
fieytiblit of tgiv> Sbilgiv«¢S

Dey8rtut of Chorfutt
CORDILLERAADM[NISTRATIVEREG[ON

OEP1,RT',IErvT
;i:CR:is SE.:-'Ci`.  3.:

C,===,1,c4T:C^

I-A----1

JUN   15  2023

`,-.-- L  i,'  lJ\~. __!
_.   .` ,'.'-t   J42iJO_3 _

15 June 2023

RBcloHJLL ±±EHomnDtm[

tITDlzIATloH op rm DoCU)4ENT TRAcinG SuSTmi (D`rsi

To:      Assistant Regional Director
Regional F\inctional Irivision Chiefs
Schools Division Superintendents
All others concenied

I.         In  compliance  to  the  DepEd  MATATAG  Agenda  to  "Digitize  our  essential
processes,  including  our  national  assessments",  and  DepEd  Quality  Polity  of
providing  an  enabling environment  and  continuous  improvement  of the  Quality
Management  ftystem,  a  Document  Tracking  Srsten  was  developed  to  enhance
document management in the Redonal Office.

2.        The  DTS  will  be  estabacshed  and  maintained  as  the  eysteznatic  document
tracldng system for the Regional Offce q20) and the Schools rmsion Offices (SDOs)
to improve the efficiency of receiving and releasing documents at any given time and
be able to trace the movement of documents from origin to destination/ a. Information
on  the  originating and  receiving office  and  personnel,  the  tine  elapsed  between
offices and attachments, remarks, revisions, and updates are also supported.

3.        'me  Drs  will  be  composed  of various  phases  to  complete  the  Document
Management ftystem which include the document tracldng system, digitization and
archiving system, and the inventory and disposal system.

4.        With   the   conducted   Consultative   and   Orientation   Workshops   on   the
Development and Utilizatiori of the DTS for the Regional Cmce personnel and SDO
ICT Offcers and Rcoords Offcers last April  12-13, 2023 and April 25-26, 2023, at
the regional office, the DTS shall be utilized in lieu Of the physical logbook,

5,        All incoming and outgoing documents from the different functional divisions,
sections/units shall be forwarded through the Drs. SD0s can also start forwarding
documents and other communications to the Regional Office thru the DTS pending
its roll out to the SDOs.

6.        Commullications received throuch electronic mails (e-malls)  shall no longer
be printed, instead it will be forwarded directly througiv the DTS for routing by the
Office of the Assistant Regional Director (ARD) /  and or the Officer-In-Charge (OIC)
to the concerned ofice for proper action.

7.        For infomation, guidance, and compliance of all concerned.

.,P
Digitally signed by Cariro Estela
lean
Date: 2023.06.15 og.4634 ro8'co'

BsrmLA: p. IcOH¢ARmo BdD, cBsO in

#irector IV/ Regional Director
ASD/RS/ape

•=
Adtln.ss: Wangal, La Trinidad, Bengiiet 2601     ;  iJ,`-.F I-^:-CAR:  Weaver of  HOpg  and  Transformation
teleplione No.: (074) 422-1318                                   .Ha/ae oppartynne for.W to be Perfermu}g.nd i.-|otoni

Corail*r.n L.~rs-Emall: car@deped.go`/.giv


