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DIVISION MEMORANDUM
No. 2.0 0 s.2023

School Heads of lmplementing Units
This Division

TO

-a 
z7 (L

FROM: CHERRY MAT L L REYES

l'/Schools Division

RE: Oo Separating/Rcti*ng T€.chitrg.nd Non-Tcachitrg Pcnotrml

DATE: May 31, 2023

]. This Oftice herEby dirEcts School H€ads of lmplementing Unils to requirc
separating/retiring teaching ard non-teaching personnel of your respedive schools to secure
from the Division Office ALL documentary requiremenB for such purpose such as but not
limired to Division Clearalce, Special Order for Release among others before issuing of the
employees' Service Record (SR). The last entry of the SR must b€ the word
rctirEd/rcalgr.d/trrBferEd *hichever is applicable which shall be followed with "as per So
No........"

2. Fu(her, the signing ofthe GSIS Application for Redrcment/Separation/Life Insurance
Beneflts (Form No. 06302017-RET) on page 2 of4 ofthe ssid folm at the lower portion which
is marked "TO BE FILLED OUT BY THE HEAD OF AGENCY OR HIS AUTHORIZED
ENDORSING OFPICER ' must be done in the Division Office.

This memorandum shall take effea immediately

For guidance and strict compliance.

Copy tumished:
All Implementing Urits
Records Unit
Personnel Unit
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Purok 6, Grisang, Malaybalay Clty
Telefax [oEE) 3140094
Email: Malaybalay.city@deped.gov.ph


