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SCHOOLS DIVISION OF SIARGAO
.t:

Office of the Schools Division Superintendent JanuafJr 31,2025

DTVISIO$ MEMORANDUMNtsffi-3tl 2025

SUBMISSION OF DAILY TIME R.ECORD (DTIII OF ALL TEACHING AND NON-
TEACHING PERSONI{EL OF DEPED SIARGAO

To: AssistantSchoolsDivision Superintendent
liunctional Division Chiefs and Personnel (OSDS, CID, SGOD)
Elementary and Secondary School Heads
All concerned
'Ihis l)ivisron

1" Pursuant to MC O1, s. 2OL7z Reiteration of the Policy on Government
OfIice Hours; and the Administrative Offenses of Frequent Unauthorized
Absences (Habitual Absenteeism|; Tardiness in Reporting for Duty; and
Loafing from Duty during Regular Office Hours, issued by the Civil Senrice
Commission, you are hereby required to observe prompt submission of Daily
Time Record (DTR) every Stt, of the follotuing month. Otherwise, it would entail a
remark of "Nr; DTR" on your Form 7 andthe Division Payroll Sewices Unit (DPSU)
wili not process your salary for the cor:responding month. Thus, your salary will
be rut-off from the payroll.

2. A11 unclertime and absences reflected :n the DTR without supporting
document shali be deducted in your Leave Credits/Service Credits earned for the
concerned personnel.

3. All teaching and non-teaching personnel should register in the biometric"
Harrdwritten DTR will no longer be accepted effective Febnrary Lr 2025.In case
of Lrrometric malfunction and power outage, the manual logbook shall be used as
reference for ttre attendance.

4. For guir:lance and strict compliance.

O. CABERTE
Assistant Division Superintendent

Officer-in-Charge
Office of the Schoois Division Superintendent

Encl: None
Reference: As stated
To be indicated in the Perpetual Index under the following subjects
DTR PAYROLL SUBMISSION
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