


 

b. AO IV of the Administrative Section in the schools division office 
(SDO), whether in permanent, acting, OIC or designated in 
concurrent capacity; 

c. Supervising AOs of the Administrative Division in the RO; 
d. Selected ROs, SDSs, and SDO AOs V; 
e. Selected Administrative Officers of the school’s administrative 

units in Implementing Units (IUs); 
f. Technical Working Group (TWG) for the development/updating 

of handbooks of each service area; and 
g. Service Group Experts selected for each service area coming 

from the administrative sections/units in the ROs and SDOs. 

 
5. The list of participants and Working Committees for the clustered 
conferences are provided in the enclosure. This Memorandum shall serve as official 
Travel Authority of those personnel identified in the enclosed list. 

 
6. It is advised that only the identified participants in the list should attend the 
3-day activity.  Substitutes/representatives are not allowed, except when there are 
compelling and meritorious reasons for their appropriate replacement; in which 
case, the RD or SDS concerned is required to submit written recommendation with 
justifications to the Director of Administrative Services. 

 
7. All participants are advised of the following schedules: 

 

Cluster 
Arrival, Registration 

and Check-in 
(after 2:00 p.m.) 

Program Proper 
Check-out and 

Departure 
(before 11:00 a.m.) 

1 October 9, 2018 October 10-12, 2018 October 13, 2018 

2 October 16, 2018 October 17-19, 2018 October 20, 2018 

3 October 21, 2018 October 22-24, 2018 October 25, 2018 

4 October 23, 2018 October 24-26, 2018 October 27, 2018 

 
8. Registration desks are open from 2:00 p.m. to 8:00 p.m. on the check-in 
date, and 7:00 a.m. to 8:00 a.m. before the Program Proper.  The Opening 
Ceremony starts at 9:00 a.m. for the Program Proper.  No participant is allowed to 
arrive at or depart from the venue during the Program Proper dates. 

 
9. Expenses to be incurred for board and lodging, supplies and other materials, 
communication, professional fees, contingency, and travel expenses of the Central 
Office personnel, including airfare of the resource persons, TWG members, service 
group experts, and committee members, shall be charged to CO OPDNSP 2018 
Funds. On the other hand, travel expenses of the participants from field offices 
shall be charged to their local funds. All expenses incurred shall be subject to the 
usual accounting and auditing rules and regulations. 

 
 
 
 
 
 
 
 
 
 
 














