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l. To fast-track the preparation and submission of the consolidated Monthly Payroll
Wo*sheef/ Report of Service (Form 7) to the Regional Payroll Servicing Unit. This Office
reiterates the prompt submission of Daily Time Record (DTR) andform 7 to the Payroll
Servicing Unit of this Divisioq which is "morning of cwry 2* wo*ing Oay oi Oc
monlh".

2. The field is also hereby informed on the schedule of DTR submission and reading of Fonn
7 for CY 2024. All school Form 7 In{harge must €nsure that the Fonn 7 and DTRs of
School Heads are d a their Public Schools District S lsor

DTn Pdod Subndr.i.uJrodhc Sclcdutrc
January 1-3'1,2024 February 2, 2024 (Friday)

March 4. 2024 (Monday)Februar-v 1-29, 202a
ADril 2, 202a (Tuesdev)M8rcI l-31, 2024

ADril l-30, 2024 Mav 3. 2024 (Fridav)

uler
t

l-31 2024
June 1 20u
J l -31 2024

2024
20?l

Sooftmber 3. 2024 fTuesdsv)Ausust l-31,2024
S€Dt€mbcr l-30, 2021 October 2, 2024 (WednEsdry)

Novernber 4. 2024 Mmdry)Octobrr 1-31,2024
Dec€mbs 3, 2024 (Tuesd8!)NoYernber I -30, 2024
Janury 3, 2025 (Fridrv)Decqnb(r l-31, 202
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3. tt is also expected that salary claim for newly hired and tleir succeeding claims shall
observe the following schedule below.

Sdiry Stt:tlub ef ruDuision S.ndub of rtL.s
1r Half of {l€
Month (l-15)

EY€ry l Tth working dry ofthe
morfh

2d Half of rho
Month (16-30)

Every' 2nd working day ofthe
rnomh

Every 5th working day ofthe month

Every 2&h rtorking day of tlre mo h

4. For srict compliance.
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Purok 6, Casisang Malaybalay Crtl
Telefax (088) 31,mo9.1
Emiil: malaybalay.ciS@deped.gov.ph e

2ltt@


