RUNDATE : 2023.08.04 ' Page 31 of 33
RUNTIME : 10:33:59.56

Department of Environment and Natural Resources
Mimaropa Region

Name:  TUYAN, MICHELLE B, [
Employee No.: OSEC-DENRB-ADOF1-435 Status: PERMANENT
Position: Division: Administrative Division
Daily Time Record for the period 07/01/2023 to 07/31/2023 Machine ID: 146
Morning Afternoon LOW oT uT LT Total Others
Date | Day In Qut In QOut Remarks Status Holidays
1 |sSat la ‘R'estDay Sat
2 [Sun ) RestDay Sun
3 |Mon 07:30 | 12:34 | 12:35 | 17:12
4 [Tue WFH
5 |Wed | 07:09 | 12:13 | 12:38 | 16:09
6 [Thu | WFH
7 |Fri 07:08 | 12:11 | 12:11 | 16:40
8 |[Sat & : RestDay Sat
9 [Sun J : b = RestDay Sun
10 |Mon | W¥FH i
11 [Tue 07:10 | 12:43 | 12:43 |.17:25
12 |wed | WTH v
13 [Thu 07:23 | 1224|1224 | 16:39
14 [Fri  |WFH : : A
15 |[Sat Vs RestDay Sat
16 [Sun D) RestDay Sun
17 [Mon | W¥H
18 |[Tue 07:19 | 12:03  12:5G 1 18513
19 |wed | WFH
20 |Thu 07:04 | 12:11 | 12:12 | 17:19
21 |Fri wWtH
22 |Sat (& RestDay Sat
23 |Sun )] z RestDay Sun
24 [Mon | WoRK| SUSFENSIoN / [NTEWG| CIK. JND. 2
25 [Tue |wic|
26 |wed | VVI
27 [Thu | 07:14 | 12:20 | 12:21 | [¢* 20 03:14
28 |Fri_ | 09:38 | 12:16 | 12:23 | 19,01 05:00 | 00:38 Half Day
29 |Sat [y RestDay Sat
30 ([Sun < RestDay Sun
31 |Mon 07:25 | 12:50 | 12:51 | 16:20 00:05
Printed by : noriel2
TOTAL
Length Of Work : ~ 0071:03 Under Time : 0008:19 Leave : 0 Day Work : 10
Over Time : 0000:00 UT Frequency : 3 Rest Day : 10 Absences : 1"
Lates : 0000:38 Special Holiday: 0
Late Frequency : 1 Legal Holiday : 0
FORM 3333

| certify that the entries on this record, which were made by myself daily at the time of arriy8f and depaﬂquoan c?r f.
-
ROSARIU C. . » 7

\ Chief, Adounisiratve Utyiskod
MIMAROPA Region
Employe Si%ature Authorized Official

REMINDER : Please return within 5 days together with the required signed official documents.
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Department of Environment and Natural Resources - MIMAROPA Region

Name

Michelle Bautista Tuyan

Position

Administrative Officer |

Division

Employeel
TIN No.

RECORDS

OSEC-R4M-ADOFI-435

July 2023

Date | Day

Morning Afternoon

s
Ui

Rom
e

Cut

Accomplishment

04 | Tue

12:46

12:46

17:01

* Supervised and gave instructions to RS
staff

* Email, GC and DATS monitoring

* Attended to inquiries in
email/chats/calis/texts

* 2 documents encoded/recorded in
RDATS

* 5 documents updated in RDATS

* 19 documents checked in RDATS

06 | Thu

06:54

[2: 00

]2 - 00

16:56

* Supervised and gave instructions to RS
staff

* Email, GC and DATS monitoring

» Attended to inquiries in
email/chats/calls/texts

in RDATS

* 17 RSO and 1 Office Memo Order
disseminated via email

10 | Mon

07:00

12:05

12:07

18:35

» Attended the Monday Convocation

* Supervised and gave instructions to RS
staff

* Email, GC and DATS monitoring

* Attended to inquiries in
email/chats/calls/texts

* 2 documents updated in RDATS

8 documents checked in RDATS

* 10 documents encoded/recorded in
RDATS

12 | Wed

08:10

12:59

12:59

18:01

» Supervised and gave instructions to RS
staff

* Email, GC and DATS monitoring

* Attended to inquiries in
email/chats/calls/texts

* 14 documents checked in RDATS

* 17 documents encoded/recorded in
RDATS

* Update Regional Citizens Charter,
coordinate with Ms. Karen of PMD

14 | Fri

07:06

12 0o

1260

16:27

* Supervised and gave instructions to RS
staff

* Email, GC and DATS monitoring

* Attended to inquiries in
email/chats/calls/texts

» 2 documents and 20 RSOs uploaded and
recorded in RDATS

* 20 RSOs disseminated via email

* 12 documents
encoded/recorded/uploaded in RDATS




17

Mon

06:30

12:40

12:42

17:27

* Attended the Monday Convocation

* Supervised and gave instructions to RS
statf

* Email, GC and DATS monitoring

* Attended to inquiries in
email/chats/calls/texts

* 10 documents updated in RDATS

a2 M1 Adnnncimn nindn s~ dad fenn e d A
T L r Ut uiivimgg Cnvuaur rovuracar nr

RDATS

* Prepared/draft Memo re: Document
Control

» prepared/draft Minutes of the Meeting re:
June 2023 monthly meeting

19

Wed

07:21

13:00

13:00

20:43

» Supervised and gave instructions to RS
staff

* Email, GC and DATS monitoring

* Attended to inquiries in
cimail/chats/calls/texts

* 2 documents and 20 RSOs uploaded and
recorded in RDATS

* 4 documents disseminated via email (1
RSO, 2 SO and 2 Memo)

* 6 documents updated/uploaded in
RDATS

* 14 documents encoded/recorded in
RDATS

21

Fri

07:30

12:02

12:03

16:30

* Supervised and gave instructions to RS
staff

* Email, GC and DATS monitoring

* Attended to inquiries in
email/chats/calls/texts

* 12 documents checked in RDATS

* 9 documents encoded/recorded in

RDATS

25

Tue

07:43

1255

12:56

17:11

* Attended the Monday Convocation
* Supervised and gave instructions to RS
staff

= Emait, GC aind DATS moinitoring

* Attended to inquiries in
email/chats/calls/texts

* 19 documents encoded/recorded in
RDATS

* 4 documents checked in RDATS

» Revised and submitted Indicative PPMP
base on BP CY 2024, Tier 1 for Records
Section.

26

Wed

06:42

12:18

12:18

18:00

* Supervised and gave instructions to RS
staff

* Email, GC and DATS monitoring

* Attended to inquiries in
email/chats/calls/texts

* Checked 142 documents (MEMO/SO)
sent via email of CO-RMDD if encoded in

\

RDATW )
Pkl 72
Chuef, Adummistrative Division

Employ{e‘

Signature

MMAROPA Ragion
Authorized Official
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