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COMPOSITIOI{ AND STRUCTURE OF THE DTVISION PAYROLL SER\rICES UNIT
{DPSU} rN ?HE SCHOOLS DTVTSTON OrrrCE OF SCTENCE CrTy OF MUfrOZ

Assistant Schcols Division Superintendent
Cirief Education Supervisors
Section / Unit Heads
Heads of Public Elementary and Secondary Schools
Al1 Others Concerned

1. In compliance with the requirement for the finai assessment of the Regionai
Payroli Serr,'ices Unit (RPSU), please be informed of the herein composition of
the Division Payroll Services Unit (DPSU) and its functicrns, to wit:

Unit Name

Unit Supervisor

Members

DTVISION PAYROLL SERVICES UIYIT

FHRIESSY CRUZ S. BERMUDA, II
Administrative Officer V

KIMBERLY JOAN I[. TADEO
Administrative Officer II
Data Controlier (Elementary)

JERRY I. CARRIDO
Administrative Assistant III
Data Encoder (Elementary)

MICHELLE G. CORNE.'O
Administrative Assistant III
Data Controlier {Secondary}

RISICY G. LUCAS
Administrative Assistant III
Data Encoder (Secondary)

DetlED L'." i /,ffi.\ Address: Brpv. Rizar. sciencp cirv or Mrrfinz ?1 1e
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2. The DPSU is responsible in the:
a.. Preparation and computation of salaries and wages of a1i personnel in the

division;
b. Computations of mandatory deductions (i"e tax due to BIR, Fhilhealth

Premium, GSIS life and retirement premi.um and Pag-IBIG premium), step
increments, salary differentials, loyalty palrment, deduction of loals,
insurance premia, mutual 'atde I benefit system membership of teachers
and non-teaching personnei, including school administrators;

Does other HR / Personnel reiated functions.

Immediate and wicle dissemination of this Memorandum is earnestly desired.
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Flncl: As staLted
Refererrce: Irlone
'lo i:e indicated in the Perpetirallndex

Under the foliowing sutrjects:

Downloading of Payroll
Composition and Stmcture
Ro1es and Responsitrilities

Pagroll/ KJNT- DPSU Composition
OO2lFebruarA 28,2024

JOHANNA I{. GERV
Schools Division
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