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jJBepartment of ~butation 
SOCCSKSARGEN REGION 

SCHOOLS DIVISION OF SOlITH COTABATO 

DIVISION MEMORANDUM 
OSDS NC) 7 1s, 2024 

23 Apr 2024 

SET OF REQUIREMENTS UPDATING FOR SALARY INTEGRATION DUE TO 
LENGTH OF SERVICE AND PROMOTION 

To: Public Schools District Supervisors/Principals In-Charge 
D-.i-.'h.1;,... Dl,o,rv,.c.,,....-.+n- 7 ,-.,.....,,,..1 Q,a,...,...,..,...,-1,,.,..... T Q,...h,...,...,1 TJo,,,...,-l..,. 
J. \..i.UJ...l i..,J.L .L1J..V..L.l~J CLLJ..U UV'L,VJ..l.Uct.J...) UVJ...1.VVJ.. .1..1.VGL\...&..J 

All Others Concerned 

1. Pursuant to COA Circular No. 2023-004 on the Prescribing the updated 
Documentary requirements for Common Government Transactions, dated 
June 14, 2023, t.lie follovving are the new set of requirements for salary 
integration: 

a) For Length of Service: 
• 1 copy of Certification 
• 1 copy of Notice of Salary Increment (NoSI) 

1 _1,._ __ .._ __ ...., _____ ..... .C-1 ..... +- ....... +- ............................... ..J .,.. ____ ;_...__ .... ,_,...._ 
-'- i'HULUl.,Ui'J Ul .i.cl.LC.'.:>L cl.LLC.'.:>LCU cl.!'!'V.I.HUllCHL 

• 1 photocopy of assignment order/ certification of assumption to duty 
(Hired 2015-present only) 

• 1 copy of updated Service Record 

b) For Promotion: 
• 1 copy of Certification 
• 1 copy of Notice of Salary Adjustment (NoSA) 
• 1 photocopy of latest attested appointment 
• 1 photocopy of certification of assumption to duty 

2. .Personnel concerned are advised to refer to the enclosures for the new 
template of certification. 

Enclosure 1 - Certification for Promotion 
Enclosure 2 - Certification for Step Increment (with incurred more than 
three (3) months of leave with or without pay) 
Enclosure 3 - Certification for Step Tncrement (with incurred not more than 
three (3) months of leave with or without pay) 
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3. 1 ne ;:,cnoo11 ~1us • erea f\an11111su-ative urncers 11 snail process and submit 
directly the evaluated documents to the Personnel Section two (2) months before 
t11e effective date of step increment. 

4. Anent this, School/ Clustered Administrative Officers shall process and 
submit all the backlog documents for salary integration until May 15, 2024. 

5. The release of the benefits of teachers depends on the date of submission. 

6. Immediate dissemination of this Memorandum is directed . 

Encl.: As stated 
Reference: COA Circular No. 2023-00 
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under the following subjects: 

BENEFITS REQUIREMENTS 

. BALALA, CESO V Ir 
on Superintendent 

SJDR/DM- set of requirements updating for salary integration due to length of 
service and promotion 

Dv~ED 
MATATAG 
--- ----- - 8AGONG PIUPINAS 

Address: Alunan Avenue, t(oronadal City, South Cotabato 9506 
Telephone Number: (083) 228-3801 
Email Add;ess: south.cotabato@deped.gov.ph. 
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Endosure i to Division Memorandum OSDS f;-7 1 s.2024 
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CERTIFICATION 

Tius is to certify !hnt thia office will pay the salary differential of employee of DepEd Schools Divwon of South Cotabe.to in 

,-h,.. ..,.,..,,.,.'°"'1"""'"f;.., g: ~,-;M Th•1r.. :-hi~ ,.,Jfi ,..,,. ,,:rr,, 1lrl lik• ,..1., " .,n r •rruu1t (,. ,. ,-r.-1-u:f-r ,..f pt111,t \nn _.._.i,. r,f th i" """'f"loY-"• rm m hi.- / \,.,• r r,,....~,.,, ,. 

&tation code to a new sta tion code, if necei1sary. 

::c. o1v wr coug 
Cod fnMat l NfM 

I 
D at e of 

Effcetl'f'Jty 

XXXX:X:XXXXXXXX C L O S E D XXX>CO...'XXXXXXXX 

Ps~ S:::'~ 
"°I.,. ""I !IT 

i I 
TIU1:1 <.:e11.ilictt.liuu itt i»t:iue<l fur tlu, puq,uti1t: of inlegns.Uus lbe NOTICE OF SALAR.Y ADJUBTME!IT (lfOSA) uf tht: listal 

employees in the regular payroll for the month of 

De ED 
MATATAG = .. = M.AOO#O~ 

, 2024. ------------

CERTIFIED, 

IS.lca.atv.u Over Pril.tlhd Ira.me) 
AdmJruatradwOff'ker D 

Set·v:lces duly l"Mldenict · 

AJlLEn L , ALB'ClllA 
Mnlfnl.suatm Offltu' IV 

""-

AdrtmR3: Alw1an A°"'nmtt i, Kormmdul City, Smith Colubnlo 9!",Qfi 
Tc!~;:,~onc Number : (083.) .:!28 3801 
Emad Address : ~:,-1lh ootnhalo@dcped.tJ0Vl)h 

D~ ED 
Address: Alunan Avenue, Koronadal City, South Cotabato 9506 
Telephone Number: (083) 228-3801 
Ema il Address: south .cotabato@deped .gov.ph. 

MATATAG 
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l\tpublit of tbt ~bilippines 

JQepartment of ~butation 
SOCCSKSARGEN REGION 

SCHOOLS DIVISION OF SOUTH COTABATO 

Enclosure 2 to Division Memorandum OSDS i-8 7, 1,.2024 
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This is to certily that this ollice will pay the salary d1llerential ol employee of DepEd Dl\•is1on ol South 
Cotnbato in the corresponding periods: 

Et».plopee lb.ma 90 

XXXXXXXXXX C L O S E O XXXXXXXXXX 

This is to certify further that the name mentioned above has incurred more than three (3) months of leave 
both with and without pay. With this, based on CSC and DBM Joint Circular No. 1, s. 2012, the grant of step 
i:-~c:-::m::nt tc hL--r../h..4:r !;h311 b:: r!::fe:-:-::d ccn:=.p~<lir.g tc the p::ric d c f :;uch s..b!.::::::::.c::/ -:1.cnp::rfcrrn.3.r..c:: cf ::..ctuz.l 
duties and responsibilities of his/ h er position to complete the service and performance raticg requirements. 

This certification is issued fo1· the purpose of integrating the NOTICE OF STEP INCREMENT (NOSQ 
of the listed employees in the regular payroll for the month of _________ , 2024. 

De~ED 
MATA.TAG = " = MCO#O_,n..--.... 

BAGONG PIUPINAS 

Prepared, Checked Wld Verified by: 

(Si&oatw-e 0.er Printed Name) 

Administnuive Officer II 

ARLENE L Al.BONA 
Ad.ministrathie Officer IV 

Personnel 

Address: Alunan Avenue. Koronadal City, South Cotabalo 9506 
Tc!ophorm !'!umbar: {083) 223 3801 
EmaH Address : south cotabato@deped.qov.ph. 

Address: Alunan Avenue , Koronadal City, South Cotabato 9506 
lelephone Number: (08~) :l:l8-~8U1 
Email Address: south .cotabato@deped .gov.ph. 
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Endusure 3 tu Division Memorandum OSDS i 

De~ED 
MATATAG 

..;q,u&ite tJ( ~ :pfJU!fftntJ 
1'1<1•1rtll\tnt l1f ~umion 

SOCCSKSARGEN REGION 

"''r."rllll"\TT.'ITr, A ,W,.Y"""'ll.'T 
"'.C.,.R, .L ....... .L '-'ft. .L .L..., ..... 

'Tli.iM i. lo cerLify tlud Lhiis uffit.:e will tJKY llu, xl!Uttry Jitr~enlittl uf etuvlo)'CC or Ikp&l Division or Soulh 
Cotabato in the corres ponding penods: 

Date ol 
Effectivity 

XXXXXXXXXX C LO S E D XXXXXX)O()(X 

,. ... 
Cod• 

'l'hi t': ir. to r.f'\rtif~.t furth,:r th.At th11 nAml'l mfl!ntir.nfl!ci :.i00vfl! hBI'\ nnt 1nr-u~n mor11 thAn thr11fll l ::ll mnnthr. of 

leave with or without pay based on CSC and DBM Joint Circular No. 1, a. 2012. 

Thi!) ?ert!!i~e.ti.c-n l!: !.~~uerl. fo r t!!e j:"'...::-pc-~e cf ir.te~ e..tin;; the ~O?'!Cg '0'~ S'!'!t-P !!!~!>EM~T (!!OS!} 
of the lis ted employees in the regular payroll for the month of __________ , 2024 . 

De~ ED 
MATATAG = .. = -ao--.r .. A.#1'......-

BAGONG PIUPINAS 

Prepared, Chocked end Verified by: 

CERTIFIED BY: 

f~~A•h•- nv.,.,. PNn .. •-1 N ,-w..,) 

Administrative Officer II 

ARLENE L. ALBUl'IA 
Adnllnis tro.tivc Officer IV 

Ft:,~ut.uu:l 

Address: Allman Avenue, Koronadol City, Sou~, Cotabalo 9506 
Tftl'l~OO"':" N1.!.rnt'o'?f · (C'R-1} ??A-AA01 

Email Address : suulh.col~lx1to@oopeu.uov.pl1. 

Address: Alunan Avenue, Koronadal City, South Cotabato 9506 
Telephone Number: (083) 228-3801 
Email Address: south .cotabato@deped.gov.ph. 


