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To: Dburecu Dircctors
iiezional Dirzctors

Chiers of Scrvices and Heads of Units
Schools Superintendents o T
»Votational School Superintendents/Administrators

1. ) It has been observed that a big number of recommen-
dations for the post-audit/approval of Equivalents Record )
forms (ERP) of teacheéps submitted to this Office are returned
because the required documents/papers to support such ERFs
are not attached or properly accomplished, This causes much
delay in the approval of the ERF, not to mention the unneces-
sary effort and expense incurred injconnection therewith.

2, To enable this Office to expedite action on ERFs

of teachers submitted té this Office for post-audit/appreoval,
it is requested that the Processing O0fficer/Teacher Creden-
tials Evaluator of the Regional 0Offices, Division Offices

and Vocational Schools take utmost care in checking and ver-
ifying the accuracy of the supporting documents/papers and
see to ‘it that all vrequirements have been. complied with, It
is further requested that a certificate indicating the docu-
ments/papers submitted together with the ERF, duly certified
by the Processing Officer of the Regional Office be submitted
together with the recommendation, The supporting papers are
as follows:

a. Original official transcript of records and
gpecial order and/or certification of graduation
duly certified by the school concerned.

b. Sworn statement of the teacher in accordance
with the provision of Department Order No. 12,
s, 1962, an inclosure to Memorandum No. 51,

s. 1962, if the teacher studied in a private
~ school.

c. Level IV Training Certificate of Completion
showing number of hours attended duly signed
by the Superintendent of Schools (Refer to
General Letter No. 153, dated November 12, 1962).

d. Copy of thesis or seminar paper/dissertation
in accordance with General Letter No, 100sdated
August 10, 1951,

e, Comprchensive complete gservice record showing '
inclusive dates of paid service and salary
adjustments/increases granted duly certified
by the Division Superintendent of Schools,
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cchool Adninistrative Officer, Admindstrative
Assistant, or any offieial authorized to
certify sorvice records,

f. Opigipnal cr xerox certified true copy of
previously approved Egquivalents Record Form,
if any. LT T

g. Certified true copy of the decision, if any,
pegarding violation of study load regulations.

h. UList of teachers together with their item
numbers, undew the supervision of the proposed
appointee. ‘

i, Copreet item mumber with the corresponding ‘
salary range and rate of the proposed position
ag authorized in the General Appropriations. Act.
Personal Servieces Itemization should be indicated
on the face of the appointment.

3. Only teachers with at least very satisfactory per-
formanae should be recommended for upgrading. The performance
rating should be indicated on the Equivalents Reeord Form,

W, Striet compliance is desired.

(sGD.) JAIME C. LAYA
Minister

References:

Department Order: (No., 12, s, 1962)

BPS Memorandum: (No. 51, s, 1962) _

General Letters: (Nos. 100, dated August 10, 1951 and

No. 153, dated November 12, 1962)

Allotment: 1-2-3--(D,0. 1-78) , '
To be indicated in the Perpetual Index

under the following subjects:

RECORDS
STUDENTS
TEACHERS



