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Republic of tbe Philippines

Bepartment of Education

REGION IV-A CALABARZON
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Advisory No. 231, s. 2026
October 9, 2026
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)

3-DAY NATIONAL CAPACITY-BUILDING SEMINAR-WORKSHOP ON STRATEGIC
HUMAN RESOURCE MANAGEMENT, DIGITAL GOVERNANCE, RECORDS
ADMINISTRATION, AND SMART OFFICE TRANSFORMATION

The Philippine Continuing Professional Development Training Center Inc.
(PCPD Training Center Inc.) will conduct the 3-Day National Capacity-Building
Seminar-Workshop on Strategic Human Resource Management, Digital Governance,
Records Administration, and Smart Office Transformation on November 18-20,
2026, in Baguio City.

The program aims to enhance participants’ competencies in strategic human
resource management, digital governance, records administration, information
security, data privacy, organizational leadership, and smart office transformation.

The activity is intended for government personnel, particularly DepEd
officials, teaching and non-teaching personnel, and administrative staff whose
functions are related to human resource management, records administration,
digital governance, information management, and office administration.

Participation in this activity shall be purely voluntary and subject to the no-
disruption-of-classes policy provided under DepEd Order No. 9, s. 2005 (Instituting
Measures to Increase Engaged Time-on-Task and Ensuring Compliance Therewith),
the policy on off-campus activities stated in DepEd Order No. 66, s. 2017, and the
provisions of DepEd Order No. 9, s. 2026 on the Three-Term School Calendar,
particularly the observance of the instructional block, as well as strict compliance
with Republic Act No. 5546, which prohibits the sale of tickets and the collection of
unauthorized contributions or fees from learners and school personnel.

For more information, please contact:
Evelyn Cabrera
Operations Manager
Philippine Continuing Professional Training Center Inc.
09178053370

Inquiry.pcpd@gmail.com
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MARITES A. IBANEZ V2-1G¢y
Schools Division Superintendent
Deparment of Education
Schools Division Office of Batangas

Subject: Request for the Issuance of an Advisory for the 3-Day National Capacity-
Building Seminar-Workshop on Strategic Human Resource Management, Digital
Governance, Records Administration, and Smart Office Transformation

Dear Sir/Madam:
Greetings of peace and good health unto you!

The Philippine Continuing Professional Development Training Center Inc.
(PCPD Training Center Inc.) respectfully requests the issuance of an Advisory
Informing and encouraging concerned personnel within your Schools Division to
participate in the 3-Day National Capachy-Building Seminar-Workshop on
Strategic Human Resource Management, Digital Governance, Records
Administration, and Smart Office Transformation, to be conducted through face-
to-face training in Baguio City on November 18-20, 2026.

With the theme, “Bullding Future-Ready Organizations through Digttal
Leadership, Secure Information Management, and Technology-Enabled Service
Delivery,” this 24-hour professional development program is designed to
strengthen competencies in strategic Human Resource management, digital
governance, records administration, information security, data privacy,
organizational leadership, and smart office transformation. The program is
infended for Human Resource practitioners, records and administrative officers,
office managers, department heads, supervisors, information technology
personnel, customer service personnel, educators, and other professionals
involved in personnel management, records administration, organizational
leadership, office operations, and service delivery.

The three-day seminar-workshop aims to help participants:

» Examine current practices and emerging developmentsin strategic Human
Resource management, records administration, digital governance, and
smart office operations;

« Apply arfificial inteligence, digital technologies, and appropriate
automation tools to improve documentation, communication, personnel
processes, workflow, and service delivery;
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» Strengthen competencies in strategic leadership, workforce management,
change management, organizational development, and evidence-based
decision-making;

e Apply appropriate practices in electronic records management,
information governance, information security, data privacy, and
responsible use of artificial intelligence;

» Use digital workplace systems and organizational data to improve
productivity, accountability, accessibility, responsiveness, and
organizational performance; and

e Develop an actionable and sustainable Organizational Digital
Transformation and Smart Office Improvement Plan addressing an actual
personnel,  records-management,  administrative, communication,
workflow, information-management, or service-delivery concern in their
respective organizations.

The program will feature expert-led discussions, demonstrations, case analyses,
workshops, collaborative activities, reflection sessions, and action planning.
Participants will also be given the opportunity to develop and present an
Organizational Digital Transformation and Smart Office Improvement Plan as a
culminating output of the training.

In this regard, we respectiully seek your assistance in issuing an advisory to
inform and encourage Human Resource practitioners, records and administrative
officers, office managers, department heads, supervisors, information technology
personnel, customer service personnel, educators, and other concerned
professionals Involved In personnel management, records administration,
organizational leadership, office operations, and service delivery to participate in
this professional development program, subject to existing policies and applicable
regulations.

Participation shall be on a veluntary basis and should be undertaken in
accordance with applicable policies and procedures, ensuring that there will be
no disruption of classes and official functions.

Attached for your reference are the following documents:

1. Program Matrix - ANNEX A

2. Training Brochure/Flyer - ANNEX B

3. Registration Information/Fee — ANNEX C

Should your office require additional information or clarification, please feel
free to contact us through:
Mobile Number: 0917-805-3370
Email Address: inquiry.pcpd@gmail.com

We sincerely appreciate your valuable time, consideration, and continued
support  for initiatives that promote professional development, digital
transformation, effective organizational management, and quality public service.
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We remain hopeful for your favorable consideration and would be deeply
grateful for any assistance your office may extend in disseminating this information
to your valued personnel and stakeholders.

Thank you very much, and we wish your office continued success In advancing
quality education and public service.

Respectfully yours,

//ﬁé e
EVELYN'CABRERA

Operations Manager
Philippine Continuing Professional Development Training Center Iinc.
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ANNEX A
PROGRAM MATRIX

3-Day National Capacity-Building Seminar-Workshop on
Strategic Human Resource Management, Digital Governance,
Records Administration, and Smart Office Transformation

Theme: “Building Future-Ready Organizations through Digital Leadership,
Secure Information Managementf, and Technology-Enabled Service
Delivery”

Description: The 3-Day National Capacity-Building Seminar-Workshop on
Strategic Human Resource Management, Digital Governance, Records
Administration, and Smart Office Transformation is a 24-hour professional
development program designed to strengthen the competencies of
personnel and officials from local government units, water districts,
cooperatives, national government agencies, educational institutions,
private companies, nonprofit organizations, and other public and private
institutions.

The program is intended for Human Resource practitioners, records and
administrative officers, office managers, department heads, supervisors,
information technology personnel, customer service personnel, educators,
and other professionals involved in personnel management, records
administration, organizational leadership, office operations, and service
delivery.

As organizations increasingly adopt digital platforms, artificial inteligence,
electronic records systems, and technology-enabled workplace processes,
personnel and administrative professionals must be equipped with relevant
competencies in strategic Human Resource management, digital
leadership, information governance, data privacy, organizational
innovation, and smart office transformation.

Through expert-led discussions, demonstrations, case analyses, workshops,
collaborative activities, and action planning, participants will learn how to
apply appropriate  digital technologies, improve personnel and
administrative processes, protect organizational information, strengthen
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workplace leadership, and enhance the quality and responsiveness of
organizational services.

At the end of the program, participants shall prepare an Organizational
Digital Transformation and Smart Office improvement Plan addressing an
actual personnel, records-management, administrative, communication,
workflow, or service-delivery concern in their respective organizations.

At the end of the three-day seminar-workshop, the participants should be
able to;

1.

Examine current practices and emerging developments in strategic
Human Resource management, records administration, digital
governance, and smart office operations;

Apply arfificial inteligence, digital technologies, and appropriate
automation tools to improve documentation, communication,
personnel processes, workflow, and service delivery;

Strengthen competencies in strategic leadership, workforce
management, change management, organizational development,
and evidence-based decision-making;

Apply appropriate practices in electronic records management,
information governance, information security, data privacy, and
responsible use of artificial intelligence;

Use digital workplace systems and organizational data to improve
productivity, accountability, accessibility, responsiveness, and
organizational performance; and

Develop an actionable and sustainable Organizational Digital
Transformation and Smart Office Improvement Plan.

Duration: 3 Days (24 Hours)
Training Modality: Face-to-Face Training (Baguio City)
Date of Conduct: November 18-20, 2026
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DAY 1 - Artificial Intelligence, Digital Transformation, and Strategic Human
Resource Management

Partici

8:00-8:10 | Attendance SNISIEERT PCPD Staff
documentation

8:10 = 9:00 Openlnlg Progrom Ahgnmen.'r of training PCPD Host

and Orientation expectations
Explain the
responsible use of Ms. Archilyn
arfificial intelligence Semanero
i i Principal |

Session 1: Arficial | rec;ff”m:;;nnel P

Intelligence (Al] in dopc%me'asto fon Department of

9:00 - 10:30 | Human Resource N ' Education- Tagulod
and Office > N High School
. . communication,

Administration . .
report preparation, Master of Arfs in
customer service, Educational
and organizational Management
productivity.

10:30 -
10:45 Health Break
Apply digital- Ms. Archilyn
transformation Semanero
incipl d f Principal |
Session 2: Digital pru'wcnp & 0'.1 smar e
5 office practices to
Transformation and . Department of
10:45 - improve workflow, .
Smart Office " Education- Tagulod
12:00 coordination, .

Management - High School

A accessibility,

y accountability, and Master of Arts in
organizational Educational -
service delivery. Management

12:00-1:00 Lunch Break
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Office Operations data orgom;ahon, Master of Arfs in
presentations, .
communication, Educational
and routine Management
administrative
tasks.
2:30 — 2:45 Health Break
Develop an ethical
and practical Al- Ms. Archilyn
assisted workflow Semanero
Workshop 1: suited to on.ocfuol Principal |
Designing an Al- process in O; Department of
2:45-4:00 | Enabled governmen Education- Tagulod
Administrative _dgency, wa’re'r High School
Workflow district, cooperative,
educational Master of Arts in
institution, nonprofit Educational
organization, or Management
private company.
Present the Ms. Archilyn
proposed workflow, Semanero
respond to Principal |
feedback, and Department of
4:00 — 5:00 Reflection, Open identify prgcﬁcci Education- Tagulod
Forum, and Synthesis | opportunities, High School

Master of Arts in
Educational
Management
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DAY 2 - Digital Leadership, Strategic Human Resource Management, and
Electronic Records Administration
Resource Speaker

DR. MARY JANE SALALIMA FERNANDO

Principal il

Afeonc v

Eusebio C. Sm‘s Elementary School

8:00 - 8:30 e g Lty & PCPD Moderator
Recap learning
Session 4: Strategic | Apply strategic DR. MARY JANE
Human Resource Human Resource SALALIMA FERNANDO
Management and | practices in o
Workforce workforce planning, Principal Il
8:30 - 9:45 Performance | employee Eusebio C. Santos
supervision,
Elementary School
performance
management, and
organizational
productivity.
9:45-10:00 Health Break
Session 5: Data- Use personnel DR. MARY JANE
Driven Decision- information, SALALIMA FERNANDO
Making, Employee performance o
£ Principal il
10:00 Development, and indicators, and
: 2: 00 Organizational organizational data Eusebio C. Santos
) Productivity to support employee | Flementary School
development and
sound management
decisions.
12:00-1:00 Lunch Break
Session é: Electronic | Apply appropriate DR. MARY JANE
1:00 = 2:30 Records practices in records | SALALIMA FERNANDO
Management, classification, .
. . Principal lll
Information storage, retrieval,
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Governance, and

retention, disposition,

Eusebio C. Santos

Data Privacy access control, Elementary School
Compliance confidentiality, and
' responsible
information
handiing.
2:30-2:45 Health Break
Design a basic
electronic records-
management DR. MARY JANE
Workshop 2: framework SALALIMA FERNANDO
Developing an responsive to the
2:45 - 4:00 Electronic Records | legal, operational, Principal Il
Management security, i
Fromework accountability, and [Suseb’(; C. :Ssari:fos!
service requirements ementary 5choo
of the participant’s
organization.
Evaluate Human
Resource, workforce- DR. MARY JANE
performance, and | ¢4 1 iMA FERNANDO
Reflection, Sharing of | records-
4:.00-5:00 | Experiences, and management Principal lll
Synthesis practices and .
recommend Eusebio C. Santos
L Elementary School
organizational

improvements,




o\"‘(‘ PROFE St
%, Main Office Address:

Contact Number:
ILIPPINE Building. 3, 2 floor, Forest Hills Drive, Barangay. Gulod,

'\',/“

PH
(4 3 DEVELOPMEN TL Training Delivery Site Address: Inquiry. pepd@gmail com
% ¥ TRAINING CENTER INC. econdfioorNo. 356 Quirino Highwoy, Brgy. Sangondoon. @y g op ok com/pcpditraining

Quezon City

DAY 3 - Digital Governance, Information Security, Responsible Al, and
Smart Office Transformation

DR. ANNABELLE A. GORDONAS

Chief, Graduate School, Research and Extension Office

Chair, Master of Arts in English Language Teaching

Polytechnic University of the Philippines

Attendance & Reinforced previous PCPD Moderator
8:00-8:30 .
Recap sessions
Demonstrate DR. ANNABELLE A.
. leadership GORDONAS
;esstlon. 7 competencies in it
Faiegc managing people, e
Leadership in the Technglog s
Digitall : 'rgyn | Graduate School,
s S}r‘\go(:wrgzec ilr?nc?voﬁon RESSETRN one
8:30-10:00 ’ ’ : -
collaboration, and Ex.fenyon Office/ .
future-ready Chair-Master of Arts in
workplace English Language
operations. Teaching
Polytechnic University
of the Philippines
10:00 - Health Break
10:15
Session 8: Digital Apply digital- DR. ANNABELLE A.
Governance, governance, GORDONAS
Information Security, | information-security, Chief
10:15- Data Privacy, and privacy,
12:00 Responsible Al confidentiality, Graduate School,
ethical, and Research and
responsible-Al Extension Office/
practices in Chair-Master of Arts in
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organizational
operations.

English Language
Teaching

Polytechnic University

of the Philippines
12:00-1:00 Lunch Break
Session 9: Formulate strategies DR. ANNABELLE A.
Organizational that promote GORDONAS
innovation, Smart innovation, Chief
Office employee e
Transformation, and participation, Graduate School,
, Change process Research and
1:00 - 2:30 Management improvement, Extension Office/
organizational Chair-Master of Arts in
resiience, and English Language
sustainable Teaching
technology
adoption. Polytechnic University
of the Philippines
2:30 - 2:45 Health Break
Present an DR'GA(;‘RF:)?S%SE A
actionable plan
Capstone addressing actual Chief
. personnel, records-
gresgggﬁr:m management, Graduate School,
. . 9 administrative, Research and
2:45-3:45 | Digital ' communication, Extension Office/
Trons:orr;;.ohon and | L orkfiow, Chair-Master of Arts in
ISmOr o |cef N information- English Language
mprovement Plans management, or Teaching
service-delivery Polytechnic University
concem. of the Philippines
3:45 — 5:00 Closing Program, Demonstrate Organizers

Evaluation,

commitment to
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*Please note that this is a working program. Minor updates might occur.
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TRAINING BROCHURE/ FLYER

PHILIPPINE
CONTINUING

PROFESSIONAL
TRAINING CENTER | DEVELOPMENT

" '3-DAY NATIONAL CAPACITY-BUILDING SEMINAR-WORKSHOP ON

~ STRATEGIC HUMAN RESOURCE MANAGEMENT, DIGITAL
- GOVERNANCE, RECORDS ADMINISTRATION, AND SMART
OFFICE TRANSFORMATION

Theme: “Building Future-Ready Organizations through Digital Leadership,
Secure Information Management, and Technology-Enabled Service Delivery”

NOVEMBER 18-20, 2026
BAGUIO CITY
TOPICS:

Artificial Intelligence, Digital Transformation, and Strategic
Human Resource Management

Digital Leadership, Strategic Human Resource Management,
and Electronic Records Administration

Digital Governance, Information Security, Responsible Al,
and Smart Office Transformation

Registration Fees:

Early Bird Registration (September 23, 2026 - October 15, 2026 )
* 4,000 per participant

Regular Registration (October 16, 2026 - TRAINING DATE)

SCAN HERE TO REGISTER s
S * 5,000 per participant

1Y

FOLLOW US e 0917 805 3370 &&= facebook.com/pcpdtraining
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REGISTRATION INFORMATION/ FEE
Registration Link: httpsy/forms.gle/AKLLjVmhig59pt3VA

REGISTRATION FEES:

REGISTRATION FEES:

v Early Bird Registration (September 23, 20264 -
October 15, 2024 )
24,000 per participant

v Regular Registration (October 16, 2026 - TRAINING
DATE)
* £5,000 per participant




