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 __________________
							                        Date

NYMPHA D. GUEMO
Schools Division Superintendent


Mam:

[bookmark: _heading=h.30j0zll]		May I request for __________ -day monetization of my leave credits (Vacation and Sick) due to the following reasons:
1) ______________________________________________________________________________________________________________________________
2) ______________________________________________________________________________________________________________________________
	
	Thank you for your favorable action.
		
										Very truly yours,
					
								                     ____________________
									      (Signature over Printed Name)

Recommending Approval:
[bookmark: _heading=h.gjdgxs]
	
MARY JODELLE E. OLLET
Administrative Officer V


Approved:

					NYMPHA D. GUEMO
Schools Division Superintendent



[image: ]                       

image1.png
Republic of the Philippines
Department of Education
Region V- Bicol
SCHOOLS DIVISION OFFICE OF LIGAO CITY





image2.png
Address: Binatagan Ligao City, 4504
D ED Telephone: (052) 485-2496
e ’ Email-Address: ligao.city@deped.gov.ph

Website: https://depediigaocity.net




