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Regularly submit to HRDO the 

DTRs or COS and the 

corresponding application for 

leave

Receives and checks  the 

submitted DTRs or COS

Computes  tardiness, 

undertimes and leave of 

absence incurred during the 

period

Posts to the leave records the 

used leaves, tardiness and 

undertimes and leave without 

pay

Posts to the Service Record 

(SR) the leave without pay

Files and keeps the DTRs or 

COS for future audits and 

reference


oleObject1.bin
Regularly submit to HRDO the DTRs or COS and the corresponding application for leave


Receives and checks  the submitted DTRs or COS


Computes  tardiness, undertimes and leave of absence incurred during the period


Posts to the leave records the used leaves, tardiness and undertimes and leave without pay


Posts to the Service Record (SR) the leave without pay


Files and keeps the DTRs or COS for future audits and reference



