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MEMORANDUM ORDER No.  I  
Series of 2018 

To 
	 ALL SRA PERSONNEL 

DO'R. SERAFICA 

DOCUMENTS ADDRESSED TO THE 
AND FOR SIGNATURE OF THE 

From 	 EN GA.4kiltiENEG 
AdMinistrator 

SUBJECT 
	

PROTOCOL FOR 
ADMINISTRATOR 
ADMINISTRATOR 

As a matter of protocol, all internal and external communications and documents addressed 
to the Administrator must be forwarded to the Office of the Administrator. 

Further, all documents that bear the name of the Administrator as signatory must also pass 
thru the Office of the Administrator for review and approval, except those requests for 
clearances covered by Administrative Order No. 1, series of 2017. The authority to sign in 
behalf of the Administrator for all such dot:uments must first be secured from the 

Administrator prior to signing. 

For proper tracking and accountability, all those who were authorized to sign for the 
Administrator must Itc.:ep an electronic database of documents signed for the Administrator 

and must record the following details: 
a. Date Received 
b. Origin 
c. Subject Matter 
d. Action Taken 
e. Date of Action 

The Management Infcrmation System (MIS) will facilitate the connection of all departments' 
electronic database to the Office of the Administrator so these can be accessed anytime. 

This Memorandum Order shall take effect immediately. 

For strict compliance. 

Website: http:/www.sra.gov.oh  , Email tiddress: sraheadasra qov ph  Tel. No.: (632) 455-33-76, (632) 455-3376, (632) 455-7402, (632) 455-2135 


	Page 1

