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1 MEMORANDUM OTROULAR

o : ’ ?@ ASSISTANT AnmuxngOR% HEADS OF SPECIAL

ROJBOTE, pgp,mmmm' AND STAFF HEADS, REGIONAL
" EROVINCTAL TRRIGATION ENGINEERS, IN-UHARGE
'FROJECTS, IRRIGATION SUFERINTENDENTS AND
AL gmmas 'CONGERNED :

§UﬁJEQTi

;q order tq make the MIS gprm No, 4 "PERSONNEL nEﬁBRTu

J ;gspoqgive to thg Purpose for vhich it is.intended, and to
a gcpgapg itg value to management, it is informed that said Form

is h qreby o f;eq emd penamed aa MIS Form No, 4 YREPORT OF LEAVES
3{32 AND' BALANGES," -The Form as modified
t

R Y )

A detpil’ information necgssary to iinpoinp the p;qblem
ution thereof,

QQQai} 4pformatiop 88 to the stetus of leave earned

"énjoyaq gnq pa}qpqqa thereof of all personnel in each reSponsi-
i

tg and gub-reaponsibility centers which are deemed necessary’
iq dgeisipn making apd ip the exercise of administrative funotions
of heads of yegpoqgibility apd gub—responsibillty centerﬁ, and

3 A complete record’ of leave for consultation service not

.only for §uperyisors ta ascertain the regularlty of the amount

of leave their gubordinate employees have applied for but also
to check the aceuracy of the computation of the leave balancea

of ali’ ?erSanel in cases of doubt thus, 2 basis for reconcil-

liatiop if found erronedus,

Ag 8 mgtgqr of procgdure, the Chief, Administrative Department
end the heads of each responsibility and aub-responsibility ’
pep&erﬁ ahall mgiqtaip a systéematic subsidiary record wherein

‘dgily gbsepges ipcprreq by. each employee 1ncluding earned leave

and balaqcea are reflected which will serve as a source docyment
in thq preparation of the report, ‘The VREPORT OF LEAVES OF ABSENGE;
EARNED, ENJOYED AND BALANCESN shall be accomplished in sufficient

: cqpieg py all respensibility and sub-responsibility centers and

shall be’ sqpmitteq 15 days after each semester in accordance with
the in trpqt;opg sbqwq in the attached HIS Form No. L as modified,
_ mgﬂmu and BN,

411 pthqf Formg and issuances inconsistent herewith are heréby
modi£} 24’ anq gppevsgded gecordingly.

This shall take effect immediately, the first report to be
pubmit}ed sngll be the Samester ending December 31, 197L,

Sprict compliance herewith is enjoined.
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LAST SEMESTER

‘l'he Smngat 21 End'l&
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MEST

»

-
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BALANCE

OF LEAVE

EARNED LEAVE

TOTAL

LEAVE

EARN-E

- ENJO Y EDS

BALANCE OF LZAVE

- |'AVE. LEAVE.

ENJOYED PER: V
RESPONSIBI~ . ;
LITY CEN’ER:‘"'.

ZRING DIVISION
Jlano, 'B. Jose
.olome,. A.. Pablo:

¢

t, L. Carlos

|- Vacation: o

25-0-C0

30-0-00

30-5-00

4 . Vacati

.- Sick:

Vacations-

c Sick. -

. |=Vacation.

— -Sick-.

:Vaction

Sick

Vac.

<..Sick -

- 25-0-00

20-5-00

7-4~CO |
. 7-4600|

I=4=00| _7=4-00.)

{UB-TOTAL.

2,880-0-00 [

(120-0-00

764,00
7-4-00
_37=4-00"
B600-0-00

38-1-00 |
32400 .

28=1-00"
2 32-4-00"_

“:0-00
$c3=0-C0¥

ey
N

| 37-400

1600 |

- 20200 |
. 4=0-CO |

3060}

*-31-1-00
29-4-00

26-1-00
28-4,-00

34-4~00

385,-0-00.

398—u—00

3 »216-0-00

3. »162-0-00

L.COJ.

IONS. DIVISION
:0,. Fo LImcio: -
;08,. S. Miguel. -

-y e

som, D. Rita.
SUB-TOTAL

a
ES

OTAL

iER DIV/UNITS) -

5=0-00 |

1-0-00

éz—a-oo
* 6-2-00

808-0-C0

- 1i31+10-0-00.

Juﬁiﬁm

86-6-00
43-4—C0

64~T-00

| 3,,380-0-00
5 3 79h~4=00. .|

5.00

4.80

1,616-0-00
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Chief,.

IMPORTANT :: Instructions: at. the:back:

Administrative Division

- ———— -

SUBMITTED BY:

Regional Irrigatiom Engineer-
L




