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TESDA-SOP-OCSA-07-F014
TECHNICAL EDUCATION AND SKILLS DEVELOPMENT AUTHORITY

TESDA Complex, East Service Road, South Superhighway

Taguig, Metro Manila

NOTICE OF MEETING
TO/FOR
:
___________________________


: 
___________________________


:
___________________________


:
ACE Representative (all Level of Positions)
 FROM
:
CHAIRPERSON, Personnel Selection Board
 DATE
:
___________________________
 TIME

: 
___________________________
 VENUE
: 
___________________________
 AGENDA
:
1.



2.



3.



_____________________________
                                                                     (Chairperson, PSB)

TESDA-SOP-OCSA-07-F015
 (Sample Letter to Applicant re Schedule of InterviewAnd/or Written Exam – for outside applicant)

___________________
            (Date) 

____________________________
      (Name of Applicant)

________________________

__ (Address of Applicant) ____

________________________

 Dear Mr./Ms._____________:

 This has reference to your application for the vacant ___________position at the Technical Education and Skills Development Authority (TESDA).

 You are requested to come for the following activities:

	ACTIVITY
	SCHEDULE
(DATE/TIME)
	VENUE

	Interview
	
	

	Written Examination
	
	


Failure to come on the scheduled activities shall mean disinterest to pursue the application. 
Very truly yours,
 _____________________
 Chairperson, PSB
TESDA-SOP-OCSA-07-F015-A
MEMORANDUM

TO

:
________________
 FROM
:
________________
 DATE

:
________________ 
SUBJECT
:
Application for __________ Position
[image: image1.png]




This has reference to your application for the vacant _______________            __ position. You presence is requested for the following activities:
	 
ACTIVITY
	 
SCHEDULE
(Date /Time)
	 
VENUE

	Interview
	
	

	Written Examination

	
	


 Failure to come on the scheduled activities shall mean disinterest to pursue the application.

 For your information and appropriate action.














