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MEMORANDUM NO. 139
Series of 2008

T O: Ms. Carmencita S. Reyes
Guidance Counselor

R E: Designation as Officer-in-Charge of Student Admissions Office

By virtue of the authority vested in me by the Board of Regents, you are hereby designated
Officer-in-Charge (OIC) of the Student Admissions Office (SAO) in addition to your duties
and responsibilities as Guidance Counselor effective immediately until such time that an
Admissions’ Officer shall have been selected.

As OIC Admissions’ Officer, you are to:

Plan and implement programs to effective carry out the functions of the SAQ;
Supervise and manage the personnel of the SAO;

Ensure that pertinent records are kept, filed and well-managed,;

Attend meetings when representation of the SAO is necessary; and

Perform other tasks deemed necessary.
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For your guidance and compliance.
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