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1¢ Dr. Zosimo de la Rosa
Chief, Security COffice

2e lire Jaime B. Pascual "
Head, Janitorial Servi.g!
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3e Occupants of the Administration Building

Precautionary lleasures to Secure the Addministration Duilding

ine with our efforts for effective and efficient delivery of

public services as well as our responsibility for the protection and
proper maintenance of govermment facilities, the following measures

shall be

adopted by all concerned in order to secure the offices,

properties, and occupants of the administration buildings
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There shall be a minirum of two (2) Security Guards, at any
given time, o secure the building and its vicinities,

411 persons entering the building shall be properly identified
by the security guards on dutys Visitors shall be registered
and issued "Visitors Gate Pass™ befors they are allowed to

enter the building,. &3 ;
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Unless with "Approved Permit" by the President or his authorized

representative, no person (other than the Guards on duty) is
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alloved inside the building before 5130 aeme and after 6330 Deme
and during non~working dayse

The janitors/htilitymen shall see to it that the offices and
their facilities are ready for use before 7230 A.'e They shall
also make sure that windows and doors are closed and unnece ssary
lights are switched off before leaving for home after office
hours in the afternoon.

It shall be the responsibility of staff members using electrical
equipment and gadgets to switch them off after use. Janitors/
utilitymen shall re-check compliance of this requirement before
closing the offices in the evening.
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 I{RIORANDUM NO. _83 Se 1995A

6o Staff members perforu ing overiime work shall assume the
z responsibilities of, the ,)a,m. ..ors/u'blllwmen nentioned

in Wose 4 and 5Se

Te .Enplo‘,rees in the Adm..a:.stratlon Building shall wear
app:‘oprla,te TDee :

Please be guided gorordinglye
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