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MEMORANDUM
16 August 2017

For & Regional Directors, ARDs

Subject - REQUESTS, INQUIRIES AND OTHER

All requests, inquiries and other correspondence related to the
School Building Program, Compuferization Program and other
impiemented by the strand of the Office of the Undersecreiz
Administration {OUA} and needing direct action or immediate d
from OUA must be submitted to and properly received by the OUA pelore
ﬁmycanbemnsidéxedoﬂidaﬂymmivedbythc&parMmt

OUA expresses grave concern on leffers coming from national and

focal elected officials, officials from national government agenci
civii.sacietythathavcbecnmccivedbythcdiﬁeteﬂtcfﬁacsatmﬂier
dates but which OUA receives only after 2-4 months.

Office of the Undersecretary for Administration
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Schools Health, Youth Formatio, Boagso Teachers” Comp, Eduration Faciites) School Suidmgsi

Denartment of Edneation, Central Office, Memicn Averme, Pasig ity
Room 519, Mabini Building; Mobile: +539260320762; Landiine: +6326337203, +£3263¥6207
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To All Elementary and Secondary School Heads: August 29, 2017
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MEMORANDUM
16 August 2017
For :  Regional Directors, ARDs
Schools Division Superintendents, ASDS
District Supervisors, Principais, School Heads
Education Facilities Division
EFD Area Managers, Regional/Division Engrs
ICTS, Records Division
All Concerned
Subject - REQUESTS, INQUIRIES AND OTHER

CORRESPONDENCE RELATED TO SCHOOL

BUILDING PROGRAM, DEFED
COMPUTERIZATION PROGRAM, AND
PROGRAMS AND PROJECTS

All requests, inquiries and other correspondence relat
School Building Program, Computerization Program and other

to the
grams

impiemenied by the sirand of the Office of the Undersecrefary for
Administration {OUA) and needing direct action or immediate decision
from OUA must be submitted to and properly received by the OUA before

they can be considered officially received by the Department.

OUA expresses grave concern on letfers coming from nati
local elected officials, officials from national government agend
civil society that have been received by the different offices aj
dates but which OUA receives only after 2-4 months.

nal and
ies and
t earlier

Office of the Undersecretary for Administration
{Administrotive Services, Informatinon and Communicnalions Technology, Di isk Reduction and

Schools Health, Youlh Fermation, Baguio Teachers” Camp, Educntion Focilities/ Scheol Builgings)

Department of Education, Central Office, Meralen Avermae, Pasig Citsr

Room 519, Mabini Building; Mohile: +6309260320762; Landiine: +6326337203, +6326376207
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The receiving employee and/or office are/is mandated by Re
Act No. 9485 or the Anti-Red Tape Act of 2007 to act o©
correspondence within 5-10 days upon receipt thereof.

To avoid violation of the law, the receiving employee or offics

public
n the

= must

imnrediately submit the received correspondence to GUA withiin 1-2 days

upon receipt. The OUA will then act on the corresponce within th

e time

limit alfloted by law, reply to the letter sender, decide on the content

and/or designate the appropriate office to act on the content
correspondence.

The appropriate office is expected to act on the corresponce

of the

within

5-10 days from receipt of instruction from the OUA, which, in turn, will

officially and immediately transmit to the letter sender the official
and for position of the Department.

action

For guidance, compliance and widest dissemination to regeiving

personnel.
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