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4. To establish an unyiclding and uniform administrative routine, all JHS AO2s must
submit these updated documents on or before the 25th day of cvery single
month. If the 25th falls on a weelkend or a holiday, submissions must be hand-
delivered or officially tronsmitted through the division document tracking
system on the immediate preceding working day. Late submissions will result
in delerred salary adjustments for the affected teachers and may subject the non-
complying officer to administrative explanations.

5. This office now strictly guides all Junior High School Administrative Officers If [AO
11} to submit the updated Notice of Step Increment (NOSI) documents of all qualified
teachers through the records unit. For inquirics, you may contact Ms. Jellie A.
Solis or Mr. Jan Francis Del Rosario at the Division Personnel Unit.

6. Immediate dissemination and compliance with this memorandum is desired.
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