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DIVISION MEMORANDUM 

To: 

3O| 

DeED 

Bepartment of Ebucation 

s. 2026 

ARAN NG E EDUR 

Republic of the Philippines 

SCHOOLS DIVISION OFFICE OF BATAAN 

FACILITATION OF THE RECOMMENDATION OF TUPAD BENEFICIARIES 
FOR BRIGADA ESKWELA 2026 

Education Program Supervisors 

Assistant Schools Division Superintendent 
Chief Education Supervisors 

REGION II 

Public Schools Distrid Supervisors 

BAGONG PILIPINAS 

Public Elementary and Secondary School Heads 
All Others Concerned 

1. Pursuant to the partnership between the Department of Education (DepEd) 
and the Department of Labor and Employment (DOLE) for the 
implementation of the Tulong Panghanapbuhay sa Ating 
Disadvantaged/ Displaced Workers (TUPAD) Program in support of 
Brigada Eskwela 2026, this Office informs the field that the Schools Division 
Office of Bataan has been allocated a total of 220 TUPAD beneficiaries. 

DepED 

2. In this regard, all concerned Public Schools District Supervisors (PSDSS) are 
hereby directed to facilitate the identification and recommendation of prospective 
TUPAD beneficiaries from schools within their respective districts based on the 
attached school allocation. 

3. The recommendation of beneficiaries shall strictly adhere to the qualifications, 
eligibility requirements, and other provisions stipulated in the attached DOLE 
TUPAD Guidelines. All recommended beneficiaries shall be subject to validation and 
approval by the Department of Labor and Employment (DOLE). Accordingly, all 
Concerned PSDSs and School Heads are enjoined to thoroughly review the attached 
guidelines and ensure compliance in the identification and recommendation of 
beneficiaries. 

4. Following the verification and confirmation of the eligibility of the recommended 
beneficiaries, the Departrment of Labor and Employment (DOLE) shall conduct the 
necessary orientation and briefing for the qualified TUPAD beneficiaries regarding 
the implementation of the program, including their duties, responsibilities, and 
other pertinent guidelines. 
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End. As stated 
Reference: 

the following categories: 

DeED 

To be indicated in the Perpetual Index under 

SO4 
06/25/2026 

5. The Concerned PSDSS and School Heads are requested to ensure the complete 
accomplishment of the required beneficiary information through this link: 
https://tinyurl.com/SDOBataanTUPAD on or before June 29, 2026, 3:00 PM. 

Brigada Eskwela 
School 

6. Immediate dissemination of and compliance with this Memorandum are desired. 

BACONG PILIPINAS 

KAGAR 

ATAAN 

RAN NG EDU 

Republic of the Philippines 
Bepartmnent of Euucation 

A MG P 

REGION III 
SCHOOLS DIVISION OFFICE OF BATAAN 

Partnership. 
Tupad 

CAROLINAS. VIOLETA, EdD, CESO V 
Schools Division Superintendent 
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DeED PAKIMI NIF LUCAION 

KAGAR 

Must be a Filipino citizen. 

Republic of the Philíppines 
Bepartment of Cbucation 

Endosure No. 1 to Division Memorandum No. 

NG E 

The recommendation of beneficiaries shall be guided by the following qualifications 
and eligibility requirements prescribed by the Departrment of Labor and Employment (DOLE): 

RA NA 

REGION III 
SCHOOLS DIVISION OFFICE OF BATAAN 

DOLE-TUPAD QUALIFICATIONS AND ELIGIBILITY REQUIREMENTS 

Displaced workers; 
Underemployed workers; 
Unemployed individuals; 
Seasonal workers; 

• Informal sector workers; 

BAGONG PILIPINAS 

Must be at least eighteen (18) years old at the time of application. 
Must belong to any of the following sectors: 

DepED 

Self-employed individuals with insufficient or lost income; or 

MBATAAW 

S. 2026 

Other vulnerable workers as may be determined by DOLE. 
Must be physically capable of performing the assigned work under the TUPAD 
Program. 
Must not be a regular government employee. 
Must pass the validation and assessment procedures of DOLE. 
For Brigada Eskwela implementation, priority may be given to parents or 
guardians of enrolled learners, unemployed or underemployed members of 
the community, and individuals belonging to vulnerable sectors, subject to 
DOLE validation and approval. 
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No. District 

1 Abucay 
2 Abucay 
3 Abucay 
4 Abucay 
5 Abucay 

Enclosure No. 2 to Division Memorandum No. 

6 Abucay 

DeğED 

7 Abucay 
Abucay 

9 Abucay 
10 Abucay 
11 Abucay 
12 Abucay 
13 Abucay 
14 Abucay 
15 Abucay 
16 Abucay 
17 Abucay 
18 Bagac 
19 Bagac 
20 Bagac 
21 Bagac 
22 Bagac 
23 Bagac 
24 Bagac 
25 Bagac 
26| Bagac 
27| Bagac 
28 Bagac 
29 Bagac 
30 Bagac 
31| Bagac 
32 Din-East 
33 Din-East 
34 Din-East 
35 Din-East 
36 Din-East 

BAGONG PILIPINAS 

Abucay North ES 
Bangkal ES 

Republic of the Phílippínes 
Bepartment of Ebucatton 

Hacienda ES 
Jose Abejar MES 
Kabukiran ES 
Mabatang ES 
P. Rubiano ES 

Salian ES 

SCH0OLS DIVISION OFFICE OF BATAAN 

Bangkal Resettlement ES 
Capitangan ES 

T. Pinpin MES 
Wawa ES 
Bangkal NHS 
B. Camacho NHS 
Mabatang NHS 
Abucay High School 

Bagac ES 
Banawang ES 
Binuangan ES 
Binukawan ES 
Overland ES 
Parang ES 

RAN 

School 

KAGAR 

Bonifacio Camacho NHS- SHS 

Paysawan ES 
Pinagsumilan ES 
Quinawan IS 
Saysain ES 
Bagac NHS-Parang 

DepED 
BATAAt 

NG EO 

REGION III 

MOASV 

E. C. Bernabe Memo. HS 
Saysain High School 
Bayan-Bayanan ES 
Daang Bago ES 
Dalao ES 

Dinalupihan ES 
Layac ES 

Bataan High School for the Arts 
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38 Din-East 
39 Din-East 
40 

37 Din-East New San Jose ES 

41 Din-East 
42 Din-East 
43 Din-East 
44 Din-East 
45 Din-East 
46 Din-East 
47 Din-East 
48 Din-East 

Din-East 

49 Din-West 
50 Din-West 

53 Din-West 

56 
57 Din-West 

59 Din-West 
58 Din-West 

60 Din-West 
61 Din-West 

51 Din-West Happy Valley ES 
52 Din-West Jose C. Payumo Jr. ES 

62 Din-West 

54 Din-West Luakan ES 

64 Din-West 

55 Din-West Magsaysay ES 

66 Din-West 

La pAKISMINIuF DLCAION 

Din-WestMaligaya ES 
Naparing ES 

68 Din-West 

70 Din-West 

Pita ES 

71 Din-West 

DepED 

73 Hermosa 

Bepartment of Eueatton 

Old San Jose ES 
Pagalanggang ES 
Pentor ES 

74 Hermosa 

San Simon ES 
Sapang Balas ES 
Sta. Isabel ES 
Sto. Nino ES 

76 Hermosa 

sCHOOLS DIVISION OFFICE OF BATAAN 

75 Hermosa 

Pagalanggang NHS 
Sta. Lucia HS 
Bangal ES 

78| Hermosa 

Tucop Integrated School 

63 Din-West San Benito ES 
San Pablo ES 

65 Din-West San Ramon ES 

BAGONG PILIPINAS 

Colo Elementary School 

Kataasan ES 

Pag-asa ES 

67 Din-West Jose C. Payumo Jr. MHS 

Repmblit of the Phitippines 

Payangan IS 

69 Din-West Luakan NHS - Annex 

Pinulot ES 
Roosevelt ES 
Saguing ES 

Tubo-Tubo IS 

72 Hermosa Almacen ES 

Luakan NHS 

77 Hermosa Culis ES 

AAN NG 

Magsaysay NHS 
Roosevelt NHS 

REGION III 

Bacong ES 
Balsik ES 
Bamban ES 
Casupanan ES 

ASYON, 

Hermosa ES 
79 Hermosa Hermosa ES Annex - Mabuco ES 
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80 Hermosa 
81 Hermosa 
82 Hemosa 
83 Hermosa 

85 
86 Hermosa 
87 Hermosa 

84 Hermosa Pandatung ES 

88 Hermosa 
89 Hermosa 
90 Hermosa 
91 Hermosa 
92 Hermosa 
93 Hermosa 
94 Hermosa 
95 Limay 

HermosaParapal ES 

96 Limay 
97 Limay 
98 Limay 
99 Limay 

100 Limay 
101 Limay 
102 Limay 
103 Limay 
104 Limay 
105 Limay 
106 Limay 
107 Limay 
108 Limay 
109 Limay 
110 Limay 
111 Limay 

Mabiga ES 
Maite ES 
Mambog ES 

Bepartment of Cbtueatton 

Mandama ES 

120 Mariveles 

DeED 

SCHOOLS DIVISION OFFICE OF BATAAN 

Pastolan ES 

Pulo IS 
Saba IS 
Sumalo IS 
Tipo ES 
Balsik NHS 

St. Ma. Virginia P. Leonzon MES 

Hermosa NHS 
Hermosa NHS-Annex 
Alangan ES 

Arsenal ES 
BLISS ES 
Carbon ES 
Duale ES 
Gabaldon ES 
Kinaragan IS 

Kitang ES 
Lamao ES 
Limay ES 
Luz ES 
Peas ES 

Republic of the Philippínes 

St. Francis ES II 
Lamao NHS 

St. Francis ES (Bacong) 

Limay NHS 

112 Mariveles A. G. Llamas ES 
113 Mariveles Alasasin ES 
114 Mariveles Balon ES 
115 Mariveles 

St. Francis NHS 

116 Mariveles 
117 Mariveles 
118 Mariveles Bepz ES 

Baseco ES 
Batangas 2 ES 

RAN NG EDUK 

Bayview ES 

119 Mariveles Biaan Aeta IS 
Cabcaben ES 

121 Mariveles Ipag ES 
122 Mariveles Lucanin ES 

DepEb 

REGION III 
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123 
124 Mariveles Mt. View ES 
125 Mariveles Alion ES 

127 Mariveles 

129 Mariveles 

MarivelesMarina Bay ES 

130 Mariveles 
131 
132 

128 Mariveles Sto. Niño Biaan ES 
126 Mariveles Renato L. Cayetano Memorial School 

133 Mariveles 
134 Mariveles 
135 Mariveles 
136 Mariveles 

140 
139 Mariveles 

141 Morong 

Mariveles|Mariveles NHS, Cabcaben 

142 Morong 

138 Mariveles lpag NHS 

143 Morong 

MarivelesMariveles NHS Cab. Annex-Alasasin 

144 Morong 
145 
146 Morong 

Morong 

147 Morong 
148 Morong 
149 Morong 
150| Morong 
151 

137 Mariveles Mariveles NHS Pob. Annex-Sisiman 

Morong 
152 Morong 
153 Morong 
154 Orani 
155 Orani 
156 Orani 

MarivelesMariveles SHS Sitio Mabuhay 

157 Orani 
158 Orani 
159 Orani 
160 Orani 

DefED 

Department of Cbucation 

161 Orani 

Sisiman ES 

162 Orani 
163 Orani 

Townsite ES 

164 Orani 
165 Orani 

sCHOOLS DIVISION OFFICE OF BATAAN 

Baseco NHS 

Mariveles NHS Cab Annex-Batangas ll 
Mariveles NHS Cab. Annex-New Alion 
Mariveles NHS Malaya 
Mariveles NHS,Poblacion 

Binaritan ES 

Republíc of the Phílippines 

Mabayo ES 

Mariveles NHS Camaya Campus 

Minanga ES 

Facundo Angeles MES 
Kanawan IS 

Morong ES 
Nagbalayong ES 
Panibatuhan ES 
Sampaloc IS 
Morong NHS 

aAN NG 

Nagbalayong NHS 

KAGA, 

Morong NHS - SHS 
Alikabok ES 
Dona iS 

Morong NHS-Annex (Mabayo) 

Kabalutan ES 

NOKS 
REGION II 

Kaparangan ES 
Legua IS 
Orani North ES 
Orani South ES 
Pag-asa ES 

DepE 

Pantalan Bago ES 
Pantalan Luma ES 
Paraiso ES 
Pulo IS 
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166 Orani 
167 Orani 
168 Orani 
169 Orani 
170 Orani 
171 Orani 
172 Orani 
173 Orani 
174 Pilar 
175 Pilar 
176 Pilar 
177 Pilar 
178 Pilar 
179 Pilar 
180 Pilar 
181 Pilar 
182 Pilar 
183 Pilar 
184 Pilar 
185 Pilar 
186 Pilar 
187 Pilar 
188 Samal 
189 Samal 
190 Samal 
191 Samal 
192 Samal 
193 Samal 
194 Samal 
195 Samal 
196 Samal 
197 Samal 
198 Samal 
199 Samal 

DepED 
BACONG PILIPINAS 

Sibul ES 
Tala ES 
Talimundoc ES 
Tapulao ES 
Orani NHS 

Orani NHS - Pagasa 

Republit of the Phílippínes 
Bepartment of Ebucatiot 

Alauli ES 
Bagumbayan ES 

SCHOOLS DIVISION OFFICE OF BATAAN 

Orani NHS - Parang-Parang 

Balut ES 
Diwa ES 
J.S. Herrera Sr. MES 
Liyang ES 
Nagwaling ES 

Panilao ES 

Orani -Governor Efren Pascual 

Pantingan ES 
Pilar ES 
Sta. Rosa ES 
Wakas ES 

P. Roman NHS 
Adamson ES 

RAN 

F.C. Del Rosario IS 
Gugo ES 
Lalawigan ES 
Palili IS 

Dr. Victoria B. Roman MHS 

Samal North ES 
Samal South ES 
Sapa ES 

NG 

Asuncion Consunji MES 
Calaguiman ES 

Samal NHS 

DepED 
PATAAN 

E 

LIKA NG PL 

Samal NHS- Annex 
TOTAL 

DUA 

REGION III 

NOAS 
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Information needed for TUPAD Beneficiaries 

 

 

 



Republic of the Philippines
DEPARTMENT OF LABOR AND EMPLOYMENT

Intramuros, Manila

DEPARTMENT ORDER NO. 239
Series of 2023

Belle

GUIDELINES IN THE IMPLEMENTATION OF THE DEPARTMENT OF LABOR

AND EMPLOYMENT INTEGRATED LIVELIHOOD AND EMERGENCY

EMPLOYMENT PROGRAM (DILEEP)

In the interest of the service, this Guidelines is hereby issued for the effective
and efficient implementation of the DOLE Integrated Livelihood and Emergency

Employment Program.

I. PROGRAM DESCRIPTION, OBJECTIVES, COVERAGE, GUIDING

PRINCIPLES, DEFINITION OF TERMS AND MODES OF

IMPLEMENTATION

Section 1. Description. The DOLE Integrated Livelihood and Emergency
Employment Program (DILEEP) is the Department's contribution to inclusive growth
through job creation and poverty reduction. It has two components, namely:
(1) DOLE Integrated Livelihood Program (DILP) otherwise known as the Kabuhayan
Program; and (2) Emergency Employment Program (EEP) otherwise known as the
Tulong Panghanapbuhay sa Ating Disadvantaged Workers (TUPAD) Program.

Section 2. Objectives. The DILEEP seeks to reduce vulnerability to risks of the

disadvantaged workers and to augment the income of workers by providing income
opportunities through: (1) emergency employment; (2) entrepreneurship; and
(3) skills training.

Section 3. Coverage. This Guidelines shall govern the implementation of DILP and
TUPAD Program nationwide.

Section 4. Guiding Principles. The implementation of the DILP and TUPAD

Program shall, at all times, observe the following principles: 1) convergence of
services through complementation of resources in the delivery of interventions;
2) promotion of sustainable livelihoods consistent with ILO Recommendation 204
(Transition from the informal to the formal economy) and principles of social and
solidarity economy (SSE); 3) decentralization; and 4) promotion of accessibility,
inclusivity, responsiveness, and sustainability of program implementation.

Section 5. Definition of Terms. For the purpose of this Guidelines, the following
terms shall mean:

a) Beneficiary - refers to individual or group of individuals or Co-partners who

are qualified to be recipients of assistance under the DILEEP1;

1Department Order 173-17 (Revised Guidelines in the Implementation of DILEEP)

1



b) Co-partner - refers to the program partner, which may be a peoples'/workers'
organization, union, association, federation, cooperative, business
association, church-based organization, educational institution, or private

foundation, or national/local government agencies²;

c) Disadvantaged Workers - refer to the vuinerable, marginalized and

displaced workers, as follows:

Vulnerable workers - refer to workers who are less likely to have formal
work arrangements, decent working conditions, adequate social security,

and whose employment is characterized by inadequate earnings, low
productivity, and difficult conditions of work that undermine their
fundamental rights³;

Marginalized workers - refer to workers who have not benefited from
education, health, employment, and other opportunities by reasons of
poverty, geographical inaccessibility, culture, gender, among others4; and

Displaced workers - refer to workers in the formal and informal sectors
who became unemployed, underemployed, or have lost or disrupted their
livelihood as a result of closure of establishment, retrenchment,

termination, economic crisis, natural and human-induced

disasters/calamities, developmental efforts, and armed conflicts;

d) Equity - refers to the proponent's counterpart which may be in the form of
labor, land for the project site, facilities, equipment, micro-insurance, cleaning
tools, training cost, monitoring expenses and the like, to be used in a project;

e) Equipment - refers to a tangible property that is used to produce a product,
provide a service or use to sell, store, and deliver merchandise7;

f) Micro-insurance - refers to a scheme that provides specific insurance and
similar products and services that meet the needs of the low-income sector for

risk protection and relief against distress, misfortune, and other contingent
events8:

g) Micro-entrepreneur - refers to the owner of an establishment employing less
than 10 employees;

h) Micro-establishment - refers to an establishment employing less than

employees9;

10

2,4,5,7 Department Order 173-17 (Revised Guidelines in the Implementation of DILEEP)

3 Intemational Labor Organization. Vuinerable employment and poverty on the rise.

Retrieved from: https://www.ilo.org/global/about-the-ilo/mission-and-objectives/features/WCMS 120470/lang--en/index.htm

6 COA Circular 2012-001 (Prescribing the Revised Guidelines in the Granting, Utilization, Accounting and Auditing of the Funds
Released to NGOs/POS)

8 Insurance Memorandum Circular No. 1-2010

9 ReRepublic Act No. 11058 (An Act Strengthening Compliance with Occupational Safety and Health Standards and Providing
Penalties for Violations Thereof)
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i) Personal Protective Equipment (PPE) - refers to a specialized clothing, or
equipment designed to protect workers against safety and health hazards that

may cause serious workplace injuries and illnesses10;

j) Proponent - refers to individuals and groups who propose and undertake
livelihood and/or emergency employment projects, which may either be a co-

partner or a beneficiary; and

k) Social and Solidarity Economy (SSE) - refers to enterprises, organizations
and other entities that are engaged in economic, social, and environmental
activities to serve the collective and/or general interest, which are based on
the principles of voluntary cooperation and mutual aid, democratic and/or
participatory governance, autonomy and independence, and the primacy of
people and social purpose over capital in the distribution and use of surpluses
and/or profits as well as assets11.

Section 6. Modes of Implementation. The DILEEP shall be implemented through
direct administration by the DOLE Regional Offices (RO), Provincial Offices (PO),
Field Offices (FO) or through co-partnership.

II. TUPAD PROGRAM

Section 7. Program Description. It is a community-based package of assistance

that provides safety net through temporary wage public employment projects for a
period of 10 to 90 days, continuous or otherwise12 depending on the nature of work

to be performed.

Section 8. Qualified Beneficiaries. All disadvantaged workers aged 18 years old
and above are qualified beneficiaries of TUPAD program except for government

employees regardless of status of employment (permanent, contractual,
project-based) including those who are regularly receiving honorarium or allowances

for work performed.

Senior citizens are qualified as beneficiaries of the program, provided that they are fit

to work and they will not engage in hazardous work.

Only one member per family shall be eligible to avail of the assistance. In no
instance shall they avail more than once in a calendar year except in cases of

natural or human-induced calamity.

Section 9. Eligible Projects. Qualified beneficiaries may be engaged
community-based, disaster recovery and rehabilitation projects (Annex A).

in

Projects may be implemented in partnership with other government and private
sector entities willing to engage in public and community-based projects.

10 Department Order 198-2018

11
110th ILC Resolution concerning decent work and the social and solidarity economy

12 The TUPAD community projects can have different phases to include immediate response, as weil as tong-term
development projects, with a period of work to be implemented either continuously or on a staggered basis.
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Section 10. Phases of Implementation. The implementation of TUPAD Program
consists of the following phases:

a. Pre-Implementation Phase. This includes the identification and profiling of
beneficiaries, validation, and submission of documentary requirements;

b. Implementation Phase. This includes the conduct of Basic Occupational
Safety and Health (BOSH), Emergency First Aid Orientation, provision of
Personal Protective Equipment (PPE)13, enrollment in micro-insurance,
appropriate training, issuance of TUPAD ID, and engagement in actual work

in accordance with the approved Work Program. The period of work shall
not exceed eight (8) hours a day; and

C. Post-Implementation Phase. This includes payment of wages within

seven (7) working days upon receipt of the DOLE-Regional Offices of the
complete documentary requirements such as Daily Time Record (DTR) or
Attendance Sheet and TUPAD Completion Report, as the case may be,

among others. It is prohibited for any person or entity to ask or solicit any

amount from the program beneficiaries. This phase also includes the

liquidation of funds released in accordance with the existing rules and
regulations.

The DOLE RO/PO/FO shall refer interested TUPAD beneficiaries to active

labor market programs such as employment facilitation services offered by

DOLE and the Public Employment Service Offices (PESO), livelihood

assistance or training opportunities as provided under Section 21 thereof.

Section 11. Requirements for Availment of TUPAD. The following are the

requirements to be complied with in availing the TUPAD Program:

a. For the Beneficiaries

Intended beneficiaries shall submit any of the following government-issued
Identification Cards:

1. Voter's ID

2. Postal ID

3. Unified Multi-Purpose ID

4. PhilHealth ID

5. PaglBIG ID

6. PhilSys ID
7. Senior Citizen's ID

8. Passport

9. ID Card issued by LTO, LGU or SSS

10. Barangay ID

11. Other proof of identification such as

Police clearance, NBI clearance,

Barangay clearance

TUPAD ID shall also be issued by DOLE to the beneficiaries.

In addition to the government-issued identification card, senior citizens shall

submit Certification of Fit to Work to be issued by the Local Health Unit or

other private health office.

13 Basic Personal Protective Equipment (PPE) include T-shirt, and hat. Additional PPEs such as gloves, hard hats, safety

glasses, shoes, vests, ear plugs, and full body suits, among others are to be prescribed depending on the nature of work.
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b. For the Implementing Agency

Mode of

Implementation

Direct

Administration:

DOLE-RO/PO/FO

LGUs and Other

Government

Institutions as

Co-partner

NGOs/POs as

Accredited

Co-partner

Application Requirements

1. TUPAD Work Program (Annex B) for projects

with a maximum of 30 days of work; or

Project Proposal (Annex C) with Work Program
for projects with at least 31-90 days duration of
work

2. Profile of TUPAD Beneficiaries (Annex D)

1. Letter of intent (Annex F)

2. TUPAD Work Program (Annex B) for projects
with a maximum of 30 days of work; or

Project Proposal (Annex C) with Work
Program for projects with at least 31-90 days

duration of work, indicating at least 20% equity
of the total project cost

3. Profile of TUPAD Beneficiaries (Annex D)
4. Local Development Plan referring to Labor and

Employment/Social Services

5. Board or Sangguniang Bayan (SB) Resolution
authorizing the Local Chief Executive to enter

into a MOA to avail of DOLE programs

6. Memorandum of Agreement (MOA) (Annex G)

To be Provided by DOLE

1. Certification of no unliquidated cash advance

1. Letter of intent (Annex F)

2. TUPAD Work Program for projects with a

maximum of 30 days of work (Annex B); or

Project Proposal (Annex C) with Work
Program for projects with at least 31-90 days
duration of work indicating at least 20% equity
of the total project cost

3. Profile of TUPAD Beneficiaries (Annex D)

4. Three (3) year recent audited financial reports
(For applicant which has been in operation for
less than three (3) years, financial reports for
the years in operation and proof of previous

implementation of similar projects)
5. Work and Financial Plan and sources of and

details of proponent's equity in the project
6. Board Resolution authorizing a representative

to enter into a Memorandum of Agreement

(MOA)
7. MOA (Annex G)
8. Sworn affidavit of the secretary of the applicant

organization/entity that none of its

incorporators, organizers, directors or officers
is an agent of or related by consanguinity or

affinity up to the fourth civil degree to the

Additional Requirements
once approved

Prior to commencement of

work:

1. Contract of Service

between DOLE and
the TUPAD Workers

(Annex E-1) (no need
to be notarized)

Prior to commencement of

work:

1. Contract of Service

between the Co-

Partner and the

TUPAD workers

(Annex E-2) (no need

to be notarized)

Prior to commencement of

work

1. Contract of Service

between the Co-

partner and the

TUPAD workers

(Annex E-2) (no need
to be notarized)
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Mode of

Implementation

Application Requirements Additional Requirements
once approved

official of the agency authorized to process

and/or approve proposed MOA, and release
funds

To be Provided by DOLE

1. Copy of Co-partner Certificate of Accreditation

2. Certification of no unliquidated cash advance

For project proposals or requests to be sourced from the DOLE Centrally-managed
funds, the following requirements should be submitted to the concerned

Undersecretary through the Bureau of Workers with Special Concerns (BWSC) and

the Financial and Management Service (FMS) for vetting, prior to endorsement to

the Secretary for approval:

a. TUPAD Work Program or Project Proposal; and

b. Regional Project Management Team (RPMT) Evaluation

Section 12. Procedures in the Processing of Applications for TUPAD Program.

The following steps shall be observed by the proponent in the availment of the

TUPAD program:

For Direct Administration

a. The proponent shall submit the complete documentary requirements (as
indicated in Section 11) to the nearest DOLE Regional/Provincial/Field Office.

b. The DOLE PO/FO shall review the documents submitted by the proponent

based on the criteria set for the purpose (Annex H - TUPAD Program

Appraisal Sheet).

c. If found complete and compliant with existing guidelines, the DOLE PO/FO
shall endorse the results of the initial evaluation to Regional Office - Technical

Support and Services Division (TSSD). Otherwise, the DOLE PO/FO shall
notify the proponent of the lacking documents for revision/appropriate action.

d. The DOLE Regional Project Management Team composed of the Assistant
Regional Director, and Chiefs of Technical Support Services Division (TSSD)
and Internal Management Services Division (IMSD) shall validate the results
of PO/FO evaluation as indicated in the TUPAD Appraisal Sheet and

recommend for its approval, disapproval or revision.

e. If approved, the DOLE RO shall issue the Notice to Proceed (Annex I) to the
DOLE PO/FO, who shall then facilitate the provision of assistance to the
beneficiaries, as indicated in Section 10 of this Guidelines.

f. The DOLE PO/FO shall notify the beneficiaries of the schedule of orientation,
deployment for work, and pay-out. Likewise, it shall ensure that the

beneficiaries perform the assigned tasks or activities under the TUPAD Work

Program.
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g. The DOLE PO/FO shall submit to DOLE RO the Daily Time Record

(Annex J-1) or Attendance Sheet (Annex J-2) and TUPAD Completion Report

(Annex K) and payroll (Annex L), as the case may be, for processing of
payment through money remittance service provider (MRSP) or through direct

pay-out in case the MRSP is not accessible in the area, or as may be

determined by the Secretary.

For Co-partnership

a. The proponent shall submit the complete documentary requirements
(as indicated in Section 11) to the nearest DOLE Regional/Provincial/Field
Office.

b. The DOLE PO/FO shall review the documents submitted by the proponent

based on the criteria set for the purpose (Annex H - TUPAD Program
Appraisal Sheet).

c. If found complete and compliant with existing guidelines, the DOLE PO/FO
shall endorse the results of the initial evaluation to Regional Office - Technical

Support and Services Division. Otherwise, the DOLE PO/FO shall notify the
proponent of the lacking documents for revision/appropriate action.

d. The DOLE Regional Project Management Team composed of the Assistant

Regional Director, and Chiefs of Technical Support Services Division (TSSD)
and Internal Management Services Division (IMSD) shall validate the results
of PO/FO evaluation as indicated in the TUPAD Appraisal Sheet and

recommend for its approval, disapproval or revision.

e. The DOLE PO/FO shall endorse the complete documentary requirements to

the DOLE RO for signature/appropriate action.

f. The DOLE RO-IMSD shall process the disbursement vouchers and prepare
Checks or Advice to Debit Account.

g. The DOLE RO shall release the Check and issue the Notice to Proceed
(Annex I) to the Co-partner, who shall then facilitate the provision of
assistance to the beneficiaries, as indicated in Section 10 of this Guidelines.

The Co-partner shall issue the corresponding Official Receipt to

acknowledge the funds received from DOLE.

h. The Co-partner shall inform the DOLE RO/PO/FO of the schedule of
implementation, at least three (3) working days prior to the start of work.

i. The Co-partner shall notify the beneficiaries of the schedule of orientation,
deployment for work, schedule of pay-out, and liquidation of fund releases.
Likewise, it shall ensure that the beneficiaries perform the assigned tasks or

activities under the TUPAD Work Program. Pay-out can be made through

MRSP or through direct pay-out in case the MRSP is not accessible in the

area or as may be determined by the Secretary, subject to submission of
Daily Time Record (Annex J-1) or Attendance Sheet (Annex J-2) and
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