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SUBJECT : Designation as Officer-In-Charge

DATE : August 08, 2025

In view of the Official Travel of the Cashier and Official Travel of Ms. Rovie Lizette G. Liberato,
you are hereby designated as Officer In-Charge of the Cashier Section on August 15, 2025.

You shall therefore discharge the following duties and functions inherent to your designation.

1. Check and monitor the attendance of the Cash Section.
2. Sign in the routinary documents such as;
a. Transmittal

b. Represent the Cashier to any official function such as meetings and
among others.

c. Update the Cashier of matters affecting the operation.

Please be guided accordingly.
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