f:othe Future, El Salvador:

Bignatuce

From: AGUSTINES £. CEPE, Ph.D., CESO V1 ¢

Schools Division Superintendent |

Subject: Reiteration on the Filing and Submission of CSC Form G—Applicaﬁnn for
Leave of Absence
Date: April 03, 2018

1. Ithasbeen observed that there are still schools who submit their employees’ Applications
for Leave of Absence together with their school’s Monthly Report of Absencefs and
Under time (MRAU]. This is to remind all employees to foliow what was stipulated in
Division Memaorandum 74, 5. 2018 proper filing and submission of CSC Form G-Appiicotion
jor Leave of Absence.

2. All are required to use the prescribed form sent to their DepED Email. School Heads may
also reguest a copy from the Personnel Office.

3. Effective April 10, 2018, all Applications for Leave which do not conform to the prescribed
form and date shall be acted as follows:

E!ssue)’ﬂmwcem Acnnnunhppllmhnnfnrlmenfnhﬁeme '

| Late ﬁl:Hg_ and/or submission of | ' Leave shall be considered as Leave Without Payr
Application for Leave (CSC Form 6) 1 {LWOP); Hence, corresponding deduction/s shall _

be made from the salary
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Not fultuvnngﬂ!e presmhed form Retumed immediately without action
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4. For information, guidance and strict compliance.

=l 0BE) 5550475 | Email elsalvadorcityi@deped.govph | Address: Zone 2, Poblacion, El Salvador City




