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___ Mar 2026 
 
DIVISION MEMORANDUM 
No. ____, s. 2026 

 
SUBMISSION OF REPORT ON THE CONDUCT OF SCHOOL 

YEAR 2025–2026 IN-SERVICE TRAINING (INSET)  
OF TEACHERS 

 
To:  OIC-Assistant Schools Division Superintendent 
 OIC-CID Chief Education Supervisor 

OIC-SGOD Chief Education Supervisor 
 School Heads/OICs (Public Elementary and Secondary Schools) 

All Others Concerned  

 

1.  Pursuant to Regional Memorandum No. 771, s. 2025 regarding the School 
Year 2025–2026 In-Service Training [INSET] for Teachers, all public elementary and 
secondary schools are reminded to submit their completion report by March 17, 
2026, through this link: https://tinyurl.com/inset-completionreport2026. 
 
2.  All schools are directed to submit the required INSET report promptly, 
adhering strictly to the prescribed format.  
 
3.  Please refer to Enclosure No. 1 for the INSET report template.  
 
4.  For immediate dissemination and compliance.  
 
 
 
 
 

HOMER N. MENDOZA 
Assistant Schools Division Superintendent 

Officer-In-Charge 
Office of the Schools Division Superintendent 

 

Encl.: As stated 

Reference: As stated 
 

To be indicated in the Perpetual Index 

under the following subject: 
 

       TEACHERS     

 mca03/11/26 
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Enclosure No. 1 to Division Memorandum No. _____, s. 2026 

Republic of the Philippines 

Department of Education 

National Educators Academy of the Philippines 

PD PROGRAM COMPLETION REPORT FORM 

 

PD Program Owner: 

 

Contact Person: 

 

Designation: 

Contact No.: 

 

Email Address: 

Program Title: 

 

Date of Conduct: 

 

Venue: 

 

Total No. of Participants: 
 

Male: 
 

Female: 
 

Executive Summary: 

May include the program description and its objectives, and the daily proceedings of the 
conduct of the program. 

 

 

M and E Analysis 

Analysis should include: 

● Summary of results from the participants’ evaluation of the program (level 1) 

● Summary of results from the participants' learning of the program (pre/post-test) 
 

Strengths and areas for improvement should be identified in this section 

 

*Use separate page if necessary 

General Comments and Issues Encountered 

In this section make any general comments about the program and identify any issues 

encountered in relation to: 

● its delivery   
- resource persons/learning facilitators 
- participants  
- content of program 
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- delivery strategies 
- training materials 

● its management 
- prior to delivery 
- during the training proper 

 

Other issues 

 

 

Photo Documentation 

● Must be PDF File 

● 5 pictures per day only 
● Each day should contain descriptions 

 

 

Recommendations 

In this section discuss any recommendations you may have to improve future programs and for 

policy actions. Suggestions may cover program management, facilitation, session guides, 

resource materials, other concerns. 

 

 

 

I hereby declare the information provided in this program completion report is true 

and correct and there have been no misleading statements, omission of any relevant 

facts nor any misinterpretation made. I further allow DepEd-NEAP to investigate the 

authenticity of all the documents submitted. 

 

I agree that DepEd-NEAP to be the co-owner of all the data gathered and the 

copyright of any publication of the use of this data. 

 

Sign off by the Program/Course Manager or its equivalent. 

P/C Manager: 

 

Signature: 

 

Date: 
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