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TRANSITION PLAN
	Prepared by:
	Position/Designation
	Immediate Supervisor’s Name


	Purpose:
	Last Date of Duty/Employment:
	Office/Campus:


	(Provide any pertinent information, including major projects, ongoing tasks, contact information, and more)


This transition plan will be used (name (s) to cover all ongoing tasks, along with current projects and tasks, to ensure a smooth handover from (name).



	Taks/Functions



	(These tasks include weekly meeting…)





	UPCOMING DEADLINES if any





	DUTIES AND RESPONSIBILITIES
	TASK/S
	PERSON-IN-CHARGE
	TIMEFRAME

	
	
	Signature above printed name of the person in charge
	

	
	
	
	



Prepared by:

NAME OF EMPLOYEE
Position


Noted by:

IMMEDIATE SUPERVISOR
Position
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Repubilic of the Philippines
Dabvao de Oro State College

Poblacion, Compostela, Davao de Oro Province

The Cradle of Golden Opportunities

VISION: A proactive academic pillar of development in the ASEAN Region. MISSION: DDOSC shall provide golden opy ities to its stakeholders towards
producing globally competent graduates, relevant and responsive research, extension, and production services anchored on good governance.
GOALS: Quality Instruction « Relevant and Responsive Research, Extension and Production Services « Effective and Efficient Resource Management

CORE VALUES: DDOSC is a trailblazer of learned individuals that values the culture of FXCELLENCE, INTEGRITY, and SOLIDARITY





