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UNIT{I]MBERED MEMORA.I\'DUM

To APRIL MAf, E. BANDONG Administrative OIIicer II
BOI{NA B. LINCASAN, Administrative Oflicer II
CEERYL JANE C. PEftAI.OSA, AdDilb.rrtive Ofic€T IT
JOCAnDO f,. , Adrirbtrrtive Olficer tr

From C(}.REP
Date MNy A,2t2l

Subject MONTHLY PAYSLP SORTING

It is apporqrt ttEl tlE Schols Dvision Offices (SDOs) of drc Deprtmqt of EdIc tion
execute a manual distributior of monthly payslips. These docum€nts are printed by the
Regional Payroll Services ofthe Regional OIIice which usually becomes available for pick-
up by the SDOs on the days subsequ€nt to the release ofth€ first halfsalaries for the month.
Th€s€ do€uments com€ in chronologlcal order but acaording to employe€ numbers per

satiE co&s.

2. ln order to maintain smooth distribution ofthe payslips in the SDO ofMalaybalay City, the
Personnel Unit sorts the p@yslips according to school &ssignmenl. However, these
documents havc to be rrauually sorted in alphabetical order per station code. As a result
the Frson-in cbrrge in tbe Pelsonnet Unit would Deed at teast thee to five (3-5) working
days 10 finish the overall sorting process rmtil thes€ are declared as ready for pick-up by
school authorized persornel d Window I.

3. As a means to meet the demands of our teaching/non-teaching penonnel for rhe immediate
release of poyslipe, the Persomel Unit hereby rcquests thc mncerned Administrative
Offrc€rs II to r€nder at least one ( I ) ! /orking day at the Dvision Offic€ to provide a-ssistanc€

in the sorting process. This activity aims to expedite the process within one (l) day. The
schedule shall be identified by Ms. Surrshine C. Gamboa, Adminisnative Assistant III of
the Pcrsonnel Unit, once the documents are available and ready for sorting.

4. For complianc€-

TO BE POSTED IN THE WEBSITE

eIrurDk 6, Crsis,ng, MrLybr.hy City
Tdcfrx (mt) I t4{9l
Em6il: mrleybslay.city@deD€d.gov.ph
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