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Republic of the Philippines
Department of Education
REGION X – NORTHERN MINDANAO
SCHOOLS DIVISION OF EL SALVADOR CITY
Annex A



____________________
   (Date)


RANDOLPH B. TORTOLA
Schools Division Superintendent
Department of Education – El Salvador City Division
El Salvador City, Misamis Oriental



Dear Sir Tortola:


I would like to monetize __________ days of my Vacation Leave Credits for the purpose of _____________________________________.

Hoping for your favorable action on this request. 




Very truly yours,


NAME OF EMPLOYEE
Position 




Approved:



RANDOLPH B. TORTOLA 
Schools Division Superintendent
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