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Beilurtment of @tutattnn
REGION III- CENTRAL LUZON

SCHoOLS DIVISION OF SCIENCE CITY OF.ITUNOZ

FeLrruary 76,2024

SCHOOL$ DIVISION MEMORAI{DUM
No. 0?2 , s.2a24

cY 2A24 CUSTOMER CLIENT SATISFACTION MEASUREMENT {CSM)

To: AssistantSchoolsDivision Superintendent
Chief Education SuPen'isors
Pubiic Elementa-q,' and Secondar-r'' Schoolheads
A11 Others C.oncerned

i. pursuant to ARTA Memorandum Circular No. 2O22-O5 entitled Guidelines on the

Implementatiaru of the Hannonized- Client Satisfactiart Measuremerut and DM-OUHROD-

2023-0930 titled Implemetttatioru a.f the Ctient Satisfaction Measurement {CSIW} F'orm

prescribed- by the eni-pea Tape Autltoruty, this Office mandates alL schoois and ofiices in
ih" S.hools Division to remind clients to provide feedback to the services provided to them'

Z. in add.ition, all scho6ls and offices should displa*y- their Citizen Chartei: ir: an area

r,,isibrle to the clients visiting their premises. This is to ensure that the clients are fu11y

aw-are of the processes and timeline of every transaction provided to them'

3. To estakrlish the internal process of Client Satisfaction Measurement (CSM),

attached is the Office Process in entertaining Walk-in Clients and the Roles and
Responsibilities of SDO Personnel to determine the overall CSM Result.

4. lt is rnith utmost importance that all feedback be gathered by the office. Horvever,

the attached internal and external services, as identified by ARTA \^;as to be prioritized.

5. Immediate and strict compiiance of this l\'{emorandum is desired.

hv:
Encl: As stated
Re{crence: ARTA X.lC 2L\22-45. D 0uHRoll-2023-0930
To be indicated in the &Ipgtualj lex

Llnder the lollowing stti:rjectl

JoHAsffivAcro PhDn cnsqv
Schools Division Superintendt"tJ

CLIENT SATISFACTION MEASUREMENT

REA FT 2024 CLIENT SATISFACTION MEASUREMENT
001/February 16,2024
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Address: Brgy, Rizal, Science City of Mufioz, 3119

Telephone No.: (044) 8A6 -2192;Email Address: munazscience-citv@deped.qov.ph
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scHooLS prvrsroN oF scirNcE ciiv or nauNoz

Etlclosure No, I to Schnots Diuisian Memorandum No. &, s. ZOZ+

OTFICE PROCESS II'T ENTERTAIIIIIVG ITALN-IN CLIE,YTS
walk-in clients shall fill out the visitor's Log sheet at the.Guard post and the guard
ii,*" 

shall issue a csM Fo.* to th. .#;;. ,i ol--iore, the-v ma3r 6p1 to firl outThe ctrient rvi1l go 
.to- their concerned office for transaction and Administratii,easslstanr shail remind them ,o ""-fr.,.F; g;ggrlon,"* area in trr* civr Form.

The client shall i'erurn to the g*.J-5r-, crur-r arrer th-" riansaction and drop rhc CSM:ffiffi#ine feedba"k) o;"-;;;*]" 
"".*.r*hot of su"cessrur feedback lror. or:iine

ROLES AND RESPOffSIBILITIES - OVERALL CUSTOMER'SsATrsrACTroN (CSMI RATTNG
Collecting the customer feedbackA1l clie'ts, borh *rfk_i" -;ii*I.*o,e 

transactiorsatisfaction Measurement Form. For remote t.*,.,u""tirjir_ii-i.,f,"Til.j-ol*X,"i3._:,ffi::a;rci sections must provode ,[" bsnt itu ;oiiloe after *r"- "ri"it has availed the
service/s' This is to gather oeil;'t 

""d.l"G-I.**:t:stheir.*p..i"rr"* rvith the ol'ice.:3tffifHlnffif #'. ii*'nistrative ,r.,i-t *r,*, have a weekrv corection or the
Calculating the Overall .dverage Rating
a,i_{i,:1i::,,r*'*i"'u't: #*1iX:tinsf received from teh customer. feedback, all theu_in have ,r,. 

"r,-tr"ti"d J";;;;;:::;:,1...]l:fff.rJ"r;;:8fJffiLjiiT*,Hr,'"rl:
f,"ITi:rcating the Ratingl',e teedback collected weekl], w'l be announced weekrv.rrri-- +h^'1^
Submission 

uv qr'i(rLrrrceo weekl_v during the flag raising cerernony.

The DpAC shalr submit the results gathered to the link provided by the pAAC.

1.

2.

2
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Brlsrfinent of @bucntfon

Schools Division Offices

SDO Unit

N/A
Processing of ORS
Posting/Updating of
Disbursement

1.
2. Budget Unit

NIA 3. Handling of Cash
Ad.vances Cash Unit

N/A

4. User Account
Management for
Centrally Managed
Systems

5. Treiubleshooting of ICT
Equipment

6. Uploading of
Pubiications

Information and
Communications
Technologr Unit

1. Request for Correction
of Entries in School
Record

7. Issuance of Certificate
of No Pending Case Legatr Unit

N/A

8.1 Issuance of Foreign
Official Travel Authority

8.2. Issuance of Foreign
Personal Travel
Authority

Office of the
Schoois f)ivlsion
Superintendent

Acceptance of
Employment Application
(Teaching Position)
Acceptance of
Employment Application
{Non-Teaching and
Teaching-related
Positions - {promotion
and entry)

2.

3.

9. Application for ERF
{Equivalent Record
Form)

10. Application for Leave
I I. Application fbr

Retirement
12. Issuance of Certificate

of trmpioyment
13. issuance of Service

Record
Loan Approval and
Verification
Processing of
Appointment {Original,
Reemplo3rment,
Reappointment,
Promotion and
Transfer)

14

1q.

Personnei Unit

u4eD
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Communications Division, DepEd Complex, Meralco Avenue, Pasig City 1600
Telephone Flc.: {02} 6316033/ 6332720

External Sergices Internal Senrices

v
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16. Processing of Terminal
Leave Benefits

17. Request for Cori:ection
of Name and Change of
Status

4. Inspection, Acceptance,
and Distrikrution of
Textbooks, Supplies,
and Equipment

18. Requisition and
Issuance of Supplies

19. Property and
Equipment Clearance
Signins

Property and
Supply

5.

6.

Issuance of Requested
Documents (Non-CTC)
Issuance of Requested
Documents {CTC and
Photocopy of
Dercuments)
Certification,
Arithentication,
Veiflcation (CAV)
Receiving anci Releasing
of Comrrunication and
other Documents
Receiving of Complaints
against Non-Teaching
Personnei
Receiving of Complaints
against Teaching
Personnel (Multi-stage
Processing)

B.

9.

10.

I\/r\ Records Unit

1 l" Accessing Available
Learning Resources
from LRMDS Portal

12. Borrorving of Learning
Materials korn Libraries

13. Alternative Learning
System (ALS)
Enrollment

20. Program Work Flow of
Submission of
Contextualized
Learning Resources

21. Quality Assurance of
Supplementary
Learning Resource

Curriculum
lmplementation

Division

14. Request for Basic
Education Data (from
extern al stakeholders)

22. Request for Basic
Education Data
(lnternal Stakeholde:J

23. Request for Data for
EBEISILIS/NAT and
Per{ormance Indicators

nnn hD\irLrf-/ -
Planning and

Research
Section

oefiro
Communications Divisicn, DepEd Ccmplex, Meraico Avenue, pasig City 1600

Telephone Nc.; {02} *i6A33/5332120

,/

7.

v
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15. Issuance of Government
Permit, Renewal,
Recognition ol Private
Schools

15. Issuance of Special
Orders for the
Graduarion of Private I I SGOD - School
Schoollearners i I Management,

17. Application for SHS i N/A I Monitoring, a
Additional Track/Strandl I Evaiuatian

lB. Application for Summer I I Section
Permit for Private
$chools

14. Applicatjon for No
Increase in 1'uition Fee

2O. Application for Increase
in Tuition Fee

N/A i Monitoring, and

ne$ro
Communications Division, DepEd Complex, Meralco Avenue, Pasig Citv 1600
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$chools

Issuance of Special Order for
Service Credits and Certification
of Compensaterry Time Credjts
Lakroratory and School Inventory
School Learning and
Development

1. Acceptance of Empio3rment
Application for Teacher I Position
{\Ma1k-ini

2. Acceptance of trmPioYment
Application for Teacher I Pcsition
(Online)

3. Borrorn'ing of Learning Materials
from the School Library/Learning
Resource Center
Distribution of Printed Self-
Learning Moduies in Distance
Learning Modality
Enroilment (Walk-in)
Enrolknent (Online)
Issuance of Requested
Dacuments in Certified True
Copy (CTC) and Photocopy {Walk-
in)

B. Issuance of Requested
Documents in Certified True
Copy {CTC) and Photocopy
iOnline)

9. Issuance of School Clearance for
different pulposes

10. Issuance of School Forms,
Certifications, and other School
Permanent Recor:ds

1 1. Plrtriic assistance (walk-inlphone
call)

1 2. Public assistance (emall/social
media)

13. Receiving and releasing of
communications and other
documents

14. Reserv'ation Process for the Use
of School Facilities

15. Request for Personnel Records for
Teaching/ Non*Teaching
Personnel

n.'ffi
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Conmunications Division, DepEd Complex, Meralco Avenue, Pasig City 1600

Telephone r.lc.: (02) 63150331 6332110

r,,

External Serrrices Internal Senrices

4.

5.
6.
7.

1.

2.
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