
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
YES        NO 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
 
 
 

Records Office Accepts if 
documents are evident 

A. Transmittal letter 
B. Duly signed needs assessment report 
C. Duly signed INSET Proposal 

Documents are not evident 

PSDS/EPS Validate the contents L&D NAR 
and INSET Proposal 

Budget Office Attest the availability of 
allotment 

SGOD/HRDS Check and review the 
documents 

CESs Chief Recommend for approval 

ASDS Recommend for approval (SDO- 
initiated L&D PPAs) Approve the documents 
(School-based INSET) 
 

SDS Approve the documents (SDO-based 
L&D) 

Records Office Release the document and 
furnish copy to the following offices 
1 Proponent/School,1 Records Office,1 
PSDS,1 SGOD-HRDS 
 

Proponent/School Submit to the Records 
Office duly signed documents with Ticket 

Number 
 

START 

END 

INSET PROPOSAL W/ L&D NEEDS ASSESTMENT REPORT 



 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 Yes          NO 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Records Office Accepts if 
documents are evident 

A. Transmittal Letter 
B. Duly Signed Accomplishment 

Attachments, Attendance sheet, session guides, 
liquidation (2copies), QAME Form 1&2 (2Copies) 

Documents are not evident 

PSDS/EPS Validate the contents L&D NAR 
and INSET Proposal 

Budget Office Attest the availability of 
allotment 

SGOD/HRDS Check and review the 
documents 

CESs Chief Recommend for approval 

ASDS Recommend for approval (SDO- 
initiated L&D PPAs) Approve the documents 
(School-based INSET) 
 

SDS Approve the documents (SDO-based 
L&D) 

Records Office Release the document and 
furnish copy to the following offices 
1 Proponent/School,1 Records Office,1 
PSDS,1 SGOD-HRDS 
 

END 

Proponent/School Submit to the Records 
Office duly signed documents with Ticket 

Number 
 

START 

INSET ACCOMPLISHMENT REPORT 



 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  YES         NO 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Records Office Accepts if 
documents are evident 

Transmittal Letter, Duly Signed Permit to Study or 
Permit to Teach, IPCRF for the last S.Y, Duly signed 
Teachers Program. 

Documents are not evident 

SGOD/HRDS Check and review the 
documents 

ASDS Recommend for approval  
 

SDS Approve the documents 
 

Release the document and furnish copy to 
the following offices,1 Personnel,1 School or 
Office of the CES,1 Records Office,1 SGOD-
HRDS 

END 

START 

Personnel Submit to the Records Office duly 
signed documents with Ticket Number 

 

PERMIT TO STUDY 
PERMIT TO TEACH 



 

 
 
 
 
 
 
   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  YES        NO 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

a.   Transmittal Letter 
b.   Duly Signed LAC Plan c.   Duly Signed L&D 
Needs Assessment 
Report 

Documents are not evident 

PSDS/EPS Validate the content LAC Plan and 
L&D Needs Assessment Report 

SGOD/HRDS Check and review the 
documents 

CESs Chief Recommend for approval 

Release the document and furnish copy to 
the following offices,1 Proponent/School,1 
Records Office,1 PSDS, 1 SGOD-HRDS 

 
  

END 

Records Office Accepts 
if documents are evident 

START 
Personnel Submit to the Records Office duly 

signed documents with Ticket Number 
 

ASDS Approve the documents 

LAC PLAN 



 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

a.   Transmittal Letter b.   Duly Signed 
LAC Monthly Accomplishment 

Documents are not evident 

Records Office Accepts 
if documents are evident 

Personnel Submit to the Records Office duly 
signed documents with Ticket Number 

 

PSDS/EPS Validate the content LAC Monthly 
Accomplishment 

SGOD/HRDS Check and review the 
documents 

CESs Chief Recommend for approval 

Release the document and furnish copy to 
the following offices,1 Proponent/School,1 
Records Office,1 PSDS, 1 SGOD-HRDS 

 
  

END 

ASDS Approve the documents 

START 



 

 
 
 
 
 
 
   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

a.   Transmittal Letter b.   Duly Signed 
LAC Monthly Accomplishment 

Documents are not evident 

Records Office Accepts 
if documents are evident 

Personnel Submit to the Records Office duly 
signed documents with Ticket Number 

 

PSDS/EPS Validate the content LAC Monthly 
Accomplishment 

SGOD/HRDS Check and review the 
documents 

CESs Chief Recommend for approval 

Release the document and furnish copy to 
the following offices,1 Proponent/School,1 
Records Office,1 PSDS, 1 SGOD-HRDS 

 
  

ASDS Approve the documents 

START 

END 

LAC ANNUAL ACCOMPLISHMENT 
REPORT 


