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January 15,2A25

DR. PROSE IVY G. YEPES
President
Visayas State University
ViSCA, Baybay City, Leyte

Dear Dr. Yepes,

I would like to recommend the designation of

Name of the Appointee:

Designation of Appointment:

Date of Appointment:

Name of the Appointee:

Designation of Appointment:

Date of Appointment:

EXTENSiON OFFICE
Visayas State University, Vis{:a, Baybe}, City, Leyte
Ernail; extension@vsu.edu.pNr
Website: www.vsu.edu.ph
Phone: +63 53 565 0600 Local 1 G85
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MARIANNE JOYCE DE CAIMAN-GALLEGO

Deputy Document and Records Controller

January 15,2025 to June 3A,2025

CHONA T. LISTON

Alternate Deputy Document and Records Controller

January 15,2025 to June 30,2A25
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She shall perform the following duties and responsibilities

1 . Perform the function of the Document and Records Controller (DRC) within the unit
she is assigned by: a) issuing, maintaining, retrieving and controlling of documents;
b) assigning document numbers and other coding control for document in
coordination with the DRC;c) coordinate with and inform relevant personnel on any
changes; and d) ensuring the implementation of the control of records.

?" Ensure that there is good coordination between her, the university Docurnerrt and
Records Controller, in all concerns related to docunrent and records control.

Itloreover, she is entitled to the privileges granted and the responsibilities attached to the
position subject to pertinent policies"

Thank yo{.i very much"

Very y0urs,

C. ARRADAZA
Directo Extension Office

Reconrmend ing,Approva I 8y:
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