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improve its system of documentation under the ISO 9001:2015 certification.

hereby formulated:

On Letterheads

1.    All  documents that bear a letterhead shall follow the following format:

a.:°ffi|c:a,Vsee:i,Cj:'pi::::tat°trh:°c::::tr::i:hn:a:ja°gne.°Tfh:s::ec:oT7e6niL::):f:re:E

colors, and  other specifications shall  not be  in  any way changed. The se;

together with  other entries in the letterhead  provided  by DIT shall  remai

as  is.  To  ensure  uniformity  in  the  use  of the  DepEd  seal  in  the  Region

Office, the seal  shall  be in full  color version  (colored)  regardless  of print

version, or grayscale version (photocopy). (5g€ Z:Ae samp/es. be/olw/.

Full  color version                   Grayscale version
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arrdinbalatace. (See the samples below with the DepEd seal).

For vertical format or portrait orientation, the seal is situated on top

the texts. The texts are all centered.
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3Raptlbltt ®f toe ff}Bil®pi"e#

®erttrtmettt ®t ®Itutat€ott
REGION VIII - EASTERN VISAYAS

For horizontal format or landscape orientation, the seal is placed at

the left side of the texts. All texts are aligned at the left.

Rercobltt of toe ff)btlthtne#

®er&ttmettt of ®butat{ott
REGION VIII - EASTERN VISAYAS

initiator  of the  document  which  stand  for the  initials  of the  first  namS,
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surname, and last name of the writer. The entries shall all be in capit  I I

but not in boldface.

9.    No  other entries shall  appear at the  header of the document ex

prescribed letterhead.
h.    The  letterhead  shall   apply  to  all   internal   documents  such  as

Memos,   Orders,   Templates,    Reports,   Indorsements,

Justifications,   Certifications,   etc.   Other   documents   such   as

Advisories and  external  documents used  by the Office such as tho

COA, BIR, CSC, GSIS, DOH, and others shall not bear the DepEd

except if the Agency requires the Office to do so. In which case,

of the Agency shall appear at the right-hand corner of the page b

borderline printed in italicized form, Ebrima, font size 10.

i.      Due    to   the    changes    in    the    ISO    certifying    bodies    and

misrepresentations  of  certification  marks  in  Regional  Office  d

articles,   vehicles,    printouts,    slide    decks,    and    other   items,

EmEH[[[!HEEEEiEEIlliiilllEEEEiEEEIIIili[llIEE!I]I[![±]]!![![!][]!!"I

DepEdRO8ATA-F17(CY2018-v02-Too)
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in the future.
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4.    Holds   responsible   in  the   proper  labelling,   filing,   sorting,   and   safekeeping

documents in its office.

5.    Ensures that all  required documents by the DIT are submitted as required such

DRAFs,  DTDAFs,  Masterlist  of  Manuals  and  References,  copies  of  uncontroll

external documents, etc.

Monitoring and Evaluation

1.   The  DIT  shall  conduct  a  bi-annual  monitoring  of  offices  on  the  compliance

document formatting and other DIT guidelines.

.         2.   Aconsolidated reportonthe results of the monitoring and evaluation of each off

shall be presented in the second and fourth quarter RMEA.

3.   Appropriate interventions or sanctions shall be implemented or imposed on n

compliance of these guidelines.

(053) 323-3156 I 323-5869     rfgion8@deped.gov.ph I pprd.region8@deped.gov.ph    PPRD-ICC Page 8 of

of


