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SUBMISSION OF DAILY TIME RECORD (DTR)

In compliance with, Section 5, Rule XVII of the Omnibus Rules Implementing Book
V of EO 292, Presidential Decree No. 1445 or (the Government Code of the Philippines)
please be advised that claims against government funds will only be approved upon
submission of complete documentation. Furthermore, in accordance with COA Circular No.
2012-001 dated June 14, 2012, all necessary documentary requirements must be provided

to support the payment of salaries and wages. Any breach of these rules and regulations
cannot be countenanced.

In this regard, we kindly remind all employees to ensure the timely and regular
submission of their Daily Time Record (DTR), along with the required attachments and
correct signatories every first Wednesday of the succeeding month.

For any queries and clarifications, you may contact the Division Personnel Office.
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