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MEMORANDUM

TO: Jutchel L. Nayra, DPA- Administrafive Officer v
Lorenzo o. Capaclo, EdD-CES- SGOD
Vicente G. San Miguel- EPS lI-HRD _
Guic Ma. G. Gamutin- Administrative Officer IV-Personnel
Christine Joy Cainday- Adminisirative Aide VI
Ilvan Ray Pojas- Administrative Aide V!
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Ednalyn Tagailo- Administrative Aide Vir—«wrmemnm ey, oo- menmencmonsim,
Samuel Villahermosa- Administrative dide vi SO\ -13 -2
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Anvella Rivera- Administrative Alde D““MRL?E‘ELESE&BW §
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FROM: LENARIA, CESO Vi r/

DATE: 12,2016

SUBJECT: CREATION OF OVERALL STEERING, PLANNING AND TECHNICAL
WORKING COMMITTEES FOR ORIENTATION SEMINAR-WORKSHOP
OF THE NEWLY HIRED AND NEWLY PROMOTED NON-TEACHING
PERSONNEL

1. To ensure the smooth conduct of the Orientation Seminar
Workshop of the Newly Hired and Newly Promoted Non-Teaching Personnet
on December 8-9, 2016 at Veranda, Casisang. Malaybalay City, this Office
hereby creates the Overall Steering, Planning and Technical working
Committees for the said activity, effective immediately.

2, The composition and functions of the Overall Steering, Planning

and Technical Working Committees for the Orentation Seminar-Workshop of

the Newly Hired ond Newly Promoted Non-Teaching Personnel are as follows:
2.1.  Overall Steering Committee

Designation Name Responsibilities

Jutchel L. Nayra Chairman | - General Supervision and
Lorenzo O. | Co- management of the activities
Capacio, EdD Chairman
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2.2. Planning Committee

Designation | Name | Responsibilities
Planning Committee
Chairman Vicente (. | - Prepare the Training program, certificates
Sa nmfg vel and Certificates of appearance.
Co- Christine Cainday - Assist in the preparation of the Training
Chairman: program, certificates and Certificates of
appearance
|
Member: Ednaiyn Tagailo - Facilitate the signing of certificates and
Ilvan Ray Pojas Certificates of appearance
2.3. Technical Working Committee ;
Designation Name Responsibilities
Chagirman Guia Ma. G. - Prepare the registration sheets and
; spearhead the registration duning
Gamutin the actual training.
- Coordinate the training venue and
the menu to be prepared.
- Preparethe M & E
Co- Keziah Fatima M. Un - dAss_ist thet r?aﬂidpa;ts’l regitstrat:ron
. ; uring e  actua raining
Chairman Samuel Villahermosa regisiration.
- Serves as program in charge.
- Prepare the nameplates of the
participants.
- Do the documentation
- Do the errands
Member: Anavella Rivera - Serve as secretariat during the
actual training.
- Assist the preparation of the hall.
- Prapars ihe gadgets reedsd such
as DLP, Laptop, extension wires etc.
3. For compliance.,
Encl:
As stated
Copy furnished:

Records Unit

To be posted in ihe website.






