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De$artment of G[utltion
TGGION II _ CAGAYAN VALLEY

SCHOOLS DIVISION OF TUGUEGARAO CITY

February 3, 2O2l

To:

Z. c,lt;GiV,F.etx {J
t Schools Division Superintendent

Officer In-Charge
Office of the Schools Division Superintendent

DTVISIOT UEUORAITDUU
No. 031 , s.2021

1. This OItrce highly encourages the submission of reports through pa.perless

and online transaction due to health restrictions and limited movement
brought about the pandemic. Hence, all schools are directed to register and
submit the online pertinent documents of their clubs and organizations for
the division level recogn ition.

2. For registration, the following documents must be uploaded in the link
hit !y1-Tr!gchrb-29?!: not later tllan February 19,2O2l:

a. Club/ Organization Registration Form
b. Constitution and By-Laws (for new clubs)
c. Accomplishment Report (for old clubs)
d. Assignment Order of adviser
e. List of Officers or Members
f. General PIan of Action

DTVISIOIT LEVEL RTCOGIYTTIOII OF SCHOOL CLUBS AIID ORGAITIZATIOITS

Assistant Schools Division Superintendent
Chief, School Govemance and Operations Division
Chief, Curriculum and Implementation Division
Education Program Supervisors
Public Schools District Supenrisor
Public Elementary and Secondary Schools Heads
All Other Concemed

3. Attached are tJ:e following documents:
a. School Club / Organization Primer
b. Registration Form

4. For dissemination and compliance.
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Encl: as stated
Reference: None
To be indicated in the Perpetual Index

Under the following subjects:
SCHOOL STUDENTS
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ArlltUtof OalDilimilrr
Desertment of Gturation

School Clubr and Organlzatlonr
PRIUER,

School clubs and organizations are student-based school organizations,
consisting of administration-approved organizations functioning with
innumerable tasks, varying on the specific purpose of each respective club.

In the recent years, elementar5r and secondary clubs and organizations
were recognized by submitting pertinent documents in the Division ollice' But
due to I'r" "rr.".rt situation and existence of pandemic, face-to-face

submissions and physical presence are not advised. To continue the project,

other modatity will be used in submitting permanent documents'

Withthisenhancedproject,allpublicelementaryandsecondaryclubs
and organizations are required to apply to the Division oflice via online
platfori. pertinent Documents will be uploaded in the link provided for
i"gi"tr.tio, (bit.ly/TugClub212ll. Only those approved by the Division Office

str"al te recognized ""thool "lrbs 
and organizations and can join in different

awards and iecognitions conducted by the Youth Formation Program Unit.

ObJectlvet

The objectives are the following:
1. Pertinent Documents

Process Flow

are submitted for information and

a. Phare 1: Reglrtratlon
a. 1 Online Registration

> A link will be provided for schools to upload the necessary

documents *.."ir "* 
Registration Form' Constitution and By-

l,aws or Accomplishmlnt Reports' Assignment Order. of

Teachers,ListofMembers,ListofOfficersetc'forregistration'
a.2 Evaluation of Documents

! The Project Development Offrcers will evaluate the submitted

guidance to govern their operations;
2. batabase of 

-Clubs and Organizations shall be established;
3. Division Office can orersee the advocacy activities of the

schools on Youth Formation Program; and
4. Guide for division-level recognition and awards programs for

outstanding school organizations, olficers and advisers'

documents for aPProval'
a.3 Approval or Disapproval of Club/ Organization
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b. Phase 2: Uploadlng of Ilata ln the Y-FP Portal
)z The Project Development Ollicers will upload necessary

documents of tJre recognized clubs in the established YFP
Portal.

necessarv.

c. Phare 3: Reportlng
c.1 Submission of Reports

F Club/ Organization Officers and/or teacher-Advisers will
submit their accomplishment reports online (Assigned Google
Drive Folder per Club).

c.2 Monitoring and Evaluation
i The Project Development Olficers will monitor and evaluate

the programs, projects and activities of clubs/organizations
thru tJle submitted accomplishment reports.

c.3 Provision of Technical Assistance
i The Project Development Officers will provide online or face-

to-face technical assistance to clubs/organizations if

d. Phare 4: Arardr aad Recognltlon
)> Awards and recognitions will be conducted and be given to

registered clubs/ organizations.

Address: Regionat Govemment Center, Carig Sur, Tuguegardo CitY, 3500
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i Upon eva-luation if all submitted documents are complete, a
confirmation via Email will be sent to t]le adviser and their
respective Supreme Pupil/Student Government. Club no.,
Certificate of Registration and link of YFP Google Drive Folder
will also be given. For incomplete documents, an Email will be
sent disapproving their application.
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scHooL cLvB I oRGAIrrizATror APPLICATIOT FORU
School Year:

Attached are ttre following supporting docuEents requted for Supreme PuPil/Student Governoent,
School head and Division's Recognition:

-Organization/Club's 
Constitution and By-Laws

-Accoraplishment 
Report of previous School Year

-Assignment 
Order of Teactrer-Adviser

Weherebgassemblethisorganization/cfubandaqeetofiifllthemissionandwrposeJor
uhich it uas established to the best of aur abilities.

Sigtature oEr prir$ed. rane oJ Aub Wenl signfiturc o1'er plirlted nane of Club Aduiser

Date: Date:

sCEoOL LEUEL (A$G..oGnt ud Eldorrcacrt!

- 
All documentarj. requireoents complied

- 
Returned to apPlicant due to:

- 
IncoEplete documentary requireEents
Need rlvision(s) Please see corrections/feedbacks on the supporting docu'loents

- 
Endorsed for aPProval

si{,]/,.hie oEr prinld nanE of Src/ s* P,esident SbftfrDe oer Prittd tafie of SPG/ *x) Aduier

Date:

ReclEEeldhg APProv.l:

Sig,/,l,,ture orer printed tane of *laol Head

-General 
Plan of Action

-List 
of Elected Offrcers

List of Memb€rs

Name of Organization
lnterest

- 
Athletic/ Gameect-rel,atedSu
Ot}lers:Culture & ArtsCategory

School
Name of Adviser

Contact NumberEmail Address
Name of President

Contact NumberEmail Address

DIVIAIOT LEVE[,:
School Club/ Organization ID number:

Approved:

REYTATTG Z. CALIOUIn. 'I
Assistarrt Schools Division Superitltendent

Offcer ln-Charged
Ofrce of tJ:e Schools Division Superintendent
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