OFFICE OF THE HEAD FOR
INTERNAL AUDIT
Visca, Baybay City, Leyte, PHILIPPINES

Telefax: (053) 565 0600 Loc. 1045

STATE UNIVERSITY Email: internal.audit@vsu.edu.ph

Website: www.vsu.edu.ph

February 2, 2023

DR. EDGARDO E. TULIN
President
VSU, Baybay City, Leyte

THRU: DR. DANIEL LESLIE S. TAN
Vice President for Administration and Finance

Dear Sirs:

| would like to request for a petty cash fund in the amount of FIVE THOUSAND PESOS
(PhP5,000.00) to be used for the purchase of urgently needed office supplies and materials
in the office.

| am looking forward to your usual support.

Thank you and more power.

Yours sincerely,

MARIA TERESA A. CRUZ
Head

Recommending approval:

DANIEL LESLIE S. TAN
Vice President for Administration and Finance

Approved/Disapproved:
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