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F. School Governance and Operation Division - Planning and Research

Section

1. Request for Basic Education Data (External Stakeholders)

Includes official certifications on enrolment, district data on Master list of schools, school heads
and contact numbers, inventory of teachers and performance indicators.Data requests from
school districts, public and private schools must be officially communicated through proper
channels indicating the purpose of such requests.

Office or Division

Planning and Research

Classification:

Simple

Type of Transaction:

Government to Citizen (G2C)

Who may avail:

External Stakeholder

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Letter request address to SDS (1Original Copy, 1 Photocopy)

Client

CLIENT STEPS

AGENCY ACTION

FEES TO
BE PAID

PROCESSING
TIME

PERSON
RESPONSIBLE

1. Submit Letter
request address to
SDS, attentionto
Planning Officer
through division official
email

1.1. Receive and
acknowledgethe letter
request from the client
thruwalk-in/email

None

10 minutes

Records Unit
Personnel/ITO

1.2. Forward letter of
request tothe SDS

None

5 minutes

RecordsUnit/ITO

1.3. Read and review
request letterin
consideration of the
DPA/FOI

None

4 hours

SDS

1.4. Receive the
endorsed letter
requestfrom SDS and
refer it to Planning
Officer

None

5 minutes

Chief, SGOD

1.5. Make the
necessary action
undertaken to the said
letter request

None

16 hours

Clerk/Planning
Officer

1.6. Prepare the
transmittal letter and
attachmentsto be
signedby SDS then
forward to Records
Section

None

15 minutes

PlanningOfficer

2. Receive the
necessary documents

2.1. Release the

documents tothe client

None

2 minutes

RecordsOfficer

Total

None

2 days, 4 hours, 37 minutes
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H. Schools Governance and Operations Division - Planning and Research

Section

1. Request for Basic Education Data (Internal Stakeholder)

Information generated from the Basic Education Information System Modules including
education statistics, sector performance indicators and profile of public and private schools,
learning centers and other education service providers.

Office or Division

Planning Unit

Classification:

Simple

Type of Transaction:

Government to Government (G2G)

Who may avail:

Internal Stakeholder

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Letter request addressed to SDS (1 original copy) Client
2. Request Form (1 original copy) Front Desk
CLIENT STEPS AGENCY ACTION FEES TO |PROCESSING PERSON
BE PAID TIME RESPONSIBLE
1.Submit Letter 1.1. Receive letter request None 10 minutes Records Unit
Request and Filled- [from theclient and forward to StafffADA
up form to the the OSDS
Records Unit
1.2. Refer letter request to None 5 minutes SDS
Chief, SGOD
1.3. Refer letter request to None 5 minutes Chief,SGOD
Planning Officer
1.4. Make the necessary, None 16 hours PlanningOfficer
action undertaken to thesaid
letter request
1.5. Prepare the transmittal None 15 minutes | PlanningOfficer
letterto be signed by SDS
2.Receive the 2.1 Release of the None 2 minutes Records Unit
necessary documents to theend user Staff/
documents ADA
Total None 2 days and 37 minutes
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2. Request for Data for EBEIS/LIS/NAT and Performance Indicators

This service is intended for the processing of requests of data for EBEIS, LIS, NAT,and
Performance Indicators.

Office or Division

SGOD - Planning Unit

Classification:

Simple

Type of Transaction:

Government to Government (G2G)

Who may avail:

All

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Letter request (original)

Station assignment (to be secured by the

concerned employee)

CLIENT STEPS

AGENCY ACTION

FEES TO|PROCESSING PERSON
BE PAID TIME RESPONSIBLE

1. Submit the
necessary
document

1.1 Receives letter request &

to be forwarded to theSDS
for referral of proper service
provider

None 5 minutes Planning and
Research Unit

1.2 Approval of letter
request & referred to the
Planning Unit

None 15 minutes

1.3 For Action & Provide
Datalnformation needed by

Clients

None 30 minutes

Total

None 50 minutes
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