35 MINUTES

OUTGOING DOCUMENTS

CHECK

WRITING TO BESENT

v

WAY OF OUTGOING

BY HAND

OUT OF THE
INSTITUTION

v

Prepared writings and attachments are presented to the Continuing
Education Centre Director for e-signature.

Prepared writings and attachments are presented to the Continuing

Education Centre Director for e-signature.

The signed document is transferred to EBYS General Document
Staff to be sent to the relevant units.

The documentis recorded in the embezzlement book and is
delivered to relevantinstitution by hand against signature.
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