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DIVISIO
No.

MEMORANDUM
s.2021

TO Assistant Schools Divrsion Superintendent
Chief Education Supervisors, CID and SGOD
Public Elementary and Secondary School Heads
A11 Others Concemed

FROM] VICTORIA . GAZO, PbD., CESO V
/Schools Divrs S uperintendent

DATE: April20,2021

RE: Retrieval OfApplication Documents From The Persotrnel Unit

All employees who were applicants to this Office from June 20 t8 - December 2020
are advised to retrieve their documenls at the Personnel Unit on or before Mey 31, 2021

An employee may authorize a family member / relative and co-employee to retdeve
thc application documents provided there is a[ Authorization Letter presented.

Failure to withdraw the documents on the aforementioned date shall indicate that the
Office is grven the authority to dispose them properly p€r Repubhc Act No 9470 otherwis€
known as National Archives Act of2007

Queries relatiye to this can be channeled to the Personnel Unit at 0907688-9009

Copy fumished:
Records Unit
Personnel Unit

TO BE POSTED IN OT]R WEBSITE

Purok 6, C.sisa^t, MalEybatay City
Telefax (088)314-0094
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