
3. Legal Assistance to Walk-in Clients 

E. Personnel Section 
1 Submission of Employment Appl1cabon 

F. Public Affairs Urnt 
1. DepEd RO Action through Email 
2. Hotline and Walk-in Facilities 
3. Standard FOi Request through walk-m fac1lity and mall 

G Policy, Planning and Research Division 
1. Request for Basic EducatJOn Information and Data 

H Quality Assurance Division 
1. Application for Establishment, Merging, Conversion. and Naming/ Renaming of 

Public Schools and Separauon of Pubfic Schools 
2. Application for SpeCJal Orders 
3. Application for Tuition and Other School Fees (TOSF} 
4 Private Schools Permit to Operate on the Proposed Cumcvlum for SHS 

I. Records Secllon 
1. Issuance of Requested Documents (Non-CTC) 
2. Issuance of Requested Documents (CTC and Photocopy of Documents) 
3. Certification. Authentication, Verification (CA VJ 

- 



A. Accounting Unit 
(Please refer to the list of Accounting services tn the Central Offlce - Internal 
Services) 

B. Budget Unit 
1 Processing of ORS 
2 Posting/Updating of Disbursement 

C. Curriculum Implementation Division 
1 Program Work Flow of SubmiSSJon of Contelduali:led Leaming Resources 

D. Personnel Unit 
1 Foreign Travel Authonty Request on OffiC1al Time or Official Business 
2. Issuance of Service RecorrJ 
3. Issuance of Certificate of Employment 

Schools Division Office - Internal Services 

A. Curriculum lmplementabon Division 
1. Access to LRMDC Portal 
2. Borrowing Procedures for Books and Other Materials Over Night 

B. Personnel Unrt 
1. Submission of Employment Application (Teaching Related) 
2. Submission of Employment Application (Non-Teachmg Related) 

C. Planning and Research Section 
1. Request for Basic Education Data (External Stakeholder) 

D Records Unrt 
1 Issuance of Requested Documents (Non-CTC) 
2. tssusnce of RequestBd Documents (CTC and Photocopy of Documents) 
3 CertJficahon, Authentication, Verification (CA V) 

Schools Division Office - External Services 

E. Legal Unit 
1 Request for Certffication as to the Pendency or Non-Pendency of an 

Administrative Case 
F Personnel Secbon 

1. Foreign Travel Authonty Request on OffiC1al Time or OffiC1al Business 
2 Foreign Travel Authority Request (For Personal Reason) 
3. Issuance of Cerl1ficate of Employment and/or SeNICB Record 
4. Request for Transfer from Another Region 
5. Application for Leave 
6. Application for Retirement 
7. Processing of Terminal Leave Benefits 



1 Leaming and Development 
2. Enrolment 
3. Borrowing of Books from the School lJbrary 
4. Public Affairs 
5. Laboratory and School Inventory 

Schools Services 

4. Appl1calion for Leave 
5 Appllc.a1ion for Rellrement 
6. Processing of Terminal Leave Benefits 

E Planning end Research Section 
1 Request for Basic Educat10n Data (Internal Stakeholder) 


