OFFICE ORDER
O30S 10S- 2023014

DESIGNATION OF SCHOOL PROPERTY CUSTODIAN

Ta MS. CHERRIE A. SCLAMILLO
Administrative Assistant I
Ban Miguel Natonal HS
PBacong Dastricy

l. In the exigency of the service, vou are h:trln designated as the SCHOOL
|"H'LIPI' ETY CUSTODIAN of San Miguel National School in addition to vour regular
functions

2 As such, vou ame expected to perform the following functions:
a) Heceipt [ssuance, maintenance and salekeeping ol
supplies, matenals and equipment and other properties
and fncilitics of the school;

b} Conduct property inventory afier the closing and before
the opening of classes;

c] Prepambon of the required reports in supply, property,
asset pnd Imventory marsgement.

4. This designation takes effect immediarely and shall remam enforced until
revoked and/or rescinded by this Cifiee

4 Please e guided accordingly,
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