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DIVISION MEMORANDUM      
No.______ s. 2026 
 

DISSEMINATION OF CITY GOVERNMENT MEMORANDUM ON 

JOB ORDER PERSONNEL CONTRACT SIGNING FOR JULY–
DECEMBER 2026 

 

TO: OIC-Assistant Schools Division Superintendent 
 OIC-School Governance and Operations Division 

OIC-Curriculum Implementation Division  
 Education Program Supervisors 
 School Heads (All Public Schools) 
 All Others Concerned 
 

1. In reference to Memorandum Order No. OCA-MO-2026-04-045 dated 23 April 

2026 issued by the Office of the City Human Resource Management Officer 
(OCHRMO), this Office hereby informs all concerned of the scheduled contract signing 
of Job Order personnel for the period July to December 2026. 
 
2. The contract signing is scheduled on 27 June 2026 (Saturday), from 8:00 AM to 
5:00 PM, at the 4th Floor Function Hall, New Imus City Government Center, 
Malagasang 1-G, Imus City. 

 

3. All concerned Job Order personnel must submit the following documents on 
or before 15 June 2026: 
 

a. One (1) copy of fully accomplished Personnel Data Sheet (PDS) with recent CSC 
picture, dated July 1, 2026, and with complete signatures on all four (4) pages 
(CS Form No. 212, Revised 2025); 

b. Photocopy of PSA Birth Certificate; if married, photocopy of PSA Marriage 
Certificate; 

c. Original Police or NBI Clearance, valid until December 2026; 

d. Two (2) photocopies of a valid ID (back-to-back), with three (3) specimen 
signatures. (Note: The valid ID must be the same as that used in previous 
contract signings). 

 

4. Attached are copies of the City Government Memorandum and the detailed 
schedule per office for reference. 
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5. All field officials and school heads are directed to disseminate this information 
immediately to all concerned personnel. 

6. For strict compliance. 

 

 
 
 

LITO A. PALOMAR 
Assistant Schools Division Superintendent 

Officer-In-Charge 
Office of the Schools Division Superintendent 

 

Encl.: As stated 

Reference: As stated 

To be indicated in the Perpetual Index   

under the following subjects: 

   
EMPLOYMENT 
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