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SUBSTITUTION FORM
(For faculty requesting for official travel or vacation/ sick leave)

TEACHER TO BE SUBSTITUTED: ________________________________
REASON FOR SUBSTITUTION:


A. ______ OFFICIAL TRAVEL



PLACE: _____________________________________________

DATES: _____________________________________________



 PURPOSE:___________________________________________________________________



______________________________________________________________________________


B._____________ VACATION LEAVE/ SICK LEAVE


C._____________ CDO/CTO

DATE(S) OF OFFICIAL TRAVEL/CDO/LEAVE: ______________________________________________

Student activities (to be filled up by the faculty who is requesting for an official travel/leave or CDO/CTO)

	SUBJECTS
	DATE
	TIME
	DAYS
	ROOM
	ACTIVITIES
	SUBSTITUTE

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Requested by:                                                         Reviewed by:
___________________________


                    ___________________________

Faculty Member                                                                 School Dean
(to be initialed by the Program Chairperson)
Approved:

______AREL B. SIA-ED Ed.D.__________

Campus Director
MPSU-EDB-F-001/01/December 20, 2024
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