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SUBMISSION OF TRAVEL AUTHORITY FOR OFFICIAL TRAVEL
DESTINATION OUTSIDE REGION X (NORTHERN MINDANAO)

TO : Promotional Staff
Public Schools District Supervisors
Elementary and Secondary School Heads
Section Heads
All Others Concerned

1. Per Unnumbered Memorandum from the Regional Office re List of Assignments during
the 11t Regional MANCOM Meeting held at Butuan City on July 9, 2013, this Office is
hereby directed to come up with a system for “no rush” Travel Authority. Further cited
not to entertain rush request if there is no more time to process it.

2. In adherence thereto, this Office hereby establishes a system for official travel
destination outside Region X (Northern Mindanao} which aimed at giving the Division
and Regional Offices sufficient time to process the request of Travel Authority.
2.1.As an office policy, all request of Travel Authority for official travel destination
outside Region X (Northern Mindanao) shall be submitted through proper channel
to the Division Office for recommending approval of the Office of the Schools
Division Superintendent at least five (5) working days before the actual date of
travel.

2.2. The request of Travel Authority duly recommended by the Schools Division
Superintendent shall then be forwarded to the Office of the Regional Director for
approval at least three (3) working days before the actual date of official travel.

3. For compliance.

EDILBERTO L. OPLENARIA
%choo]s Djvision Superintendent

Encl.:
As stated

Copy furnished:
Records Section

To be posted in the website
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