QUEZON CITY EDUCATION AFFAIRS UNIT

1. PROVISION OF PARTICIPATION ALLOWANCE TO QUEZON CITY PUBLIC SCHOOL STUDENTS' PARTICIPATION
IN REGIONAL, NATIONAL, AND INTERNATIONAL COMPETITION

The Quezon City Government recognizes the importance for elementary and secondary school students to participate in regional, national, and international competition to further harness their skills

and knowledge. As such, a participation allowance is given to qualified applicants to ease them from financial cost that often accompany such competition.

This service covers public and private school students who participated in competitions sponsored by (1) the Department of Education (DepEd) and listed in Deped Memoranda; (2) competions
spearheaded by the Quezon City Government (QCG), governmental bodies, and government-owned and controlled corporations; and (3) competitions covered by a DepEd Advisory endorsed by the
Schools Division Office of Quezon City (SDO-QC).

QUEZON CITY EDUCATION AFFAIRS UNIT

External Service

Complex

G2G (Government to Government)

Schools Division Office, Quezon City

8:00 AM - 5:00 PM

For Standard Requirement

1. Letter of Req for Fi ial Assi addressed to the Schools Division Agency - Division: Schools Division Office, Quezon City - Principal's Office

Superintendent (1 original, 1 photocopy)
(1) Original Copy And {1) Photo Copy

Remarks:

N/A

2. DepEd Advisory (1 original, 1 photocopy)
(1) Original Copy And (1) Photo Copy

Agency - Division: Department of Education - N/A

Remarks:
N/A

3. Event invitation, identifying the name of the participant, date, time, and venue (1 original, 1 _
Agency - Division: Event Host - N/A

photocopy)

(1) Original Copy And (1) Photo Copy

Remarks:

N/A

4. Travel itinerary (1 original, 1 photoco, Agency - Division: Transportation Service Provider - N/A
(1) Original Cop;yA(nd (1) Photo Eopy PY) gency P
Remarks:

N/A

5. Endorsement of SDO addressed to theCity Mayor (1 original, 1 photocopy)

. Agency - Division: Schools Division Office - Office of the Superintendent
(1) Original Copy And (1) Photo Copy

Remarks:
N/A
CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE
(Designation; Office)
1. Submit request with complete requirements | 1.1. Log the received documents and submit 5 minute/s L
i K . K k None I Legislative Staff
to the Education Affairs Unit no later than four | them to the Unit Head for review -
. Officer Ill; QUEZON
(4) weeks after the date of the competition
ITY EDUCATION
Location: FFAIRS UNIT
12th floor, Quezon City Hall Main Building
. 1.2. The EAU shall submit to the Office of the 5 working day/s .
Notes/Instruction: | Legislative Staff
City Mayor its recommendation )
N/A Officer Ill; QUEZON
CITY EDUCATION
AFFAIRS UNIT
2. The Schools Division Office - Quezon City 2. The EAU shall transmit the approved request 1 working day/s L
i R R . . None L?%nslatlve Staff
(SDO-QC) shall be responsible for informing to the SDO-QC for their processing. Officer Ill; QUEZON
the reqtuesting party of the status of its CITY EDUCATION
request.
a AFFAIRS UNIT

Location:

811



12th floor, Quezon City Hall Main Building
Notes/Instruction:

The overall processing time for this service is

also subject to the coordination of SDO-QC
with the other offices concerned.

General Remarks
N/A

Working Days: 6 working day/s, 5 minute/s

Total Standard Fee: None
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2. PROVISION OF CASH INCENTIVES TO OUTSTANDING ELEMENTARY AND SECONDARY STUDENTS IN
QUEZON CITY WHO EXCEL IN COMPETITIONS

The Quezon City Government provides cash incentives in recognition of the excellent performance of students in regional, national, and international competitions.

QUEZON CITY EDUCATION AFFAIRS UNIT

External Service

Complex

G2G (Government to Government)

Schools Division Office, Quezon City

8:00 AM - 5:00 PM

For Standard Requirement

1. Letter of Request for cash i ive add d to the Schools Division Superi lent (1
original, 1 photocopy)

(1) Original Copy And (1) Photo Copy

Remarks:

Agency - Division: Schools Division Office, Quezon City - Principal's Office

N/A

2. DepEd Advisory/Memorandum (1 original,1 photocopy)
(1) Original Copy And (1) Photo Copy
Remarks:

Agency - Division: Department of Education Website - http://www.depedqc.ph/

N/A

3. Proof of Award (1 original, 1 photoco, Applicant / Client
(1) Original Copy A(nd (1) Photo Eopy PY) PP

Remarks:
N/A

4. Information about the petition and the award received (1 original, 1 photocopy)

- Applicant / Client
(1) Original Copy And (1) Photo Copy

Remarks:
N/A

5. Endorsement from the SDO (1 original, 1 photocopy)

. Agency - Division: Schools Division Office, Quezon City - Office of the Superintendent
(1) Original Copy And (1) Photo Copy

Remarks:
N/A
CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE
(Designation; Office)
1. Submit request with complete requirements | 1.1. Log the received documents and submit 5 minute/s L
i X . i k None Legislative Staff
to the Education Affairs Unit no later than four | them to the Unit Head for review. )
. Officer Il QUEZON
(4) weeks after the date of the competition CITY EDUCATION
Location: AFFAIRS UNIT
12th floor, Quezon City Hall Main Building
Notes/Instruction: 1.2. After careful review, the EAU shall request 5 working day/s Legislative Staff
A from the City Budget Department a Certificate Officer Ill; QUEZON
of Avajlability of Funds per request of cash CITY EDUCATION
incentives.
AFFAIRS UNIT
2. The Schools Division Office-Quezon City 2. The EAU shall transmit to the SDO-QC the None 1 working day/s Legislative Staff
§SDO»OC) shall be responsible for informing approved request for their processing. Officer Ill; QUEZON
he requésting party of the status of its
CITY EDUCATION
request.
i AFFAIRS UNIT
Location:
12th floor, Quezon City Hall Main Building
Notes/Instruction:
The overall processing time of this request is
also subject to the process of SDO-QC.

General Remarks
N/A
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Working Days: 6 working day/s, 5 minute/s

Total Standard Fee: None
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3. HOW TO REQUEST LGU'S ACKNOWLEDGEMENT IN COMPLIANCE WITH CHED MEMORANDUM NO. 1, SERIES
OF 2023, AND CHED MEMORANDUM NO. 63, SERIES OF 2017

The Quezon City Government recognizes the importance of continuing education, including school sanction out-of-school extra curricular activities (ie. educational tours, mission based activities,
conventions, participation in sport activities, activities initiated by vaerious student groups, etc.),. As required by the Commission on Higher Education (CHED)'s Memorandum No. 1, Series of 2023 and
CHED Memorandum No. 63, Series of 2017, an LGU Acknowledgement shall be provided subject to the process.

QUEZON CITY EDUCATION AFFAIRS UNIT

External Service

Simple

G2C (Government to Citizen)

Schools, Tourist Agency

8:00 AM - 5:00 PM

For Standard Requirement
1. Letter of Intent . .
- Applicant / Client
(1) Original Copy
Remarks:
N/A
CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE
(Designation; Office)
1. Private and Public HEIs (Applicants) are to 1.1. Receive and acknowledge the email from 5 minute/s L
o ) ; ) None I Legislative Staff
submit via email a letter of intent through the client. g
Officer Ill; QUEZON
education@quezoncity.gov.ph
i CITY EDUCATION
Location:
. . o AFFAIRS UNIT
12th floor, Quezon City Hall Main Building
Notes/Instruction:
The letter of intent is tobe addressed to the
City Mayor, requesting LGU acknowledgment
for the conduct of educational tours, seminars, | | .
and other activities stipulated in CHED 1.2. EAU to transmit the LGU's . . 2 working day/s Legislative Staff
Acknowledgement to the applicant via email !
Memorandum Order No. 63, S. 2017. Officer Ill; QUEZON
The letter of intent should include details such CITY EDUCATION
as dates of the off-campus activity, number of AFFAIRS UNIT
participants, venue/s and their address/es, and
information should the participants stay at any
commercial accommodation within Quezon
City.
General Remarks
N/A

Working Days: 2 working day/s, 5 minute/s

Total Standard Fee: None
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4. REQUESTS FOR EDUCATION-RELATED INFORMATION AND/OR DATA

The Quezon City Government (QCG) recognizes the importance of providing QCitizens and non-residents with the correct information and/or data provided that the requested information does not

jeopordize privacy and national security laws.

QUEZON CITY EDUCATION AFFAIRS UNIT

External Service

Simple

G2B (Government to Business), G2G (Government to Government)

All

8:00 AM - 5:00 PM

For Standard Requirement
1. Letter of intent . .
. . Applicant / Client
(1) Original Copy And (1) Photo Copy Or (1) Electronic Copy
Remarks:
N/A
LT
CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE
(Designation; Office)
1. Client submits the letter of intent to the 1.1. Log the received documents 5 minute/s . .
. . n . i None Legislative Staff
Education Affairs Unit in person or via email at X
fficer Il QUEZON
education@quezoncity.gov.ph. ITY EDUCATION
Location:
AFFAIRS UNIT
12/F, High Rise Building, Quezon City Hall
Notes/Instruction: 1.2. The EAU reviews the request, complies 2 working day/s Legislative Staff
. . . . with the needed information, and coordinates Officer Ill; QUEZON
Time may differ depending on the complexity with the client
of the request. CITY EDUCATION
AFFAIRS UNIT
General Remarks
N/A

Working Days: 2 working day/s, 5 minute/s

Total Standard Fee: None
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