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Sir:

Transmittal letter….


































cc:  Events Management Office
       Records and Archives Unit
       HR (for seminars and training of employees)
       File
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(NAME OF STUDENT ORGANIZATION)
[bookmark: permission-for-group%3A1244017208%3Aever]
ACTIVITY DESIGN

[bookmark: permission-for-group%3A1931765816%3Aever]
I. GENERAL INFORMATION

[bookmark: permission-for-group%3A1717522085%3Aever]Activity:  		
[bookmark: permission-for-group%3A1133213765%3Aever]Date & Time of Activity:  	
[bookmark: permission-for-group%3A2089290738%3Aever][bookmark: permission-for-group%3A1595047292%3Aever]Venue of Activity:  		
[bookmark: permission-for-group%3A1893672901%3Aever]Proponents:   		
[bookmark: permission-for-group%3A1739461174%3Aever]Facilitators:  		
[bookmark: permission-for-group%3A1405818506%3Aever]Participants:  				
[bookmark: permission-for-group%3A661544239%3Aevery]Budget:  				
[bookmark: permission-for-group%3A1457151074%3Aever]Source of Fund:  		
[bookmark: permission-for-group%3A787381380%3Aevery]SDG Addressed: (Kindly mark the SDG applicable for your activity)
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☐ SDG 1: No Poverty
☐ SDG 2: Zero Hunger
☐ SDG 3: Good Health and Well-being
☐ SDG 4: Quality Education
☐ SDG 5: Gender Equality
☐ SDG 6: Clean Water and Sanitation
☐ SDG 7: Affordable and Clean Water
☐ SDG 8: Decent Work and Economic   
     Growth
☐ SDG 9: Industry, Innovation, and 
    Infrastructure
☐ SDG 10: Reduced Inequalities
☐ SDG 11: Sustainable Cities and 
    Communities
☐ SDG 12: Responsible Consumption 
    and Production
☐ SDG 13: Climate Action
☐ SDG 14: Life Below Water
☐ SDG 15: Life on Land
☐ SDG 16: Peace, Justice, and Strong 
    Institution
☐ SDG 17: Partnership
	
II. RATIONALE
(Note: Please include the SDG being addressed by your activity in your discussion.)
[bookmark: permission-for-group%3A524040029%3Aevery]
III. OBJECTIVES
(Note: Please include the SDG being addressed by your activity in your objectives.)
[bookmark: permission-for-group%3A1974538433%3Aever]

IV. EXPECTED OUTPUT
· 
[bookmark: permission-for-group%3A1214998139%3Aever]
V. RESOURCE REQUIREMENTS:
A. Budgetary Requirements:
	Item
	Description
	Quantity
	Unit Cost
	Total Cost
	Source of Fund

	[bookmark: permission-for-group%3A1277833127%3Aever][bookmark: permission-for-group%3A1537173156%3Aever][bookmark: permission-for-group%3A1203771968%3Aever][bookmark: permission-for-group%3A702297792%3Aevery][bookmark: permission-for-group%3A369297395%3Aevery][bookmark: permission-for-group%3A369689413%3Aevery][bookmark: permission-for-group%3A832385982%3Aevery]
	
	
	
	
	

	[bookmark: permission-for-group%3A1440229857%3Aever][bookmark: permission-for-group%3A345905420%3Aevery][bookmark: permission-for-group%3A860640215%3Aevery][bookmark: permission-for-group%3A1916607655%3Aever][bookmark: permission-for-group%3A1133935782%3Aever][bookmark: permission-for-group%3A1732801379%3Aever][bookmark: permission-for-group%3A615199874%3Aevery]
	
	
	
	
	

	
	
	
	Grand Total
	
	[bookmark: permission-for-group%3A1823605809%3Aever][bookmark: permission-for-group%3A988500815%3Aevery][bookmark: permission-for-group%3A788989919%3Aevery][bookmark: permission-for-group%3A1684032749%3Aever][bookmark: permission-for-group%3A504044802%3Aevery][bookmark: permission-for-group%3A1757948549%3Aever]



B. Human Resources 
(Indicate committee members, coordinators, ushers/ usherettes, marshals, etc)

	Committee/ Task
	Number of Persons required
	People Responsible/ Members

	[bookmark: permission-for-group%3A130117235%3Aevery][bookmark: permission-for-group%3A1468600379%3Aever][bookmark: permission-for-group%3A2072131710%3Aever]Documentation
	
	

	[bookmark: permission-for-group%3A973222262%3Aevery][bookmark: permission-for-group%3A241370372%3Aevery][bookmark: permission-for-group%3A803281081%3Aevery]Writer
	
	

	
	
	[bookmark: permission-for-group%3A904468068%3Aevery][bookmark: permission-for-group%3A1615598141%3Aever][bookmark: permission-for-group%3A1429279109%3Aever]


[bookmark: permission-for-group%3A1618545846%3Aever]
C. Supplies, Property and Equipment Requirements

	Property/ Venue/ Equipment
	Date to be used

	[bookmark: permission-for-group%3A700326898%3Aevery][bookmark: permission-for-group%3A891421103%3Aevery][bookmark: permission-for-group%3A845243853%3Aevery]
	

	
	[bookmark: permission-for-group%3A1659190184%3Aever][bookmark: permission-for-group%3A754189256%3Aevery][bookmark: permission-for-group%3A1129335911%3Aever]



VI. PROGRAM:
[bookmark: permission-for-group%3A135473784%3Aevery]
	

Prepared by: 
[bookmark: permission-for-group%3A416644054%3Aevery]		   COMPLETE NAME                                           COMPLETE NAME
             President/ Departmental Governor                                        Adviser


COMPLETE NAME
 Department Chairperson
(Please remove if not applicable
Noted:                                                                        

[bookmark: permission-for-group%3A423243939%3Aevery] CAROLYNE DALE CASTAÑEDA-IGUID                                            JAYSON F. PALEG                            
       Coordinator, Events Management                                           Student Organizations Coordinator

Reviewed:

COMPETE NAME                                  JENNIFER RUTH C. TUAZON
                          Campus Director, (Campus)                                  		SSDO Dean


Endorsed: (Kindly remove if not applicable)

COMPLETE NAME
[bookmark: permission-for-group%3A1138098357%3Aever]Director, (Funding Unit)

                                                Funds Available: 
 
REXON T. DAMAYAN
Accountant III
Recommending Approval:

[bookmark: permission-for-group%3A1683629701%3Aever]GERALDINE L. MADJACO 
Vice-President for Academic Affairs
		
 
Approved:
  
EDGAR G. CUE
College President


Note:		
1. Kindly remove all notes in () before printing.
2. The Chief-of-Staff shall initial approval before the College President shall affix his signature.
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