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Division Memorandum 
No. O s. 2021 

To: Assistant Schools Division Superintendent 
Chief Education Program Supervisor CID 
Chief Education Program Supervisor - SGOD 

Section Heads 
Secondary & Elementary School Heads 
All Others Concerned 
This Division 

EDILBERfo L. OPLENARIA, CESO V 

Schools Division Superintendent/ 
From 

Date: January 29, 2021 

Subject: DIVISION ORIENTATION FOR NEWLY HIRED NON 
TEACHING PERSONNEL 

. This Office through the Human Resource Development Section will conduct an Orientation 
for the Newly Hired Administrative Assistants II and II on February 4, 2021, 8:00 AM at 
the Division Office Conference Hal. 

2. This orientation aims to acquaint/introduce them to: 
2.1 Department of Education mandates and thrusts, 
2.2 roles, rights, responsibilities and accountabilities attached to the position; 
2.3 RA 11032 (Ease of Doing Business), and 
2.4 personnel benefits and employee's welfare 

3 Attached is the list of participants and training matrix for your reference 

4. Participants are obliged to wear face mask and face shield and observe the health protocols 

and guidelines set by the Inter Agency Task Force (IATF). 

S. Immediate dissemination of and compliance with this Memorandum is highly enjoined 

#GO100 Managememi DOD 
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ORIENTATION FOR NEWLY HIRED NON-TEACHING PERSONNEL (ADAS I & m) 
February 4, 2021 

Training Workshop Matrix 

TIME ACTIVITIES RESOURCE PERSON 

8:00-8:15 AM Attendance Secretariat 

8:15 9:30 AM Ease of Doing Business (EODB) Armando B. Pasok 
Administratve Officer V 

9:30 10:00 AM Salaries, Wages & Benefits Warnie B. Edrea 
& Administratve Officer IV 

Computation of Tardiness & 
Undertime Alice B. Baricuatro 

ADA VI 
10:00 AM-11:00 AM Financial Management Overview 

Torr Aurelio M. Ardon, CPA 
Accountant lII Bookkeepers Roles and Functions 

11:00 12:00 NN Disbursing Officers Roles and 
Functions 

Mariam A. Mapandi 
AO IV (Cashier) Importance of Cash Book& 

Preparation and Disbursement 
Procedures through Bank Advice 

and Check Issued 
12:00 1:00 PM Lunch Break 

1:00 AM-2:00 PM Procedural Guidelines on the Leah A. Aleria-Pina 
Management of Cash Advances for 

School Maintenance and other 
ADAS-II 

Operating Expenses and Program 
Funds of Non-Implementing UnitsS 

pursuant to COA, DBM And DepEd 

Joint Circular No. 2019-1 
BIR Withholding Tax Computation 

and List of Monthly Alphalist of 
Payees (MAP) 

2:00 PM-3:00 PM 
Glaiza H. Balatero 

ADAS II 

Division& School Monthly, Quarterly 
and Annual Financial Reporting 

3:00 PM4:00 PM 
Rizzel D. Mamac 

ADAS I 

4:00 PM-5:00 PM Open Forum/Queries/ 
Mentoring 
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