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To:

December 15, 2023

REGIONAL ORDER
No. 0O5 , s.2023

Schools Division Superintendents
Assistant Schools Division Superintendents
Administrative Officer V-Admin Section
Administrative Offi ce IVl HR
Payroll In-Charge
All Concerned
This Region

1. The Department of Education, Caraga Region in its thrust to bring closer its
services to the teachers and employees, will be downloading the payroll
preparation to the Schools Division Offrces effective January 7,2023. However,
to ensure that the hard-earned salaries and benelits of teachers and employees
will be accurately computed and timely prepared and released, the following
parameters through this policy guidelines must be complied with and observed
by the SDOs, to wit:

a. As a general rule, payroll computation and preparation must be haldled
by the personnel occupying the item (Administrative Offrcer II), an item
specifically created for that purpose. That personnel must be a person with
proven competence, integrity and probity to handle the payroll system, to
safeguard that teacher and employee's salaries and benefits are free from
misrepresentation, miscalculations and fraud, promoting transparency in
the process. No person shal1 be assigned to handle the Division Payroll
System, if such personnel, despite occupying the AO II item, has derogatory
records, such as conviction of an administrative and/or criminal case, or
has a pending civil, administrative or criminal case;
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POLICY GUIDELINES ON PAYROLL PREPARATION DOWNLOADING TO SDO'S

b. Payroll, being considered as the bread and butter of each DepEd personnel,
Schools Division Superintendents shall ensure that proper checks and
balance in the payroll operation shall be observed. To avoid grave abuse of
discretion, the Division PaSrroll Services Unit (DPS}U) shall be lodged at the
Division Personnel Unit, subject to the close monitoring and supervision of
the Administrative Offrcer V for Admin in the Schools Division level. All
payroll inclusion, remittance reports, vouchers and other reports
pertaining to payroll shall be prepared by the payroll in-charge to be
countersigned by the HRMo/Administrative Oflicer IV and signed by the
AO V for Admin before the same may be fonrarded to the SDS for approval;



c. The Regional Payroll Services Unit under the Administrative Services
Division shall continue to monitor the compliance of the DPSU's to existing
rules and regulations and may recommend disciplinary action if in the
course of its monitoring, it is found that connivance, fraudulent schemes
and other irregularities is committed to manipulate the payroll system to
the prejudice of the teachers and employees;

d. Verification of loans shall be applied without discrimination and must not
be used as a tool to gain advantage, favoritism and inlluerrce over teachers
and employees. Verifiers must maintain and observe tl e con-fidentiality of
loan applicant's personal information and must not disclose tiis
information or s€nsitive personal information to any third person. No
HRMO or any other personnel shall be designated as loan verifers, excelrt
those who are incumbent to the item created as verifiers or Administrative
Assistant II/III. Verifiers must not use .ury information to humiliate,
discriminate and degrade a loan applicant by reason that he/she has a
minirnal net take home pay of only PhpS,OOO.OO;

e. SDOs must fully utjlize tlle items created for the Schools Division Offices
pursuant to DepE<l Memorandum OUFDA-2O19-0O5 dated January 31,
2O19 entitled Deployment and Fi[ing up of the 5,264 Newly Created
Administrative Assistant II and Itr where all SDOs were allocated with 6ve
(5) items to handle the Division Pa5rroll Unit, as follows:

2 item
positions

Payroll

I item
position

Automatic Pa5rroll Muction System
Verifiers

2 itern
positions

AAO and Electronic Remittance File
Handler

f. A report on the deplo5rment and utilization of this items will be required to
avoid misfit in the payroll and to align all position title and
stafing complement in accordance with their respective Job Description
and Key Result Areas (KRAs).

2. T'}l.e Regional Payroll Services Unit in the Region will requAe submission of the
following monthly reports from the DPSU payroll and verifier in charge:

a. Masterfile;
b. Pay_file;
c. Excluded;
d. Included;
e. Dedfile;
f. List of newly hired with appointment date arld date of inclusion in the
system

(Step Increment, Promotion, etc. ternplate provided); and
g.For verifcation (No. of loan applications and No. of [.oan

applications disapproved).

3. Schools Division Superintendents are hereby directed to closely monitor
t.Ile pa5rroll operation in their respective Schools Division Offrces to avoid
commission of highly irregular practices tJlat may result of depriving our
teachers and employees of their salaries and benefits.
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4. Immediate and widest disscmination of tleis Memorandum is desired.

MARIA IITESI

Director III
Officer ln-Charge

OIIice of the Regional Direcl6r

o
Reference: DepEd Memorandum OfTFDA-2O 19-OO5 dated Januar5r 3l,2Ol9
Allotment: NONE

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

MEMORANDI,'U OFFICIAIS PAYROIT

AsD/jbr
t2/ lsl2023

SAI.ARY

tl,[E
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lnclolur€ No. 1 to tho Reglonal tl.mo.lndum No, 

- 
s. 2023

PREPARED BY:

Plyroll lnchorgo

(:ARA(;A Rt:r;l()N

DIVISION PAYROLL SERVICES UNIT
Dlvblon or_

LIST OF NEWLY INCLUOED PERSONNEL

FORTHE ONTH OF 

-

NOTED:

AOV - Admin

Notei CounterBign by the HRMO

NO. STATION EMPLOYEE NUMBER NAME (LAST POSITION TITLE BASIC APPOINTMENT OATE REMARKS
1

2

3
4
5
6
7
I
I
10

-

I-I

---

-

-

--
--
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-
-
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lnclolu.r No. 2 to tho Roglonal l$omorandum No. _, E. 2023

PREPARED BY

Deportment of @Duration
(lAlr.A(;,\ til (;l( )\

DIVISION PAYROLL SERVICES UNIT
DlYlrlon of

NOTED

AOV - Admin

Noter Countersign by ths HRMO

POSITION TITLE, SALARY GRADE, ANO STEP INCREIENT BASIC SALARY

FROMNAME (LAST
NA]IIE , FIRST NAiIE, MI) POSITION

TITLE
SALARY
GRADE

NO.
STATION

CODE
EMPLOYEE

NUIIBER
STEP

POStTION
TITLE

SALARY
GRADE

STEP
TO

REMARK/S

I
2

3

1

5

I
7

8

9

10

11

I-I-I-IEIIIII-ITI-IIIE

III-EIII

-II--III-II-I-II-TIII-IT-II-IIII-II--III-IT-I-II--I-IIII
I-IIIIII

--IIITII
I-IIIIII

Payroll lnchargo

LIST OF NEWLY PROMOTED PERSONNEL OUE TO PRO OTION
FOR THE ONTH OF

TO

FROM
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Dcpartment of €trucation
CARA(;A Rt(iION

OIVISION PAYROLL SERVICES UNIT
Dlvlrlor ot

LIST OF NEWLY PRO OTED PERSONI{EL DUE TO STEP I'{CRE ENT
FOR II{€ ONTH OF

lnclolure No. 3 to ths Roglonal l{omorsndum No. _, 3. 2023

PREPARED BY:

Payroll lncharge

NOTED:

AOV - Admin

Notc: Countsrsign by thc HRMO

STEP INCEREMENR AND BASIC SAIARY

PREVIOUS CURRENTNO.
STATION

CODE

EMPTOYEE

NUMBER

NAME
(LAST NAME , FIRST NAME,

Mtl
POSITION TITI.E

STEP BASIC STEP BASIC

REMARKS

1
2
3
4
5
6
7
8
9
10

--
--
--

I-I-

--
--

I-T-I-

IIIIIIIIIII-IIIIII-IIT-IIII-II-I
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Eepartment of €tutation

lhcloour! No. a to tho Reglonal ornoEndum No. 

-..2023

PREPARED BY:

Payrcll lncharge

(:ARA(;A Rl (ilON

DIVISION PAYROLL SERVICES UNIT
Division of _

LISI OF NEU'I-Y NAI'E CHANOE PERSONNEL

FOR THE UONTH OF 

-

NOTED

AOV - Admin

Nob: Cofite.sign by flc HRMO

NO
STATION COOE

EIIPLOYEE NU.,BER
OLO NAME

(LAST NATIIE , FIRST NAME. MD

NEIY NA E
(LAST NAirE , FIR3T NAtrlE, MU

RETi{ARKS

1

2

4

6

7

I
I
10

-
-
-
-
-

T

-

-

--

TI

-
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Department of €buution
(:ARA(iA R[(;lON

DIVISION PAYROLL SERVICES UNIT
Division of

LIST OF NEWLY TRANSFERED PERSOINEL
FOR THE ONTH OF 

-

lncloruro No. 5 to the Roglonll Hghor.ndum No. 

- 
r. 2023

PREPARED BY:

PayrolllnchargE

NOTEOT

AOV - Admln

NoLr Coifitc,8iqn by fE HRMO

STATIONNO. STANON
cooE

EI PLOYEE NUI'BER NA E (L/lsT
N E , FtRSl ir flE, fl) PREVIOUS CURRENT

REMARKS

I
2

1
5

6

7
I
I
't0

-

-

-

IIII

I-I-

r-I-
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Eepartment of €butation
(:ARA(iA R[(il()N

DIVISION PAYROLL SERVICES UNIT
Olvl.lon ol-

lnclo.urB No. 6 to t r. Reglon.l Momorandum No, 

- 
.. 2023

PREPARED BY]

Payrcll lnchsrge

NOTED

AOV - Admin

Noter Countersign by tfrs HRMO

STATION EMPLOYEE NUMBER NAME (LAST NAME , FIRST NAIIIE, MI} STATION NAMENO. POSITION TITLE REMARK,/g

1

3

1

5

6

1

I
I
10

I-
I-I-I-
I-
II
II

LIST OF OELETEO PERSONNEL

FOR THE mONtH OF _
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lncloruro No. 7 to tho Raglonrl liemorandum No. _, !. 2023

Eepartmrnt of €Duration
( ,,1R^r ;A lt t (; l( ) !

DIVISION PAYROLL SERVICES UNIT
Division of

LIST OF ]TIANUALLY ADDED DEDUCTION

NOTEO:

AOV - Admin

Notei Counterilgn by the HRMO

t{o.
STATION

CODE
EiIPLOYEE

NUUBER/BP NUTIBER
AMOUNTNAME (LAST NA E , FIRST i{AME, t'U OEDUCTION CODE OEOUCTION NAME RE ARKS

1

2

3

4

5

6

7

I
9
't0

IIIIIII

-

II

-

-

PREPARED BY:

Payrolllncharge

FOR THE ONTH OF

I
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Deportment of €bucation
(:ARA(;A Rt(il()N

DIVISION PAYROLL SERVICES UN]T
Oivbion of _

LIST OF LAST PAY ENT ISSUED

FOR THE TONTH OF 

-

lncloau.s No. 8 to the Regionrl ttlomoEndum No. J a. 2{)23

PREPARED BY:

Payroll lncharye

NOTED

AOV - Ad n

tlotc: Cannt rsitn by thc HRMO

ro. STANON
CODE

E PLOYEE NUIIiBER
MIE (LAST

NA E, FIRSTNAflE, MI)
DATE OF

FILUI{G
EFFECTIVITY OATE

OF RETIREI'EII
RE ARKS

1

2

3

4
5

6

7

8

9

t0

IIIIII

I- ---

I-I

-

I-

---

-

I-II-I-
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lnclosui. No. 0 to the Region.l emoEndum No. 

-..2023

PREPARED BY

Payrolllncha8€

Department of €Duration
cARA(iA Rf (;tON

DIVISION PAYROLL SERVICES UNIT
Division of _

UsT OF T$ANUALLY DELETEO OEOUCTION
FOR THE ONTII OF 

-

NOTED

AOV - Admln

Not.: Count.rslgn by th. HRMO

OEOUCTION
NAME

AI{OUNT REMARKSNO.
STATION

cooE
ETIPLOYEE

NUITBER/BP Number
NAttIE LAST NAME , FIRST

NAME, MI)
DEDUCTION

cooE
1

z
3
4

6

U

9
10
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REASON FOR OELETION


