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This Di n

MEMORANDUM

Jutchel L. Noyro, OPA- Admlnlrlroflye O'lffcer v
Loreruo o. Copoclo. EdD-CES- SGOD
Vlcor*e G. Son Mlguel- EPS ll.HRD
Gulo Mo. G. Gomulln- Admlnkhollve Otfcar lv-Personnel
Childlne Joy Colndoy- Admlnklrolive Alde vt
lvqn noy Polor- Admir slrollve Alde Vt
Kn loh fotimo ,lt Un. Admtnhftottuc AidG Vl
Ednolyn Tqgo o- Adminbtotlvc Alde
Somuel Villohermo3o. Admlnlltottue
Anvcllo Rlvero- Admlnislroltve Alde
All olheG Concern
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ols Division Superinlenden
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DATE:

SUBJECT:

12,2016

CREATION OF OVERAU SIEEruNG, PI.ANNING AND TECHNICAI
WORKING COM,IA|rIEES FOR ORIENTATION SEMINAN.WORKSHOP
OF THE NEWIY HIRED AND NEWI.Y PROTIOIED NON.TEACI{ING
PERSONNEI.

l. To ensure lhe smoolh conduct of the Orientotion Seminor
Workshop of lhe Newiy Hked ond Newly Promoled Non-Teoching Personnel
on December *9,2016 ol Verondo, Cosisong. Moloyboloy City, ihis Office
hereby creoles me ovafoll ste€flng, ndnnhg dnd T6chltlc6l wortdng
Commlllees for lhe soid oclivily, effective immediotely.

2. The composition ond funclions of the OverollSleering, Plonning
ond Technicol Wo*ing Commitlees for the Orienlotion Seminor-workshop of
lhe Newly Hired ond Newly Promoted r.{on-Teoching Personnel ore os follows:

2.1 . Overoll Steerin Committee
Desiqnoiion Norne Responsibilities
Julchel L. Noyro Chokmon

Co-
Choirmon

- Generol SupeNision ond
monagement of the octivitiesoLorenzo

copocio, EdD
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2.2. Plonnin Commiltee

2-3. Technicol Worki Commiltee

3. For complionce.

Encl:
AS slOled
Copy furnished:

Records Unit
To be posted in ihe website.

Desionotion Nome Responsibi/iiies
Plonning Committee
Choirmon GVicenie

Sonmiguel
- Prepare th€ Trahing program, c€rtmcates

6nd ce^ tcates ot appeefanc€.

Chokmon
Chrisline Coindoy - Assist in tile pr€psrslioo of the Treining

program, certificates and CortificatEs of
appoarance

Member: Ednolyn Togoilo
lvon Roy Poios

- Facilit€rte the signing of certifc€tes and
Cortificates of app6arance

Desionotion Nome Responsibililies
Choirmon Guio Mo

Gomuiin
G PrEparo th6 rBgisfation sheets 8fld

sp€arh€8d ths rsgistration during
thg actual treining.

Coordinale the taining venue 6rd
the menu to be prepared.

Preparalh€M&E
Assist th6 particip€r*s' registrstbn
during the adual training
r€gislration.
Serv6 ag pragaam in charg€.
Prepare tho nameplat6s ot the
participar s.
Do the documentation
Do the erands

Co-
Choirmon

Kezioh Fotimo M. Un
Somuel Villohermoso

Member: Anovello Rivero SeNe as s€cretariat durirE the
aclual lrdning.
Assist the prsparation of th€ hall.

Paeparc th6 gsdodls fi€6d6d sudfi
as DLP, Laptop, exension wir€s etc.




