DPOLOG CITY DIVISION

Nm S !" e
Republic of the Philippines .1 R EEL gﬂl‘; 5 2(]2:,

Bepartment of Education | o F7 gy

REGION IX - ZAMBOANGA PENINSULA Y
SCHOOLS DIVISION OF DIPOLOG CITY

March 25, 2024

DIVISION yg:MORANDUM

s.2024

USAGE OF PROPORTIONAL VACATION PAY COMPUTATION SHEET, SUMMARY

To:

OF LEAVE WITHOUT PAY, SUMMARY OF PROPORTIONAL VACATION PAY
OVERPAYMENT TEMPLATE (PVP FORMS)

Administrative Officer II
Implementing Unit Payroll In-charge & Bookkeeper
And all others concerned

1. In accordance with CSC Memorandum Circular (CSC-MC) No. 41, s1998, also
known as the Omnibus Rules on Leave, as amended by CSC MC No. 9, s2012,
specifically amending Section 6 (Teachers Leave) Rule XVI of the Omnibus
Rules on Leave, teachers are not entitled to usual vacation and sick leave
credits, instead, they are entitled to Proportional Vacation Pay (PVP), which
serves as compensation for teaching personnel during Christmas and
summer /long vacations. The total PVP earned by teachers is computed based
on the proportion of days they have served during the school year.

2. To expedite the reports, this division will utilize the following templates in
computing and reporting the Proportional Vacation Pay, which serves as a
guide for easy preparation and accurate computation of payroll.

3. The Administrative Officer II will be responsible for checking and validating
the accuracy of data and likewise the submission of the said report to the
Division Payroll Services Unit (DPSU) and Implementing Unit Payroll In-
charge.

4. Please see attached enclosure and you may refer to the link provided to
download such a template.
https:// drive.google.com/ drive/ folders/ 1jhXMfjkFBqOOnASd5bI9pdcnpYc4eN
cE?usp=sharing

For your information and guidance.

MA. LIZA R.\TABILON, EdD, CESO V
Schoo]s|Djvision Superintendent
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Department of Education
REGION IX - ZAMBOANGA PENINSULA
SCHOOLS DIVISION OF DIPOLOG CITY

PROPORTIONAL VACATION PAY COMPUTATION SHEET

Employee Monthly
Name: No.: Salary:
Position: Step:
Station/School : 1. TOTAL NO. OF DAYS SERVED
First Day of Service: 2. LESS: CHRISTMAS VACATION EARNED
Last day of Service: 3. ACTUAL NO. OF DAYS SERVED
4,
MULTIPLIED
No. of No. of BY
Days | Days | Total |5 rqral pROP. VACATION DAYS
— SDirr‘:f}: ?325::; ND‘;yzf 6. LESS: NO. OF CHRISTMAS VACATION DAYS
the the Year | Actually 7. PROPORTIONAL VACATION DUE
. 8. PVP OVERPAYMENT (in Days)
School | Without | Served
Vour Pay INCLUSIVE PERIOD OF ABSENCES
Number of
Months Dates days
JUNE 0 0 0 JUNE 0
JULY 0 0 0 JULY 0
AUGUST 3 0 3 AUGUST 0
SEPTEMBER 30 5 25 SEPTEMBER 0
OCTOBER 31 0 31 OCTOBER 0
NOVEMBER 30 5 25 NOVEMBER 0
DECEMBER 31 0 31 DECEMBER 0
JANUARY 31 0 31 JANUARY 0
FEBRUARY 29 0 29 FEBRUARY 0
MARCH 31 0 31 MARCH 0
APRIL 30 0 30 APRIL 0
MAY 31 0 31 MAY 0
DISTRIBUTION OF ACCOUNTS BASIC PERA TOTAL
DAYS
DAYS
DAYS

| HEREBY CERTIFY TO THE CORRECTNESS OF THE ABOVE COMPUTATIONS.

Prepared by:

Certified Correct:
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PROPORTIONAL VACATION PAY COMPUTATION SHEET

( NEWLY HIRED AFTER CHRISTMAS VACATION)

Name: Employee No.: Monthly Salary:
Position: Step:
Station/School : 1. TOTAL NO. OF DAYS SERVED

First Day of Service:

3. MULTIPLIED BY

Last day of Service: 4. TOTAL PROP. VACATION DAYS
No. of No. of 5. PROPORTIONAL VACATION DUE
Days | pgys | TOtl 6. PVP OVERPAYMENT (i
o | Abssre No. of ] NT (in Days)
d | puring | Days INCLUSIVE PERIOD OF ABSENCES
MONTHS :
During the Actuall
the Year y
School Withou Saiiid
Year | tPav Months Dates # of LAWOP
JANUARY 29 0 29 JANUARY 0
FEBRUARY 29 0 29 FEBRUARY 0
MARCH 31 0 31 MARCH 0
APRIL 30 0 30 APRIL 0
MAY 31 0 31 MAY 0
ToTAL EOEEE. o

DISTRIBUTION OF ACCOUNTS BASIC PERA TOTAL
DAYS | - . s
DAYS | - - =
0 0.00 DAYS | - - <
| HEREBY CERTIFY TO THE CORRECTNESS OF THE ABOVE COMPUTATIONS
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SUMMARY OF PROPORTIONAL VACATIONPAY OVERPAYMENT
STATION /DISTRICT DIVISION:

ELEMENTARY INSULAR | SCHOOL:
SECONDARY SUPPLEMENTAL [] SCHOOL YEAR:

TOTAL

TOTAL PVP PVP
EMPLOYEE NO. NAME Im; DUE OVERPAYMENT (in

days)
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REGION [X - ZAMBOANGA PENINSULA
SCHOOLS DIVISION OF DIPOLOG CITY

SUMMARY OF LEAVE OF ABSENCE

WITHOUT PAY
STATION DIVISI
CODE: SCHOOL: ON:
SECONDARY School
ELEMENTARY D DINSULAR I___I SUPPLEMENTAL E Year:
Total Number of Leave of Absence Without Pay [otal
SEPTEMBE NOVEMBE | DECEMBE FEBRUAR ::f"
BE R APRIL
N | EMPLOYEE NAE AUGUST R OCTOBER R JANUARY Y MARCH MAY JUNE JULY o
o NO. Inclu inclus | * [ Inclu | # [inclu | * | Inclu | # | Inclu | * |[inclu | # | Inclu | goF | Inclusi | #* [ inclu | # | Inclu | # | Inclu | # [ nce
sive ggs ive g: sive g: sive g: sive g: sive g: sive g: sive | DAY ve g; sive g; sive gi sive g: with
dates dates | ys | dates | ys | dates | ys | dates | ys | dates | ys | dates | ys | dates | S dates | ys | dates | ys | dates | ys | dates | ys ;“t
ay
1 0
2 0
3 0
4 0
5 0
6 0
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