Leave application Process

 (
HRDO
)[image: ]
Cont.

 (
HRDO
)

image1.emf
 

UNIT / EMPLOYEE  
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Fill-ups completely the leave 

application form and specify the 

kind of leave applied

Endorsement for approval or 

disapproval of leave by the 

Head of Unit or Office

Submits to HRDO, if possible, in 

advance

Receives the original copy and 

return the file/duplicate copy to 

the Unit

Updates the DTRs/COS of the 

applicant and compute the 

cumulative earned leave credits  

to determine the correct balance 

of the leave credits available to 

be incurred

Posts and certifies the correct 

and updated leave credits 

balances.

Section Heads verifies, review 

and confirms the endorsement 

of the unit,  the leave 

computation and balances and 

affix his initial.

Forwards to the Division Chief 

for approval of leave application 

that is less than 4 days and for 

initial those more than 4 days.

Forwards to HRDO Director for 

approval the leave with more 

than 4 days but less than 29 

days and for initial those leave 

with more than 29 days
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Fill-ups completely the leave application form and specify the kind of leave applied


Endorsement for approval or disapproval of leave by the Head of Unit or Office



Submits to HRDO, if possible, in advance



Receives the original copy and return the file/duplicate copy to the Unit



Updates the DTRs/COS of the applicant and compute the cumulative earned leave credits  to determine the correct balance of the leave credits available to be incurred


Posts and certifies the correct and updated leave credits balances.



Section Heads verifies, review and confirms the endorsement of the unit,  the leave computation and balances and affix his initial.


Forwards to the Division Chief for approval of leave application that is less than 4 days and for initial those more than 4 days.



Forwards to HRDO Director for approval the leave with more than 4 days but less than 29 days and for initial those leave with more than 29 days
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Forwards to OVCA those leave 

application with more than 29 

days for approval

1. Returns all application to 

Benefits Section for filing and recording 

and/or  issuance of notification letter to 

those who have leave without pay to be 

paid to Diliman/System Accounting Office, 

copy furnishing the COA. 

Records all the LWOP to the Service 

Record of the Applicant 
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Forwards to OVCA those leave application with more than 29 days for approval


1.	Returns all application to Benefits Section for filing and recording and/or  issuance of notification letter to those who have leave without pay to be paid to Diliman/System Accounting Office, copy furnishing the COA. 


Records all the LWOP to the Service Record of the Applicant 



