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i@n Memorandum

CORRIGENDUM ON DIVISION MEMORANDUM NO. 04, S. 2025

Assistant Schools Division Superintendent

Chief Education Supervisors
School Heads/OIC of Public Elementary and Secondary Schools

1. To establish a systematic and unified process for the cancellatiqn and
rescheduling of approved leave of absences of persor}nel in the
Schools Division of Vigan, this Office issues this Corrigendum to

Division Memorandum No. 04, s. 2025.

The rescheduling and cancellation of approved leaves shall be

requested at least five (5) days before the original approved leave date.

This memorandum corrects the following processes and attachments

used in the rescheduling and cancellation of leaves:

Particulars

From

To

Approving

Leave

Authority for the
Cancellation and
Rescheduling of

Schools Division
Superintendent for
all positions

Schools Division
Superintendent for Chief,
Unit Heads, and School
Heads

Assistant Schools Division
Superintendent for
Teaching and Non-
Teaching

Attachment

of Leave

the rescheduling

Letter addressed to
SDS, Approved F6
with disapproval
remarks and
Memorandum/Travel
Orders /CA

for

Letter addressed to SDS
(Chief, Unit Heads, and
School Heads), Approved
F6, New Form 6 and
Memorandum/ Travel
Orders/CA and other
attachments (applicable)
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ﬁ Letter addressed to ASDS
(Teaching and Non-
Teaching), Approved F6,
New Form 6 and
Memorandum/ Travel
Orders/CA and other
A B  attachments (applicable)
Attachment for | Letter addressed to | Letter addressed to SDS
the Cancellation | SDS, Approved F6 | (Chief, Unit Heads, and
of Force Leave with disapproval | School Heads), Approved

remarks and | F6, copy of the scheduled

Memorandum/Travel | Force Leave certified by

Orders /CA the HRMO and
Memorandum/ Travel
Orders/CA and other

attachments (applicable)

Letter addressed to ASDS
(Teaching and Non-
Teaching), Approved F6,
copy of the scheduled
Force Leave certified by
the HRMO and
Memorandum/ Travel
Orders/CA and other
attachments (applicable) |

4. Employees are reminded to monitor the status of their request and to
ensure that the new or revised leave application is duly approved prior
to availing of the leave.

5. All other provisions of Division Memorandum No. 04, s. 2025 shall
remain in effect.

SCHUULS DIVISIUM ukrict’

6. Widest disseypigatigtCaf$iis ihemorandum is desired.
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Enclosure 1, Division Memorandum s. 2025

Process Flow for the Request for Disapproval/Cancellation
and Rescheduling of Leave

. I _
Concerned Personnel file — S:mpefdﬂ:‘-”cse';eift the ggt())n;t to tzivith
their application for leave otfice of the 5cho ecor
Head/Head of Unit for DTS

recommending approval

O
ﬁ

Forward to SDS (for Chief/Unit Heads) and ASDS for other Forward to Human

personnel/teachers and school heads < Resource Office
) for processing and
I recording
If approved forward to Records for releasing and filing J
O
( FOR RESCHEDULING AND CANCELLATION OF LEAVE J
O

Submit letter of rescheduling /cancellation addressed to
/cancellation addressed to SDS ASDS stating valid reasons with
stating valid reasons with comple complete attachments J

For Chief, Unit Heads and School For Teaching and Non-Teaching\
Heads Submit letter of rescheduling
te

il 4
"k )
Forward to SDO Records Section Forward to SDO Records Section
with DTS with DTS
L D
! s N
Forward to SDO Personnel Forward to SDO Personnel
Section for processing L Section for processing
4
o
Forward to ASDS Office for
approval L approval

4

_
Forward to Records Section for Fomf‘f;isti:‘ Rz:coord: se.r:,ttl]or:j for
releasing (copy furnished releasing (copy furnishe

concerned personnel
concerned personnel

( Forward to SDS Office for

Forward to HR for the Forward to HR for the
recording of the rescheduled recording of the rescheduled
/cancelled leave /cancelled leave
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DIVISION MEMORANDUM
No. , 8. 20285

ESTABLISHING THE PROCESS FLOW FOR THE
DISAPPROVAL/CANCELLATION AND RESCHEDULING OF LEAVE
APPLICATIONS

TO: Assistant Schools Division Superintendent
Chief Education Supervisor — CID and SGOD

School Heads of Public Elementary & Secondary Schools
All others concerned

1. Per Civil Service Commission Memorandum Circular No. 41, s. 1998 or the
Omnibus Rules on Leave, Scction 25 states that: “(a) The head of agency shall,
upon prior consultation with the employces, prepare a staggered scl'_lcdulc of
the mandatory five-day vacation leave of officials and employees, provided that
he may, in the exigency of the service, cancel any previously scheduled leave.”

2. Relative to this, this officc issues a detailed process flow on the disapproval/
cancellation and rescheduling of leave applications.

. The required attachments include: request letter, approved CS Form No. 6,
Revised 2020 (Application for Leave), and Travel Order/ Memorandum/
Certificate of Appearance if applicable.

. Other means of verification should be attached in case of rescheduling due to
attendance to seminars or other official business,

. Enclosed is a copy of the said process flow and list of requirements for specific
cases.

6. For information. guidance and strict compliance.

[SCHOOLS DIVISION OFFICE
DEPED VIGAN CITY
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Enclosure 1, Division Memorandum _4 ,8.2024

Process Flow for the Request for Disapproval/Cancellation

Concerned Personnel file
their application for leave

—>

and Rescheduling of Leave

Stamped received at the
office of the School
Head/Head of Unit for
recommending approval

Forward to SDS (for Chief/Unit Heads) and ASDS for other
personnel/teachers and school heads

ﬁ

\
Submit to the SDO
Record with DTS

A B J

U

Forward to Human

Rasource Office
for processing and

J recording

4

l .

If approved forward to Records for releasing
and filing

It disapproved due to exigency

4

For cancellation and rescheduling:
Submit letter of
cancellation/rescheduling address to
SDS stating valid reasons with
complete attachments

g

-
Forward to SDO Records Section
with DTS

~
4
~
Forwerd to SDS Office for T
approval
N —

g

-
Forward to Records Section for
releasing (copy furnished

of service
4
Return to concerned
personnel for filling out of
7.D.
4

concemed personnel

4

Forward to HR for the
recording of the cancelled
/rescheduled leave

Forward to SDS (for Chief/Unit Heads)
and ASDS for other personnel/teachers
and school heads for approval

J

Forward to Records Section for
releasing (copy furnished concemed
personnel)

4

Forward to HR for the recording ot
disapproved leave




Enclosure 2, Division Memorandum __L s. 2024

For Rescheduling of Leave:

1. Letter of rescheduling
2. Approved F6 with disapproval remarks
3. Memorandum/ Travel Orders/ CA( if applicable)

For Cancellation of Leave:

1. Letter of cancellation

2. Approved FO
3. Memorandum/ Travel Orders/CA (if applicable)
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