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4. Please be guided by the following:

a. No editing or reformatting shall be done to the regional template.
b. No objects, such as photos, shapes, tables, bullets and text boxes, shall be inserted to

the template.

c. Nanative reports which are not newsworthy shafl not be accepted for e-pubrication.
d. Articles dated more than four (4) weeks old shall be denied.
e Articles shall be accompanied byatleastone (1)toa maximum of four (4) high+esolution

photos in PNG or JpEG format.

f' Photos shourd not be added to the articre temprate, but shourd be sent as an email
Attachment.

g. To facilitate quality, control and recording of article submissions to t6e regional pAU,
"direct submission,' from the field is highly discouraged.

h' The DIAO shall be the primary responsible in sending articles from the field to the
regional PAU in behalf of the original writers.

i. Saved in MS Word format, all articles shall be uploaded by the designated lnformation
Ofiicer (in case of schools/districts), or Program Proponent (in case of the SDO) through
this link: tinyurl.com/TEANlcquezonreview.

5' For purposes of having fuatured in the SDO's official website and/or Social Media (SocMed)
platforms, submitters from the field may use their school or district template for news
articles/features. On the other hand, submitters from the different functional units/sections of the
Division Ofiice are requested lo use the euezonette template from the lnformation
communication and rechnorogy (rcr) section. saved in pDF, aI articres shourd be uproaded
by the designated lnformation Officer (in case of schools/districts), or program proponent (in
case of the SDO) through this link: tinyurl.com/forsDOfeature.

6. At the Division level, the PR/ lnformation Officer shall be duly designated by the Schools
Division Superintendent (SDS), whereas at the district and school levels shall be duly
designated by the Public Schools District Supervisor (PSDS) and the school head, respectively.
They would be responsible for the management of the communication system, delivery of direct
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communication support, and promotion of lhe accomplishments and best practices of the SDO,
the district ofiice, and the school.

7. The PR/ lnformation Officers are advised to secure from their respective SDS, pSDS and
school head a designation paperwith attached Terms of Reference (TOR) pattemed afterthe
Regional Memorandum No. 734, s. 2018 (Designation of DIAO) and Regional Memorandum
No. 51 , s. 2020 (Addendum to RM No. 734, s. 2018). prefenably, they should have background
in journalism, are computer literate, and have commendable communicative and social skills.

8. Specifically, the DIAO is expected to perform the following:

a. Cover or write articles relative to the conduct of activities initiated by the Office of the
SDS/ ASDS (OSDS/OASDS);

b. Request the Program Proponents of the functional units/sections of the division, or the
districUschool lnformation Officers, to submit news articles/ PRs relative lo a recenty
conducted program or professional development activity;

c. Collect, review and email news articles/ PRs to the regional PAU for .potential', virfual
publication in the TEAnig ng CALABAMON, as well as "potential" posting in the ofiicial
website and SocMed platforms of the SDO;

d. Promote the Department of Education (DepEd) and the SDO's activities through the
management of the DepEd Tayo Quezon Facebook Page and coordinate with the
DepEd Tayo page administrators in the schools and districts;

e. Coordinate with the lnformation Technology Officer (lTO) for other information-related
concems;

f. Assist the Regional Offlce (RO) in handling issues and concerns from the C€ntral Office
(CO) or from the fietd;

g. Assist the RO during the conduct of press conferences and crisis management, if
necessary; and

h' Disseminate public information from the RO/CO received via email or ofiicial SocMed
and closed groups.
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9. To establish the registry of designated District lnformation officers (Dislo), they are

requested to fill out the online form through: tinyurl.com/DistricflOquezon.

10. The DislOs are also en@uraged to create their online registry of School lnformation Officers
(SlOs) for reference purposes.

11. lmmediate dissemination of and strict compliance to this Memorandum is desired.

ELIAS A. ALICAYA, le.,eO+1t{
Assistant Schools Division Supefiendent
Officer-in-Charge
Office of the Schools Division Superintendent
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EFFECIIVIIY DAIE:
16 Febtuory 20i10

Generol Dlrecllonr. Pleose fill in oll oppropdole fields in this form. Filenome should be Tllle
ol Arllcle.docx,/.doc (i.e sDo Rizol conducts troining in ALS.doc.) Emoil oll orticles lo
lli.,:,r.',rr,l '.i, : . r..,.r-; .',,rri . only submissions using lhis formondin MS word formol
will be reviewed. No qlterolions or formotting should be done on this form.

Kindly refer lo Regionor Memorondum No. 809 s, 20lg tifled Generor Guidelines in
submitiing Arlicles for Publicoiion in TEAnig ng cALABARZoN for olher instruclions.
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