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October 15, 2014
MEMORANDUM

TO Educatian Pragram Supervisars/Coardinatars
District Supervisars/In-Charge
Schaal Heads, Elementary and Secondary
Division Office Sectian Heads
Teaching/Nan-Teaching Persannel
All Others Concerned

For the infarmatian and guidance af all cancerned, attached is Regional Memorandum
No. 646, 5. 2014 dated Octaber 17, 2014 tagether with its enclasures entitled "PROTOCOLS
FOR TRAVEL AUTHORITY REQUESTS FOR OFFICIAL TRAVEL ABROAD", which is self-

explanatory.
Please refer ta the attached cammunication far details.

Immediate dissemination of and strict compliance with this Memarandum is desired.

GOD BLESS!
SALUSTIANO T. JIMENEZ, LI.B., CESO VI
Schools Divisian Superintendent 4
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: . REPUBLIKA NG PILIPINAS
| KAGAWARAN NG EDUKASYON
| DEPARTMENT OF EDUCATION

REBIYON VIL, GITNANG VISAYAS
. Sudlon, Lahug, Cebu City
i REGIONAL MEMORANDUM

no. 6 46 5. 2014 D][)lﬂllq%

PROTOCOLS FOR TRAVEL AUTHORITY REQUESTS FOR OFFICIAL
TRAVEL ABROAD

0CT 17 M

TO : Schoels Division/City Superintendents
Officers-in-Charge of interim Divisions

! Chiefs of the Regional Office

! All Concerned

i The Department of Education (DepED) herehy issues DepED Order No. 43, s. 2014
dated October 9, 2014 to clarify the process and simplify documentary requirement for
travel authority requests for officlal travel abroad. Reguesting officials/personnel
should be guided on the following :

Al travel suthority requests for official travel abroud are covered by these pratocols;

All personnel are encouraged ta start processing requests as early as possible;

DepED Offices must act on requests immediately to avoid any delays;

DepED Offices managing international programs gnd other ppportunities abroad

! must infegrate these profocols end its requirements in their respective processes;

e. Partner organizations are likewise requested to observe these protocols in their
respective program Hmelines; and

f Personnel are discouraged from booking flights before securing an approved travel

authority unless absolutely necessary.

B O oR

2. Process Flow

a. Process Flow for Field Personnet

' i All fravel authorities must be signed by the Secretary and released by the
i Central Office (CO) at least ten days before the departure dafe. Ta ensure
I this, requesting officials/personnel must refer to DIAGRAM 1 to guide them
i or the minimum number of days required for processing at each level.
i ii. Depending on the employee’s level (school/SDO/RO/CO), all documentary
l requirements must be submitied to the respective office at least five days
i before the minimum number of days specified in Diagram 1 to give offices
l enough time to process doctumenis.,
| ifi,  Requests that violate this process flow at any level shall be automatically
rejected. Requesting personnel are encouraged ta start processing request
and submit their complete documents as early as possible. All concerned
offices must process and release travel authority requests immediately.
iv. Once cleared and approved by the Regionol Office, all requests for the
. approval of the Secrelary shall be submitted to the Personnel Division in CO.
! These requests shall then be cleared by the Office of the Undersecretary for
Regional Operations before final approval by the Secretary. Once approved,
the Records Division shall release the travet authority immediately.
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3. Request Forms and Documentary Requirements

To simplify documentary requirements, this Department has integrated all endporsements
and ciearances across ail levels into a one-page form. The following are the guidelines on the

use of the request form :

a. Request FORM A shall be used by field personnel.

b. Supporting documents such as official invitations, travel descriptions, program details,
ete. need not be submitied to the Personnel Division in Centrai Office. The approval of
the Regional Director for fleid personnel shail certify the relevance and authenticity of

the travel.

4, implementation

All requests for travel authority abroad received by the Personnel Division in Centrat
Office from October 20, 2014 onwards must follow these protocols and use the new request
form. Any request that does not follow the protocols stated in DepED Order MNo. 43, s. 2014
shall be rejected automatically and returned with no action. Offices that cause the detay in
processing travel authority requests shall be dealt with accordingly.

5. immediate dissemination of and strict compliance with this Memorandum is directed,

CARMELITAT. ¥ GON
Director 111
@ Officer-in-Charge

DNrCTR/ife
Pagel-Reg Memo Travet Abroad



Diagram 1: Minimum Number of Days Required for Processing for Field Personnel
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