
Republic of the fibilippineo 

Department of eburation 
NATIONAL CAl'ITAL REGION 

SCHOOLS DIVISION OFFICE OF MUN I IN LUPA CI FY 

Office of the Schools Division 
Superintendent 
	

FEB 2.  2025 
MEMORANDUM 

REITERATION OF DIVISION MEMORANDUM NO. 172, S. 2023 
"SUBMISSION OF UPDATED LEAVE CARD AND SERVICE RECORD" 

To: 	OIC-Assistant Schools Division Superintendent 
Chief Education Supervisor, Curriculum Implementation Division 
Chief Education Supervisor, School Governance and Operations Division 
Public Elementary and Secondary School Heads 
Administrative Officer V 
All Others Concerned 

1. This Office reiterates the Division Memorandum No. 172, s. 2023, titled, 
Submission of Updated Leave Card and Service Record, to ensure the accuracy of 
records and compliance with CSC Rules on Leave, as well as the timely recording of 
Application for Leave (Form 6) submitted to this Office for signature and approval. 

2. In view hereof, the School Administrative Officer and HR-in-Charge are 
advised to upload the updated Leave Card and Service Record to this link: 
https://tinvurl.com/SDOMunt-LeaveCard,  not later than March 5, 2025. 

3. Attached are Annex A: Template for Leave Card, and Annex B: Template for 
Service Record. 

4. Strict compliance to this Memorandum is desired. 

	

L 	GONZALES 
Assistant Sc ools Division Superintendent 

Officer-in-Charge 
Office of the Schools Division Superintendent 

Enclosure: as stated 
References: Division Memorandum 2023-172 
To be indicated in the Perpetual Index under the following subjects: 

DATA 	LEAVE 	 TEACHERS 	RECORD 
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	/February 19, 2025 
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lepablic at the VIplipputel 

Department of ebutation 
National Capital Region 

Schools Division Office — Muntinlupa City 
Office of the Schools Division 

Superintendent 

M AY 2 9 2023 
MEMORANDUM 

SUBMISSION OF UPDATED LEAVE CARD AND SERVICE RECORD 

To: 	OIC-Assistant Schools Division Superintendent 
Chief Education Supervisor, Curriculum Implementation Division 
Chief Education Supervisor, School Governance and Operations Division 
Public Elementary and Secondary School Heads/ OlCs 
Administrative Officer V 
All Others Concerned 

1. To ensure the correctness of records, and to comply with CSC Rules on Leave and timely 
recording of Application for Leave (Form 6) submitted to this Office for approval, all School 
Administrative Officers II are requested to submit the soft copy of Employees' Leave Cards and 
Service Records not later than June 30, 2023. 

2. In view hereof, the School AOs and HR-in charge are advised to upload the updated Leave 
Card and Service Record to this link: https:/ /tioyurl.comiSDOMuot LeaveCard. 

3. Attached are Annex A: Template for Leave Card, and Annex B: Template for Service Record. 

4. Immediate compliance with this Memorandum is desired. 

.r• 

CESO V 
Schools Division Superintendent 

Enclosure: none 
References: Omnibus Rules on Leave 

To be indicated in the Perpetual Index under the following subjects: 

DATA 	LEAVE 	TEACHERS 	RECORD 

HR-1Y/ Submission of Updated Leave Card and Service Record 
72JMay 19, 2023 

UN-2023-172 

Student Center for Life Skills Bldg., Centennial Ave., 

Brgy. Tunasan, Muntinlupa City 

tog, (02) 8829 - 2308, (02) 8478 - 2846 

sdo.muntinlupa@gmail.com  
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Department of Ecluesmon 
National Capital Region 

SCHOOLS DIVISION OFFICE 
City of Mostiships 

4501031.2015 
CNANYS 

SCHOOL NAME 
SCHOOL ADDRESS 

EMPLOYEE'S LEAVE CARD 

CIVIL STATUS' 
ENTRANCE TO 
DUTY 
War 

(ISIS POLICY NO 

11N NO 

NATIONAL REFTINAC ARM.. 

P111160D PARTICULANS 

VACATION GSAVIL NICE LEAVE 

KAMM...1 
ABSENCE 

OSPERTIMF. 
W/ PAY 

RAIANCI-. 
AMERCE 

; NDERTIME 
W /0 PAY 

KARNEU 
ANNENCE 

UNDERTIAM,  
W / PAY 

BALANCE. 
ABSENCE 

s Nownmy. 
5 if/ PAY 

=SAW 

- 	 — 

This ix to certify that as per records of this Offine the above mentioned name has 
	 VACATION LEAVE CREDITS 	

SICK LKAVE CREDITS 

Prepared by: 

Certified Correct:  

Admonstrattve Officer II 
Principal IV 



Department of Education 
National Capital Region 

SCHOOLS DIVISION OFFICE 
City of Muntinlupa 

 

SCHOOL 
LOGO 

SCHOOL NAME 
SCHOOL ADDRESS 

SERVICE RECORD 
(To be accomplished by the Employer) 

Employee No.: 

BP No.: 

 

ISO 9001:2015 
Certified 

 

Name: 

 

(if married woman 

 

(Surname) 	 (Name) 	 (Middle Name) 	 give the maiden name) 

Birth: 

  

(Date herein should be checked from the 
birth or baptismal certificate or other 
reliable documents) 

 

Date Place (town tiv province) 

This is to certify that the employee name above actually rendered service in this Office as shown by the service record below 
each line of which is supported by appointment and other papers actually issued by this Office and approved by the authorities 
concerned. 

From To Designation 
Record of Appointment 

Office 

Branch Remarks Entity 

Status Salary Division 

ex*x*A"ex*x*N*Ic'es*x•ex*x"ex`reen'ex"x`x*x*x*x`x•ex`x*x`elex*reeex*x*pen 

ISSUED UPON REQUEST OF THE TEACHER CONCERNED FOR RECORD PURPOSES. 

C 	E 	R 	T 	IF 	IC 	A 	T 	ION 

This is to certify that as per records in this Office, the above mentioned name did no: 

incur leave of absence without pay since October 6, 2017 up to present. 

Issued in compliance until Executive Order No. 5.1 dated August 10, 1954 and in acrordance wah Circular No. 58 dated August 10,7954 of the system. 

Prepared by: 

  

For and by the authority of the 

Schools Division Superintendent: 

 

School Head NOEMI A. VALDEZ 

Administrative Officer V 

   

Date: 	 March 28, 2023 
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