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February 6, 2025 

 
DIVISION MEMORANDUM  

No. ____________, s. 2025 
 

 
SUBMISSION AND APPROVAL OF PROGRAM DESIGN AND  

PROJECT PROPOSAL 

 
To:  Assistant Schools Division Superintendent 

Chief Education Supervisors 
 Education Program Supervisors 

Public Schools District Supervisors 
Elementary and Secondary School Heads 

Unit and Section Heads 
 All Others Concerned 

 

1. To provide responsive and effective delivery of services and activities, and to 
ensure efficiency and uniformity of documents, the Schools Division of Sagay City 

provides the process and templates for the Submission and Approval of Program 
Design and Project Proposal. 

 
2. This shall cover all Programs, Projects and Activities that will be procured 

and/or conducted by the Schools Division of Sagay City with approved budget from 
MOOE and other downloaded funds. Program Owners shall prepare the Program 

Design and Project Proposal following the enclosed templates and shall facilitate the 

approval of the document one month before the conduct of the activity. For proposals 
with Approved Budget for the Contract (ABC) of One Million Pesos and above, the 

document shall be approved two months before the conduct of the activity.  

 

3. All Program Design and Project Proposal shall be reviewed by the Immediate 
Superior of the Program Owners. The Budget Officer shall certify the alignment of 

the activity with budget allocation and the Accountant shall certify the availability of 
funds. Program Owner shall prepare the Purchase Request of the activity with 

Technical Specifications aligned to the proposal. The Office of the Assistant Schools 
Division Superintendents shall recommend for the approval of the proposal. 

 
4. For Learning and Development activities chargeable to HRTD, MOOE or other 

funds, the document shall also be reviewed by the Human Resource and 

Development Section and School Management Monitoring and Evaluation Section if 
compliant to the existing L&D and M&E guidelines, respectively. 

 
5. Enclosed are the following templates: 

a. Program Design and Proposal: Learning and Development 
b. Project Proposal: Procurement of Goods 

 

Softcopies of the templates and sample documents can be downloaded at 
https://bit.ly/SDOSagayProposalTemplates. 
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6. It is understood that the Equal Opportunity Principle (EOP) is strictly adhered 

to in the conduct of this activity. Thus, there shall be no discrimination on account 
of age, gender identity, sexual orientation, civil status, disability, social status, 

religion, ethnicity and political affiliations or other personal circumstances.  
 

7. Immediate dissemination and strict compliance of this Memorandum are 
directed.  

 

 
 

 
 

 DANNIE CLARK M. UGUIL 
Assistant Schools Division Superintendent 

Officer In-charge 
         Office of the Schools Division Superintendent  

 
 
 
 
 
 

Enclosure : As Stated 
Reference :  None  

No. of Pages : 4  
To be indicate in the Perpetual Index under the following subjects: 

 PROGRAM DESIGN   TEMPLATE  DIVISION 
FN: dcmu/SDS_020625   
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Enclosure No. 1 to Division Memorandum No. ___ s. 2025 
 

Template for Program Design and Proposal: Learning and Development 
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Enclosure No. 2 to Division Memorandum No. ___ s. 2025 
 

Template for Project Proposal: Procurement of Goods 
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