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PeBotrnel Audil

DATE: May 30,2023

L To promptly and accurately provide various Personnel services such as but not limited
to p€Bonnel information, persornel action, compensation and benefrts administration,
sufficie[t pelsonnel in schools arnong others, the OIfice shall strengthen lhe persomel
information system of this Dvision. Thus, it shall conduct a Personnel Audit.

2. The School Heads are hercby directed to pr€pare and submit a comprehensive list ofits
teaching and non-teaching personnel following the template attached. 11 is encouraged that
each school shall provide a mechani$n Iike google sheet or any means that each school
personnel shall input their own personal and employment information so as to make sure that
the iihportant details shall not be missed out thrs, inputtei accEalely. Submission of such
shall be in-person a.nd no proxy at the Division Multi-pupos€ IIaII for rccord recoflciliation or
their respective schedules as follows:

District Schedulo District $hedule District Schcdule District Schedule
District 1 6/U2023 IN 6/14/2023 D7 6/20/2023 D10 6123/2023
D2 6t9no23 D5 6t l5/2023 Dt 6/21/2023
D3 6/t3DO23 D6 6n6/2023 D9 612212023

3. Corrected data in soff and in hard copies shall be submitted to this OIfice together with
the sheets wiih coE€ctions the following day after the reconciliation schedule.

4. This office hercby dL6ts atl the School Heads to shictly observe RA 10173 otherwise
Imown as the Data Privey Acr of20l2.

5. Queries rclative to this can be chatuteled to Guia Ma. G. Villahemosa ofthe Personnel

Unit.

5. For guidarce and compliance,
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hcl: as stated

Copy fumished:
Records Unit
Personnel Unit

TO BE POSTED ON THE }VEBSITE
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@
Purok 5, casi$n8, Malaybalay city
Telefax (088) 31a-0094
Email Malaybalay.citv@d€p€d.Eov.ph CZ
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