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To A1l DepEd Personnel
This Divisig4r)
AGUSTINEST. CEPtr, CESO V

I
Janua-ry 20,l2O2O

I
UTILIZATIoIY OI. PRESCRIBED TEMPLATE FOR DTVISIO1II MEMORANDUM

I

This Office requires the field arrd all Division personnel to utilize the prescribed
template in craiting Division Memora,ndum and other DepEd-related issuarces as
mandated in Section VII of DepEd Order No. 30, s. 2019.

This is in relation to the agreement made during the conduct of Quality
Management System (QMS) Phase 3 on January l8-L9,2O2O at the Division Office
Conference Hall, Tangub CiW.

3. For the said template is attached as Enclosure 1.

From :

Date :

Subject:

1.

2.

A. Margin
Left
Right -
Upper -
Lower -

1.5 inch
1.0 inch
1.0 inch
1.0 inch

B. Font
Bookman Oid Style
Font Size- 11

C. Logo
Prescribed Logo should be used.

D. Travel Order
TO is considered officially perfected
submitted to this office upon arrival.

4. For guidance and compliance.

AtrC/rtm/12-74-t9

Encls: As stated
To be indicated in the Perpetuai Index
U nder the following subjects:

Certificate of Attendance is

OATEi

I Atucito St. Munic, Tmstrb (lty
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