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DIVISION MEMORANDUM
No.ﬂs. 2022

To: Assistant Schools Division Supétintendent
Chief Education Supervisors
Education Program Supervisors
Public Schools District Supervisors
Public Elementary and Secondary School Principals
Unit Heads
Teaching and Non-Teaching Personnel
All others Concerned

From: MARIZA S. GAN, Ed CFSOV 2
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Subject: Approved Form 6 as Attachment to the Submission of Daily Time Record (DTR)

and Reconcilement of Service/Leave Credits of a Dissapproved Request for Leave
of Absence or Monetization

Date: November 18, 2022

L Relative to Division Memorandum No. 281, s. 2022-Guidelines on the use of Biometric
Time Recording System (BTRS) in monitoring attendance of employees in all schools and of the
Division Ofice, this office hereby informs all Personnel of S¢hools Division of Tacloban City of the
attachement of an approved Form 6 in the submission of a duly signed Daily Time Record (DTR) by
an authorized personnel/Authority to the Records Office effective November 2022 following the
deadline/date of submission as stipulated in DM 281 and ensuring all subtucted service/leave credits of
a disapproved request for a leave of absence or monitezation by an employee shall be reconciled
immediately by the records section. Proper coordination with Budget or Accounting personnel is

deemed necessary to establish procedure in recording back those service/leave credits to the ledger of
the employee.

2. Further, all units/divisions/schools are directed to bring on the filing of Form 6 of their
employees from Step 1 up to the last step so that by the end of every month these documems are ready
for reference by the signing authority of the Daily Time |Recod (DTR).

ﬁ T
3 For information, guidance and compliance.
e REL D
%;ﬂ':‘g 1::»_-:: Date: ﬁ‘%%

Time: 2 {-}
Real Street, Tacloban City, Leyte, 6500, Tel. No. (053) 321-3207(SDS) 321-3745 (ASDS) 321 2271 (Personnel) 3218081 (Pianning) CID vr v‘nemz— i

f’,”‘
g 5

'-a-:..._,.-'



