
Befsrtment of @turstion
REGION III _ CENTRAT LUZON

sCHooLs DIVISIoN OFFICE - SCIENCE CITY oF MUNoZ

April19,2022

DTVISIOil MEMORANDUM
wo- 25, *2a22

RETTERATIOII OF GUTDELINES AND REQTTTRTMEIITE FOR THE SUBTVIISSIOn OF
MONTHLY PAYROLL WORKSHEEI AND REPORT Or SERVICES (rORM 7l

To: All Public.School Heads
All Others Concerned

i. For proper and systematic submission of Monthly Payroll Worksheet and Repcrt of
Service (Form 7), ali pubiic school heads shal1 submit the following documents:

REQUIREMENTS NO. OF
COPIES

REMARKS

Endorsement Letter from School 1 Signed by Schootr Headl
Authorized personnel

Form 7

{see enclosure 7)

2

A11 absences incr-rrred for the
inclusive month should be on the
form
Signed by authorized personnel
(School Head/ OiC/ TIC)

CSC Forrn 48 iDaily Tirre
rf ^^^-.1l ^-i\LUUr ul Vl

Copy of Printed Biometrics

2 Signed by employee and Schooi
IJ ao .J

With proper remarks for biank
entries; signed b5, emplovee and
School Head

Copy ol School Attendance
Lup,i.'uui'i LirH. si r cet

1 Not applicable for schools ra,ith

biorne'irics
Deptrd Form 3 (Principal's
Repofi of trnreilment and
Attendance)

{see eruclosure 2)

2 Signed b-r' Principal

Cop,v of atr-ipru vcil Aii.errrative
Work Arrangement (AWA)

1
I Appiicabie oniy fur'Aiei=| Levei ii

and Alert L.evel III

) l! iq el:nenterl lh.-r+ tl-'e ahn. o mcntinnerl zjlnnrr rnanf c ho srr l-rrmitro.{ t^ rl-r6 I)an^-.I-r{ rr L.apL\ lLu LrrGL Lrru uuvi\ -rilLrrirui,vu livLuiriLrrLS iJL }Liui;iiLicLi iu tiiL i\LLijiLiS

Unit on or before every fifth (5r1,) day of the foilowing month.

Q6yal, @xcellent, .%countable and @dicatedto @rvice
Address: Brgy. Rizal, Science City of Mufioz. 3119
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4.

For inquiiies, you may contact the Admin
charge in processing of Form 7 through
mobile number 0968_469_3490.

Officer IV {HRMO) or Admin Assistant in_
.1' ennielieanne. narca@cleped. gor;. ph or at

widest disseruination and compliance of this Memorandum is desired.

, 
DA;;*AR,N;,.oo o-] Schools Division Superintendent

Jabnf Lrrmo
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