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IMPLEMENTATION OF CERTIFICATE OF COC EARNED  
 

To:  Assistant Schools Division Superintendent 
CID and SGOD Chief 
Education Program Supervisors  
Public Schools District Supervisors  
Elementary and Secondary School Heads  
All Personnel Concerned 

 
 
1. Pursuant to the issued CSC and DBM Joint Circular No.2, S. 2004, dated October 4, 2004, 

entitled, “Non-monetary Remuneration for Overtime Services Rendered”, the Human 
Resource Management Office shall implement this matter for the proper recording of 
compensatory overtime credits (COC). 

2. Item 7.1.2 Grant Certificate of COC Earned and item 7.1.3 Approve/disapprove schedule 
of CTO of the joint circular is hereby delegated to Assistant Schools Division 
Superintendent Basilio P. Mana-ay, Jr. 

3. In connection with this, program holders are requested to submit the list of non-teaching 
personnel participants to the Human Resource Section right after every seminar/training 
for proper recording in the employees’ certificate of COC earned. 

4. In section 5.8 of the joint circular, “Issuance of certificate of COC Earned” certificate 
indicates the number of hours of earned COC by the employee in a month. 

5. Certificate of COC earned will be issued by the Human Resource Section every 5th day of 
the month to all non-teaching personnel with earned COC.  

6. For information, guidance, and compliance.  

 
 CRISTY C. EPE 
 Schools Division Superintendent 
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