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A$btrDt Schoob Divbio! S[pori.tetrdcll
Chief Educatioa Sopcrvisors, CID end SGOD
PEblic Schook Distrha S[pcrvisors
Elcmetrtrry rtrd S.rondrry School Hc.d!
All Otlels Corc.Eed
This Divisior

From: MAE

Date Octobcr 23, 2023

Re: PREPARATION. SUBIIIISSION. AND ORAL READING SCHEDULE
OF DAILY TIME RECOIID AND MONTHLY II-EPIORT OT SDRVICE
(FORM 4 FOR THE PERTOD OCTOBER l-31,2023

I Io anticipation of the All Saints add All Souls' Day on November I -2, 2023, ttte f|€ld
is heaeby advis€d to be guide/ by tbe attached tioetable to prioritize the Feparation
aDd submissioD of approved DTRS to ensue timely preporation ard submission of
the schools' Monthly Report ofService (Form 7) to the Personnel Unit ofthe Division
Office.

All school Form 7 In-Charge are informed ofthe special schedule for rhe Octob€r 1-
31,2023 Form 7 Oral Reading on November 4,2023 (Srturdry) to ensure timely
prcparation and submission of the consolidated Monrhly Rcport of Service (Form 7)
to the Regional Payroll Servicing Unit, Eetrce. il is crpectcd th.t the complcte
documotrb must bc forwerded by thc..tsttrGd I'SDS to ahc Pe]lotrtr€l Ulil otr
NovcDbcr 3, 2023 (Fridry).

Further, all non-teaching perconnel in the CID, SGOD, and OSDS must also ensure
submission of their approved DTRs to the Personnel Unit on Novembcr 3, 2023.

Equivalent Compensatory Overtime Credits (COC) for the number of overtime work
hours rendered on the said date shall be Fovided to the school and division office
Form 7 ln-Charge.

Tiav€l and other exp€nses ofthe Form 7 In-Charge shall be chaqed agairsr the school
MOOE firnds subject to the usual accounting auditing policies, rules, and regulations.
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D. l: November 2023

2: Novcmber 202t T{JRDA - Ord

ud Submbrioo of Documeots

TO BE POSIDD IN TIIE WEDSITE
Ercl List ofFom 7 ln-Chalgr

Ti1ll. Activity Pctllotr
fte,epolsible

Output

7:l5AM-8:00AM Preparation of DTR Teach€rJ Non-
Te€ching P€rsomel

Accomplished DIR

8:00AM-10:oOAM PreparatioD ofForm 7 Accomplished Form 7
with attached DTRS

l0:00AM-12:00NN Review and Approval
of DTR5 and Form 7

Form 7 lo-charye
- ADAS II
. ADAS III
-AOII
School Head Appruved

accomplished DTRs
flrd Forfl 7

I imPM-3:00PM Rwiew and Approval
of Form 7 and D'l'Rs

Public Schools
DisEict Sup€rvisor

ApFoved Form 7 wilh
complete DT Rs

3:00PM-5:00PM Submission of
Reviewd and
Approved FoIm 7 to
the Persolmel UDit

Public Schools
District Supervisor

FsmT&DTRSof
T@cheri cr'o Su6tinc C

mRs of Non'T€ehing
PqMel cr'o .b'soa E.
Buld

Ready for Oral
Reading:
- DTRs ofthe non-
teaching personnel
- Fomr 7 with attacbed
DTRS ofteachec

Time ActiYitv Persou
R.Epo$ible

Output

8:00AM -12:{0NN Oral Reading ofrhe
following:
-DTRs ofthe non-
teaching peBonnel
-Form 7 wilh attached
DlRs ofteachers

Form 7 ln{harge Approved DTtu and
Form 7

li00PM-5:00 PM Oral Reading of the
following:
-DTRs of 6s non-
teachhg persoffrel
-Form 7 with attached
DTRS ofteachers

EoIm 7 In{harge Approv'ed DTRs and
Form 7
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I F(XM T INCHA.RGE DISITRICT PIIDS scHool,

Anecio, Joy Mae H
8 Aba Q. A[8ba, PhD IACES
E Abe Q. Ausbo, PhD SMAINHS (JHS,SHS)

8 Aba Q. Allaba, PhD Satr Roque ES

2 Astudillo, Jerome L.

9 Vicente G. San Miguel Langasihan ES

9 Vieente G. San Migucl Lunokan ES

9 Vicente G. San Miguel Malissya ES

9 Vicente C. San MigrEl Matangpatang ES

9 vicetrte G. Sod MigDet Miglamin ES

3 Astudillo, Pamela L 3 Evemold C. Berial PhI) Sta- Ana ES

4 Bacasmot, Gliecy R 9 Vic€nte G. San Miguel Migtamin NHS (JHs,sHs)
5 Bahian, Evangeline P 8 Aba Q. Allaba, PbD Lioabo CS

6 BandorE, Aprille Mee H.
1 Jovy G, Molina Apo Marote NHS (JHS,SHS)

1 Jo!ry G. Molioa Macote ES

1 Barsobi4 Phoebe Mae P I Manny B. Pimentel, PhD Dalwaqgan NHS (JHs, sHs)
E Baul, IGrleen Kristy M 5 Liz G. BalintongoA Malaybalay City NHS
9 Baula Elahe Joy B 2 Ferdinand V. Mort€ra Tintinaan ES

l0 Bendiio, Alve Anne Chrisl 1 Jovy G. Molina Bangcud NHS-SHS
II BoIIes, JoBa A. 6 Noel A. Tan Nery Malaybalay City NSIIS (JHS)

t2 BoEEs, Ness Viols M.
3 Evemold C. BeriaL PhD Imbayao ES

3 Evemold C. Berial, PhD Imbaluo NHS (JHS,SHS)

l3 Brigole, Ruel T 9 Vicqte G. San Miguet Managol NHS-SHS

t4 Canonigo, Jedtyn P
l0 Perlita B. Wales Sr. Peter NHS (JHS,SHS)

IO Perlita B. Wales Mapulo ES

l5 Canso& Shella Novie A. 6 Noel A. Tan Nery Maessvsay IS (EJHS)
l6 Catin, Eshella E 3 Evemold C. Berial, PhD Bukidlon NHS-SHS
t7 Conol Archille B. 7 Jow G. Molim Bsngcud CS
l8 Cruzado, Neit Mar B 9 Vicanle G. SaD l!figuel Dumayas ES

l9 Dayo, Irene Joy G 7 JoYy G, Molin8 Simaya lS (E,JHS)

20 Dela Cerna, Monabelh P
4 Evemold C. Berial, Phf) Bardngay 9 ES
5 Liza C. Balintoncoc Natid-asan ES

2l Delos Reyes, Welrose A. 5 Liza G. Balintongog Casisans CIS (EleqJHS)
22 D€salan, Jocado B l0 Perlita B. wales Tuburan tS (EJHS)
23 Deximo, Don A 2 Ferdinand V. Mortera Catr-ayan IS (E,JHS,SHS)

24 Diabordo, BaIbefte Fame I I Mamy B. Pimentel, PhD KBlasuneay NHS (JHS,SHS)

25 Ejeo, Lee A-
8 Aba Q. Allaba, PbD I-alawan ES

8 Aba Q. Allaba PhD Lalawan NHS (JHS,SHS)

E Abo Q. All6ba, PhD Sawaga ES

26 Espelita, Ed*in C

l0 Pe ita B, Wales Busdi IS-Elementary
l0 Pe it B. wales Brlsdi IS (JHS,SHS)

t0 Perlita B. wales Caburac$an ES

l0 Perlita B. Wales Indalasa Es
t0 Pedita B. Wsles Kulaman ES

t0 Perlita B. Wales Pigpamulahan ES

l0 Perlila B. Wales St. Peter ES

l0 Perlita B. Wales Zaflboanguita CS

27 Evangelista, Rhyns Fe M. I MaNry B. Pimentel, PhD Dalwangan ES

28 F{ardo, Dhairyl Jean C. I MaDny B. PimentDl, PhD Kalasungay CS
,o Galorio, Celeste G 8 Aba Q. Allaba PhD San Manin ES
30 Gamboa, Sunshine C 6 Noel A. TEn Nery Bohngbong ES



3l Garces, Brayan B. 2 Fedinand V. Mortera Incalboc ES

32 Cdrcis, tuiet D 8 Aba Q. Allaba PbD Paiwaig ES

31 Grcia, Joseph L I Marmy B. Pimntel PhD Capitatr Ansel IS (EJHS,SHS)

34 Gulle Aidel

7 JoYy G. Molina Birralbagar ES

7 Jow G- Motina Dapulatr ES

7 Jow G. Molina Luyungan HS (JHS,SHS)

7 Jovy G. Molina Pademal ES

35 Israel, Joe Rady H 2 Ferdinand V. Mortera Candiisa. IS (EJHS)
36 La.Dbicuit, Gindy O. 6 No€l A. Tan N€ry MaDayae lS (E,JHS)

37 Lturdq Roldan Jr IO Pedit! B, Wales Pielulusan ES

38 Limena-fucarte, Laureen l\ 6 Noel A. Tan Nery Idalaybalay City NSHS (sHS)

39 Lincsa& Bonna B
I MaDtry B. Pimentel PhD Ddritan ES

Manny B. Pimentel, PhD New Ilocm ES

I Manny B. Pimentel, PhD Patpat ES

40 Madronerc, Clementina O
4 Evemold C. Berial, PhD BCTES
4 Evemold C. B€dal, PhD Casisang NHS

4l M€didas, Aqeli Ana T 6 Noel A. Tan N€ry Aslzyan CS

42 Miquiabas, Anabelle B 4 Eve old C. B€rial, PhD Malaltalay City CS

43 Ne ooa, Janine M 2 Ferdinand V. Mortera SuDpoDg CS

44 Padla Waldemar D 7 Joly G. Molina Calawag ES

45 Psdrones, Liezl Jatrc P.

l0 Pe.lita B. Wales Kibalabag ES

l0 Perlita B. wales Silar ES

l0 Pdlita B. Wales Silae NHS (JIIS,SHS)

46 Pasquil, Jeralyl B 5 Liza G. Balinrongog Airport Village ES

41 Peflalosa, Cheryl Jarc C. j Liza C. Balinto4og San Jose ES

,+8 Quinda4 Anil U
5 Liza C. BaliDtongog Mabuhay lS
5 Liza G. Balintoogog Pattamucrn ES

49 QuiroDg, Gweodolyn G

2 Ferdiflard V. Mortera Baganao ES

2 Ferdinaod V. Mortera Kibalabag IS (EJIIS,SHS)
'l Fedin nd V. Mortera Kileacan tS (E,JHS)

2 Ferdinand V. Molera Mmalog lS - Elem

2 Ferdi[and V. Morte.a Ma&log lS - JHS

2 Fe.dinard V. Morterd Tag-ilanso ES

50 Ra$os, Godisa M. 9 vice e G. San Misuel Managok CS

5t Romanillm, Iennifer B 5 Lizs c. Balintomoc Malaybalsy City sHs
52 Tandayaa, Junnie von B. 6 Noel A. Tan Nery Bendolan ES

53 Tirol" Ka.ole Lenin T
6 Nool A. Tan N€ry Cabansahrn ES

6 Noel A. Tan Nery Laguitas ES

54 Un, Heiorich Aluyn S. 9 Vi€nte G. Satr Miguel Bagong Silang ES

DIYISON OFFICE TORM ? AND I'TR IN{EARGE
# Name Reponsibilities

I Butal, Jayson E. Consolidate, review, and record DTRs ofall non-tezching personnel

DoD, Evelyn Joy V
3 Gamboa, Sunshine C Consolidate, .evie'{, and record Form 7 & DTRS ofall r€aching personnel

1 PahBa, NovilyA G. Assist in the Form 7 oral I€aditrg and Drint fu fioal coBsolidated enEies

Assist in the consolidation and review ofall el's DTR.!


