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MEMORANDUM 
FOR

:          ______________________________


            SUC President IV

THRU

:           ______________________________


            Vice President for Administration and Finance
FROM

:           _______________________________
                                      Dean/Unit Head
SUBJECT
:
REQUEST FOR RENEWAL OF JOB ORDERS
DATE

:
______________________________
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A University for Humanity characterized by productive scholarship, transformative leadership, collaborative service, and distinctive character for sustainable societies.





Respectfully requesting the approval of the appointment of _____ Job Order employees performing the said 

         (no.)
assigned functions in various offices, buildings & grounds of the_______________________.

          (college / unit / office)
	NO.
	NAME
	DESIGNATION
	RATE/DAY
	PERIOD OF EMPLOYMENT
	FUNDING CHARGE
	OFFICE ASSIGNMENT
	ACKNOWLEDGEMENT

	
	
	
	
	FROM
	TO
	
	
	

	1
	
	
	
	
	
	
	
	

	2
	
	
	
	
	
	
	
	

	3
	
	
	
	
	
	
	
	


The said Job Order shall automatically cease upon its expiration as stipulated above, unless renewed. However, service of any or all of the above-named may be terminated prior to the expiration of this Job Order for lack of funds or when their services are no longer needed. The above-named hereby attests that he/she is not related within the third degree (fourth degree in case of LGU’s) by consanguinity or affinity to the: 1) hiring authority and/or, 2) representative of the hiring agency; he/she has not been previously dismissed from government service by reason of an administrative offense and that he/she has not already reached the compulsory retirement age of sixty-five (65). Furthermore, the service rendered is not considered or will never be accredited as government service.


For your favourable action.








   
_________________________

Dean / Director / Unit Head
Certified funds available:
_____________________


        Budget Officer

ACTION TAKEN:
Recommending Approval: 

_____________________
__________________________           ______________________________

HRMO 

           Acting Chief Administrative Officer      Vice President for Administration & Finance
         Approved: ___________________






      SUC President IV

BU-F-VPA-04
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