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Republic of fbé PBhilippines
BED&I‘UHBHI of Education

Negros Island Region
SCHOOLS DIVISION OF SAGAY CITY

Aug 04, 2025

DIVISION MEMORANDUM
No. 461 , 8. 2025

REITERATION ON THE USE OF DEPED ORDER NO. 30, S. 2019 -
THE DEPARTMENT EDUCATION MANUAL OF STYLE

To:  Asst. Schools Division Superintendent
Chief Education Supervisors - CID and SGOD
Public Schools District Supervisors
Public Elementary and Secondary School Heads
All Others Concerned

1. In the interest of promoting consistency, clarity, and professionalism in all official
communications, this Office reiterates the strict adherence to DepEd Order No. 30, s.
2019, entitled "The Department of Education Manual of Style,” an official guide in
the preparing all written communications including, but not limited to, memoranda,
letters, minutes of meetings, reports, and other office correspondences.

2. All personnel concerned are hereby reminded that all written communications
must follow the standard formatting, content structure, language usage, and style
guidelines prescribed in the Manual.

3. Attached herewith is a sample format of a DepEd Memorandum based on the
standards outlined in DepEd Order No. 30, s. 2019, for your reference and guidance.

4. For further reference, you may access the full text of DepEd Order No. 30, s. 2019
through the official DepEd website or this link: https://www.deped.gov.ph/ wp-
content/uploads/2019/10/D0O_s2019_030-2.pdf

5. Immediate and wide dissemination of this Memorandum is desired.
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DANNIE CLARK M. UGUIL
ssistant Schools Division Superintendent
Officer-In-Charge

Office of the Schoo%s Division Superintende;t*/
YBEE Enclosure : As stated

& Reference : DO No. 030 s. 2019
: Allotment : N/A
* No. of Pages:
To be indicated in the Perpetual Index under the following subjects:
Manual of Style

FN: DCD/JBA/HRD/ SGOD
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Republic of ;be Philippines

Bepartment of Education
Negros Island Region

SCHOOLS DIVISION OF SAGAY CITY

(Enclosure No. 1 to Division Memorandum No. 461 | s. 2025)

Sample Format of DepEd Memorandum
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Republic uf t‘b_é.iiji[ippines
Department of Education

Negros Island Region

SCHOOLS DIVISION OF SAGAY CITY

A Memorandum with Limited Application is similar to a DepEd Memorandum, but is
limited only to regions or offices. It is limited in scope.

The 13 elements of a Memorandum are the following:

1.
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13.

The letterhead, which includes the DepEd seal, with the agency name in Old
English Text MT;

. Date of release or approval;

. Control number with year series (s.);

. Officials concerned, policy proponents and implementers, and stakeholders;
. Title of the Memorandum;

. Statement of the activity;

. Objectives of the activity;

. Target participants;

. Contact details of the project proponent;

. Closing statement for dissemination of the Memorandum (to regions and
divisions concerned through email);

Signature of the Underecretary of their specific area of concern or strand;
Tracer, including the initials or name of encoder, file name of UM, assigned
tracking number, and date prepared; and

Footer, which includes the address of DepEd, contact numbers, and website.
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