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DIViSION MEMORANDUM

No.　105　　　　s. 2023

R劃町田RATroN O蘭でHB櫨OH皿Y SUI鵬ⅢSS重O討OF DAⅢ鵬RECORD

(聞きR) OF A重L TEN麗ⅡNG A蘭D討oNJrEACENG劇団ミSON蘭EL

To:　OIC-Assistant SchooIs Division Superintendent

Chief Education Supervisors

Heads, mb虹c Elementary and Secondary SchooIs

Heads, Unit/ Section

Au Others Concemed

l.　　StaIting February　2023, teaChing and non-teaChing persomel

assigned in schooIs are advised to prepare 3 copies ofDTRs. One set to be組ed

by them in their respective schooIs, tWO SetS Will be submitted to the division

O能ce (1 for DO餌e and the o血er for submission to COA). A皿血e schooI

PerSOnnel are advised to separate血e DTRs to be餌ed by DO and血e DTRs to

be subnritted to COA.

2・　　School heads are advised to submit 3 copies of their DTRs to the

division o緬.ce.

3.　　Employees in血e division o鯖ce proper are also advised to submit 3

COPies of their DTRs.

4.　　　All concemed empIoyees are reminded to attach certificate of

appearances, traVel orders and other relevant documents in their DTRs.

5.　　Immediate and strict compliance to this memorandum is desired.
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