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	Republic of the Philippines
Department of Education 
REGION X- NORTHERN MINDANAO 
 DIVISION OF MALAYBALAY CITY

	
	Application for Compensatory Time-Off



[bookmark: _GoBack]									    _________
					                       Date
__________________________
Schools Division Superintendent
Malaybalay City Division
Casisang, Malaybalay City

Maám/Sir:
	
         The undersigned respectfully requests to avail a Compensatory-Time-Off (CTO) on __(Date)__ to  _____________(reason)_____________.

	Herewith is the record of COC earned as of (Date of attached COC).

	Anticipating for your approval on this request.


									    Very truly yours,

									           (NAME)
								                       (Position)
Certification as to the availability of COCs
As of ____            _____.					  	
								  	      
	COCs Earned
	Used COCs
	Remaining Balance of COCSs

	
	
	

	
	
	


RECOMMENDING APPROVAL:

____________________________	______	    	       ___(Immediate Supervisor)__	______
                AO IV-Personnel                       Date		                         (Position)		 Date

APPROVED:							DISAPPROVED DUE TO:




____________________________
Schools Division Superintendent
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PROPRIETARY NOTICE
THIS DOCUMENT CONTAINS INFORMATION PROPRIETARY TO DEPARTMENT OF EDUCATION - DIVISION OF MALAYBALAY CITY. ANY DISCLOSURE OR USE 
IS EXPRESSLY PROHIBITED EXCEPT UPON WRITTEN PERMISSION BY DEPARTMENT OF EDUCATION - DIVISION OF MALAYBALAY CITY.
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