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MiEMGRANDUM FROM THE DIRECTOR

o : ALL DA-BAR STAFF
Subject : Guidelines on On-Line Work From Home Arrangement System
at DA-BAR

Uucouant o the memorandum from this office dated October 28, 2021, the DA-BAR will
dnofement the on-line Worl-IFrom-Home arrangement system starting November 15,
207 1. Aninstruction on operational capacity of 50% has been issucd and division heads
have been required to submit work schedules on work from home arrangement in a
memorandum dated October 29, 2021, Having completely accomplished these, the
process shatl be observed as follows:

I Work (ront home employee shall log inat the BAR Portal and create a Work
I'rom liome Request for all the days he/she will be working remotely (e.g.
Nov. 15, 106, clc.);

2. The request will be reviewed by the division head, HRMU head and the OIC,
Assistant Director;

3 Once the request is approved, the employee mustlog in al the BAR Portal
for their hourly activities.
1. Time-in and time-out after activities are required during the process.
Vo nay coordinate with the KMISD-IMS for further technical assistance in this regard.

Forintormation, guidance and compliance of all concerned.
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