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SAMPLE MEMO TO REQUEST AUTHORITY TO ATTEND TRAINING
(Official Business)
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 ATTEND (Training/Other Developmental Activity)
May I respectfully request Her Honor’s authority/approval to allow me/and/or the following employees to attend the __(Title of the Training/Other Developmental Activity)_. The activity will be held from (duration of the Training/Other Developmental Activity) at (Venue). 
Expenses for this training (or other developmental activity) will be charged against the funds of the office subject to the availability of funds and usual auditing and accounting procedures. 
Attached are the following:

· Itinerary of Travel

· Invitation Letter
Your favorable approval to this request is most appreciated.
(Name and Signature of the Department Head)
Reference initials
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