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T0: All Service/Division Chiefs

In order to insure an updated personnel records file of all
employees, particularly appointment papers and for reason of
Pypedlency in personnel records retrieval when needed, eflfective

edlauely, the custody and safe-keeping of records of appoininents,
complete with supporiing documents of all officials and empnloyees
£ the Ministry proper, including those emplcoyees from the %efloral/
District Offices whose appointments are signed by either the
Deputy Minister or the Minister, is hereby transferred to the
Personnel Division, this Ministry.

Henceforth, the Chief of the Perscnnel Division shall have the
sole responsibility in the issuance of certified copies of all
documents pertinent to appointments.
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