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SCHOOLS DIVISION OF SORSOGON 

DIVISION MEMORANDUM 

No. 384 , s. 2025

December 17, 2025 

SUBMISSION OF DOCUMENTS FOR THE RELEASE OF GRATUITY PAY TO 

CONTRACT OF SERVICE AND JOB ORDER WORKERS IN SCHOOLS FOR FISCAL 

YEAR2025 

To: Assistant Schools Division Superintendent 

CID and SGOD Chief 

Education Program Supervisors 
Public Schools District Supervisors 

Elementary and Secondary School Heads 

Administrative Officers II in the field 

All others concerned 

1. By virtue of Administrative Order No. 39 s. 2025, "Authorising the Grant of

Gratuity Pay to Contract Of Service And Job Order Workers in the

Government For Fiscal Year 2025", issued by the President. The grant of such

gratuity pay recognizes the hard work and valuable participation of COS and JO

personnel in the implementation of various programs, activities, and projects of
the government, and their pivotal role in the delivery of government services

amidst present socio-economic challenges. This Office hereby directs all schools

to facilitate the submission of required documents for the processing and release

of Gratuity Pay for Contract of Service (COS) and Job Order (JO) workers for

Fiscal Year 2025.

2. In view of the foregoing, the following required documents shall be submitted,

soft copy emailed to channamemae.aramlc deped.gov.p:1 and duly accomplished

and signed documents, to the SDO Personnel Unit on or before 12:00 n.n

December 19, 2025

a. List of names of Job Order and Contract of Service workers in respective

schools who have NOT yet received Gratuity Pay, indicating their length of
service and the amount of gratuity pay to granted.

b. Certification from the Administrative Officer in the District that the workers

who were listed are qualified and entitled to receive the grant of gratuity pay

in accordance with the guidelines set forth by Administrative Order 39 s. 2025

c. Certification from the Administrative Officer in the District that the workers

listed were not granted gratuity pay from School MOOE funds.

*** Contract of Seroice (COS) and Job Order (JO) workers who have already received 

Gratuity Pay charged against School MOOE or any other local funds shall no longer be 

entitled to payment from the Schools Division Office. Consequently, their names shall be 

excluded from the list. 
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