Republic of the Philippines
Bepartment of Education

Region XI
SCHOOLS DIVISION OF DIGOS CITY

OFFICE OF THE SCHOOLS DIVISION SUPERINTENDENT

DIVISION MEMORANDUM

OSDS-2023-

To s STEPHEN R. PASCUAL
IT Officer I

Subject : ATTENDANCE TO THE TRAINING OF TRAINERS (ToT) ON
PAYROLL PREPARATION, PROCESSES, PROCEDURES AND
POLICIES FOR DOWNLOADING OF PAYROLLS TO SCHOOLS
DIVISION (SDOs)

Date : April 14, 2023

You are hereby requested to attend the Training of Trainers (ToT) on Payroll
Preparation, Processes, Procedures and Policies for the Downloading of Payrolls to
Schools Division Offices (SDOs) on April 24 to 28, 2023 in Zamboanga City, DepEd

Region IX.

All expenses incurred in this travel are chargeable against local funds subject
to the accounting and auditing rules and regulations.

Attached is Regional Memorandum ASD-2023-059 dated April 11, 2023, for more
details.

For your information and compliance.

ME! . ESTACIO J
Assistant Schools ision Superintendent
Officer-In-Charge
Office of the Schools Division Superintendent
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Republic of the Philippines — TIME: 7-Ha,
Bepartment of ehucutinu i f
_ DAVAO REGION /
Office of the Reglonal Director
REGIONAL MEMORANDUM
ASD-2023-059
To : Assistant Regional Director

Schools Division Superintendents / OIC-SDSs
- Division Offices of Digos City, Davao de Cro, and Davao del Sur
Regional Chiefs of Functional Divisions - ASD, FD, HRDD, and ICTU

Subject:  TRAINING OF TRAINERS (ToT} ON PAYROLL PREPARATION,
PROCESSES, PROCEDURES AND POLICIES FOR THE
DOWNLOADING OF PAYROLLS TO SCHOOLS DIVISION
OFFICES (SDOs)

Date : April 11, 2023

Herewith is a copy of the Memorandum OUF-2023-0183 dated March 22,
2023 from the Office of the Undersccretary for Finance, Department of Education,
relative to the forthcoming Training of Trainers (ToT) on Payroll Preparation,
Processes, Procedures and Policies for the Downloading of Payrolls to Schools
Division Offices (SDOs) by the different Divisions from the DepEd Central Office. The
schedule for DepEd Region XI is on April 24 to 28, 2023 in Zamhboanga City, DepEd
Region IX,

The participants from this Region are the following:

Name Position Workstation

1. Roy T. Enriquez, EdD Chief Admin DepEd RO XI - ASD
Officer

2. Leonides Jimmy T. Jesuro, I | AO V / HRMO IIT DepEd RO XI - ASD-PS

3. Judy Anne L. Juntoris, AOI DepEd RO XI - ASD-PS

4. Gena G, Quilana Admin Assistant DepEd RO XI - ASD-
V1 RPSU

5. Fretzel Mae L. Padua Accountant II DepEd RO XI - FD

6. Mariane T. Bitacura Education DepEd RO XI - HRDD
Program Specialist
Il

7. Pocholo C. Hernandez Computer DepEd RO XI - ORD-
Programmer Il ICTU

8. Hazel B. Dacillo AO IV / Cashier SDO Davao del Sur

9, Jezzryle R. Mayang AQC 1l SDO Davao de Oro

10. Sfephen R. Pascual IT Officer I SDO Digos City |

Address: F. Torres St., Davao City (8000} ISO 9001:2015 - Certified
Telephone Nos.: (082} 291-1665; (082) 221-6147




Republic of the Philippines
MDepartment of Education

DAYAO REGION

Office of the Regional Director

Expenses of all the attendees from this Office shail be borne by the Regional
Office MOOE funds, while expenses of personnel from the Division Offices shall be
charged from their local funds, subject to the us ccounting and auditing rules
and regulations.

For information and strict compliance.

Encioged: As stated.

ROA3/ P/

DEPARTIENT OF EDUCATION ROXI
RECORDS SECTION

Address; F. Torres St., Davao City (8000) iSO 9001:2015 - Certified
Telephone Nos.: (082) 291-1665; {082) 221-6147
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Republic ui Illt Philippines 48? @J
Bepartment of Edueation
OFFICE OF THE UNDERSBECRETARY FOR FINANCE
MEMORAND .
OUF-2023() ! ! T8 3 3
TO : REGIONAL DIRECTORS

REGIONAL CHIEF8 OF FINANCE DIVISION
REGIONAL CHIEFS OF ADMINISTRATIVE DIVISION
REGIONAL PAYROLL SERVICES UNITs |{RPSU)

FROM

Undersecretary for Bureau of Human Resource and Organizational
Development

SUBJECT : TRAINING OF TRAINERS [ToT) ON PAYROLL PREPARATION,
PROCESSES, PROCEDURES AND POLICIES FOR THE
DOWNLOADING OF PAYROLLS TO SCHOOLS DIVISION
OFFICES (SDOs)

DATE : March 22, 2023

1. This is to inform you of the forthcoming Four (4)-Cluster Workshops for the above-
captioned matter, to be conducted by the following DepEd Central Office units:

1.1 Solutions Development Division, ICTS, for the FoxPro payroll program,;

1.2 Personnel Division, BHROD, for personnel actions/matters related to payroll
including preparation of remittances to private entities accredited under the
Department’s Aulomatic Payroll Deduction System {(APDS) Program,;

1.3 Accounting Division, Finance Service, for the pre-auditing of puyrolls; and

1.4 Employee Account Management Division, Finance Service, for APDS concerns
and presentation of the assessment tocl for the purpose.

2. The objectives of these 4-clusters ToT workshops are as follows:

2.1 Train the regional offices’ personnel involved in payroll preparation and
processing on how to capacitate their respective SDOs;

2.2 Ensure the readiness of the SDOs to assume said payroll functions before
downloading the same by the regions to their respective offices; and

2/F Rlzal Building, DepEd Complex, Meralce Avenue, Pasig City
Telephane No.: (32} B633-9342, Fax No.: (02) 8638-3703; Email Address: usec.financebpm@deped. gov.ph
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TRAINING OF TRAINERS ON DOWNLOADING OF PAYROLL
PROCESSES TO SCHOOLS DIVISION OFFICES

Page 2 ol 2

2.3 Ensure the timely release of salaries of the DepEd personnel within theijr

respective jurisdictions.

3. The tentative schedule and venue of these workshops are shown below. An Advisory
shall be issued for each cluster for the exact location of the workshop and for any

maodilications on the matter.

Cluster Regions Date of Training

Venue (cxact venue TBA)

b | i, 11, It and CAR April 17 1 21, 2023

Pampanga, Region 111

IX, XI, XIt and Xill April 24 to 28, 2023

Zamboanga City, Region IX

Batangas Cuy, Regmn IV A

2
3 IV-A, IV-B, V and NCR | May 22 to 26, 2023
4 V1, VI, Vill and X

May 29 to June 2, 2023 | Cebu City. chmn Vo

4. Representatives from each region must be those responsible for the actual training

to the schools division offices and must have the actual knowledge and performance
on the payrotfl processes. Expccted participants to these workshops are as follows:

P —

Fosition/Designation

No. of Pax

Chief or Supervising Administrative Officer (SAO) of Finance
Division ¢r representative e

1

Chief of SAO of Administrative Division, or representative

1

Head Accountant jor Pre-Audit Section Accountant), or
representative

Human Resource Development Officer [Trainer).

o

Cashier/ Disbursing Officer

Dusignated Verifiers, Personnel Unit

D -

Designated Agency Authornized Officers, Personnel Unit

—atm -

tlead of Regional Payroll Services Unit and Staff

(YR o

Information and Communication Technology Officer
(knowledgeable with FoxPro}

Lol

Total Number of Parﬂcipuﬁ per quon

12

- .

3. All participants are requested fo submit their confirmation of attendance through

the link below on the following deadline:

Cluster Regions Bchedule Link
L, U, 1il and CAR April 10, 2023 hitps:/ /bit.ly/3TxkvEH

X, X!, X1l and XI1l
IV-A, IV-B, V and NCR

April 17, 2023
May 15, 2023

_htips://bit Iy/3yUnfm2 |
hitps://bit.ly/3LyNndL

PO (D [

VI, V1L, VIII and X May 22, 2023

https: // bit.ly /3JWS3in
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Attached is a copy of the Program of Activities for this purpose. Participants are
cncouraged to bring laptop to be used during workshop proper.

Incidental expenses of the participants relative to the activity such as travelling and
communicalion expenses, if any, shall be charged to the region's respective local
funds, subject to usual government accouniing and auditing rules and regulations.

For any inquiries or clarifications, please cantact the Employee Account
Management Division, the APDS Secretariat, at fs.camd@deped.gov.ph or telefax

£

‘number (02} 8633-7248,

For immediate dissemination and compliance.




TRAINING THE TRAINERS

DOWNLOADING OF PAYROLL PROCESS TD SCHOOLS DIVISION OFFICES

PROGRAM OF ACTIVITIES {Per Cluster)

TIME — ACTIVITIES IN-CHARGE
Pay O - Monday -
; : . Regional
2:00 PM Arrival of Parlicipants . . Re entatives
Technical Dry-Run of the Program CO Facilitators
L | Billeting of Participants . ) CO Secretariat
Day 1 - Tuesday . .
Preliminaries {Opening Program) Host Region
9:00 AM Welcome Remarks Host Region/SDS
’ Inspiraticnal Message {video message — Sir Elmer USec Sevilla/Dir.
plcase ask OUF) Calapit
1. Personnel Activns on Payroll Matters c¢fo Personnel
9:30 to a. Cycle of Compensation awneﬁts Division, BHROD
12100 ™ b. Computation of Proportionf Vacation Pay
. Overpayment ~
¢. Service Credit
12:00 to )
1:00 PM NOON BREAK ) )
2 s y cfo Employee
2. Automatic Payroll Deduction System {APDS) AncoGnt M b
- Division, Finance
a. APDS palicies Servioe
1:00 PM (o b. Walk Through of TCAA ¢
3:00 PM
3. Readiness Asscssment Tool for Downloading of
payrotls
3.00 PM t{) I cfo Solutions =
o 4, Payroil Preparation Using FoxPro Program Development Division,
4:00 PM \OTS
O c/a Accounting
4'(],0 Pl 5. Ohbligation and Pre-audil Process Division, Finance
5:00 PM
- : 2 Service
- Day 2 - Wednesday ~ -
cfo HRDU, Host
8:00 AM to ; - . ;
12:00 PM Process on Crafting of Training Design Region
12:00 to )
| 1:00 PM NOON BREAK
1:00 PM 1o | Workshop: Crafting and Presentation of Trajning Resiorsal
. sjgn mlm
i & Represenlalives




PROGRAM OF ACTIVITIES {Per Cluster)

[ TIME ACTIVITIES IN-CHARGE |
Day 3 - Thursday
8:00 AM to . : ; e Regional
12:00 PM Simulation Process/Role P]aymg(Cntxqumg _____ Repre meﬁ r—
TIME ACTIVITIES IN-CHARGE
12:00 PM to
1-00 PM NOON BREAK )
1:00 to 4:00 Regional
PM Slmu!almn Process} Rale Playmngnhqumg Representatives
4:00 PM to | Agrcements; Timeiines for the RoJl Out
9:Q00 PM Cloging Remarks _ Facilitator
- .| Day 4 - Friday
9:00 AM,__{ Home Sweet Home a

SCHEDULE OF ACTIVITIES {Per Cluster}

) Duration (inclusive
Cluster Regions ! of travel time] | Venue (exact venue TBA}
1 [, ll, il and CAR | Apxil 17 to 21, 2023 | Within Pampanga, Region I1I
.2 X, X1, Xil and Xt | Aprif 24 to 28, 2023 Within Zamboanga City, Region [X
3 |IV-A, V-8B, Vand NCR__ | May 22 to 26, 2023 | Within Batangas City, Region IV-B__|
4 VI, VII, Vil and X May 29 to June 2, | Within Cebu City, Reglon Vii
2023




