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MEMORANDUM 

FOR		:	____________________________
			SUC President IV

THRU		:	________________________________
			Human Resource Management Officer

FROM		:	_______________________________
                                       Dean/Unit Head	

SUBJECT	:	REQUEST FOR HIRING OF NEW JOB ORDER PERSONNEL

DATE		:	_______________________________
				
	Respectfully requesting the approval to hire_____ new Job Order employees to augment our manpower 
                                                                                                                                             (no.)
requirement by performing the following functions in various offices, buildings & grounds of the ____________________.
(college / unit)
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Anticipating with sincerest thanks for your favorable action on these requests.

									_________________________
Dean / 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-05		
Effectivity : January 2012
Rev. No. 0
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A University for Humanity characterized by productive scholarship, transformative leadership,
collaborative service and distinctive character for sustainable societies.
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SDG No. ____________
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