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MEETING OF ALL PERSONNEL IN CHARGE OF ELECTRONIC FORM 7 (E­
FORM 7), DAILY TIME RECORD (DTR), AND OTHER ADMINISTRATIVE 

CONCERNS 
(ELEMENTARY, NON-AUTONOMOUS AND SENIOR HS) 

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

6. Immediate dissemination of this Memorandum is desir

1. This Office informs all concerned regarding the Meeting of all Personnel In 

Charge of E-Form 7, Daily nme Record (DTR), and Other Administrative 
Concerns (Elementary, Non-Autonomous and Senior HS) on January 29, 
2026, 1:00 pm at the Bulwagan ng mga Bayani at Banal.

2. This meeting aims to:
a. discuss E-Form 7, including its purpose, required entries, proper 

accomplishment, and common issues encountered by schools;
b. orient the participants on the schedule, procedures, and guidelines for the 

submission of the Daily lime Record (DTR), as well as to clarify responsibilities 
and deadlines to ensure timely compliance; and 

c. address other related matters, concerns, and clarifications that may be raised 
by the participants in relation to school operations and administrative 
requirements. 

3. All concerned are required to attend the meeting. Strictly no replacement shall be 
allowed. 

4. This Memorandum serves  as the travel authority of the participants

5. Attached are the List of Participants and the Training Matrix for the said meeting.
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