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Republic of the Philippines
DEPARTMENT OF EDUCATION
Region IV-A (CALABARZON)

Gate 2, Karangalan Drive, Cointa, Rizal

MEMORANDUM:

TO 4 ALL SCHOOLS DIVISION SUPERINTENDENTS
ALL DIVISION ATTORNEY HI/LEGAL COORDINATORS
ALL PUBLIC. 2 ATE SCHOOL HEADS - — ..

FROM : DIOSDAD . SAN ANTONIO
Directd

SUBJECT : SUBMISSION AND VERIFICATION OF APPLICATIONS FOR
CORRECTION OF ENTRIES IN THE SCHOLASTIC RECORDS
IN THE DIVISION OFFICES

2015
DATE OCT 0 5

To facilifate the issuance of Orders directing school heads to make the
necessary correction in the scholastic records of an applicant and for the
enhanced delivery of frontline services, this Office has created the "Guideline
for the Submission of Application for Correction of Eniries in the Scholastic
Records in fhe Division Offices".

The guidelines are hereto set forth for your guidance and information, to
wit:

1. The Central and Regional Offices are tasked to evaluate applications for
Correction of Entries in the Scholastic Records of applicants whose scholastic
records contain discrepancies;

2. Due to distance and time constraints, applicants are constrained to fravel
and spend much only to process their applications for correction of entries
with the Central Office or the Regional Office;

3. With these guidelines, applicants may now file their respective application for
correction with the Division Offices of this Region where the school that issued
the scholastic records sought to be comected is located;

4. The following documents/requirements must be submitted with the Legal
Section of the Division Office for verification:

a) Original Birth Cerfificate from the National Statistics Office;
Q. Birth Certificate from the Local Civil Registry shall not be
considered.

TO:

Assistant Schools Division Superintendent June 17, 2016
OIC, Office of the Assistant Schools Division Superintendent
Chiefs CID/SGOD

Public Schools District Supervisors
Elementary & Secondary School Heads

FOR INFORMATION AND GUIDANCE OF ALL CONCERNED.

CHERZYLOU D. DE MESA
OIC, Schools Division Superintendent




c) Original/Certified Copy of Diploma;
a) If Diploma is lost, Affidavit of Loss must be presented;
b) Diploma shall not be required for students who have not
graduated.

d) indorsement from the school for correction of school entries or
certification from the schooi as to the date of graduation;

e) Letter request for correction of school entry/ies by the applicant,
parent or guardian or Affidavit of Discrepancy addressed to the
Regional Director;

f) Joint Affidavit of [2) Disinterested Persons; and
a) Negative Result from the NSO

a.) Negative Result shall only be required should the
applied correction pertains to changes in the whole
name or family name of the applicant.

b) Negative Result may also be required by the Regional
Office in special cases.

- Applications with incomplete requirements must be refurned to
the applicant with an advice as to how to acquire his/her
deficiency.

5. The Legal Section/Legal Coordinator of the Division Office, after receipt
of the complete requirements, must run the Original NSO Birth Cerfificate
under a UV Blue Lamp to determine the existence of NSO seal/water marks;

- Should it be revealed that the NSO Birth certificate contains no NSO
seal/water marks; the Legal Section shall return the application with an
advice that the applicant must secure a new Birth Cerfificate from the
National Statfistic Office.

6. After verifying the authenticity of all documents required, the Legal
Section must fill a verification form.
- Template of the Verification form is herefo attached as Enclosure 1.

7. The Legal Sections/Legal Coordinator must submit on-line a copy of the
Verification Form, NSO Birth Cerfificate and Front Page of the Form 137 in PDF
format to legalunit.calabarzon@gmail.com within the day the complete
requirements were verified;

8. The Order directing the school head fo make the necessary corrections
in the scholastic records of the applicant shall be emailed back after 2 days
from submission of the Verification Form and depending on the availability of
the signing authority; and

9. The Central Office and the Regional Office shall still entertain walk-in
applicants applying for correction of entries in their scholastic records.

WIDE DISSEMINATION OF THIS MEMORANDUM IS DESIRED
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VERIFICATION FORM

Name of Applicant:
School issuing Scholastic Records:

Name of School Principal/ Registrar:

Applicant filed for correction of the following entries in his/her scholastic
records:

Particulars: From: To:

Remarks, if any:

That | attest to the fact that applicant has submitted his/her complete
requirements for corrections of entries in his/her scholastic records before this
Office. That | have verified all the records presented and certifies that the
same are genuine, complete and correct to the best of my knowledge and
belief and | understand that any false information given or any tue
information withheld from said documents may provide grounds for
administrative disciplinary action.

It is recommended that the application filed be granted by the
Regional Office.

Attorney lli/Legal Coordinator

Noted by:

Schools Division Superintendent/
Authorized Representative
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scholastic records in the Division Offices
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DepEd Region IV-A CALABARZON <regionda@deped.gov.ph> Wed, Jun 15, 2016 at 2:53 PM
To: Bacoor City <bacoor.city@deped.gov.ph>, Batangas City <deped_batscity@yahoo.com>, Batangas Province
<depedbatangas@ymail.com>, Bifian City <depedbinan.ictservices@gmail.com>, Calamba City
<calamba.city@deped.gov.ph>, Cavite City <cavite.city@deped.gov.ph>, Cavite Province
<deped.cavite@deped.gov.ph>, Dasmatifias City <dasmarinas.city@deped.gov.ph>, Laguna Province
<depedlaguna_2006@yahoo.com>, Lipa City <depedlipacity@yahoo.com>, Lucena City <lucena.city@deped.gov.ph>,
Quezon Province <quezon@deped.gov.ph>, San Pablo City <sanpablo.city@deped.gov.ph>, "Sta.Rosa City"
<santarosa.city@deped.gov.ph>, Tanauan City <depedtanauan@yahoo.com>, Tayabas City
<tayabas.city@deped.gov.ph>

This communication may contain confidential or privileged information, and is infended solely for the individual or entity te whom it is originally addressed. Any disclosure, copying,
disssmination, or any action taken in reliance lo it by others, other than the intended recipient, is striclly prohibited. The opinians, conclusions, and stataments expressed in this

message are those of the sender and may not necessarily reflect the views of the Department of Education.
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Deped Cavite <deped.cavite@deped.gov.ph>
To: DepEd Region IV-A CALABARZON <region4a@deped.gov.ph>

Wed, Jun 15, 2016 at 2:58 PM
Acknowledging receipt, thank you!

On Wed, Jun 15, 2016 at 2:53 PM, DepEd Region IV-A CALABARZON <regionda@deped.gov.ph> wrote:

This communication may conlain confidential or privileged information, end is infended solely for the individual or entity to whom it is ariginally addressed. Any disclosure,
copying, dissemination, or any aclion taken in reliance lo i by others, ofher than the inlended recipient, is stricly prohibited. The opinions, conclusions, and statemenis

axpressed in this message are those of the sender and may not hecessarily reflect the views ofthe Department of Edueation.

Best Regards,

Kae / Inky

SCHOOLS DIVISION OFFICE

Division of Cavite Province
Department of Education

= DepEd Compound, Brgy. Luciano, Trece Martires City, Cavite
(046) 419 - 1286/ (046) 419-0014

depedcavite.com.ph
www.facebook.com/DivisionOfCaviteProvince
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