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DIVISION MEMORANDUM '
No. L3\ ,5.2018 KR
TO: Assistant Schools Division Superintendent
Chief Education Supervisors, CID and SGOD
Elementary and Secondary School Heads
This Division
FROM: REBON &MH_‘ R.BAGUIO .}
Schoolg Diviston Suplri tenderrt/
DATE: November 6, 2018 s
RE: SUBMISSION OF SCHOOL MONTHLY PAYROLL WORKSHEET

(FORM 7) AND DIVISION FORM 7 READING/REVIEW

In view of the prompt submission of Monthly Payroll Worksheet (Form 7 to y
Regional Payroll Servicing Unit, this Office hereby directs all Elementary School Heads to
submit School Form 7 to their respective District Form 7 In-charge on or before the 4" working
day of the following month. Then on the 5% working day of every month, Form 7 In-charge
for Elementary and Form 7 In-charge for Secondary Schools shall convene for the “Division
Form 7 Reading/Review” which shall be conducted at 8:00 AM at the Division Office Multi-
Purpose Hall.

Queries relative to this can be relayed to Guia Ma. G. Gamutin at 0917-706-
7745.

Copy Furnished: -
Records Unit
Personnel Unit

TO BE POSTED IN THE WEBSITE

Sayre Hi-way, Casisang, Malaybalay City

Telefax # 088-314-0094; Tel No.: 088-813-1246

Webaite: depedmelaybalay.net

E-mail: mgigghalav.gitg@gegﬁ .gov.ph ; dg;gdma].avbalaygmgmail.cgm





