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No. 4 s. 2003
OVERPAYMENT OF RETIRING TEACHERS

To:  Regional Directors
Schoois Division/City Superintendents

1. . It has been observed that in most cases retired teachers are reported in the Form-7
submitted to the Payroll Services Division (PSD) two-tothree months after their date of
retirement As a result, retirees are paid in the regular payroll, three or more months even
after the retirement, therefore incurring overpayment. :

.2. Furthermore, checks cancelled are not immediately reported to PSD. This practice

has been the subject of audit findings in the Annual Audit and Value for Money Audit Reports.
PSD, however cannot fully implement COA recommendations without the cooperation of the
field offices. To avoid continued adverse COA findings, all financial administrative officers,
regionai accountants, and all others concemed are directed to comply with the following:

a. Submit to the PSD list of teachersischool personnel retiring at least four

' months before the retirement; :

b. Systems Division shall set-up programs that would automatically delete the
names of retiring teachers/school personnel from the masterfile of teachers’
payrolf; :

c. Division Offices shall immediately submit the list of cancelled checks to the
Regional Office, copy of transmittal fumished the PSD & IBM Accounting
Section; and

d. Regional Offices to submit on the 15" day of the following month Joumal Entry
Vouchers on Cancelled Checks to the PSD, copy fumished IBM Accounting
Section.

3. Strict compliance with this Order is directed.
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