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Republic of the Philippines
~ Department of Education
REGION I
SCHOOLS DIVISION OF PANGASINAN 11

MEMORANDUM

TO: ASSISTANT SCHOOLS DIVISION SUPERINETNDENTS
CHIEFS OF CID & SGOD
EDUCATION PROGRAM SUPERVISORS
ALL DISTRICT SUPERVISORS |/ OICs
ALL SECONDARY & ELEMENTARY SCHOOL PRINCIPALS / OICs
ALL ADMINISTRATIVE OFFICERE IV, II, I / ADAS III, ADAS II
8DO HEADS OF UNITS CﬂHEERHED

ALL OTHERS CO
| i W om0 e kY ow B W e |

FROM: DR. VIVIAN LUZ 5. PA ATAN, CEEQ Vi

Officer In Charge

Office of the Schools Divisio Eup:rmtcnciem VIN R. i b

il 5§ R B L

SUBJECT: AUTHORIZED SIGNING AUTHORITIES |EE Fﬂ'ﬂﬂ T/

CLEARANCE FORM)

PARTICULARS

Pursuant to Republic Act 11032 and DepEd Order 2 s 2021 relevant to
the accomplishment of Division Clearances as attachments to pertinent claims /
benefits / applications, the following instructions are hereby reiterated:

|. Bignatories for Box 1 [Administrative Services) shall be accomplished
upon affixation of the signatories indicated in the attached Official
Template. Box 1.¢ is for Non-Teaching personnel only. In the absence of
the authorities / Officers as indicated and for urgent reasons, the
signature of the Administrative Officer V (Admunistrative Services) may be
sought;

2. Box 2 (Library) shall be foregone for obvious reasons;

3. Box 3.a and 3.b (Finance and Assets Management] shall be
accomplished upon affixation of the signature of the Division Accountant
or her duly authorized representative, Box 3.¢ (Payroll and Remittance
Services) is reserved for the signature of the AOV, upon verification by
the Payroll Services Unit;

4. Part IV |Certification of No Pending Administrative Case) shall be
accomplished upon aflixation of the signature of the Legal Officer of the
Mvision, or her duly authorized representative;

5. Part V (Certification). The signatory for positions Salary Grade 18 and
above shall be the Schools Division Superintendent, or her duly
authorized representative. Salary Grade 17 and below shall be signed by
the Administyrative Officer V;

6. In no case shall revisions/ amendments/ changes to the Official
Clearance Template as attached herewith shall be valid and honored
UNLESS issued and duly signed by the undersigned. Attached is a copy
of the CSC Form 7 Template with the respective signatories,

For information, guidance and strict compliance.

DefiED N
MATATAG

Address: Brgy. Canarvacanan, Binalanan, Pangasinan 2436
Email Address: pangasinanl@deped.gov.ph
Telephone No.: [075) 524-7768




CS FormNo. T
Revised 2018

Department of Education
Region |
DIVISION OF PANGASINAN Il

SG 17 ANDBELOW ~ “-==ice™
L [Eite Taills ol Dor et bt Flar oot 8 oo JameiemE et ]

Date of Filing

TO: SDO PANGASINAN i
| herehy request clearance from money, property and work-related accountabilities lor.

Purpose: [ Transfer [ Resignation L] Other Mode ol Separation.
[ Ratiremant LI Lasve Please spectly.
Date of Efactivity: :
Office of Assignment:
Position/SG/Step. Name and Signature of Employee

CLEARANCE FROM WORK-RELATED ACCOUNTABILITIES
\Wa haraby cenily that this employes is cleared | / not cleared [ of work-related accountabilies: from this UinitOfoaTept

|mmediate ' Head of Office
Il _|CLEARANCE FROM MONEY AND PROPERTY ACCOUNTABILITIES
Name of Unit/Office/Department Cleared | Mot Ciearsd|  Name of Clearing Officen/Official Signature
(1. Admiisirative Servicas

Supply and Proparty Procurement end

Managemen! Services EDDIE V. CANGIND

b, Human Resource Walfars & Assistance YOGIE 8. CASTANETOQ
o. Agency-sccradied Union/Cocoerative ATTY. MA, JESSICA LOUSE D.
TIBAY
12 Library
g, Legal Office Libuary N/A
b. Library Servicos N/A
h. Finance and Assefs Manageman!
p, Financial Sendces ATTY. MAUREEN M. TORRES
b, Transacton Frocessing & Biling Services ATTY. MAUREEN M, TORRES
. Payroll & Remitance Sanices ARVIN R PURISING
4 FProfassional and instifufional Devedopment
a. Scholaship Serices NONE

—
v |GEHTIFIGATIEH‘-I OF NO PENDING ADMINISTRATIVE CASE:

a. Inemal Aftars OfficefLegal Affairs Office A'!T'I:I.rﬂ.ln. JESSICA LOWSE D.

O with pending adminmstrative case
O with ongaing mvestigation (na formal change yet)

—_—— — ——————_——— e
W IEEHTIFIEATIDN

| heraby cartify that this amploves is clearsd of work-related, money and propery accountabiities from this egency. This
certification includes no pending administratve case from [hes agency

ARVIN R. PURISIMA
Adminmstrative Officer V \'\
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C5 FormNa. 7
Baydaad 318
Department ol Education
Region |
DIVISION OF PANGASINAN Il

CLEARANCE FORM

SG 18 AND ABOVE s s
e —

Dats of Fiing

TO: SDO PANGASINAN Il
| hereby request clearance from money, property and work-related accountabilifies for:

Purpose: [ Transfer [0 Resignation [l Other Mode of Saparation:
LI rewement L Leava Hirmes sperity
Date ol Effectivity.

Office of Assignment:

Mame and Signature ol Employasa
GLEARANCE FR K- ACCCUNTADILITICS '

We hiaraly corify thal this employee is clearad | / nol deared] | ol work-relsled accountabiities from this UnitiOficaDept

Immeadiata Head of Office
Il |CLEARAMCE FROM I
Name of UnitVOfficeDepartment Cleared | Nol Cleared| Name of Clearing Officer/Official Signature
1. Adminmstrative Senices
Supphy and Property Procuremant and
' Management Services EDDIE V. CANCING

b. Human Resource Welfare & Assistance YOGIE 8. CASTANETO

c. Agency-sccredited Unian/C athn .ﬂTT"l:;rHA.JEH-EIGALU'I.HEIJ.
F Libwrary

a. Legal OMcs Library NfA

b. Ubrany Services "p'
3. Finance and Assefs Management

a. Financial Senices ATTY. MALUREEN M. TORRES

b. Traneacnan Processing & Biling Senices ATTY. MALREEN M. TORRES

c. Payroll & Remittence Services ARVIN B PURISIMA

4. Professional and institutional Davalcpmant

a. Scholarship Services h!ﬁl

v |GEFETIF‘|IGATFGH OF NO PENDING ADMINISTRATIVE CASE:

a.  Imemal Affeine Offica’Legal Affaire Offica

ATTY. MA. JESSICA LOUISE D.
TIBAY

0 with pending administratve cese
O  wah ongoing inwestigation (no formal charge yet)

L IEEHTIFJEATIDH

| hereby certfy that this employee s cleared of work-related, money and property accountabilibes from this agency. This
cerlification includes no pending sedministrative case from this agancy

VIVIAN LUZ 5. PAGATPATAN, CESO W
OVC-Schoois Dvwision Supannfendent

Signatura over Frinted Nama of Agency Haad

g



INSTRUCTIONS:

1. Employees who are retiring, being separated, transfeming to other agencies,
leaving the Philippines and going on leave of absence for more than 30 days
shall prepare this form in quadruplicate.

2. This clearance should be duly accomplished before paying the last salary or any
money due the employees. (Specify which type of clearance: rnalarnm; leave,
retirement, transfer, etc.)

3. If the employees are cdeared from a unit/office/department, the
clearing/authorized official may aftach lo this clearance the pertinent
document/s that shall prove that the employees are cleared of any obligation or
accountability from their office, if any, and tick the box under the "Cleared”
column before affixing their signatures.

4. If the employees appear to have uncleared accountabilityies from a
unilVoffice/department, the clearing/authonzed official shall attach lo this
clearance the pertinent document/s that shall prove that the employees have
remaining obligation or accountability from their office further indicating the
necessary action/s that the employee musl satisfy in order lo be cleared, and
tick the box under the “Uncleared” column. The clearing/authorized official must
only sign this clearance comresponding to their name once the employee have
complied the necessary reguirements and cleared of all the obligation/s and
accountabilityfies from their office. They must also fick the box under the
“Cleared” column,

5. The HRMO shall distribute copies of approved clearance as follows: orginal to
the employee; duplicate to be attached to the payroll or voucher; triplicale lo
human resource unit file; and fourth copy to accounting/auditing office.

6. Processing of clearance certificate shall follow the order of number indicated.
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