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FROil: CEERRY RETES
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DATE: Day2t,2024

SIIBJECT: DISSEilITATIOI| OF THE PR(rcESSIf,c Of. LEAVE OF ABSEIICE,
SERVICE RECORD, ArtD SERVrcE CRtrrrTS CLTUU Ir TrrE
SECOTDARY sCH(X)IS OF THIS DIVISIOT

I. In view of tJle positive results achieved by tJle Elementary Schools in
handling the processing of leave of absence, Service Record, and Service
Credits claims, this Division will also disseminate tJee processing of these
transactions to tJle Secondary Schools.

2. T\e Secondary Schools shall designate one (1) representative to attend a
comprehensive training session aimed at equipping them with the
necessary skills to process the aforementioned transactions.

3. As prepa.ration for this transition, there will be a cutofr date on May 31,
2024, lor receiving these transactions. Efrective June 1, 2024, the Division
Office will no longer accept the aforementioned transactions.

4. Further instructions regarding the training schedule will be provided in due
course. Kindly wait for future announcements.

Thank you for your cooperation.
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