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SAMPLE MEMO TO REQUEST FOR STUDY LEAVE/SCHOLARSHIP GRANT

(Department Head to Mayor)
Memorandum Order

No.____________, Series 2019
DATE

:
________________________
FOR

:
MARIA ISABELLE G. CLIMACO



City Mayor
THRU

:
DR. JANE C. BASCAR




City Human Resource Management Officer

FROM
:
(Name of Department Head)



(Position)

RE

:
AUTHORITY TO AVAIL (Study Leave Program/Scholarship Grant)
Respectfully forwarding you the atteched request of (Name of Employee) to avail of the (Study Leave Program/Scholarship Grant) to (Reason/Purpose) from (duration)  at (venue). 
Attached are the following:

· Transcript of Records (Study Leave)

· Cedula

· Certificate of No Criminal or Administrative Case filed against the employee

This office interposes no objection to the said request.

For Her Honor’s perusal and appropriate action.
(Name and Signature of the Department Head)
Reference initials
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