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DATE:

No
DIVISION MEMORANDUM

, s.2024

AlEistrrt Schook Divilbtr Supcrintetrdetrt
ChiefEducraioo SuDeryilor!' CID rtrd SGOD
Public Schools District Supervilors
Elemeotrry and SocoDdrry School Eeads
All (Xherg Concerned

From: t

0

To

Re:

Superintend€nt

Date: Jamary & 2ml

SCEEDULf, OF DIR SUBMISSION AND RIADING OF MONTELY
PAYROLL WORKSHEET/ REPIORT OF SERVICE FOR CY 2024

l. To ensure timely preparation and submission of the consolidated Monthly Payroll
Woiklhest/ Rcport of S€rvic€ (Form 7) to the R(€nrdal Patrctt Sarybitrg tlnir which fdli
every 5e day ofthe month, this Division tl[ough the Payroll Services of the PersoDnel Unit
reminds the Division Office-based personnel (CID, SGOD, and OSDS) ofthe deadline of
DTR submission which is 'in the monitrg of ercry firlt rortirg day of the Eonth".

2- Tb field is slso hergby infarmed of tbe schcdde ofDTB s$oissiog a11d readig of Form
7 fot CY 2024. All school Form 7 h-Charge must ensue thd rhe Form 7 and DTRs of
School He€ds are their ve Public Schools District

3. For strict clmpliarrc€

TO BE POSTED IN THE WEBSTIE

DTR P.riod $bmi$ioe/R..dim S.trGdrh
Jemary l-31.2024 Februsry 2, 202,1 (Iridey)
Fd,,lt,,y l-29,m24 March 4, 2024 (Mordry)
March r-3 t, 2924 Aorif 2. 2@4 (?u6day)
Asnl l-3O,2U24 Mav3.mU $iday\

Jutre 4. 2024 (Tu6&v)M^\ l-31 , 2024
July 2. 2024 (Tuesday)l$e l-r0,2024
AuEusl Z 2024 (F.idrv)luly l-31,2024
S€ot€nbc, 3, 2024 (Tu€sd!y)Ausr* 1-31.2024
Odob.r Z ZlZ4 (We&esd!y)Sept€mb6 t-ro, iOZ
Novernber 4, 2024 (Morday)October l -31. 2024
December 3, 2gl4 (Tu€sday)Novenber l-30, 2024
lantJlrv 3. 2u5 (Fridry)D€Eernbe, | -3 I m24

t.1

Purot 6, Caris.rB M.Lyhl.Y CitY
Telchx (o8t) 3 t4-oo94
Frllail: m.kybaley city@atPed.gov.Pt

Thir Divirion

ALIENA S Y, P[D. CESE
Assistant

the
Division
Schools DvisionOIC-Office


