
 

  

Promptly submit required reports and other 

PROFESSIONAL PERFORMANCE 



 

 

 

Sample memoranda are issued to ensure the prompt submission of required 

reports and other academic outputs, such as class programs, rating reports, and 

related documents. These memos serve as formal reminders and directives to faculty, 

reinforcing compliance with academic policies and institutional standards. 

 The practice promotes timeliness, accountability, and efficiency in the 

submission of essential academic requirements, thereby supporting effective 

academic operations and quality assurance processes. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 



 



 



 



 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


