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MEMORANDUM NO. -~
Series of 2014

T O: VSU Gasoline Station

R E: Proper Procedure in Issuance of Gasoline

It has come to the attention of this office that issuance of fuel are processed without the
necessary supporting documents. Please be informed that only approved Requisition and
Issue Slip (RIS) with a copy of Trip Ticket shall be accommodated. This is to ensure that
withdrawal of fuel is properly authorized and to facilitate payment from the different

requesting department or offices.

For your guidance and compliance.
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