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CUT- OFF TIME IN RECEIVING DOCUMENTS

Please be informed that effective Monday, September 11,2023 there will be a
cut-off time in receiving documents at the Office of the Schools Division

Superintendent until 3:30 p.m everyday except for urgent matters

To clarify, urgent matters refer to those that require immediate action or
attention due to their time-sensitive nature. Non-urgent documents must be

submitted before the said time
All employees are requested to observe this policy

For your information and guidance
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