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No: 18.1519.026 

Republic of the ABbilippineti 

Mepartment of ebucation 
NATIONAL CAPITAL REGION 

SCHOOLS DIVISION OFFICE OF MUNTINLUPA CITY 

Office of the Schools Division 
Superintendent 

SEP 13 :322 
MEMORANDUM 

SCHOOL SUBMISSION OF DOCUMENTARY REQUIREMENTS (IN HARD COPY) 
WITH PENDING REQUESTS FOR APPROVAL AND THOSE WITH TECHNICAL 

ISSUES AND CONCERNS IN THE LEARNER INFORMATION SYSTEM (LIS) 

To: 	OIC-Assistant Schools Division Superintendent 
Chief Education Supervisor, Curriculum Implementation Division 
Chief Education Supervisor, School Governance and Operations Division 
Public and Private Elementary and Secondary School Heads/OICs 
All Others Concerned 

1. This is to inform the field that all schools with pending requests for Learner 
Reference Number (LRN) Approval, Enrollment with Gap, Enrollment of Ineligible, 
Correction of Learner Profile, and Correction of Grade Level in the Learner 
Information System (LIS) should submit the required documents in hard copies 
(cover letter signed by the school head, birth certificate, and documents from 
previous grade level: SF10 8s SF9 /Kinder Certificate) to this Division through the 
School Governance and Operations Division (SGOD) - Planning and Research (P&R) 
Section. If the learner was tagged Temporary Enrolled, a copy of notarized affidavit 
of undertaking must be provided. 

2. The cover letter signed by the School Head/ OIC should contain the list of 
learners in alphabetical order. Likewise, all attached documents of learners should 
also be in alphabetical order. 

3. Requests Forms (RFs) for learners who cannot be enrolled, with 
double/multiple LRNs, learners to be unenrolled, learners whose transfers are to be 
confirmed by closed schools, and learners with transfer issues should be 
consolidated according to the type of request, to be submitted in MS Excel format 
together with the PDF format of letter signed by the adviser and school head. SOFT 
COPIES of all learners' documents must be submitted to the email address: 
sdomuntiplanning(kgmail.com. 

4. Requirements should be submitted not later than two weeks after the requests 
were made in the Learner Information System. 

5. Attached with this Memorandum are the following enclosures, for reference: 
a. RFO1 - Template for Reporting Multiple LRN/Enrollment 
b. RFO2 - Template for LRN Reactivation/Enrollment with Data Issues 
c. RFO4 - Template for Reporting TWIN Learners that Merged Identity 
d. RF10 - Template for Request to Merge School ID 
e. RF12 - Template for Reopening of School Enrolment 
f. RF13 - Template for Reporting Transfer Related Errors 
g. RF14 - Template for Confirmation  of Transfer from Closed School  

ta Student Center for Life Skills Bldg., Centennial Ave, Brgy Tunasan, 
Muntinlupa City 

• (02) 8805-9935, (02) 8805 - 9940 

• sdo.muntinlupa@gmail.com  



h. RF15 - Template for Unenrollment of Learner 
i. RF16 - Template for Correction in SHS Masterlist and Track/ Program 

Offering for Schools Abroad 
j. Template for Request to Update/Change the Curricular Offering 

Classification (COC) for Schools Abroad 

6. 	For immediate dissemination and strict compliance. 

CARLE eSEILLA, CESO V echo Division Superintendent 

Enclosure: As stated 
References: As stated 
To be indicated in the Perpetual Index 
under the following subjects: 

LEARNER INFORMATION SYSTEM 
LEARNER 
SCHOOL 

JDN/DM/School Submission of Documentary Requirements (in hard copy) with Pending Requests for Approval 

and those with Technical Issues and Concerns in the Learner Information System (LIS) 

	/ September 9, 2022 
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