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DryISIO$ MEMORASDUM
No. 45 -:.2422

REITERATION OF GUIDELINES TOR ?HE SUBMISSION 03. PERSONIIIEL AND
RECORDS RILA?ED DOCUMENTS

1'o: Chief Education Supervisors
Education Program Supervisors
Public and Private School Heads
Schools and Division Non-Teaching Personnei
A11 Other Concerned

i. In view of ttre increasing number of Covid-19 cases, this oflice reiterates the Division
Memorandum No. 110 s. 2$'2O sec. 4 entitled "Paperless Transactions in the Division
Office" r,r,,hich states that all transactions that require ph1-sicai presence in the Schools
Division Office shallfollow the recommended schedule:

Monday - South Cluster
Tuesday - North Cluster
Wednesday - West Cluster
Thursday - East Cluster
Frida,v - Secondary Schools/ Private Schools

'2. Submission of CSC Form No. 48 (Daily Time Recorrl) of all DepEd employees is on or
before every Sft of the following month.

In accordance w'ith the Civil Service Commission Omnibus Ruies on kave sec. 53
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immediately upon employee's return from such leave. Thus, this office discouraged the
late submission of leave forms.

lmmediate dissemination ancl strict compliance of this memorandum is desirecl
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DAITTT G. PARI'ITGAO, CTSO 1rI

Officer-In-Charge
Schools Division Superintendent
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