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DAILY TIME RECORD
JOB ORDER

Name: NDECA (. pavip
Position: vHce (Jerk
For the Period: Decomber -3 | DL
Date Morning Signature Afternoon Signature
In Out In Out
1
2
3
4 SATURDAY
5 SUNDAY
6
7
8
9
10
11 SATURDAY
12 SUNDAY
13
14
15
16| 1-50 L. L —! 15> {00 ~iA
17| §:CC TRCE _all |&: SL (gL W
18 SATURDAY /
19 SUNDAY
20] 1-%% w03 A .S LI ~—if
21) 1. 5C |1:00 —h 1:3C giw AN
22] 7.5% [ A A ) =T R —pie
23] 300 R:O2 ~4 - e 00 e
Z] S Y (2:00 A 55 | Sue | 7~
25 SATURDAY '
26 SUNDAY
271 &) \Q:0 ~A Ty |gsv M
28] 12 <5 (3406 / ~ad 1160 {700 v
29] 7.4 [L-80 i Y C:0oC =y
30 )
31| 1.5 (2:05 W [P0 s A
TOTAL| || days / (

Certified Correct:

Ml 14_1.‘-7“( ol

\

Immediate Superior




Telefax: (053) 525 0346 local 1026
Email: forestscience@vsu.edu.ph
Website: www.vsu.edu.ph

V.l Visca, BaybayCity, Leyte, PHILIPPINES
STATE UNIVERSITY

AS 2 "2 DEPARTMENT OF FOREST SCIENCE

ACCOMPLISHMENT REPORT

December 16-31, 2021

1. Prepares/Types/Releases, IPCR’s, OPCR’s
communications, requests, recommendations,
certifications, forms, and other related matters.

2. Prepares/Types financial matter, Accomplishment
Reports, and other related matters.

3. Coordinates/Facilitates other needs of the
college/department faculty, staff

4. and students.

5. Receives/Sorts/Files/Retrieves incoming and
outgoing communications in instruction.

6. Receives/Responds/Relays telephone calls.

Serves as dDRC of DFS in relation to the
implementation of ISO 9001:2015

8. Does other work as assigned and requested by the
college dean/department head, faculty, staff and
students.

9. Helps disinfects CFES Building.

Submitted By:

4
NO{S\SﬁCp. DAVID

Cle

Noted:

Auﬁﬁ;oumn
Head-DFS
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Visca, Baybay City, Leyte, PHILIPPINES
Telefax: 565 0600 local 1026

Email: forestscience@vsu.edu.ph
Website: www.vsu.edu.ph

STATE UNIVERSITY

VISAYAS ‘

CONTRACT OF SERVICE FOR INDIVIDUAL JOB ORDER WORKER

KNOW ALL MEN BY THESE PRESENTS:

This Agreement entered into by and bétween:

-and-

Ms. NOESSA C. DAVID (Single), of legal age, Filipino and with residence and postal
address at Baybay City, Leyte hereinafter referred to as the SECOND PARTY;

WITNESSETH:

WHEREAS, the FIRST PARTY is in need of Persons who can provide administrative
Support services which cannot be performed by the existing regular manpower/employees of the
specific units/departments/centers within the university;

NOW, THEREFORE, premises considered, the parties hereto hereby agree as they
have agreed under the terms and conditions, as follows:

The FIRST PARTY hereby contracts the services of the SECOND PARTY Clerk &
dDRC to perform the functions and deliver the following outputs as follows:

Ms. NOESSA C. DAVID:

1. Prepares/types/releases. IPCR’s, OPCR's Communications, requests,
~ 'ecommendations, certifications, forms, and other related matters;

2 Prepares/types financial documents, Accomplishment Reports, and other related
documents:

Coordinates/facilitates other needs of the department faculty, staff and students;
Reoeives/sons/ﬁles/retrieves incoming and outgoing communications in- in the
department;

Receives/responds/relays telephone calls to faculty and staff concerned:

Serves as dDRC on ISO 9001:2015 implementation for DFS.

Hw

No o

and students.

THAT when the work demand for travel, the SECOND Party shall be entitled to payment
of travel expenses (per diem and fare) when, travelling on official business within the country
subject to existing government accounting rules and regulations and to pertinent VSU policies
and rules governing official trave. i

DEPARTMENT OF FOREST SCIENCE




