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DATE: August 2,2021

SUBTECTT OPERATIOIfALIZATIOIf Or OFrICE AArErr CEECBIIST

1. It shall be a policy in this Division to mal{e the Office Safety Checklist
functional by requiring all unit heads to schedule and assign their personnel as rooE
checlgra to check the rooms before leaving the ofrce.

2. Ttrere shall be aIl online form accessible tlrough
httlrt://tlayrtlco8/dttE-ooc or tlEough s€anning the QR Code in the posted checklist
that Eu6t b€ accomplisbed by the rooo checkers.

3, AccoEplish the blank schedule below and subdit it to this Office t}rough
the Division DRRM Coordinator or! August 17, 2021 (Tuesday). The EanageEent arld
orgardzqtion of the schedule of [rersonnel shall be the responsibility of the unit heads.

4. Should there be queries, contact Jlndrldy S. Lucllc, Project Developcent
Ofrcer lI (DRRM), through 09171156864.

For cornpliance,

Encl: As stated
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SCHEDULING OF PERSONNEL AS ROOM CHECKERS

DMSION/SECTION

NO NAME OF PERSONNEL ASSICNED ROOM
TO CHECK

SCHEDULE

Note
l]le schedule can be daily, weekly, or monthly. Exa.Eoples are "every 6rst week
of the month" and "wery T\resda/
In case that the assigned personnel as room checker is on leave or absent, it
shall be the responsibility of the Unit Heads or the dtect superior to make
arrsnteoents with other personnel


