
DEPARTMENT OF - ENVIRONMENT A N D  
NATURAL RESOURCES 

TO All Pemnnel 
Central Oflice 

FROM The Undemecmtary 
Management and Technbd Sedccs 

SUBJECT : SUBMIB%I[OII OF ACTUAL DUTlES 

DATE JAN 1 4 ;b0[)5 

Please submit to the Personnel DfijOn list of actual duties FY 2004 duly 
certified by the Division Chief/ Head of Unit. 

Said documents shall be used to update 201 files and Perfbrmance 
Evaluation System report for FY 2004. 

Division Chiefs/Heads of unit ahall submit the compilation of the actual 
duties of pewme1 assigned in their respective offha in M S  Exotl 
format providing the Pe~sonncl Divisbn with a paptr and eledmnk 
copies of said reports. 

Please submit said documents on or before Janaay 19.2005. 

Non- compliance with said instructiDn shall be con,sidered in violation of 
reasonable office rules and shall merit a col~t~ponding reprimand. 

For your immediate and strid compliance. 

lb 
Visayas Avenue, Diliman, Quezon City 

-- -. --- .- 




