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DIVISION MEMORANDUM

November 14, 2019
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REITERATIOI{ OF SUBMISSIO}I OF FORM {S {DaiU Time Record} oF rHE ScHooL HEADs

: AllSchool Heads

Pursuant to Memorandum Circular No. 3, s. 2016 of the second paragraph,

WHEREAS, Rule XVll of the Omnibus Rules lmplementing tsook V of Executive Order No.
292, s. 1997 (Omnibus Rules) states thateach head of the departmentor agency shall require all
officers and employees under him to stricfly observe the prescribed office hour through a daily time
record of attendance of all officials and employees under him. lncluding those serving in the field or
on the water, all School Heads are required to submit their Form 48/Daily Time Record in this office
using the generated report from the Biometrics every first week of the month effective immediately.

Failure to comply to submit Form 48 shall be ground for disciplinary action.

For information and strict compliance of all concerned.
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