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Division Memorandum
No. q2- ,s 2023

To

FROM

Assistant Schools DrvEion Supertltendents
Division Chiefs and Unit Heads
Public Schools Distnct Supewisors
Public Elementary and Secondary School Heads
Teachrng and Non-Teaching Personnel
All Others Concerned

VICTO V. GAZO PhD, CESO V
Schools Di Superinlendent 

Z,'
DATE: March 16,2023

SIJtsJECT TERMINATION OF TEE DESICNATION OF SCH(X)L PROPERTY
CUSTODIANS UPION THE ASSUMPTION OF ADMINISTRATIVE
OFFICER II

t. Designation of school property custodrans issued by the Division and School

Oflices are teminated immediately upon the assumption to duty ofthe Administrative Olficer
ll assigned in the school.

2. Designate property custodiar shall tum over all records and propertres to the

Administralive Officol II as the new school property custodian.

3. School heads are enloined to facilltate the smooth turnover of all records,

properties, and assets. Activities such as inventory/physical count, review of records, and the

like should be done prior lo the tum-over.

4. For guidance and complianc€.

Copy fumished:
Records file
AO file
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