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									      	___Date___1 space


DIVISION MEMORANDUM
No. ________, s. 20____1 space

	
(SUBJECT – ALL CAPITAL LETTERS, BOLD
INVERTED PYRAMID)
2 spaces


To: 	____________________________
      	____________________________2 spaces



1. 	_____________________________________________________________________ _____________________________________________________________________________________________.1 space

    
2. _____________________________________________________________________ _____________________________________________________________________________________________.1 space


3. _____________________________________________________________________ _____________________________________________________________________________________________.

3 spaces


	
	HEAD OF OFFICE
Position



	 							3 spaces

                                                                             
Encl: 
Reference:

To be indicated in the Perpetual Index
	Under the following subjects:

Note:
1. Paper size – A4
2. Font style – Bookman Old Style
3. Font size – 11
4. Line Spacing – Single
5. Margin – 1” all sides




office/chief’s initial/person who drafted the document
ex: QAD/lpl/jts – italics, font size: 7
[bookmark: _Hlk25936932][bookmark: _Hlk25936933][bookmark: _Hlk25937122][bookmark: _Hlk25937123][bookmark: _Hlk26870414][bookmark: _Hlk26870415][image: Text

Description automatically generated]Doc Code:
FM-ORD-005
Rev:
00
As of:
Jul 2, 2018
Page:
1


image1.jpeg
Republic of the Philippines

Department of Education

REGION II - CAGAYAN VALLEY
SCHOOLS DIVISION OF BATANES
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Address: Basco, Batanes, 3900
Contact No.: 09996027630; 09163509382

Email Address: batanes@deped.gov.ph
Facebook: facebook.com/deped.batanes





