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GUIDELINES ON THE REPLACEMENT OF PARTICIPANTS INDIVISION-WIDE TRAINING ACTIVITIES
To: Assistant Schools Division SuperintendentsCID and SGOD Chiefs Education Program Supervisors Public Schools District Supervisors Elementary & Secondary School HeadsAll Division Office Unit Heads All Teaching and Non-Teaching PersonnelAll Others Concerned

1. To ensure the proper utilization of training slots, efficient allocation of resources, andaccurate documentation of attendance in Division-wide training activities, allconcerned proponents, school heads, and identified participants are hereby informedof the Guidelines on the Replacement of Participants in Division-Wide TrainingActivities.
2. The guidelines provide the prescribed procedures, valid grounds, documentaryrequirements, timelines, and responsibilities of concerned personnel in requestingand approving participant replacements. In particular, replacement requests shall bemade at the earliest possible time and, as a general rule, not later than one (1) day before the scheduled training activity, except in unavoidable circumstances beyondthe participant's control.
3. All concerned are likewise reminded to ensure that confirmed participants attend thetraining activities for which they have been identified. Timely reporting of any inabilityto attend is necessary to allow the Division to properly manage participant slots,venue arrangements, meals and snacks, accommodation, and other related resourcesand to minimize avoidable expenditures.
4. For uniformity and ease of processing, the prescribed Participant Replacement Form,together with its downloadable and editable copy, shall be made available through thelink and QR Code indicated in this Memorandum.
5. For questions, please coordinate with Mr. Cristian Paul M. De Guzman, MAEd, SeniorEducation Program Specialist, HRD, at cristianpaul.deguzman@deped.gov.ph
6. Immediate and wide dissemination of this Memorandum is desired.
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CECI I I •. / ALDERAMA, PhD, CESO
si� Division Superintendent

Address: Provincial Capitol Compound, Brgy. Guinhawa, City of Malolos, Bulacan 

Website: https.//bulacandeped.com 

Email: bulacan@deped.gov.ph 
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