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To: PUBLIC ELEMENTARY SCHOOL HEADS
PUBLIC SECONDARY SCHOOL HEADS
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From: AGUSTINES E. CEPE, Ph.D,, (SO
Schools Division Superintendent

Subject: issuance of Travel Order for School Heads with Transaction/s at the
Division Office or other Offices within El Salvador Gty and/or Cagayan
de Oro City

Date: April 2, 2018

1. Al School Heads/ School-In-Charge who have transaction/s with the Division Office or

other Ofices within & Salvador Giy andfor Cagavan de Oro Giy miust secure a Travel
Order first from the Division Office.

2. The attached process flow on the issuance of Travef Order for this purpose shall be
observed effective April 3, 2018.

3. For information, guidance and strict compliance.
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PROCESS FLOW: issuance of Travel Order for School Heads with Transaction/s at the
Division Office or other Offices within El Salvador City and/for Cagayan de Oro Gty

School Head sends SMS m\ i MPQ acknowiedges receipt of
Ms. Mariais P. Quismundo SMS
{0915 231 7727) with the
foilowing detzils: !

I 1. Name

2. Date and Time of
Travel and Return to

I Station

3. Destination {indicate
name and location of
Office to transact H
with)

4. Purpose of travel j

snahes Moros P Cuismundo

NG
i MPQ informs and requires the
MPQ chedks schedule if not in School Head of the lacking
conflict with other activities | datafinformation; No further
action
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.Continuation on the PROCESS FLOW: Issuance of Travel Order for School Heads with
Transaction/s at the Division Office or other Offices within El Salvador City and/for

Cagayan de Oro City

MPQ checks schedule if notin

confiict with other activities
NO
MPQ informs SDS of the confiict i MPQ prepares Travel Ordert for
in schedule = SDS Signature

*505- Schoaols Division Superintendent

SDS takes final action and
affixes signature

NO 2 N\

SDS Secretary informs School
Head of the Travel Order and
forwards the Travel Order to
MPQ informs School Head that the Releasing Section for
Copes Furished: no Travel Order shall be issued K releasing and pick-up
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