[image: ]Republic of the Philippines
Cebu Normal University
Osmeña Blvd., Cebu City, 6000, Philippines

Human Resource Management Office
Telephone No.: (+63 32) 253 6223 | 254 1452 loc. 126
Email: hrmo@cnu.edu.ph 
Website: www.cnu.edu.ph


DOCUMENT REQUEST FORM

Name: ________________________ Date Filed: ____________Date document is needed: ___________
Position/Rank: _________________			Employment Status:
					(  ) Permanent            (  ) Casual       	(  ) Contractual

Name of requesting party in behalf of the document owner:
____________________  		Relation to the document owner: ________________________
	(  ) Admin. Personnel
College:				Others (Please specify Agency/Address/Mobile Number
	(  ) College of Teacher Education			___________________________
	(  ) College of Arts and Sciences			___________________________
	(  ) College of Nursing					___________________________
	(  ) Balamban Campus
(  ) Medellin Campus
If not currently employed in CNU, please specify:

Date of employment: _____________ Date of Separation: ____________ Position Held: ____________

Please state the purpose of request below:

Document(s) to be requested:
(  ) Appointment			(  ) NOSA			(  ) SALN
(  ) Certificate of Employment		(  ) NOSI			(  ) others  (please specify)
(  ) Clearance 				(  ) Personal Data Sheet	
(  ) Service Record 			(  ) Performance Rating/IPCR              ______________________		
Name of Employee attending the request: __________________________

RECEIVED BY: 	_________________
DATE OF RELEASE: ______________
OR Number: 	_________________

							         ___________________________							                                  Signature of Requesting Party
APPROVED:


DR. CATHERINE B. ENDRINA
Administrative Officer V-HRMO III	

[image: C:\Users\Nea\AppData\Local\Microsoft\Windows\INetCache\Content.Word\static_qr_code_without_logo.png][image: ]Certification Date: 1 February 2021
Recertification due date: 24 January 2024
For verification of the certificate please access www.gcl-intl.com (Certification check and type the registration number)



Registration No. 52Q18778
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