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Annex A: External and Internal Services to be Reported for the CSM 
 
CSM Results shall be reported for both 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 common in each governance level. Offices shall 
briefly discuss their response rate results and provide reason/s why certain 
services were not offered or why certain services had no/low CSM responses, as 
applicable. 
 

Regional Offices 

 

External Services Internal Services RO Unit 

N/A 

1. Certification as to 
Availability of Funds 

2. Endorsement of Request for 
Cash Allocation from SDOs 

Accounting 
Section 

N/A 

3. Disbursement Updating 
4. Downloading/ Fund 

Transfers of SAROs received 
from Central Office to 
Schools Division Office and 
Implementing Units 

5. Letter of Acceptance for 
Downloaded Funds 

6. Obligation of Expenditure 
(Incurrence of Obligation 
Charged to Approved Budget 
Allocation per GAARD and 
Other Budget 
Laws/Authority) 

7. Processing of Budget 
Utilization Request & Status 
(BURS) 

Budget 
Section 

1. Payment of External 
and Internal Claims 

2. Payment of Obligation 

8. Handling of Cash Advances 
Cash Section 

3. Access to LRMDS Portal 
4. Procedure for the Use of 

LRMDS Computers 
N/A 

Curriculum 
and Learning 
Management 

Division 

N/A 
9. Rewards and Recognition Human 

Resource and 
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Development 
Division 

5. Legal Assistance to 
Walk-in Clients 

6. Request for Correction 
of Entries in School 
Record 

10. Processing of 
communication received 
through the Public 
Assistance Action Center 
(PAAC) 

11. Request for Certification as 
to the Pendency or Non-
Pendency of an 
Administrative Case 

Legal Unit 

7. Recognition of 
Professional 
Development Programs 
/ Courses 

N/A 

National 
Educators 
Academy of 

the Philippines 
– Regional 

Office 

8. Issuance of Foreign 
Travel Authority 
8.1. Issuance of Foreign 
Official Travel Authority 
8.2. Issuance of Foreign 
Personal Travel 
Authority 

N/A 
Office of the 

Regional 
Director 

9. Acceptance of 
Employment 
Application (Walk-in) 

10. Acceptance of 
Employment 
Application (Online) 

11. Issuance of Certificate 
of Last Payment 

12. Application for Leave 
13. Application for Retirement 

/ Survivorship / Disability 
Benefit 

14. Issuance of Certificate for 
Remittances 

15. Issuance of Certificate of 
Employment and/or 
Service Record 

16. Issuance of Foreign Travel 
Authority 
16.1. Issuance of Foreign 
Official Travel Authority 
16.2. Issuance of Foreign 
Personal Travel Authority 

17. Processing of Equivalent 
Record Form (ERF) 

18. Processing of Study Leave 
19. Processing of Terminal 

Leave Benefits 

Personnel 
Section 
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20. Request for Transfer from 
Another Region 

21. Stoppage/Deletion of 
Deductions in the Payroll 
(Loans and Insurances) 

12. Generation of School 
IDs for New Schools 
and/or Adding or 
Updating of SHS 
Program Offering 

13. Request for Reversion 

N/A 

Policy, 
Planning and 

Research 
Division 

14. Public assistance 
(Email) 

15. Public assistance 
(Hotline and Walk-in) 

16. Standard Freedom of 
Information request 

N/A 
Public Affairs 

Unit 

17. Application for 
Opening/Additional 
Offering of SHS 
Program for Private 
Schools 

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

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

22. Application for 
Establishment, Merging, 
Conversion, and Naming/ 
Renaming of Public Schools 
and Separation of Public 
Schools 

Quality 
Assurance 
Division 

20. Certification, 
Authentication, and 
Verification 

21. Issuance of Requested 
Documents (CTC and 
Photocopy of 
Documents) 

22. Issuance of Requested 
Documents (Non-CTC) 

23. Receiving of 
Communication 

24. Receiving of Complaint 

N/A 
Records 
Section 
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Schools Division Offices 

 

External Services Internal Services SDO Unit 

N/A 
1. Processing of ORS 
2. Posting/Updating of 

Disbursement 
Budget Unit 

N/A 
3. Handling of Cash 

Advances 
Cash Unit 

N/A 

4. User Account 

Management for 
Centrally Managed 
Systems 

5. Troubleshooting of ICT 
Equipment 

6. Uploading of 
Publications 

Information and 
Communications 
Technology Unit 

1. Request for Correction 
of Entries in School 
Record 

7. Issuance of Certificate 
of No Pending Case Legal Unit 

N/A 

8.1 Issuance of Foreign 
Official Travel Authority 

8.2. Issuance of Foreign 
Personal Travel 
Authority 

Office of the 
Schools Division 
Superintendent 

2. Acceptance of 
Employment Application 
(Teaching Position) 

3. Acceptance of 
Employment Application 
(Non-Teaching and 
Teaching-related 
Positions - (promotion 
and entry) 

9. Application for ERF 
(Equivalent Record 
Form) 

10. Application for Leave 
11. Application for 

Retirement 
12. Issuance of Certificate 

of Employment 
13. Issuance of Service 

Record 
14. Loan Approval and 

Verification 
15. Processing of 

Appointment (Original, 
Reemployment, 
Reappointment, 
Promotion and 
Transfer) 

Personnel Unit 
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16. Processing of Terminal 
Leave Benefits 

17. Request for Correction 
of Name and Change of 
Status 

4. Inspection, Acceptance, 
and Distribution of 
Textbooks, Supplies, 
and Equipment 

18. Requisition and 
Issuance of Supplies 

19. Property and 
Equipment Clearance 
Signing 

Property and 
Supply 

5. Issuance of Requested 
Documents (Non-CTC) 

6. Issuance of Requested 
Documents (CTC and 
Photocopy of 
Documents) 

7. Certification, 
Authentication, 
Verification (CAV) 

8. Receiving and Releasing 
of Communication and 
other Documents 

9. Receiving of Complaints 
against Non-Teaching 
Personnel 

10. Receiving of Complaints 
against Teaching 
Personnel (Multi-stage 
Processing) 

N/A Records Unit 

11. Accessing Available 
Learning Resources 
from LRMDS Portal 

12. Borrowing of Learning 
Materials from Libraries 

13. Alternative Learning 
System (ALS) 
Enrollment 

20. Program Work Flow of 
Submission of 
Contextualized 
Learning Resources 

21. Quality Assurance of 
Supplementary 
Learning Resource 

Curriculum 
Implementation 

Division 

14. Request for Basic 
Education Data (from 
external stakeholders) 

22. Request for Basic 
Education Data 
(Internal Stakeholder) 

23. Request for Data for 
EBEIS/LIS/NAT and 
Performance Indicators 

SGOD - 
Planning and 

Research 
Section 
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15. Issuance of Government 
Permit, Renewal, 
Recognition of Private 
Schools 

16. Issuance of Special 
Orders 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 in Tuition Fee 

20. Application for Increase 
in Tuition Fee 

N/A 

SGOD - School 
Management, 

Monitoring, and 
Evaluation 

Section 
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Schools 
 

External Services Internal Services 

1. Acceptance of Employment 
Application for Teacher I Position 
(Walk-in) 

2. Acceptance of Employment 
Application for Teacher I Position 
(Online) 

3. Borrowing of Learning Materials 
from the School Library/Learning 
Resource Center 

4. Distribution of Printed Self-
Learning Modules in Distance 
Learning Modality 

5. Enrollment (Walk-in) 
6. Enrollment (Online) 
7. Issuance of Requested 

Documents in Certified True 
Copy (CTC) and Photocopy (Walk-
in) 

8. Issuance of Requested 
Documents in Certified True 
Copy (CTC) and Photocopy 
(Online) 

9. Issuance of School Clearance for 
different purposes 

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

11. Public assistance (walk-in/phone 
call) 

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 
Teaching/Non-Teaching 
Personnel 

1. Issuance of Special Order for 
Service Credits and Certification 
of Compensatory Time Credits 

2. Laboratory and School Inventory 
3. School Learning and 

Development 

 


