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Dote: Morch 7, 2017

Re: lnternol Pollcles on the ftoc$slng ol solory Chim! tor Ent,loyees Nol Yel
Inlegoted ln the Reglonol Poyroll

l. Effeclive immediotelyr this Otfice hereby direcls the obseNonce of the
inlernol policies on lhe processing of solory cloims for employees noi yel
inlegroted in the regionol poyroll.

The following ore the ob.ieciives of this inlernol policy:
2.1 To expedile processing of solory cloims;
2.2 To ovoid issuonce of "return withoul oction endorsemenl" or "return

lo sender slip" due to lock of supporting documents or wrong form
used; ond,

2.3 To ovoid loss of relurned documenls-

Documenlory Requiremenis:
3.1 The checklisl of documeniory requirements tor sobry cloims con be

downlooded in the Division website (dep6dmoloyboloy.net);
3.2 Checklist must be olloched in every requesl by lhe concerned

employee before submission lo lheir respeciive school heod;
3.3 For uniformity. use lhe Poyroll Workshee, (Form 7) downloodoble in

lhe Division websiie;
3.4 With the support of lhe School Heods, ihe compleleness of lhe

required documents sholl be checked Atr]I before endorsing the
some to lhe Dislrict Office.

3.5 ln the obsence of the School Heod or Publlc Schools Dislricl
Supervisor, the designoled Officer ln-chorge moy sign necessory
documents ond endorse lhe some on beholf of the soid olliciols.

The following timeline musl be observed:
4.1 The employee/cloimonl sholl submit ihe required documenls for

solory cloim lo the School Heod on or before lhe 3rd doy of the
month;

4.2 The School Heod sholl endorse lhe solory cloim to the Disirict Office
on or before the sth doy of the month;

4.3 The Districl Office sholl endorse lhe solory cloim to ihe Division
Office on or before the 7rh doy of lhe month.

3

4



OEPARTXEI{I OF EDUCA'ION
Rosion X- Norlhern flrd.neo

Dmroa ot ttllnal.r oltY
bE Higheq C8ilxa. Molarbalq City

fl e bs i E :d. p< d halrybalqt. tu t

5. Cui-off dole for the processing of solory cloim is every 7h doy of lhe
monlh. Solory cloim wilh complete documenls submitted beyond lhe culoff
dole sholl be processed on the succeeding month.

5. lmmediote disseminoiion of ond strict complionce wilh lhis Order is

direcled.

Copy furnished:

Records Seclion

Personnel Section

TO BE POSTED IN lHE WEBSITE




