
fi*p61i1 of tbe SDtlfmines

@esertment of @Uursttor
RTGION III _ CENTRAT LUZON

SCHOOLS DTVISION OFFICE - SCIENCE CITY OF TvIUNOZ

August 15,2022

DTVISION MEMORANDUM
ruo. -{3}, s.2o22

ADDENDUM TO DMSIOIY MEMORANDUM [IO. 235 S. 2O222 REITERATIOIT Otr'
ernDtl,lNts AND REQIfiREITIENT€ FOR T-rrE SUBMTSSTOil Or MOIITHLY PAYROLL

uroRKsHrEf, AND REPORT OF SERVICES (rORM 7)

To: A1l Public School Heads
Ali Others Concerned

1. Please be informed of the foilowing additional provisions to the DM No. 235 S. 2A22:
'Reiteration of Guidelines and Requirements for the Submission of Monthly Payp6ll
Worksheet and Report of Senices (Form 7)' dated Aprii 19, 2022, as foliorvs:

a. A11 eiementary and secondary schools are required to use Biometiic Attendance
Machine starting August 22,2022.

b. For proper and systematic submission of Monthly Payroll Worksheet and Report
of Service (Form 7), ai1 public school heads shall submit the following
documents:

REQUIREMENTS NO. OF'
COPIES

REMARKS

Endorsement Letter from School 2 Signed by School ldeadl
Authorized personnel

Fonn 7

(see encl,osure 1 far example)

2

Signed by authorized personnel
(School Head/ OIC/ TIC)

Ail incurred leave of absence
shal1 be reflected on this form

A11 pre-computed tardiness and
undertime shal1be reflected on
this form

Ai1 reflected tardiness and under
time shail be signed by the
respective employee

Wsval, @.ce\ent, ,%countable and @dicatedta 4rvice
Address: Brgy. Rizal, Science City of Mufioz, 3119

Telephone No.: (044) 806 -2192; Email Address: munozscience.citv@deped.qov.ph
DScM-QMS-QMR-QSF-008 Rev.04 {01.31.20)

Certificate No. 50500731 QM15



Eepabtir of t e lFrftfmiilos

Bepsrtment of @[urstion
REGION III _ CENTRAT LUZON

sCHooLs DIVISIoN OFFICE - SCIENCE CITY oF MUNOZ

Except as expressly modified by this memorandurr, all other provisions sha1l
remain in effect.

For inquiries, you may contact the Admin Officer IV (HRMO) or Admin Assistants
in-charge in processing of Form 7 through jennielleanne.nar:ca@deped.gov.ph with
mobile number 0968-469449A and aranjoy.labay@deped.gou pt *]tfr'mobile
number OqlT-52O-123I.

widest dissemination and compliance of this Memorandum is desired.

t

i
l

2.

J.

h

4.

..*,,-" ..^ *,BEP€D
""p*r&c*#ffiff

AIIG16eozt a$B
1j=;,,p' W flWffiffi''reYH

Telephone No.: {044) $OG -2192; Email Address: munozscience.city@deped.qov.ph
DSCM-QMS-QMR-QSF-008 Rev.04 {01.31.20}

Copy of Printed Biometrics Signed by employee and Schoal
Head

With proper remarks for blank
entries; signed by employee and
School Head

Copy of Approved Class
Program for School Year 2022-
2A23

To be attached every submission

DepEd Form 3 (Principai's
Report of Enrolment and Signed by Principal

Cop1, s1 approved Alternative
Work Arrangement (AW

Applicable only for Alert Level II
and Alert Level IIi

1 Schools Division Superintendent

@cellent,,%'countable and @dicated to @rvice
Address: Brgy. Rizal, Science City of Mufloz, 3119

Certificate No. 50500731 QM15

Jabn/hrmo

(AJ -Y-
DANTE G. PARUNCEO,ICESO V
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