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In compliance with DepEd Order (DO) No. 8, s. 2013 
this advisory is issued not for endorsement per DO 28, s. 2001, 

but only for the information of DepEd officials, 
personnel/staff, as well as the concerned public. 

(Visit www.deped.gov.ph) 

GUIDELINES ON THE PREPARATION AND DRAFTING OF DEPARTMENT AND 

OFFICE ORDERS AND MEMORANDA 

This office iterates the Guidelines on the Preparation and Drafting of 
Department and Office Orders and Memoranda in order to promote effective 
communication through issuances. In line with the DepEd Manual of Styles, the 
guidelines shall adopt the core principles, general standards and practices in 
preparing and drafting of Issuances. 

These guidelines shall be applied to all personnel involved in the 

preparation, drafting, review and release of Issuances in DepEd. Attached herewith 

is the Office Order OO-OSEC-2025-255 dated November 3, 2025 for further 

information and reference. 

For concerns, you may e-mail sdobatangas.admin@deped.gov.ph. 
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