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SORAYA T. FACULO PhD, CESO V
Schools Division Superintendent

	Thru: CHANNELS
	
Madam,

[bookmark: _GoBack]This is to we respectfully request for a substitute for   [Name of Teacher], who will be on [state reason: e.g., maternity leave, sick leave, study leave, official travel] from  [Start Date] until [End Date].

The teacher handles the following grade level and subject/s:

Grade/Level:      Kinder-Grade 3            Grade 4-6         Grade 7-12
Subject/s Taught: ______________

To ensure the uninterrupted delivery of quality instruction, may we recommend the following candidate from the Registry of Qualified Applicants (RQA):

Name of Recommended Candidate: ___________________________
RQA Rank: ___________
Total Points: __________

We hope for your immediate action and favorable approval of this request.

Thank you very much for your support and guidance.


Very Truly Yours,


[NAME OF SCHOOL HEAD]					
School Head

For SDO’s action:
As per evaluation based on records and justifications submitted , a substitute is:
	Recommended
	Not Recommended	REASON: ______________________________________________


NIEVES D. EBANIO				Budget Available:
Administrative Officer V	

							BELEN R. TOMIN
							Administrative Officer V (Budget)

Approved: 	SORAYA T. FACULO, PhD., CESO V
                        Schools Division Superintendent
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