
Republic of the Philippines 
Cebu Normal University 

Osmeña Blvd., Cebu City, 6000, Philippines 
 

Human Resource Management Unit 
Telephone No.: (+63 32) 253 6223 | 254 1452 

Email: hrmo@cnu.edu.ph  
Website: www.cnu.edu.ph 

                                                         

​                                                                                                                    Reference no.:______________ 

JOB ORDER REQUEST FORM/ TRACKER 
 

Name: ( )Mr. ( )Ms.  ( )Mrs. ( )Dr. ( )other:  _____________________________________________________  
Date Filed: ________________________Date document needed: ________________________ 
Position/Rank: _____________________Email or Contact Number: _______________________​        
Employment Status: (  )Permanent    (  )Temporary    (  )Casual   (  )Contractual/JO 
 
(Optional) Name of requesting party in behalf of the document owner: ________________________ 
                   Relation to the document owner: ________________________ 
 

             (  ) Admin. Personnel 
College:​ ​ ​ ​                              Others: 
​ (  ) College of Teacher Education​ ​ ​ Agency ______________________ 
​ (  ) College of Medicine                                                 Address _______________________ 
​ (  ) College of Nursing​​ ​ ​ ​ Mobile Number ________________ 
​ (  ) Balamban Campus 
             (  ) Medellin Campus       
             (  ) College of Culture, Arts, and Sports       
             (  ) College of Computing Artificial Intelligence and Sciences 
             (  ) College  of Public Governance and Safety 
             (  ) College of Tourism, Hospitality and Hotel Management  
             (  ) Early Childhood Education, Internationalization and Lifelong Learning 

(Optional) If not currently employed in CNU, please specify: 
  Date of employment: _____________ Date of Separation: ____________ Position Held: ____________ 
 

Please state the purpose of request below: 
   

 

Number of Copies to be requested: 
(    ) Service Record(Php80)  ​ ​    (    ) NOSA​ ​ ​ (    ) SALN 
(    ) Certificate of Employment(Php80)  (    ) NOSI​ ​ ​ (    ) Appointment             
(    ) Certificate of LWOP(Php80)  ​    (    ) Personal Data Sheet​ (    ) others  (please specify) 
(    ) Certificate of leave credits (Php80)(    ) Performance Rating/IPCR       _____________________ 
(    ) Clearance​                              (    ) TOR/Diploma                            _____________________ 
Name of Employee attending the request: __________________________ 
​ ​ ​ ​ ​ ​ ​ HR STAFF​ ​ ​ ​ ​          
 ___________________________​ ​ ​ ​ ​ ​ ​                                   
Signature of Requesting Party 
 
APPROVED: 
 

____________________ 
HRMU Head​  
-------------------------------------------------------------------------------------------------------------------------------------------- 
Name of Employee Completed/Accepted By: __________________________ 
​ ​ ​ ​ ​ ​                           HR STAFF 
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RECEIVED BY: ​ _________________ 
DATE CLAIMED: ________________ 
OR Number: ​ _________________ ​ ​ ​ ​ ​ ​ ​ ​ ​  

 

mailto:drrmo@cnu.edu.ph
http://www.cnu.edu.ph

