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T* ; Assistant Schools Division Superintendent
Chief Sducation Supervisors {CID and SGGD}
Public School District Supervisore
Sleruentary and Secoada:y School Head.s
$ivision Urrit Heads
This Division
All Other Concerned

1. Ullder Section a {6} of Fresidential tr}ecree No. 1445 otherwise knowa as the

"#**emmayrt Audittrg C*de af t?* Phitippines", *Ic{rnr age{nst *errefitm)ed {unds
elnrIl bE ry;rrcurrd url*rt cora4rlefe doeur*anf,cfdan. In addition, items 1..1.1 and
4.1*2 of CSA Circular No. 2012-CI01, dated June $1, ?S??, pr*vide the necescary
documerrtary requirements t}at must be submitted and/*r c*mplied with aa supporl
tn tlre p*ym.ent of salaries and wages.

Z. Relative thffrto, this Off,ce shatX strietly imp*se tlre *ubrsiesion of the
ftr1kruing d*cuments in two {2} copies for ttre FIR and COA as foftaws;

fl. Xlufy *pproved CSC Foro. 48 Ilaity ?lme ftscord
b. Jlpprored SEC Forrn 6 {in case af leau* af absert*e}
c. gge*imt Crgtl,lc*te {iru case qfsicJc leaue exweding fi,ue {5} dags ar

if filedin aduance)
d. .{hpprored tncatorlPars fiXfp (fqpplicabte}
e. Jfpprove* ?ravrel Otdcr {xt? ffise af afficiat *awl} qrith Ccrtificat+

*fAPPoarance

A, The deadline for euhsilission ef the mid Socument$ to the Records Office shall
bc *ryery Sftb {Sth} d*y of thc fellowtng manth. If the 5t}' day falls on a weekend

or holidiy, tlre deadline of suburission would be the last working day prior to the 5*
day of tlis so***eding month to ensur€ *ubmission cf the $u:armaqr Report and
Cunmlidated DTRg to the Cnmmission on Audit {COA} etery ?th day of fhe month.

4. Please be reminded t}at failure to subrnit the duly acccmpli*hed and apBroved

DTR and its attachments within tlre atrrve-prescribed priod would cause

,tddres*:3rd fioor, DepEd -Taclsbar CitY

flfal 5tr&t, Teclaban CitV 6$00
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-

deactivation or !1{}t1-inclusion of the rrsi&e of, t}re *oncerned employee in th* payroll
for the followiag ntcntJr.

Office
Inquiriee and clari{icatftrns concerning ttris matter shell be

of the Adslinistrative Officer Y.

For urideet diesemination and strict complianee.6.

Cr.ll*.
SHERLITA C. P*I!f,A
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