UPMLO  FORM NO. 014 (version 05-21-21)  Job Order
UNIVERSITY OF THE PHILIPPINES MANILA
The Health Sciences Center
8TH Floor, LCB Building, Philippine General Hospital
Taft Avenue, Manila






<NAME OF COLLEGE OR UPM UNIT>

<Date>

[Name of Employee}
[Designation]
[Address]

	Subject: 	Standard End-of-Contract Notice
	Reference:	<cite title of JO contract and identifying number and date>

Dear Mr/Ms _______,

Contract Effectivity:		<date of effectivity>
Duration/Term:		<number of months>
Date of termination:		<date of termination>
Performance evaluation for the duration of the contract: 

<rating and other information>

Please submit the following requirements 30 days before the termination of your contract or within 5 days from your receipt of this notice should  you be willing to offer your services to the office for another term:

Application letter addressed to the Chancellor 
Updated Curriculum Vitae
Transcript of records (unless TOR previously submitted)
Diploma (unless previously submitted)
Other documents which may be helpful in the evaluation of your offer of services (e.g., training certificates, awards and citations, recommendations)





Should the office, based on the services and skills needed, decides to request for you to render your services to us, we  shall send you an invitation letter with a copy of the Contract of Services citing the position and job description  which the  office is willing to engage your services with us, at the address you have provided in your application letter.

Respectfully yours,


NAME
Position of Administrative Officer/Operations Officer


Noted by:


NAME
Position, Name of Head Unit/Dean of College
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