Republic of the Philippines
Department of Edbucation

08 0oCT 2014

DepEd O RDER
No. 43.s.2014

PROTOCOLS FOR TRAVEL AUTHORITY REQUESTS FOR OFFICIAL TRAVEL ABROAD

To:  Undersecretaries
Assistant Secretaries
Bureau Directors
Regional Directors
Directors of Services, Centers and Heads of Units
Schools Division Superintendents
Schooi-Based Personticl
All Others Concerned

1. The Department of Education (DepEd) hereby issues this Order to clarify the process
and simplify documentary requirements for travel authority requests for official travel
abroad. Requesting officials/personnel should be guided on the following:

a. All travel authority requests for official travel abroad are covered by thesec
protoculs,

b. All personnel are encouraged to start processing requests as early as
possible;

c. DepEd offices must act on requests immediately to avoid any delays;

d. DepEd offices managing international programs and other opportunities
abroad must integrate these protocols and its requirements in their
respective processes;

e. Partner organizations are likewise requested to observe these protocols in
their respective program timelines; and

. Personnel are discouraged from booking flights before securing an approved
travel authority unless absolutely necessary.

2. Process Flows
a. Process Flow for Field Personnel
i. Al travel authorities must be signed by the Secretary and released by
the Central Office (CO) at least ten days before the departure date. To
ensure this, requesting officials/personnel must refer to Diagram 1 to

guide them on the minimum number of days required for processing at
each level.
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4, Implementation

All requests for travel authority abroad received by the Personnel Division in
CO from October 20, 2014 onwards must follow these protocols and use the new
request form. Any request that does not follow the protocols stated in this Order
shall be rejected automatically and returned with no action. Offices that cause the
delay in processing travel authority requests shall be dealt with accordingly.

5. Immediate dissemination of and strict compliance with this Order is directed.

Reference:
DepEd Order: No. 14, 5. 2010
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To : The Schools Division Superintendents
This Region

For wide dissemination, guidance and compliance of field
persannel going on Officlal Travel Abroad.
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