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DATtr July 14,2O2r.

SITE ECT: P'OSTIIfO OF OFFICE atrEfI CEECTI,IAT llf OTrICEA DooRA

1, All oftces are required to post on their exit doors, including sliding doors,
the herein Offce Safety Checklist. This is to remind every employee of the things to do
before leavirtg their stations and avoid any untowa.rd incident, especially on weekends, to
happen.

2. The taminated checklist shall be provided by this Office, tlrough the
Division DRRM Coordinator. lt shall be the responsibility of the Unit Heads to post theD
Iiroly a'td neatly on tlle doors.

3. Should there be queries, contact JlEd.ldy 8. LllcLac, Project Developrnent
Officer II (DRRM), ttEough 09171156864.

For compliance

Encl: As stated

Copy Flrnished: Records Unit I DRRM
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thed, l€asnq rhm pluqoed mEv

2 Chock fecsts h t|€ lovotory (rd
office toilels,
E r4,!i nE hrcll is tlEd on D alil n/dl

3. Check door., cobiEts, q|d
windowr if hck.d.
Ldr .l *EG rd &o. b.bre Fu reaw L€aE
blinds umorred ld tE son9 p€rset lo ch*k tE
r@s th@ugh t'e rindM du.no tE( roviog dutes

rncree rhe nsk oi a el*trrca| lte

he day r'le oLPs Md enensn wir6

6. K€€p the H.od of Office
hforrncd of domogcs.
R.rod b $. H.ad ol Otne dl derOps lo runrlue
el&rk3l erhs, blscd lqhts q ddagd l@ks The

Head ol Oti@ mun Gpon tp* lhrngs to lhe Geneal
Slefrrces lor appbpnar€ acrcns. ln ce lhe @n@hed
p€rs is nor E@rE. leaw. rcc on his or her labL.

7. Ch€ck - Dor/bL Ch€ck
r . Frr{5 h idd E, .rqAiB &'ng nE
cl!.d(i! iirt t6b! bniD ,on Ghl@. ll means
dohg lne $let, chek li@ minutes beloG ,o leave

tE offie aid dang ( aqan belde haung lhe roN
ThB habn sI minim[e Gtuhme ro tdr office 6 you

Een home be.aus yo! EG u^suE you drd n.
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