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3R.epublic of the l)bilippme� 

119epartment of Qfbucation 
REGION VII - CENTRAL VISAYAS 

Schools Division of Bohol 

Office of the Schools Division 
superintendent 

DMSION MEMORANDUM 
No. 0 Ce8 , s. 2026 

January 26, 2026 

CUSTOMIZED PROCESS IN THE ONLINE APPLICATION OF LEA VE THROUGH 
HRMIS AND OTHER LEA VE-RELATED PROCEDURES 

To: Assistant Schools Division Superintendents 
SOOD Chiefs and OIC CID Chief 
Education Program Supervisors 
Public Schools District Supervisors/ Acting PSDSs 
Heads of Elementary and Secondary Schools 
All Others Concerned 

In line with the continuing implementation and enhancement of the Human Resource 
Management Information System (HRMIS), this Memorandum is hereby issued to provide 
guidance on the customized process for the online application of leave and other procedures 
related thereto. 

All employees are hereby informed that the filing and processing of leave applications 
shall be conducted through the HRMIS online system effective February 2026, in accordance 
with existing rules and procedures. 

Applications for leave (Form 6) exceeding five (5) days shall require the attachment of 
supporting documents (e.g., medical certificates.). All such documents must be properly 
certified as true copies of the original and duly signed by the Public Schools District 
Supervisor prior to scanning and attachment. 

However, in addition to the online filing of the long-term leave, the following leave 
application shall be required the hard copies of all supporting documents to submit to the SDO 
Leave In-Charge for proper evaluation and processing. The submission of hard copies is 
necessary to secure the live/wet signatures of the approving officials, which remain a 
mandatory requirement for the aforementioned leave applications, such as; 
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o Travel Abroad
o Study Leave
o Special Leave under the Magna Carta of Women

Address: 0050 Linci Chatto Drive Barangay Cogen, 

Tagbilaran City, Bohol 

Telephone No.: (0:18) 411-2544 
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