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TANGGAPANG PANSANGAY NG MGA PAARALAN NG CATANDUANES

December 10, 2025

DIVISION MEMORANDUM
No/<93 s. 2025

TRAINING-WORKSHOP ON THE UTILIZATION OF MS OFFICE 365
APPLICATION AND LEAVE CREDITS DIGITALIZATION

TO: Assistant Schools Division Superintendent
CID and SGOD Chiefs and Personnel
Public Schools District Supervisors
Elementary and Secondary School Heads '
All Others Concerned

L. In line with DepEd’s digital transformation agenda, a Training-Workshop on
the Utilization of MS Office 365 Applications and Leave Credits Digitalization will be
conducted on December 13-14, 2025 at Rakdell Inn, Virac, Catanduanes.

2. This activity aims to:

e Maximize the utilization of MS Office 365 tools and applications;

» Train identified Administrative Officers and personnel in charge of leave
management on MS Office 365 and leave credit digitalization,;

* Enhance efficiency and accuracy in managing emplovee leave credits;

¢ Provide employees with easy access to up-to-date leave credit/vacation
service credits information

3. Enclosed is the List of Participants and Activity Matrix.

4. Participants are advised to bring their laptop and extension cord.

5. Attendance to this activity shall be granted Compensatory Overtime Credit.
6. Travel and incidental expenses of participants shall be charged against school
MOOE/local funds subject to the usual accounting and auditing rules and
regulations.

7. For information, guidance, and strict compliance.

By Authority of the OIC-Schools Division Superintende?t:

DELFIN A. BONDAD
Asst. Schools Division Superintendent
Ofﬁcer-ln-Chaz&

Son Roque, Yirac, Cotandvanes
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LIST OF PARTICIPANTS

Abundo, Alexa May
Agapen, Richelle
Alcantara, Jessica
Alcantara, Rizza Mae
Aquino, Mary Joanne
Arador, Alyanna Mae
Arcilla, Arriane
Arcilla, Kristina
Avila, Audrey Rose
10. Bartolome, Roselle
11. Benavidez, Jasmin Jay -
12. Benavidez, Vilma

13. Bernardino, Roselyn
14. Bobhis, Rutchel

15. Bonayon, Yves Ray
16. Cerdon, Ma. Dolores
17. Cestina, Jean Flor
18. Concepcion, Jade

19. Dela Vina, Marlett
20. Doncillo, Rasul

21. Espafio, Nympha

22. Garcia, Christine Joy
23. Gianan, Aaron

24. Gianan, Kristine Mae
25. Gianan, Janice

26. Go, Debbie

27. Gonzales, Julie Ann
28. Gregorio, Ria

29. Guerrero, Ma. Carissa
30. Joson, Fatima

31. Lim, Maria Aileen

32. Manlangit, Hazel

33. Manlangit, Sarah Jean
34. Marquez, Jannette
35. Matienzo, Annie Geisha
36. Mendez, Grace

37. Mendoza, Lanie

38. Morandarte, Rodolfo
39. Ogena, Regine

40. Padilla, Legie

41. Pereyra, Mary Ann
42, Pitajen, Elma

43. Ponce, Krishna

44. Samudio, April

45. Santelices, Naomi
46. Sabayle, Jerald

47, Sarmiento, Jonnel
48. Sarmiento, Jayson
49. Sarmiento, Maricris
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50. Sarmiento, Sarah Kay
51. Sarmiento, Gian Jay
52. Sarmiento, Nanet

53. Serduar, Jinky Marie
54. Siso, Richelle

55. Soliveres, Chanda

56. Soledad, Lenette

57. Soneja, Emelda

58. Soner, Ernest John
59. Sorrrera, Evanell Rhey
60. Sualibio, Jerald

61. Tablate, Bella Aurora
62. Tablo, Jake

63. Talla, Andrea

64. Taroy, Mc Nammes
65. Tedera, Lyn Toneth
66. TimaJo, Aileen

67. Tito, Lara Melissa

68. Tomagan, Jake

69. Tomanglao, Jennifer
70. Torrecampo, Jether Dan
71. Torres, Juanito

72. Valenzuela, Jonah Ann
73. Valeza, Marichu

74. Valeza, Eugene Jimi
75. Vargas, Jhon Paul
76. Villamartin, Shene
77.Villarino, Mary Grace
78. Villarey, Earl Kevin
79. Vivo, Kristina

80. Del Barrio, Jenelyn
81. Urbano, Omar

82. Molina, Virgilio Jr.

Program Management Team

Ma. Jeany T Abayon- OIC-SDS
Delfin A Bondad- ASDS
Eva S. Tolentino - AO V
Jennifer B. Metica - ITO 1
Marichelle B, Llave — AO IV
Roma Angelee A. Soleybar — AO II
Christine Louise S. De Leon - AQ 11
Mark U. Tabo - ADAS III
Melody R. Taller - ADAS III

. Al Francis B. Mendez, - ADAS 11

. Nimfa R. Arcilla — ADAS III

. Kenneth R. Postrado — COS

. Cristy Ann F. Cardifio - ADAS III
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TRAINING MATRIX

December 13, 2025

Time Activity Person In-Charge
7:30-8:00 Registration Support Staff/PMT
8:00-8:30 Opening Program

8:30-10:00 | Utilization of MS 365 Tools and Jennifer B. Metica
Applications Information Technology Officer 11
10:00-11:00 | Government Office Hours & Eva S. Tolentino
DepEd Order No. 4 s. 2025 Administrative Officer V
11:00-12:00 | Omnibus Rules on Leave Marichelle B. Llave
} Administrative Officer IV
Lunch Break
1:00-1:30 Compensatory Overtime Credit & Mark Anthony U. Tabo
Monetization Administrative Assistant III
1:30-2:30 DepEd Order No. 13 s. 2024
(Revised Guidelines on the Grant
of Vacation Service Credits for Roma Angelee A. Soleybar
Teachers) & DepEd Order No. 5 s. Administrative Officer II
2024 (Rationalization of Teachers
Workload In Public Schools and
Payment of Teaching Overload)
2:30-3:00 Filling Out of Forms (CS Form 6, Christine Louise S. de Leon
Pass Slip, Locator Slip, Travel Administrative Officer Il
Authority)
3:00-4:00 Recording of Leave Application to Jean Flor Q. Cestina
Leave Card Administrative Officer II
4:00-5:00 Workshop
| December 14, 2025
8:00-8:30 Introduction of Leave Credits Mark U. Tabo
Digitalization Administrative Assistant III
8:30-10:30 | Encoding/recording of leave Melody R. Taller
applications to digital leave card Administrative Assistant III
10:30-12:00 | Workshop
Lunch Break
1:00-3:00 Presentation of Qutputs
3:00-4:00 File Organization in Sharepoint Kenneth R. Postrado
and Access to Leave Credits Portal Contract of Service
4:00-5:00 Closing Program PMT
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