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MEMORANDUM NO. _斐L

Series of 2020

T O:　　Mr. JunardC. Gucela　　　- 0怖ceoftheDean ofStudent

Ms. GeraIdine T. Baro　　　- O珊ce ofthe Chief 」ibrarian

R E:　　Designation as Altemate Deputy Document and Records Cont細olle「s under the

O鮒ce of the Vice P「esident fo「 Student A愉i「s and Services (OVPSAS)

By virtue o白he authority vested in me by the VSU Board of Regents, yOu are hereby

designated as Aiternate Deputy Document and Reco「ds ControI!el.S (dDRCs) of you「

respective offices/units unde「 the Office Vice P「esident fo「 Student Affai「s and Services

effective JuIy Ol, 2020 to December 31, 2020. As such you a「e to exercise the fo=owing

functions:

1. Perform the functions of the Document and Reco「ds ControIIer (DRC) within the unit

you a「e assigned by: a) issuing. maintaining, 「etrieving and controiiing contro=ed

documents; b) assigning of document numbers and other coding controIs for

documen=n coo「dination with the DRC; C) coo「dinate with and info「m relevant

PerSOmel on any changes; and d) ensuring the impIementation of the cont「o1 0f

records.

2・ Ensu「e that there is good coordination between you and the Unive「sity Document and

Reco「ds Controiier, Co「e Deputy Document and Records Contro=e「 and the Deputy

Document and Records Controiie「s (dDRCs) in a= concems 「eIated to document and

records cont「o上

3. Assist the dDRC in the pe「fo「mance of his/herduties.

Piease be guided acco「dingIy!

田園豊国
丁U」噂

A gIoba時COmPetitive university fo「 science, technoIogy, and envi「onmental conse「vation,

Deveiopment of a highIy competitive human 「esou「Ce, Cutting-edge scient緬c knowIedge

and i…OVative technoIogjes fo「 suslainable communities and environment.
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