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This is to formally inform everyone that alterations to any documents, reports, records and other
pertinent documents approved and released to its intended recipient(s) is/are strictly prohlblted
Document alterations include erasures, additional markings, charring, indented writing and
obliterations is/are forbidden since this destruct the original informational content of the records.

Document, reports, records and other pertinent documents alterations can invalidate contracts, change
the meaning of a statement and may compromise legal proceedings. Alterations made can lead to
disputes between parties involved as the original terms of the agreement may have been changed
without proper consent.

In an instance that there’s a call for alterations, the issuer shall inform his/her immediate superior for
the necessity of document or record change. Issuance of the document or record is advisable provided
that the original copy of the issued document(s) or record (s) has been retrieved. Stamping a cancel
mark to the wrong document(s) or record (s) is/are suitable.

Non compliance to these instructions will be taken as serious matter and may result to issuance and
imposing of appropriate disciplinary action.

For your strict compliance.
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