¥ OFFICE OF THE VICE FRESIDENT FOR ACADEMIC AFFAIRS
SUBMISSION OF COMPREHENSIV E LIST OF GOVERNMENT SERVICES OFFERED

1. Receiving, Checking and Signing of the Actual Teaching Loads of Regular Faculty
and Part-time/Special Lecturers

Office ar"'-H By College =

Uivision; ! J
_Classification Complex Transaction '

Typeof | com ' |
| Transaction:
| Who may avail: | Regular and Fart-time/Special Lecturars

Frepara and submit Actual Teaching | College to where the faculty is

Loads in respective colleges assigned/organic
CLIENT STEPS | AGENCY FEES | PROCESSING PERSON
ACTIONS TO BE TIME RESPONSIBLE
i PAID =

1 Faculty secure 1. Faculty complete ' None 20-30 = Faculty
and fill-up the their ATLs and minutes concerned by
hardcopy or e- submit it to their college
copy of the ATL respective
form colleges
accomplishing 8
copies after they
receive their
respective load !

| assignments. ) . i

2 Faculty submit 2 The office ofthe | None » College Dean
the ATL o their Dean by college
mother college will receive the
for the Dean's ATL farms for
signature. checking and

L. signature )

3. The college will | 3. The University None * Registrar's
forward the ATL Registrar will Orffice
copies to the sign the ATL and = Office of the
Registrar's forward it to the Director for
Office and DF| DFI for chacking Instruction
Office for and signature of
checking and their lnadfload
signature and requirements.
will forward it to
the OVPAA for

| signature |
4. OVPAAfeceive | 5. Office of the DFI| None | &40 = VP for

the ATL's. The | will forward it to the | minutes Academic




VP for Academic |

OVPAA for | i
Affairs re-checks rechecking and e
and sign it before signature  of the
forwarding it to faculty Ioad
the Office of the requirements.
President for . OVPAA will submit
approval. all signed ATL's in
a bunch to the
Office of the
President for
___.. approval _

7 Once the . OF will approve the | Mone = University
Univarsity ATL's of the faculty President
President by college and will * VP for
approves all return it back to the | Academic
ATL's, it will be CVPAA in a bunch Affairg
forwarded back for distribution to
again to tha the concermead
ONVPAA for offices and
distribution to the colleges.
respective
colleges and
offices

| concerned.

2, Chairman of the Faculty, Scholarship, Fellowship, Training & Development
Committee of the University

Office or By College
Division _
Ciassification Complex Transaction
Type of
Transaction;
Regular Faculty and Faculty on Temporary Status

Who may avail:
| Submit a letter request to the Office of the College / HEMO

President in applying graduate school
scholarship offered by the University and
_other government and private agency. _ o )
CLIENT STEPS | AGENCY FEES | PROCESSING | PERSON
ACTIONS TO BE TIME | RESPONSIBLE
PAID N
1. O will forward the | 1. OP will forward it Mene 10-20 » President
| request to the to OVPAA, for minuies = WVPAA
VAL for evaluation, « HEMO
evaluation then | 2 Action will be
will  communicata relayed ta the
o HRMO for the HEMO for
docurmants diszemination to
required the applicant. [
2. HRMO as | 2 HRMO prepares | None | 20-30 « HRMO




FSFTDC

: the pertinant minutes | - 1
sacretariat documents for
fumnishes the deliberation of the
VPALA & list of commities.
facully scheduled
for FSFTDC
| deliberation.

3. HRMO as | 3, The meeting is set | None 1-2 haurs » VPAA
FSFTDC and will be » HRMO
secratanat  inform attended by the
tha FSFTDC members
faculty/employes and the applicant
applicant on  the
dalib=ration

__schedule,

4 Attend the | 4. After a thorough Mone s \VPAA
FSTDFTDC evaluation thea « HRMD
deliberation client will wait for « FESTOFTDC

the report after the Cammittes
favourable
recommendation
is forwarded to the
Office of the
i Presidaent

3. Chaiman of the Screenin

g Committee for Part-time Lecturer Applicants in the

T

Lifferant Colleges
| Office or Division: | By College
| Classification Complex Transaction
Type of Transaction: _
Who may avail: art-time and Special Lecturers

Part-time and Special Lecturers

CLIENT STEPS AGENCY FEES | PROCESSING PERSON
ACTIONS TO BE TIME RESPONSIBLE
. PAID
Parttime and Special | 1, HRMO will Mone | 20-30 minutes | « President
Lecturers will submil an rxceive all v Dffice of the
application  letter to the application ! President
Lffice aof the President for of the part-
recommendation'evaeluati fime and
on to  the screening special
committes. lecturers and
all pertinent
documents
will be
forwarded o |

the OVPAA

: _\
T CHEGRUSTOF HEQUREMERTS [~ WHERETOSECURE

Application letters addressed to the
University President.

List of part-time and special lecturers as
 recommended by the collage deans




N

:

|

for | = ]
evaluation.
|
The VPAA requests all | 2. VPAA None | 20-30 minutes | »vPAR |
college deans to prepare infarms all » College Deans
a lhst of their par- deans fo
timafspecial lecturer for prepars the
evaluation, workload of
their | |
proposed
specialipan-
time
iecturars
nofing that
names
should not
appear on
_ _ the request. |
All colleges will prepare a | 3, List of part- MNone 1-2 hours = College Deans
list  of their pan- timea and o VPAL
kme/zpacial lecturers for special
hiring and submit it to tha lecturers will
VPAL, be forwarded
to tha
OVPAL and |
will be
evaluated by
tha
committee
based on
their
submitted
documents.
The sereening | 4. Summary workioad of | None | 1-2 days » VPAR
committes will the spegial and part- « Screening
evaluate all | time lacturer  with Commites
aﬁp"ﬂﬂhﬂn IE‘HE'TH- rermarks of the 5 HRMG
forwarded by the evaluation will Ve
HRMC and finalize |  forward to the OP-
thie list of
recommeanded
applicants . ]
. All  recommended | 5. Recommendatian None | 1-2hours | & VPAA
applicants by the based from tha s OF|
screening evaluation and the daan = College Deans
committes will be will be forward fo the = Scresning
submitted to  the 2P for final appraval Committes
P for  further
avalugtion and




L @pproval J T === T —_

4. Chairman of the Faculty Selection Board
Office or By College o T
Fi&riaiun: , |
| Classification Complex Transaction
Type of - ]
Transaction: ‘
Whe may avall: Regular Faculty and Faculty on Temporary Status
- College / HRMO
CLIENT STEPS AGENCY FEES ' PROCESSING PERSON
ACTIONS TO BE TIME RESPONSIBLE
PAID
T.HRMO furnishes a | 1. HRMO prepares | None | 20-30 minutes | o HRMO =5
copy of the list of the fist of faculty
faculty on on tempaorary
termporary status status to be
for delibaration presented to the
| | __meeting . S
¥ Then.a meeting 3. The meealing is Mone 20-30 minutes e VPAA
will be scheduled set and will be = HRMO
by the FSB attended by the
| Commillee to panel members
further evaluate and the
the documents of applicant
| the faculty ' B -
8 Members of the 4. After the meeting Mone 1-2 hours o WVRAL
F3B Cemmittes status of the « HRMO
will come fo a faculty will be +* FS5B Members
decision regarding decided.
the temporary
status of the
| applicant
5. Chairman of the University Library Board
{ffice or By College |
Division: ) .
| Ciassification | Complex Transaction ] I
Type of
Transaction: , _ o .
Who may avail.  All Stakeholders of the University

Library rules and procedures University Library
| CLIENT STEPS | AGENCY | FEES | PROCESSING | PERSON |




ACTIONS

Frepars & job
description for the
llbrary in-chamge and
its staf and provide
ragular pariodic

| evaluations |

Through Strategic ‘
Planning, determine
the mission of the
Library and adopt
written policies,
conziztent with that
missicn, 1o govern I
the operation of the .

| Library |

TOBE
PAID

TIME !

RESPONSIBLE |

1. The University |
Library Board will set
librany nules and
pracedures to assist
colleges prepare for
the accreditation

[ standard guidelines

1. The committes will
mest to sat a

af the library rules
and procedures.

Securs adequate |
funds to carry out the |
Library's plans and

participate  in the |
annual budgeting
pProceEss for e
Library

Mone

Advocate for
agislation favorabla
to librares on the
local, and national
levels as well as fo |
the community and
its constituents |,

Regulary self-
evaluate personal
performance on the
Board and determine
areas whera
improvemant is
neaaded.

1.

2 hours

»  Liniversity
Library Board
(VPAA, DIC
Librarianmn,
Academic
Deanz, DFI,
Dean, OS5A,
LISC Prezsident,
FU Presidant

2. Once approve, the
University Library
Board will sea to L
that all development

2. The University

Library Board will |

| ovarses all programs

be accomplished and |

Mons




and programs as well  used by the whole
university.

as library services

will be accomplished
as lask.

5. Signing of Universily Clearance

Office or
Division.

. By College/offices

Type of
Transaction:

Classification I Simple Transaction

Who may avail: | Faculty & StaffiPari-time/ Special Lecturer/

CLIENT STEPS AGENCY FEES | PROCESSING PERSON
ACTIONS TO BE TIME RESPONSIBLE
- PAID — ——

1. Client will secure | 1. Client wil None | 20-30 minutes - Client
the form from the completely fill up - HEMO
HRMO and will the required
completely fill up details |
the Necassany gignatures, |

| information. |

2. Once almost  all . DWVPAA will | MNone 3-5 minutes APAS
sigratones  are check If there are !
completely reguirements '
signed, the dient needed bafora
will secure the requesting  the
gsignature  of the signature of the
VPAA, VPAA

CVPAA will sign
the clearance |
form  if found
cleared for any
obligations. |
. WPAA  staff  will |
take a copy of tha
form for record

== _ pUIpPCEES.

8. Once signed by | 4. Client will [ MNone 3-5 minutes -HEMO
the WPAA tha personally
clearance form forward his/her |
will be returned to form ta the
the HRMO for the HREMCO for further

| mext aclion. processing

7. Signing of Leave Forms

Office ar
Division:

By Collegefoffices




 Simple Transaction

Type of

|'ﬂhssl'ﬁmﬁnn
Transaction: |

| Whe may avail: | Deans of the Colleges
Leave form to be completely filled-up by | HRMO
the facutty
CLIENT STEPS AGENCY FEES | PROCESSING PERSON
ACTIONS TO BE TIME RESPONSIBLE
L PAID
1. Client will sacure | 1. Client will Mone 20-30 minutes | » Client
the form from the completely fill up » HRMO
HRMO and will the required
compdetely fill up details
the necessary signaturas.
| informaticn.
£ Client will secure | 4. Client will Mone 3-5 minutas s HRMO
the signature of the personally
VPAA with the forward hisfher
attachment of his form ta the
previous  approved HREMO for further
l2ave - processing o o
d. Client will forward | 4, Client will Mone 3-8 minutes = HRMO
the leave form for |  personally
update of histher forward his/her
leave credits and form to the
filing in tha HRMO HRMO for further
| processing.




Republic of tha Philippines
UNIVERSITY OF EASTERN PHILIPPINES
University Town, Northern Samar
Wab: hitp:/{uep.edu.ph ; Email: uepnsofficial@gmail.com

OFFICE OF THE DIRECTOR FOR ADMISSION

Office or Diviglon | Office of the Director for Admission
Classification | Simple to Highly Technical
Type of Transaction | New Normal Process
G20
Who may avail Students it
CHECKLIST OF REQUIREMENTS : WHERE TO SECURE

Application for Admission {Incoming
Freshmen, Transfer, and Re-
Admission Applicants)

» Expression of Intent for Office of the Director for Admission and FB

Admission/To Transfer/For Re- Page (electronic copy)
Admission

= Student Personal Data Sheet

| Inceming Freshmen
= 3 copies of Form 138 or its Client's previous school
equivalent (onginal and
authenticaled photocopies)
= 3 copies of Good Moral Certilicate
(original and suthenticated
photocopies)
= 3 copies of Transcript of Records
for Second Coursers (original and
authenticated photocopies)
| = 3 copies of SH3 Diploma or ils
equivalent (authenticated
photocopies)
= 3 copies of NSOMPSA certified PSA Office
Birth Certificate (original and
photocopies)
= 3 copies of PhysicalMedical
Examination {original and
photocopies)
2 pes 2%2 1D Pieture Client

Government Physician

Transfer Applicants

= 3 copies of Transcript of Recorgs | Client's previous school
(original and photocopies)

= I coples of Certificate of
Honorable Dismissal {original and
photocopies)

= 3 copies of Certificate of Good




Republic of the Philippines
UNIERSITY OF EASTERN PHILIPPINES
University Town, Northern Samar

Web: hitp2l/uep.edu.ph ; Email: uepnsofficial@gmail.com

Moral Character (original and
photocopies)

3 copies of Physical/Medical
Examination {original and
photocoples)

| Re-Admission Applicants
£ copies of Evaluation of Grades
| {original and photocopy)

Government Physician

Managemeant Information System (MIS)
Office

| Shiffee Applicants
= 2 copies of Request to Shift to
| ther Course Form {original and
photocopy)
| & 2 copies of Evaluation of Grades
{original and photocopy)

Uffice of the Director for Admission (ODFA)

Department Chair

CLIENT STEPS | AGENCY | FEES| PROCESSING |RESPONSIBLE
- ACTIONS TO TIME | |
: | BE i |
| | PAID : |
' 1., Thestudent | 1.1 The ODFA | None 15 minutes Any ODFA staff
applicant staff checks
stibmits the the
documentary compleleness
requirements of the
for admission documents.
1.2 Texlsfcalls/e- ;
Note mails to '
For incoming confirrm
freshmen, they receipt of the
have to documents
write/indicate their = 1.3 Informs the
5 prefamed applicant with ' i
courses (ranked lacking
from 1+ to fifth) in | documents |
the Expression of for immediate
Intent for compllance |
Admission .
1.4 Transmits to 10 days Any ODFA staff |
the College! '
| Degres
Program |
Admission |
Committee |_




Republic of the Philippines
UNIVERSITY OF EASTERN PHILIPPINES
University Town, Northern Samar
Web: hitp-/fuep.edu.ph ; Emall: uepnsofficial @gmail.com

2. The student

for evaluation

applicant waits
for the
lexlicail/e-mail
from the
College/
Degres
Frogram

2.1 Admission

Committee
calls the
applicant and
requests
pertinent
information
written in the

Mona

+

30 minules

College Degree
Program
Admission
Committee
(COPAC)
Member

Admissions
Committee for
interview and
other
requirements.

application for
admission
2.2 Interviewear
asgesses the |
applicant's. |
qualification
through a set
______ of questions
3. The applicant 3.1 Interviewer
wails for the calls/texts/e-
result. mails the
qualified
applicant to
confirm
enrclment
3.2 Each dagres
program
committee
summarizes
the list of
qualified
student
___applicants.
3.3 Alist of
successiully
gualified
applicants is
forwarded to
the ODFA,
34 A list of
disqualified
applicants is
forwarded to
the ODFA,

COPAC |
Membear

30 minutes |

CDPAC |
Member

Mone 10 minutes

CDPAC
Member

10 minutes

COPAC
Membear

10 minutes

10 minutes ODFA staff

‘3.5 The ODFA
posts {onlineg)
the rostar of
the
succassiully ;

15 minutes ODFA, staff




Republic of the Philippines

UNIVERSITY OF EASTERN PHILIPPINES

University Town, Northern Samar
Web: hitp /fuep.edu.ph : Email: uepnsofficial@gmail.com

qualifiad
documents

4. The gualified
applicant
slbmits the
required
documents for
enroiment
through the
University-
Municipal Link
Cificers

4.1

4.2

Universiby-
Municipal
Link Officars
collact the
documents.

Documents
are
forwarded to
the ODFA.

4.3

Complete
documents
are
forwarded to
the
Registrar's
Office

4.4

The program
chair enrolls
the gualifiad
applicant for
student
number
ragistration.

45

The program
chair
encodes the
subject for
the semester
and process
the
enrolment of
the students

10 minutes

Univefsﬂy-
Municipal Link
Officars

10 minutes

ODFA staff

10 minutes

ODFA staff

(See enrolment

sanvices of tha
College)

Program GChair

(See enrolment
seTvices of the
College)

| Program Chair

Total

MNone

10 days and 3
hours




PROPOSED COMPREHENSIVE LIST OF GOVERNMENT SERVICES OFFERED

[ Office or Division [ College of Arts and Communication
TClassification "Evaluation on Admisslon of New Students, Returnees, Transferees
| _ | and Shifters (new nomal) |
“Type of (ransaction | Complex

Client who may Avall | Students

L Checkiist of Requirements Where fo Secure

| For New Students

e« Transmittal Letter/ Endorsement from the UEF Office of the Director for Admission
| Admissions office with attached documents

reluding:
¢ Expression of Intent for Admizsicon
< Personal Data Shest
- Authenticated Copy of Form 138
n Authenticated Copy of School Principal
Cerification as a Candidate for SHS Graduation
- Photooopy of NSO/PSA/Local Birth Certiicate
o 2 copies of latest and colored 22 1D picture
= 1 Long Brown Envelope

| S— — -

For Shifters

Office of the Director for Admission
| s Transmittal LetterEndoreement frorm the Office of
Admissions with attached documents including:

Office of the Registrar/Previous Collega |

| o Approved Shifting Form Previous Coilege
o Evalustion of Grades B
For Transferees
| = Transmittal LetterEndorsement from the Office of Office of the Director for Admissian

Adrmiesions with attached documents including:

, o Expression of Intent 1o Transfer
' -+ Parzonal Data Shaet
.+ Photocopy of Certificate of Honorable Dismissal
= Photocopy of Certificate of Good Moral |
Charactar
Photocopy of Physical Examination (conducted
wy Govemment Physician from the applicant’s
place of onging
2 copies of latest and colored 2x2 |0 pietures
1 long brown envelope

I-'

L 5

—

' For Retu mees/Re-admission "
[

» Transmittal Letter/Endorsement from the Admissions Office of the Dinector for Admission



T Office with attached documents ingiuding: |

= Driginal Copy of Grades '
~  Expression of Intent for Re-admission |
. Student Personal Data Shest

o 1 cooy of latest and colored 2x2 D picture

Proceduras for the Agency Actions Fees to
Cllent N | be Paid
For New Students

1. The applicant's The College through | None
documents are the Office of the Dean
transmitted from | recenes the
the Office of the  documents and
Director for distributes to the
Addmiszions to concamed department
the Coliege i )

2. The applicant's  The respeciive None
documents are Departmeant |
evelusted Chairparsons instruct

the program
coordinatons 1o
undergo evaluation of
the documents based
on the guidelines and

= __rubric for evaluation |

4, The applicants The Departrmant Mone
are called for | Chairperson contact to
canfirmation i program coordinatans
they are still the applicants to
interested 10 confirm his/haer interest
apply for the [ in enrolling for the
respective respective programn
pogam |

4_ The documents The Admissions Mone
of the disgualified | Committee ransmits
applicants are the documents,
submitted back prepares and submits
o the a report of disqualified
Admissions | students at the end of
Office each working day while

on the evaluation
= _ |process "

5. The accepted The respective Mone
applicants are departmeant
detarmined chairpersons instruct

the program
| coordinatons to
prepare a report of
gualified students and
subrmits it to the
| Admissions Committee
 Ghair ]
B ___ Reports on Qualified

hone

Processing Person/Office
Tima | Responsible
10 minutes Office of the
Cean
| -College
Secretary
-Caollege Clerk
-office staff
3-5days Admissions
depending on Committee
the number of | -Admissions
applicants! 10 | Coordinator
minuies per -Departmant
applicant Chairpersons
|
3 minutes par Department
applicant | Chairpersons
30 minuies Admissions
Commites
-Admissions
Coordinator
-Capartment
: Chaitpersons
|
[ 1 haur Department
| Chairpersons
I A
30 minutes | Admissions




Applicants are

Committee |

| i
collected and a Chair
transmittal is prepared
together with the
documents of the

. applicants admitted for
' submission to the
Admissions Office | _ '
T B Students’ Profile  Encoding of the basic ' None & minutes/ Department
| and Student ID | profile of the qualified qualified | Chairperson
Murmbear is students and applicant -
generated for the  generation of Student '
- gualified ID Mumbser
Rt TOTAL | 3 days, 1 hour, and 18 minutes

1. The applicant's
documants are
tranamitted from
the Office of the
Director for
Admizsions to

‘the College
2. The applicant's
documents are
evaluated

| pased on the

| concemead departrment

The respective

For Transferaes, Shifters, and Returnees
! 10 minutes

The Coliege through
tha Office of the Dean
recaives the
docurnents and
distributes to the

Mane
Department
Chairpersons instruct
the program
coordinatons 1o
conduct a2 svalushon
of the documsants

guidelines, and subject
to availability of slots of
the program and year
level

3. The applicants
ere detemined if
| ac-neptgd ar
cthemwse

| program &nd submits a

The applicant is
determined if he is
accepted or otharwisa
in the reapective

Momns

report on this to the
Office of tha Director

Office of the
Dean
-ollege
Sacreany
-College Clerk

| 1 hour

16 minutes

Cepartment
Chairparzon

Chairparsons

1 hour and 26 minutes

| Department |




“Offce or Division | College of Arts and Communication
_fjassiﬁcafﬁ-? Enrclment of Students ]
[Type of Transaction  Complex
_Client who may Avail | Students

For Old Students

»  College Clearance

Z.  Admitted student
confirms that
Fefshe will enrcll
the course

For New 5t

S—

i

ra

IShi Retum

s  Proof of Admigsion or Acceptance in the

Program

Evaluation of Grades

1. Applicant =

Procedures for the
Client

submits hisher

adrmission

requiremeants to

ADFO

4 Siudent confirme  Varfication with the
enmimeant of the

=ubjects
encodad

' Printing of the

Agency Actions ‘

admission
requirernants from the
ODFA

Deternination of i

student's academic
load and encoding of
subjects to be anrolled
| by the new students

etudent concemed on
the subjects encoded

Cedtificate of
Reagistration

Fees to | Processing
= _| be Paid

_ For New Students
Retrieval and filing of
i the college copy of

nona

None

Maons

Mone

Time _

| 5 minutes

& minutes

A5 minutes

3 minutes
|

Appraval of the
Enrcdment

4. Student accepts | |

Tranzmittal of CORS w0
tha Cffice of the
Registrar for signature
and validstion of
enmolment

MNane

1 rminute

" MNone

- Lipon receipt ofthe
signed CORs, sending
of e-copy of COR 10
students and
tranemittal of actusl
copies of COR o the
University Links

" Nane

‘ 15 minutes

‘ 40 minutes

College Guidance Office
Department Chairperson

Person/Office
Responsible

[ Departrment

Chairparsong!
Pragram
Ceoordinators

Suidanca/admission:s

Coordinator
Cepartment
Chairpersan/
Program
Coordinators

Départment

Chairperson!
Frogram
Coordinators
Cepartmeant
Chairperson/’
Frograrm
Coordinators

College Dean

| Checklist of Reguiramants i Where to Secure |

Office of the Director for Admissions

Departrneant

Chaimeerson and

College Clerkl
Frograrm
Coordinators

Department

Chairperson




—

. Student | Facilitating of the Mone 1 day Cepartment ‘
coordinates with | clearanca in behalf of Chairparson/
the Depariment | their students , FProgram
Chairperson for ' . Coordinators
the completion of
ciearance | 154 | -

T 2. Studentanswers | Conduct of the survey | None | 10 minutes | Department
' the survey for for incoming samestar - Chairperson/
the incoming o students who will Program
semester enroll or not Coordinators
whather halshe
will enrall or not . .
Evaluaton of student | None 5 minutes Departrnent
grades per sfudent | Chairperson/
Frogram
B il - _ Coordinators
| Determination of MNone 3 minutes Dapartmant
| student's academic per studant | Chairperson/
load and encoding of Program
subjects to be enrolied 5 Coordinatars
- by the new students
» 5. Student confirms | Varification with the Mane 15 minutes  Department
enmolment of the | student concemed on Chairparsan/
subjeats the subjects encoded Pragram
encoded Coordinators
Printing of the Mone Sminufes | Department
Cerificate of Chairperson/
Registration Frogram
o - Coordinators
Approval of the Mone 1 minute College Dean
| Enrolmant , :
| Transmittal of CORs to | None 18 minutes | Depariment A
| the Office of the Chairparson and
| Registrar for signature College Clark
| and validation of
| enrolmeant -
Lpan recsipt of the Mone 30 minutes  Department
signed CORs, sanding Chairperson

 Link

 ®eCORfom |

the University

~ For Qld Students |

TOTAL

‘ 1 hour and 14 minutes

6. Student accepts

the COR from
the University
Link

of e-copy of COR 1o
studants and
transmittal of actual
copies of COR to the
University Links

TOTAL

1 day, 1 hour, and 24 minutes




Offce or or .t];wsmn | ;:dl_lagq of Arts and Communication -
C‘Ias&ﬁcarm Tﬂqq uest for Reprinting of COR (new normal)
Type of Tmnsactmn Simple

|_crmn: who may Avall | Students

Checkiist of Requirements
= Student ID

Where fo Secure

» Office of the Registrar (in case
student has no 1D yet
: Procedures for the Aqgency Actions Fees to Fm:mlng Person/Office
- Client I:re Pald 1| - Responsible
| 1. The student Acceptance of the . |2 mlnutes Department
| comtacts histher | reguest and recording Chairperzon/
! recpactive inthe loghook program
: Dapartmant coordinators
. Chairpersonigrogr
' am Coordinator |
and makes a | -
requeast for - |
reprintngofCOR | |
| Retrieval of the none 3 minutes Department
sfudent's record n the Chairperson/
systermn and printing of | program
SE— the COR | coordinators
2. Receiptofthe An e-copy is sent o 10 minutes ' Department
reprinted COR through email, 3 | Chairperson
and mMessenger or ks .
ecknowledgment | eguivalent, ara
of receipt hardcopy is sent
through tha University
Link

TOTAL 15 minutes




Office or Divigion - CDIFEH_E of Arts and Communication
Classificalon | Request for Hegrmtmg of COR
Ty of Transaction EimEIE
Client who may Avail Etudants

= Checklist of Requirements

+  Student 1D

Where to Secure

+ Office of the Registrar (in case

| Procedures for the Agency Actions Fees to
| Client _ ) _be Paid |
| 1. The student Acceptance of the none
| raports to the request and recording
| Office of the in the logbook
! College of Arts
and
Communication
and makes 3
request for
reprinting of COR | _
| Transmittal/Referal of | nona
the request to
concermned Department
| - Chairpersen
Retrieval of the none
! sludent’s record in the
system and printing of
. | ths COR_ | |
2. Receipt of the | The reprinted COR is | None
reprinted COR handed to the

and signing the

acknowledgment

in the logbook

_ TOTAL

requesting student and
makes himher sign the
at«<nowledgement in

_ the logbook

student has no 1D vet

Processing Person/Office
Time Responsible
Z minutes | l:::dlﬂga
 Clerk/Secratarny
| 2 minutes Colleg i
C.iark.-'ﬂnllege
 Gecretary
5 minutes College
Chairperson |
1 minuta Coliage
hairperson

10 minutes




Office or Division | College of Arts and Communication
_Classification  Request for Certificate of Good Moral Character |
Type of Transaction  Simple -

| Client who may Avail | Students, Alumni

__ Checkfist of Requiramants | Where to Secure
# Student ID = Office of the Registrar (in case
« ValidID student has na 1D yat) ;
: Frocedures for the Agency Actions Fees to FProcessing PersonfOffice
; Client - | be Paid Time . Responsible
E 1. The client reports - Acceptance of the | none 2 minutes College
| o the Office of request and recording | Clerk/Secretary
. the Colleges of in the logbook |
! Arts and
Communication
and makes a
request for
IEsuance of the
certification - 75
‘Varification of the none 15 minutes Department
student s record to Chairperson
[EnaLe thira iz no
| pending disciplinary ! College
Case Guidance
| Coordinator
| Encoding of the none 5 minutas College Clerk |
| information in the
| cartification templats
Land printing of the
= document . -
. Affixing of Signature of | none 1 minuie Collega Dean
: the Colleges Dean in
; the certificaton |
| Recording of the | none 1 minute College Clerk
| carfification issued in - |
! _ the college iogoook
2. Receipt of the The raguested Maone 1 minute College Clerk
reprinted COR certification is given to

and signing the the requesting party
acknowledgment
in the logbook

TOTAL ' 25 minutes




_ Office or Division
Classificafion

| College of Arts and Communication
Request for Certificate of Good Moral Character (new normmal)

“Type of Transaction__ Simple -
Chent who may Avall  Students, Alumni
Checklist of Reguiremems Where to Secure
« Studant IO s« Office of the Regstrar (in case
« Valid ID student has no |0 yet)

Procedures for the
Client

1. The client
requests through
his/her
Department for
iszuance of tha
certification

Agency Actions

Acceptance of the
request and recording
| in the logbook

| Verification of the

student's record to
ensure thers is no
pending disciplinany
case

2. Receiptofthe
reprinted COR
and signing the

Encocing of the
information in the
certification template
and printing of the

| document
Affiing of Signature of
the College Dean in

| the cerification
Recording of the
cartification issuead in

| the college loghook

| Transmittal of the

certification to the
University Link for

acknowledgment | sending 1o reguesiing

in the loghook

| oarty'sending through
ohline platforms of e-

copy

Fees to Person/Office
bePaid |  Time Responsible |
none 2 minutes College
Clerk/Secretary I
nonRe 15 minutes Department
Chairpersan
Coilege
Guidancsa
_Coerdinator
none & minutes Coflege Clerk
none 1 minute Collega Dean
"~ | none 1 minute College Clerk
[ none 5 minutes College
Clerk/Secrstany |
|
I
~ 29minutes

TOTAL




| Office or Division
 Classification

Type of Transaction
 Client who may Avai

College of Arts and Communication

Request for Recommendation Letter

Complex

Students, Alumni

Checklist of Requirements | _ Where to Secure

s  Student 1D
= “alid 1D

o Accomplished Reguest Form

= Office of the Registrar {in case
student has no [D yet)

» College Clark

Frocedures for the Agency Actions Fees to Processing
i Client _ | be Paid Time
1. The client Receipt of request and | none 2 minutes
subrmits & recording in the
request for a approprate logbook
recammeandation
l=ttar to the
Office of the
Coliege of Ars .
and
Communication
either thny | !
emailionling or '
: actual request -
| Refarral of the requast  none | 2 minutes
io the concemed i
Department !
| Chairperson or/
| program <oordinator to |
| the College Dean
depending on the
requastad
- | recommendation _
Preparation; encoding, | none 1 day
and =signing of the
Recommendation ,
Letter
el U = ==l . |
2. The client Releasing of the none 5 minutes
, recaives the | Recormmendation
! document Letter and recording of
i requested the receipt in the
i logbook or sanding
| through email er other
online means in case |
| the request is an e- |
| COPY S
TOTAL

~1day and 9 minutes

Person/Office
Responsible

Office of the

Cean

-Coliegs ,

Clerk/Secratary |

College
Clerk/Secretary

| College Dean |

or Department
Chairperson
{depanding on
the request)
Colleges
Clerk/Secretary




Office or Division

| Classification

| Type of Transaction

| Request for Copies of Evaluation of Grades/Report of Grades

Simple

| Ciient who may Avail | Students

_ _  Checklist of Reguirements | Where fo Secure

s« Student 10 «  Office of the Registrar (in case
student has no (D yvel)
Frocedures for the Agency Actions | Feesto @ Processing Parson/Office
! Cliant N | be Paid Time Responsible

1. The student Acceptance of the none 2 minutes Collage
reparts to tha request and recording Clark/Secratary
Office of the In the logbook
Colege of Arts
and
Communication
and makes a
request a copy of
his/her '
evaluation or

. report of grades ; dnir i Lo

Transmittal/Referral of | none |1 minute College
the requast to Cler/College
concerned Department Secretary

- Chairperson _
Retrieval of the none | B minutes Coliege
student's record in the ' Chairperson
systermn and printing of .
the Evaluation of !
Grades or Report of
Grades :

2. Receipt The reprinted COR iz | None 2 minutes | Coliega
reguested handed to the | Chairperson
docurment and ragquesting student and
signing the makes hirm'her sign the
acknowladgment | acknowledgement in

______inthe logbook the loghook
TOTAL 10 minutes




Office ar Division College of Arts and Communication
| Classification Request for Copies of Evaluation of Grades/Report of Grades (new
o  normal)

| Type of Transachion | Simple
| Ciient who may Avail | Students
|

| Chechklist of Reguirements ' Where to Secure

« Sludent |0 « Office of the Registrar (in case

. student has no (D ﬁ&

| Procedures forthe | Agency Actions Fees to Processing = Person/Office

_____ KClient | o | be Paid | Time ' Responsible
1. The student ' Acceptance of the | none 2 minutes ' Department

i cantacts hisher | reguest and recording | ‘ | Chairpersan

; respective in the logbook

! Department - | |

Chairperson and ' ! |
makes a requast '

I
i for & copy of
| hiz/her
i gvaluation of
| grades/raport of
| grades _ ) |
i Fatrieval of the nong S minutes Cepartment
, student's record in the Chairparson
=ysiam, printing,
gigning, and scanning
of the document
2. Recaipt of the An e-copy is sent ‘none | 10 minutes ' Deparmant
reguested through email, ' Chairperson
dacument messenger ar i |

aquivalent ora i
hardcopy is sent

| through the University
L |k ’ |

. TOTAL 17 minutes




| Office or Division

| Classification

College of Arts and Communication
Request for Subject Offerings

| Twpe of Transaciion

o, | Gomplex
- Chient who may Avail

Students, Departments from Other Colleges

Tl Checklist of Requirements i Where to Secure
For Students; ; =
« Evaluation of Grades « Department Chairperson
« |atier Raguest
For Other Departments
« Laetier Request
= Class Details (size, course, year laval
Procedures for the Agency Actions Feas to Processing | Person/Office |
_ Client | | be Paid Time |_Responsible |
|. The student/ Acceptance of request | none 2 minutas | College ,
_ department | Secretary .
- chairperson/prog ' i
ram coodinator |
submits g letter i
requast for !
| offering of |
| subiect with
attached
| evaluation of
| grades {for :
| students), details ’
| of class (for
_ deparments)
Svaluaticn and none 30 minutes College Dean |
approvel of the request
Based on university
guidelings
tdentification of faculty, none 1 day Coilege
zchedule, and rmom Secrstary
aseignment, plotiing
. and encoding of the
| class schedule
| 2. Theclientis Printing and transmittal  none 30 minutes " College
| informed of the of the class schedule Secretary
' detailz of the and other detalis of the
: requested requested subjact College Clark
{ subject
TOTAL 1 day, 1 hour, and 2 minutes




| Office or Division
| Classificetion

 Type of Transaction
I Ciient who may Avail

| Research, others)

Haquest for Expert Services (Tralnings/Seminars, Cunsultam:‘r.

| Highly-Technical S
| Partner Agencies/ LGUs, NGOs/NGAs/POs! Government Agencies |

Checklist of Requiraments Where to Secure

Latier Request

Pracedures for the Agency Actions | Fees to Processing | Person/Office |
| Client i L be Pald Time Responsible
1. Clientsendsa | Receipt of Letter | none | 2 minutes Coliege Clerk
| ietter request to | request and recording : |

the Office of the | inthe log book '
President thru
L _ the College -
| Raview of request and | none & minutes Coilege Dean
| transrmitial to the
| reapactive coordinatorms
| concemed |
- ldentification of faculty  none 30 minutes College Dean
: members o be and concernad
assigned of the reguast Coordinator
T | T | .
Communication and MNane | 1 day Caollege Dean |
transmittal of the and cancerned |
assignment to the coordinatog
faculty membar/s
| &ssigned | _
3. Coordinating with  Coordination with the | None 1 day | Coordinator
the Coliege on reqguesting client for concemed
the updates of updatas an the request |
the request and referral of the |
| faculty assigned -~ fifas |
4. Coordinating Coordingtion with the alely 1 day ' Faculty
with the faculty reguesting client for | Member
assigned to further details of the | idantified to
conduct the: expert sanvice | conduct expert
__ expertzanica reguested | senvice
Preparation of none 3to 5 days | Facuity
materials and other dependingon | Member
resourcas for use in the amount of | identified to = |
tha conduct of expert time before the | conduct expert |
= _| service N actusl conduct | servioe i
5. The client Actual conduct of none 1 day or more Faculty
[ received actusl expert service depending on | Mamber
i expert service the kind of identifiad to
s conducted | expert senvice conduct axpert
(S . | requested | service
| 8 _Provides Retrieval of | Nona 1 day Faculty




reedback
fevaluation of the
expert senices
conducted

Freparad by,

E:hﬁ“h A?.JFE

Desn

feedback/evaluation |
from chents served and |
siibmission to the

| offica

Preparation and none
subrnission of reports
pertaining to the experl
service conducted |

TOTAL

ey

. BANAWIS, DALL

| Meamber
identified to
conduct expert

| sanvice

| Office of the
Dean through
coordingior

_ | concemed
g days and 37 minutes or
longer

1 dé"g




PROPOSED COMPREHENSIVE LIST OF GOVERNMENT SERVICES OFFERED

Office or Division_

| College of Business Administration

Glassification Evaluation on Admission of New Students, Returnees, Transferses

Type of Transaction | Complex

| and Shifters {new normal)

Clien! who may Avail | Students

ﬂh_eckjmt of Rﬂquﬂ-‘eméﬂfs

For New Emdeﬁ

» Transmittal Letter/ Endorsement from the UEP
Admissions office with attached documents
including:

o Expression of Intent for Admission

o Persanal Data Sheet

o Authenticated Copy of Form 138

= Authenticated Copy of School Principal

2 1 Long Brown Envelope

' For Shifters

e Transmittal Letter/Endorsement from the Office of
Admizsions with attached documents including:

o Approved Shifting Form
= Ewvaluation of Grades
For Transferees

Admissions with attached documents including:

o Expression of Intent to Transfer
a  Personal Data Sheet

o Photocopy of Certificate of Good Moral
Character

o Photocopy of Physical Examination {conducted
by Government Physician from the applicant's

place of arigin)

o 2 coples of latest and colored 2x2 1D pictures

o 1 long brown envelope

' For Returnees/Re-admission

o [ranzamittal Letter/Endorsement from the Admissions

Office with attached documents including:

o Original Copy of Grades

Certification as & Candidate for SHS Graduation
= Photocopy of NSG/PSA/Local Birth Certificate
o 2 copies of latest and colored 2x2 1D picture

e Transmittal Letter/Endorsement from the Office of

o Photocopy of Centificate of Honorable Dismissal

When.ﬂ.;frr Secure

Office of the Director for Admissions

]

Office of the Director for Admissions

Office of the Registrar/Previous College
Previous College

Office of the Director for Admissions

Office of the Director for Admissions




= Exprassion of Intent for Re-admission
o Student Personal Data Sheet
o 1 copy of latest and colored 2x2 |D picture

Procedures for the Agency Actions Feesto = Processing | Person/Office
~__ Client I . _be Paid Tima Responsible
_ ) For New Studenis ] '

1. The applicant's | The College through MNone 10 minutes Office of the
documents are tha Office of the Dean Dean
transmittad from | receives the -Collage
the Office of the | documents and Secretary
Directar for distributes to the “Lollege Clerk
Admisgions to concemed department
the College _ |

2. The applicant's | The respective None 3 - 5 days | Admissions
documents are | Department ' dependingon | Committea
evaluated Chairpersons undergo the number of -Admissions

evaluation of the applicantz/ 10 Coordinator
documents based on mitutes par -Department
the guidelines and applicant Chairpersons
rubric for evaluation i -

3. The applicants I'he Department Mone 3 minutes par Departmant
are called for | Chairperson contacts applicant Chairpersons
confirmation if the applicants to
they are still confirm hisfher interest
interested to in enrolling for the
apply for the respective program |
FEEFIEE-EIWE- |
program B | —

4. The documents | The Admissions None 30 minutes Admissions
of the disqualified | Committee transmits Cammittee
applicants are the documents, -Admissions
submitted back prepares and submits Coordinator
to the a report of disqualified -Department
Admissions students at the end of Chairpersons
Office | each working day while

on the evaluation
____ - process | _ -

5. The accepted The respective None 1 hour Department
applicants are department Chairparsons
determined chairpersons prepares

a report of gualified
students and submits it
1o the Admissions
Committes Chair
Reports on Qualified Mone 30 minutes Admissions
Applicants are Committes
collected and a Chair
transmittal is prepared
together with the
documenis of the
applicants admitted for
cubmis=sion to the
| Admissions Office P

6. Students’ Profile | Encoding of the basic | None 5 minutes/ Department

and Student ID | profile of the qualified | qualified | Chairperson




Number is students and applicant ' 1
generated for the | generation of Studaent
qualified D Number
applicants
TOTAL 3 days, 1 hour, and 18 minutes |

1.

For Transferees, Shifters, and Retu

rmees

The applicant's | The Callege through Nane 10 minutes | Office of the
documents ara the Offica of the Dean Diean
transmitted from | receives the -College

the Office of the | documents and secretary
Director for distributes to the -College Clerk
Admissions to concemead department '
the College . | : "

2. The applicants he respective MNone 1 hour Department
documents are Department Chairperson
evaluated Chairpersons undergo

avaluation of the
documents based on
the guidelines, and
subject to availability of
| slots of the program
| | and year leval .

3. The applicants The applicant is None 15 minutes Departmeant
are determined if | determined if he is Chairpersons
accepted or accepted or othenwise
otherwizse | in the respectiva

program and submits a
report on this to the

Office of the Director
for Admissions
TOTAL

1 hour and 25 minutes




Dﬁ’rr:-s- ar Division
[:Faswﬁratmn

| College of Business Administration

Enrolment of Students

| Tvpe of Tr&nsac!‘mr"r
Client who may Avail

| Complex
Al | Students

Checﬁ.‘mt nf Fmgu.f Ents

F_nr New 5i ﬁ!udentsﬂ' mnsfgreea.FShlﬂursIHaturne-: Office of the Director for Admizzions

= Proof of Admission or Acceptance in the

Frogram
For Old Students

'-'_'-"here o Sar:um

=« College Clearance
" Eualuaunn of Gradas

Pm-:er.lures fur tha
Client

1. Applicant
submits his/her
admission
raquirements to
ADFC

confirms that
he'sha will enroll
the course

enralment of the

subjects
encoded

2. Admitted student

3. Student confirms

4. Student accepts

the COR from

| College Guidance Office
Depa rtrrtﬂn’r Ehalrpersun
AgEnc:y Actions Fees to meslng F'emnn!ﬂl‘ﬁ-:e
bePaid | Tima Responsible
For New Students
Hetrieval and filing of | none 5 minutes Department
the college copy of Chairpersons
admizsgion
raguirements from the Guidance/Admissions
| ODFA _ Coordinator
Determination of MNone 5 minutes Department
student's academic Chairperson
load and encoding of
subjects to be enrolled
_ by the new students a _
erification with the Mone 15 minutes | Department
student concernad on Chairperson
the subjects encoded
Printing of the Mone |3 minutes | Department
Cerificate of Chairperson
Reqistration _ ' :
Approval of the Mone 1 minute College Dean
Enrolment ¥
Transmittal of CORs to | None 18 minutes | Department
tha Office of the | Chairperson and
Registrar for signature College Clerk
and validation of
| enrolment
Upon receipt of the None 30 minutes | Department
signed CORs, sending Chairperson

of e-copy of COR to
students and
tranzmittal of actual
copies of COR to the
| University Links




the University
Link J
| _ TOTAL 1 hour and 14 minutes
___For Old Students | |
1. Student ' Facilitating of the MNone 1 day Department
coardinates with | clearance in behalf of Chairperson
the Department | their students
Chairperson for
the completion of
___ clearance
2. Student answers | Conduct of the survey | None | 10 minuiss Departrment
the survey for for incoming semester Chairperson
the incoming on students who will !
semesier enroll or not
whether he/she ‘ ‘
- will enroll or not . _
| Evaluation of student | Nene |5 minutes | Department
- grades _ per student | Chairperson
Determination of None & minutes Dapartment
student’s academic | perstudent | Chaimperson
load and encoding of
subjects to be enrolled
B - 3 by the new students
5. Student confims | Verification with the None | 15 minutes  Department
enroiment of the | student concerned on Chairperson
subjects the subjects encoded
encoded _
Printing of the MNone 3 minutes | Department
Certificate of Chairperson
| Registration | | -
- Approval of the Nona 1 minute | College Dean
£ - | Enmolment _
Transmittal of CORs to | None 13 minutes  Department
the Office of the Chairperson and
Registrar for signature College Clerk
and validation of
- | enrolment ) i
| Upon receipt of the Mone 30 minutes | Department
signed CORs, sending Chairperson

of e-copy of COR to

students and

transmittal of actual

copias of COR to the
| University Links

6, Student accepts
the COR fram
the University
Link

TOTAL

- | 1 day, 1 hour, and 24 minutes




 Office or Division | College of Business Administration
| Classification . Request for Reprinting of COR {new normal)

Type of Transaction | Simple

Cliarit who may Avail | Students

__Checklist of Requirements Where to Secure
« Student ID » Office of the Registrar (in case
= a8 e e B ~student hrn:s no 1D yet)
Procedures for the Agency Actions Feesto | Processing [ Person/Office
Client - ) be Paid Time _Responsible
1. The student Acceptance of the nane 2 minutes Department
contacts his/her | request and recording | Chairperson
respective in the logbook
Department
Chairperson and
makes a request
for reprinting of
L LOR | . .
Retrieval of the none 3 minutes Department
student’s record in the Chairperson
systern and printing of
- the COR | _
Z. Receipt of the An e-copy is sent none 10 minutes Department
reprinted COR through email, Chairperson
and mMessenger or its
acknowledgment | eguivalent, or a
of receipt hardcopy is sent
through the University
Link

~ TOTAL : 15 minutes




 Office or Division

 College of Business Administration

| Classification

Request for Reprinting of COR

Type of Transaction | Simple
Clignt who may Avail | Students
[ Checkiist of Requirements - ~ Where fo Secure

Student 1D

= Office of the Registrar {in case
student has no 1D yet)

Procedures for the Agency Actions | Fees to Processing Person/Office
Client ba Paid Time Responsible
1. The student Acceptance of the none 2 minutes College
reports to the | request and recording Clerk/Secretary
Office of the in the loghook
College of
Business
Administration
and makes a
request for
reprinting of COR ; . | e
Transmittal/Referral of | nona 2 minutes College
the request to Clerk/College
concernaed Department Secretary
= Chairperson 1]
Retrieval of the nong 5 minutes | College
student's record in the Chairperson
systermn and printing of
|the COR B | B
2, Receipt of the The reprinted COR is | None 1 minute College
reprinted COR handed to the Chairperson
and signing the requesting student and
acknowledgment | makes him/er sign the
in the loghoaok acknowledgement in
the logbook | J
TOTAL 10 minutes



| Office or Division

College of Business Administration

[‘Jis.sﬂcaﬂi:n

Request for Certificate of Good Moral Charactar

| Tvpe of Transaction

Simpla

Client who may Avail |

Students, Alumni

'b.‘.?ack.-'fsf c-fﬁﬁqniré:mnts

L Where fo Secure
s Student ID = Office of the Registrar (in case
= Valid ID student has no 10 yet)
Procedures for the Agency Actions Fees to Processing | Person/Office |
Clignt | be Paid Time Responsible
1. The client reports | Acceptance of the none 2 minutes College
to the Office of request and recording Clerk/Secretary
the College of in the logbook
Business
Administration
and makes a
request for
issuance of the
certification :
Verification of the nore | 15 minutes Diepartment ‘
student's record to Chairperson
ensure there iz no
| panding disciplinary College
case Guidance
_ _ i a7 _ Coordinator
Encoding of the none 5 minutes | College Claerk
information in the
cartification template
and printing of the
il o document i il wll |
Affixing of Signature of | none 1 minute College Dean
the College Daan in
= fhe certification _ -
Recording of the none 1 minute College Clerk
cerfification issued in
= - the college logbook | 11— —
2. Receipt of the The requested MNone 1 minute College Clerk
reprinted COR certification is given to
and signing the tha requesting party
acknowledgment
in the logbook | )
TOTAL 25 minutes




Dﬂ’.lcﬂ ' or wasmn_

College of Business Administration

Cras uﬁcarmn

_ Request for Certificate of Good Moral Character (new normal)

Typa of Tmnsacfmn

Simple

| Client who may Avail

Students, Alumni

L —m s

L Eheclrﬂst c.-f Eequrmmen!s __Where fo Secure
= Student D « Oiffice of the Registrar (in case
« \alid [D student has no 1D vet)
*
Procedures for the Agency Actions Feos to Processing | Person/Office
Client _ he Paid Time Responsible
1. The client Acceptance of the none ' 2 minutes College
requests through | request and recording Clerk/Secretary
hig/her in the loghook
Department for
issuance of the
cerification _
Verification of the none [ 15 minutes Department
student's record to Chairperson
ensure there is na
pending disciplinary College
case Guidance
Sl | Coordinator
Encoding of the nane | 5 minutes College Clerk
infarmation in the
cerification template
and printing of the
| document -
Afﬂxlng of Slgnature of none 1 minute College Dean
the College Dean in
the cartification 1 o
= o Recording of the none |1 minute Callege Clerk
certification issued in
= | the college logbook _

2. Receipt of the Transmittal of the none 5 minutes College
reprinted COR cerification to the ClerkiSecretary
and signing the | University Link for
acknowledgment | sending to requesting
in the loghook party’sending through

online platforms of e-

CHPY-
TOTAL

29 minutes



Dﬂicr—* or Division

| Coilege of Business Administration

Cras sfﬁcarrﬂn

Request for Recommendation Letter

.TFPH of Tmnsacf_{m Com plex

Clier who may Avail | Students, Alumni

=T

Checkiist of Reqmmme.'ﬂs | Where o Secure

= Student ID » Office of the Registrar (in case

» Valid ID student has no 1D yet)

& Ac:n::nmphshed Hequeﬂ Form | " Cr::llege Clerk

Procedures for the Agency Actions | Fees to Processing | Person/Office |
_ Client I - | _be Paid Time Responsible

1. The client Receipt of request and  none 2 minutes Office of the
submits a recording in the - Dean
request for g appropriate loghook -Coliege
recommendation Clerk/Secretary
letter to the
Office of the ,

College of

Business

Administration

either thru

emailonling or

actual request ) i

| Referral of the request | none 2 minutes Caollege
to the concerned Clerk/Secretary
CDepartment
Chairperson or to the
College Dean
depending on the
requested
recommendation : _ -
o Preparation, encoding, | none | 1 day College Dean
and signing of the or Department
Recommaeandation Chairperson
Letter (depending on
the request)

2. The client Releasing of the none 5 minutes College
receives tha Fecormmendation Clerk/Sacretary
docurmant Letter and recording of
requested the recaipt in the

logbook or sending
through email or ather
onling means in case
the request is an e-

copy

TOTAL

1 day and 9 minutes




College of Business Administration

Office or Division
Classification

Request for Copies of Evaluation of GradesiReport of Grades

Type of Transaction | Simple
Clien! who may Avail | Students =
Checklist of Requirements Where to Secure i
+ Student ID » Office of the Registrar (in case |
- = _ = _ student has no ID yat)
Procedures for the Agency Actions Fees to Processing Perzon/Office
Client o | be Paid Tima Responsible

1. The student Acceptance of the none 2 minutes College N
reports to the | request and racording Clerk/Secratary
Office of the in the logbook
College of !

Business

Administration

and makes a

request a copy of

hisfher

evaluation or

___ report of gradas ] ) )

Transmittal/Referral of | none 1 minute College
the request to Clerk/College
concerned Department Secretary

o Chairperson S
Retneval of the nane B minutes | College
student's record in the Chairperson
systermn and printing of
the Evaluation of
Grades or Report of
Grades _

2. Receipt The reprinted COR is | Mone 2 minutes College
requested handed to the Chairperson
document and requesting student and
signing the makes him/Mher sign the
acknowledgment | acknowledgement in
in the logbook the logbaok ) ]

TOTAL 10 minutes




Office or Division

College of Business Administration

=

Classiffcation Request for Copies of Evaluation of Grades/Report of Grades (new |
o normal)
Type of Transaction | Simple
Client who may Avail | Students
___ Checklist of Requirements ' Where to Secure

»  Student ID » Office of the Registrar (in case
] ) . | student has no ID yet)
Procedures forthe | Agency Actions | Feesto | Processing | Person/Office
_ Cliant | be Paid | Tima Responsible
1. The student Acceptance of the none 2 minutes ! Department
contacts histher | request and recording Chairperson
respective in the logbook i
Departmant
Chairperson and
makes a request
for a copy of
his/har
evaluation of
grades/freport of .
grades e = __ |
Hatrieval of the none 5 minutes Department
student's record in the Chairperson
system, printing,
signing, and scanning
of the document
2. Receipt of the An e-copy is sent none 10 minutes Deparment
requested through email, Chairperson
document messenger or its

equivalent, or a
hardcopy iz sent
through the University
Link

TOTAL

17 minutes




| Office or Division
' Classification

 College of Business Administration

Type of Transaction

Request for Subject Offerings
Compiex

Clien! who may Avail

Students, Departments from Othar Ceollegas

—

Checklist of Requirements

Where to Secure

For Students:

« Evaluation of Grades

¢ Letter Request
For Other Departments

Letter Request

s Class Detarls_(f_r.ize, course, year lavel)

* Department Chairperson

Procedures for the
___Client

1, The student/ 1

department
chairperson
submits a letter
request for
offering of
subject with
attached
avaluation of
grades (for
students), details
of class (for
depsrtments)

2. The clientis
informed of the
details of the
requested

_ subject

Fees to

TOTAL

Agency Actions Processing  Person/Office
! | bePaid | Time Responsible
Acceptance of request | none 2 minutes College
secretary
' Evaluation and none | 30 minutes | College Dean |
approval of the request
based on university
guidelines . .
Identification of faculty, | none 1 day College
schedule, and room Secretary
assignment, plotting
and encoding of the
class schedule
Printing and transmittal | none 30 minutes College
of the class schedule Secretary
and other details of tha .
requested subject College Clark |

1= day, 1 hour, and 2 minutes



Oifice or Division

| College of Business Administration

Classification Request for Expert Services (Trainings/Seminars, Consultancy,
—ia _ Research, others)
| Type of Transaction | Highly-Technical )
Clignt who may Avail | Partner Agencies! LGUs, NGOs/NGAs/POs! Government Agencies
Checklist of Requirements Where to Secure
Letter Request | § =
Procedures for the Agency Actions Feesto | Processing | Person/Office
_ Client be Paid Time Responsible |
1. Clientsendsa | Receipt of Letier none | 2 minutes College Clerk
lefter request to requast and recording
the Office of the | in the log book
President thru
the College |
Review of requestand none 9 minutes College Dean
transmittal to the
respective coordinators
N concerned ]
Identification of faculty | none 30 minutes College Dean |
member/s to be and concemed
assigned of the request . Coordinator
Communication and MNone 1 day College Dean
transmittal of the and concermned
assignment to the coordinator
faculty member/s
__ |assigned i .
3. Coordinating with = Coordination with the None 1 day Coordinator
the College on requesting client for concemed
the updates of updates on the request
the request and referral of the
. | faculty assigned B _
4, Coordinating Coordination with the none 1 day Faculty
with the facufty reguesting client for Member
assigned to further details of the identified to
conduct the expert service conduct expert
expert service | requested j : | service
Preparation of none 3 to 5 days Faculty
materials and other - depending on Member
resources for use in the amount of identified to
the conduct of expert time before the | conduct expert
zes senvice ) actual conduct | service
5, The client Actual conduct of none 1day ormore | Faculty
received actual expert service depanding on Member
expert service the kind of identified to
conducted , | expert service | conduct expert




6 Provides
feedback
levaluation of the
expert service
conducted

TOTAL

9 days and 37 minutes or
; lenger

: requested service
Retrieval of Mone 1 day Faculty
feedback/evaluation Member

| from clients served and | identified to
submission to the conduct expert

| office ) | service |
Preparation and none | 1day Office of the
submission of reports Dean through
pertaining to the expert coordinator
sarvice conducted concerngd



PROPOSED COMPREHENSIVE LIST OF GOYERNMENT SERVICES OFFERED

Office or Division College of Agriculture, Fisheries, and Natural Resources {CAFNR)

Classification Evaluation on Admission of New Students, Returnees, Transferees
_ and Shifters (new normal)
Type of Transaction | Complex ot

| Client who may Avail | Students

Checklist of Requirements _ Where to Secure
For Mew Students

« Transmittal Letter’/Endorsement from the UEF Admissions Office of the Director for Admission
office with attached doecuments including:
* Expression of Intent for Admisskon
* Personal Data Shest
= Authenticated Copy of Fomm 138
= Athenticated Copy of School Principal Certification as
a Candidate for SHS Graduation.
= Photocopy of NSC/PSA/Lacal Birth Certificate
* 2 coples of latest and colored 2x2 |D picture
* 1 long Brown Emvelope

For Shifters

& Transmittal Letter/Endorsement from the UEF Admissions Oiffice of the Director for Admission
office with attached documents including:
" Approved Shifting Form Offica of the Registrar/FPrevious College
* Evaluation of Grades | Pravious College
For Transferees

» Transmittal Letter/Endorsement from tha LUEP Admissions Office of the Director for Admission
office with attached documents including:

* Expressian of Intent to Transfer

* Personal Data Shaet

* Photocopy of Cerdificate of Hanoerable Dismissal

* Photocopy of Cerfficate of Good Maral Character

* Photacopy of Physical Examination {conductsd by
Govemment Physician from the applicant's place of
origin

® 2copies of latest and colored 2x2 |D pictures

"1 long brown envelope

FE_F Returnees/Re-admission

« Transmittal Letter’Endorssment from tha LUEP Admissions Office of the Director for Admission
affice with attached documents including:
* Qriginal Copy of Grades
* Expression of Intent for Re-admission
= Gtudent Personal Data Sheet
=1 copy of latest and colored 2x2 1D picture




" Procadures for the Agency Actlons Fees to Processing Person/Office
Client be Paid Time Responsible
= = For New Students - ]
1. The applicant's [The College through | MNona | 10 minutes Callege Guidance
documents are the College Guidance Coordinators
tranemitted from the | Coordinator receives and
Office of the the documents and Department
Admissions to the distributes to the Chairpersons
College's Guidance | concerned depariment
Coordinators i
2. The applicant’s The respective Mone 3 -5 days Admtﬁglnns
documents ara Department depending on the | Committee
evaluated Chairperson/ College number of - College Guidance
Guidance applicants/10 Coordinators
Coordinators evaluata minutes per = Depariment
the decurments based applicant Chairpersons
on the guidelines and
| rubric for evaluation | - .
3. The applicants The Department None | 3 minutes per Department
are called for Chairperson instructs applicant Chairpersons
confirmation if they the college guidance and
are =1l interested to coordingtors o College Guidance
apply for the contact the applicant Coordinators
respeciive pragram to confirm his/her
interest in enrolling for
| the respective
| pragram
4, The documents of the | The Admissions Mone 30 minutes Department
disqualified Committes transmits Chairpersons
applicants are the documents, and
submitted back ta the | prepares and submits College Guidance
Aomissions Office a repart of disqualifiad Coordinators
gtudents at the end of
each working day
whilz on the
| evaluation procass
‘ 5. Tha accepted The respective Mone 1 hour Department ‘
applicanis arz capartment Chairpersons
detarminad chairpersons instruct and
the college guidanca College Guidance
coardinator’s to Coordinators
prepare a report of
qualified students and
submits it o the
Admission Committes
Chair
Reportz on Qualified Mone 30 minutes College Guidancs
Applicants are Coordinators
collected and a
transmittal is preparad
together with the
documents of the
applicants admitted
for submission to the
Admissions Office B
6. Students’ Profile and | Encoding of the basic Mone | & minutes | Department
Studant ID Number is profile of the qualified | fqualified Chairparson |




generated for the
gualified applicants

1, The applicant's

documents are

transmitied from the

Office of the Director

for Admissions to the

College

2. The applicant’s
documents ara
evaluated

studants and
generation of Student
|0 Number

TOTAL

applicarﬂ_

For Transferees, Shifters, and Returnees

3 Days, ‘I_'hl:ru_r,_ and 18 minutes

The College thraugh
the College Guidance
Coordinators receives
the documents and
distnbuted to the

| congerned department |

The respective
Departmeant
Chairparsons instruct
the college guidance
coardinators fo
conduct as evaluation
of the documents
based on the
guidelines, and
subject to availability

of slots of the program |

and year lavel

3, The applicants are
determinad if
acCapled of
otherwisa

Mone

Mone

‘Department
Chairpersons

and

Coliega Guidance
Coordinators

I 10 minutes

1 hour Department
Chairpersons
and
| College Guidance

Coordinators

The applicant is
determined if ha'she
is accapted or
otherwise in the

respective program
and submits a report
on this to the Office of
the Director for
Admissions

Mone

TOTAL

15 minutes Department
Chairpersons

and

College Guidance

Coordinators

" 1 hour and 25 minutes




Office or Division [ College of Agriculture, Fisheries, and Natural Resources (CAFNR]
Classification Enrolment of Students
Type of Transaction | Complex
Client who may Avail | Students

y Checklist of Requiremanis

For New Students/Transferses/Shifters/Retumees
 Proof of Admission or Acceptance n the Program

Where to Sacure

Office of the Director for Admissions

For Qid Ey,!_ dents

s Evaluation of Grades Departmant Chairperson

Procadures for the Agency Actions Fees to be | Processing | Person/Office
Client | Paid | Time Rezponsible
- B For New Students _ N
1. Applicant submits [ Retrieval and filing of the None | 5 minutes | Department
his’her admission collage copy of admission Chairparsons
requirements to ODFA | reguirements from the QDA | and
College
Guidance
= ‘ Coordinaters
2 Admitted student Dietermination of student's Mone 5 minutes | Department
confirms that he/she academic load and encoding Chairpersons
will enroll in the of subjects to be enrallad by
program ) he new students . B 3
3. Student confirms verfication with the student Mone | 15 minutes | Department
errolment of the concerned on the subjects ‘ Chairpersons
subjects encoded encoded | o Bpee—
| Printing of the Certificata of Mone 2 minutes | Department
Registration (COR) Chairpersons
Approval of the Enrglment Mone |1 minute | College Dean
Transmittal of CORs to the Mane 15 minutes | Department
Cffice of the Registrar for Chairperson
signature and verification of and College
| enrolment : : = Clerk
Lpon receipt of the signad Mona 30 minutes  Deparment
CORs, sending of e-capy of Chairperson
COR to students and
transmittal of actual copies of
. COR to the University Links | | _E
4, Studert accepts the |
COR from the
Univirsity Link ) _
TOTAL - 1 hour and 14 minutes
- - For Oid Students ) iyl
1, Student coordinatas Facilitating of the clearancein |  None 1 day Department
with the Department behalf of their studanis Chairpersons
Chairperzon far the
completion of
Glegrance 00 | | = i
2. Student answers the Conduct of the survey for Manes 10 minutes | Depariment
survey for the incoming semaster on ‘ Chairpersons
incoming sermester students who will enrall ar not o
whather heishe will Evaluation of student grades Mo 5 minutes | Department
ewoornot . | perstudent | Chairpersons |




Program
| Coordinators
Detarmination of student's Mone 5 minutes | Department
academic load and encoding per student | Chairparsons
of subjects to be enrollad by
the student e
| 3. Student confirms ‘erification with the students None | 15 minutes  Department
anrolment of the concerned on the subjacts Chairpersons
subjects encoded encoded =il -
Printing of the Certificate of Mone 3 minuteg | Deparment
Registration (COR) Chairpersons
| Approval of the Enrclmant None 1 minute | Department
Chairpersons
Tranzmittal of CORs to the Nona 15 minutes | Department
Offica of tha Registrar for Chairparson
signature and validation of and College
enrelment Clerk
Lipan receipt of the signed Mone 30 minutes | Depanmeant
CORs. sending of e-copy of Chairperson
COR to students and
transmittal of actual copies of
L | COR to the University Links _‘ -
4. Student accepts the | University Link

COR from the
Unversity Link

TOTAL

19 day, 1 hour, and 24 min.




Office or Division | College of Agriculture, Fisheries, and Natural Rescurces ([CAFNR}

Classificalion Request for Reprinting of COR (new normal)

Type of Transaction | Simple
Client who may Avail | Students

~ Checkiist of Requirements _ Where to Secure
= Student |D = Office of the Registrar (in case student
has no 1D yet
Proceduras for the Agency Actions ' Fees to be | Processing | Person/Office
__Client Paid Tima Responsible
1. The student cortacts Acceptance of the request Mone 2 minutes | Department
his/her respective and recording in the logbook | Chairparsons
Department Fetrieval of the studant's Mone 3 minutes | Dapariment
Chairparsan and record in the system and Chairparsons
makes a request for printing of the COR
reprinting of COR i
2. Recaipt of the An e-copy is sent through MNane 10 minutes | Department
reprinted COR and email, mesgenger or its Chairpersons
acknowledgment of equivalent, or a hardcopy is
receipt sant through the University

_ - Link _ _ - |
e T-DTA._L ! 15 minuites




| Office or Division

College of Agriculture, Fisheries, and Natural Resources (CAFNR)

Classification | Request for Raprinting of COR
| Type of Transaction | Simple
Clien! who may Avail | Students

Checklist of Requirements [ Where to Secura

« Student ID

= Offica of the Registrar (in case student
has no 1D yet

Procedures for the Agency Actions Fees to be  Processing Person/Office
Client . _ Paid _ Time Responsible
1, The student reports to | Accaptance of the request None 2 minutes | College
the Office of the ClerkiSecretany
colege and makes a
reguest for reprinting ‘
of COR - )
Tranzmittal/RBeferral of the Mone [ 2 minutes | Coliege
[ request to concarmed Clark/Sacretary
department chairperson
Fecoerding in the legboak Mone 5 minutes | College
Chairpersons
Retrieval of the student’s
record in the systam and
printing of the COR _

' 2. Receipt of the The reprinted COR is handed | None | 1minute | College
reprinted COR and to the requesting student and Chairpersons
slgning tha makes himfhear sign the
acknowledgment in acknawledgment in the .
the logbook | lrgbook |

TOTAL 10 minutes




Office or Division College of Agriculture, Fisheries, and Natural Resources [CAFNR}
| Classification | Request for Certificate of Good Moral Character
Type of Transaction | Simple
Clignt who may Avail | Students and Alumni

___Checkiist of Requirements ~ Where to Secure |
For Scholarship, Transferees & Shifters = Office of the Registrar (in case student
s Student 1D has ne ID yet and TOR)

# Walid 10

For Employment, Further Studies & Board Examination
» Photocopy of TOR
« Accomplished Request Form

& Guidance Office

Procedures for the Agency Actions Fees to be Processing | Person/Office
B Client | Pald | Time Responsible
For Scholarship, Transferees & Shifters B
| 1. The client reports to | Client will fill up request farm Mone | 1 minute | Respactive
the office of the after presenting their valid ‘ College
College Guidance school 1D Guidance
Coordinatars _ | Coordinator
Acceptance of the regueast Mone 1 minute | Respective
form College
‘ Guidancs
Coordinator
Verification of the student's NMone | 15 minutes | Department
recard ta ensure there is no Chairperson
pending disciplinary case
Collage
‘ Suidance
| Coordinator
Encading of the information in Mone 5 minutes | Respactive
the certificate tamplate and ‘ College
printing of the document Guidance
_ = - Coordinator
Affixing of Signature of the Mone 1 minute | Collage Dean
Raspective Guidance
Coordinatars in the
cartification = 1 )
Recording of the certification Mone 1 minute | Respective
issyad in the college logbaok College
Guidance
= Coordinator
2. Receipt of the The requested certification is Mone 1 minute | Respective
reprinted certificate of | given to the requesting party Coll=ge
good moral character Guidance
ard signing the Coordinator
acknowledgment in
the logbook 1 |
= TOTAL _ 25 minutes e
For Employment, Further Studies & Board Examination B
1. The client reports ta Client will present the None ‘ 1 minute | College Clerk
e office of the dean | photocopy of the TOR | ICollege
of tha college and Secratary
makes a request far
isruanca of the [ Chent will fill up the reguest ‘
_ cadification _| fom




Acoeptance of the request
formm

\farification of the student’s
recard to ansure thare s no
panding disciplinary case

MNone

‘None

1 minute Coflege Clerk
fCollege

. sacretary

15 minutes | Department
Chairparson

College
Guidance
Coordinator |

Encoding of the information in
the cerificate template and
_printing of the document
Affixing of Signature of the
College Dean (Employmeant
and Further Studies),
Signature of the Respeclive
College Guidance
Coardinator
{Scholarship)and Signature of
one of the Senicr Faculty
Members of respective
program (Board Examination)
in the cerification

Mane

5 minutes | College Clerk

Mlane

1 minute | College Dean

| College
Guidances
Coordinstor

Senior Faculty
miember of
respective
program

Compilation of the requEEt'
form, photocopy of TOR &

copy of the certification

Maona

| 2. Receipt of the
reprinted cerificate of
good moral charactar
and =igning the
acknowladgrment in
the logboak |

The requested certification is
given ta the requesting party

Mons

1 minute | College Clerk

1 minute | College Clenk

TOTAL

25 mini._itps




Office or Divisian | College of Agriculture, Fisharies, and Natural Resources {CAFNR)
ClassificationRequest for Certificate of Good Moral Cha racter (new normal)
| Type of Transaction | Simple

Client who may Avail | Students and Alumni

Checklist of Requirements Where to Secure
« Offica of the Registrar {in case student |
has no 10 yet)

« Student 1D
# Valid ID

Procaduras for the Agency Actions Person/Offlce
Cliant | Paid Time Responsible
1. The client requests Acceptance of the request Nane 2 minutes | Guidance Office
through his/her and recording in the lagbook (for scholarship,
Department for transferees and
issuance of ‘ sheller
cedification
Callege Clerk
(board exams..
further studias
| and
_ - _ | employmant)
Verfication of the student's Mone 15 minutes | Department
record to ensura there is no Chairparsarn
pending dizciplinary case
‘ College
Guidance
: _ Coordinatar
Encoding of the infarmation in Mone 5 minutes | College Clerk
the certificate template and
printing of the decument | _ )
Affiing of Signature ofthe | None | 1 minute | College Dean
College Dean (Employment
| and Further Studies), College
Signature of the Respective Guidance
College Guidancs Coordinator
Coordingtor
(Scholarship)and Signature of |
one of the Senior Facully Senior Faculty
Mambers of respeactiva member of
program (Board Examination) respectiva
in the cerification - _ program
Recording of the cartification Nons 1 minute | College Clark
B | issued in the college logbook N
2. Receipt of the Transmittal of the cerification Mane 5 minute | College
reprinted cerificate of | to tha University Link for Guidance
goeod moral character | =ending to reqquesting party or Coordinator
and signing the =ending through online
acknowliedgmant in platfarm of e-copy Collegs
the logbook Clerk/College
. Secretary
o ~ TOTAL 29 minutes




Oiffice or Division

Classification

Type of Transaction

Complex

Client who may Avail

Students and Alumni

| College of Agriculture, Fisheries, and Natural Resou rces {CAFNR)
Request for Recommendation Letter

Checklist of Requiremenis
a Student 10
= Yalid I
s Accomplished Request Form

Procedures for the
___ Chient

1. The client subrmits 3
recuest for a
recammendation letier
to the office of tha
dean of the college
through emaillonline or
actual request

Where to Secure

» Office of the Registrar (in caze student

has no 10 yet}
o Collage Clark

PersonfOffice

2. The client receives the
document regquestad

Agency Actions Processing
) Paid Time  Responsible
Receipt of request and Mone 2 minutes | Office of tha
recording in the Cean
appropriate logbook = College
Clark/College
Secretary
Referral of the request to Mone 2 minutes College
the concerned department Clerk/College
chairperson orprogram ' Secrstary
coardinator to the college
dean depending on the
requested
| recammendation
FPreparalion, encoding, MNane 1 day College Dean
and signing of the or Department
Eecommendation Letter Chairperson
(depending on
__the request}
| Releasing of the None 5 minutes College
Recommendation Letter Clerk/College
and recording of the Secretary
receipt in the logbook or

aending through amail ar
ather anline means in
case the request is an a-

copy

- TOTAL

1 day and 9 minutes |




_Dﬁ" oo or Division

| Collegs of Agriculture, Fisheries, and Natural Resources (CAFNR)

Request for Copies of Evaluation of Grades/Report of Grades

Clasmﬁcatmn
Type of Transaction | Simple
Clien! whe may Avail | Students

__ Checklist of Requirements | Where to Secure

» Student ID

Client

1. The cliert requests

through his/her
Departrment

2. Receipt requested
document and signing
the acknowledgrment in

the loghook

Proceduras for the

« Office of the Registrar (in case studant |
has no 1D yet

Agency Actions Processing Person/QOffice
Paid Time Responsible |

Acceptance of the request None 2 minutes Department
ardd recording in the Chairpersons
lgbook

" Retrieval of the student's None & minutes Department
recard in the system and Chairpersons
printing of the evaluation
of grades or report of
grades |
The printed evaluation af Mone 2 minutes Department
grades of report of grades Chairparsons
handed to the requesting
studert and makas
hirmvhear gign the
acknowledgment in the '
logbook | L

TOTAL | 10 Minutes




Office or Division College of Agriculture, Fisheries, and Natural Resources (CAFNR}
Classificalion Request for Copies of Evaluation of Gradea/Report of Grades (new
_ | normal) 2 ; e
Type of Transaction | Simple
Clignt who may Avail | Studentis
Checklist of Reguirements | Where fo Secure

- = Student ID

Procedures for the
Cliant

1, The student cantacts
hisfher respective
degariment

[ chairparsan and

makes a request

2. Receiptofthe
| reguestad document

» (ffice of the Registrar (in case student

has no 10 yal
Agency Actions | Feas to be Procassing Person/Office
- Paid Time Responsible
| Accaplance of the request Mone 2 minutes Department
and recording m the Chairperson
logbook I:
Fetrieval of the student's Mons 5 rminutes Dapartment
record in the system, Chairpersan

printing, signing, and
scanning of the document o
An e-copy is sent through MNona 10 minutes Crepartment
email, messenger or its ' Chairperson
equivalent, or a hardcopy
5 sent through tha
University Link i
TOTAL i 17 minutas




‘Clien’ who may Avail

Office or Division | College of Agriculture, Fisherles, and Natural Resources {CAFNR)
Classificalion Request for Subject Offerings
|_Type of Transsaction | Complex

Students , Departments and Other Colleges

For Students:
= Evaluation of Grades
= Lattear Raguast

Far Other Departments
» Letter Eequest

Checklist of Reguirements

Where fo Eﬂc:u{ﬁ_u

» Departmant Chairparson

| » Class Details (size, course, & year level
Procedures for the Agency Actions Fees to be Processing Person/Office
Client I Paid Time Responsible
1. The student or Acceptance of request Mone 2 minutes Department
Department | Chairperson
charpaerson/program Evaluation and appraval Mone 20 minutes Departrmant
coordinator submits a of the request based on Chainperson
letter request for university guidelines
offering of subjact with 1 i Collage Dean
| attached evaluation of  Identification of faculty, None 1day Department
grades (for students), gchadule, and room Chairperson
details of class (far asgignment, plotting and
department) encoding of the class
zchedule £
2. The client is informed | Printing and fransmittal of Mone 30 minutes Department
of the details of the the class schadule and | Chairperson
requested subject other details of the
requested subject i ]
| I TOTAL 1 day, 1 hour, and 2 minutes




Office or Division

Classification

“T_’p'FHE Df Tmr‘rsacrmn

Highly-Technical

Client who may Avail

College of Agriculture, Fisheries, and Natural Resources (CAFNR)

Request for Expert Sarvices (Trainings/Seminars, Consultancy,
Research, and Others)

Partner Agencies/L GUs, NGOs/NGAs/POs/Government Agencies

Checklist of Requirements | Where to Secure

Letter Request
Proceduras for the Agency Actions Fees to be Processing Person/Office
_____ Client i Paid Time | Responsgible
1, Client sends a letter Receives letter request Mone 2 minutes College Clark
request to the Office of | and reconds in the lag
the President thruthe  book S
Colege Review of the request and None 5 minutas Callege Dean
transmittal to the
moncernead coordinators _
Assian faculty member's Mone 30 minutes College Dean
| to respond to the request and
concemed
o Coordingtor
Cammunication and MNone 1 day College Dean
transmitial of the and
assignment to the faculty concerned
member/s concemed Coordinator
[ 2. Coordinating with the Coardination with the More 1 day Coordinator
College on updates of | requesting client for concarnad
the request updates on the reguest
and referral of the faculty
asgigned s i
3. Coordinating with the Coordination with the Maone 1 day Faculty
faculty assigned to requesting client for Member
conduct the expert | further details of the identified to
garvice expert service reguested conduct
5. | Bxpert service
Freparation of materials Mone 2 to S5days Faculty
and other resources for depending on | Member
| use in the conduct of the amount af | identified to
| expart sanvice. tima before the | extend expert
actual conduct | service
4. The client received Actual extension of expert Mone 1 day or more | Faculty
actual expart service service depanding on Membear
conducted the kind of identifisd 1o |
expert service | extend expert
raquastad EETVIcS
5. Provides feedback! Fetrneval of feedback/ Mone 1 day | Faculty
evaluation of the expert | evaluation from clients Member
services conducted served and submission to identified to
| the office conduct
g s _ expert service
Freparation and Mone 1 day | Office af the
submission of reports | Dean through
| pertaining to the expert the
service extended coordinator
concerned

TOTAL

9 days and 37 minutes or
longer



PROPOSED COMPREHENSIVE LIST OF GOVERNMENT SERVICES

OFFERED

fiice of Division | College of Enginearing '

Classification Evaluation on Admission of New Students, Returnees,
Transferees and Shifters (new normal |

Type of Transaction G2C Ex

Whao may avail Students

For Shifters

* Transmittal Letter/ Endorsemeant from the
Office of Admission with attached
documents including:

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

" For New Students
* Transmittal Letter/Endorsement from the

LEP Admission Office with attached
documents including :

Expression of Intent for Admission
Personal Data Sheet

Authenticated Copy of Form 138
Authenticated copy of School
Principal

Certification as a candidate for SHS
Graduation _
Phaotocopy of NSO/ PSA/Local Birth
Cerificate

2 copies of latest and colored 2x2 |D
picture

1 Long Brown envelope

Office of the Director for Admission

Approved Shifting Form
Evaluation of grades

L

For Transferees

* Transmittal Letier/Endorzement from the
Office of Admission with attached
documents including:

Office of the Director for Admission

Office of the Registrar/ Previous
College

Expression of Intent to Transfer
Personal data Sheet

Photocopy of Ceriificate of Honorable
Disrmissal

Photocopy of Certificate of Good
Maoral Character

Phatocopy of Physical Examination
{conducted by Government
Physician)

2 copies of latest and colored 2x2 1D
pictures |
1 long brown envelope |

OHfice of the Director for Admission




[ Fnrﬁ!gnﬁgfﬁéﬁmissinn

* Transmittal Latter) Endorsement from the
Admission Office with atiached
documents inciuding:

| Office of the Director for Admission |

s Original Copy of grades |
+ Expression of Intent for Re-admission |
s Student Personal dala Shest
« 1 copy of lalest and colored 2x2 | | |
piciure
| |
| Procedure for the Agency | Feesto | Processing | Persons/Office
Client | Actions be Paid Time Fesponsible
For New Studanta A
1. The applicents The  College | " Office of the Dean
documents are | through the Mone ! 10 minutes | - College
transmitted Office of the | Secretary
from the Office Dean rfaceives | - College Clerk
af the leectcr| the documeants | « Office staff
for Admissions | and  distributes | |
to the College Les the
concemedd
o | department | |
2. The appllcant's | Tha respective -College
documents are | depariment Mone 3-5 days Admission
svaluated, chairpersons depending committes
pvaluates on the -Department
documents numbers of Chairman
based on the applicants/
guidelines  and 10 min. per
ruLric for applicants
| _ svaluation ”
3. The applicants  The department
are called for | chairman Mang 0.10 min Department
interviaw | contacts the Chairmen
applicant for
inte i as
part the
avaluation |
4. Tha documents | The admission
af the commitles Mone | 30 minutes -Collage
disgualified transmits  the Admission
applicants are | documants, commitles
submited back | prepares  and -Dapartment
1o the submits a report Chainrman
Admission of disgualified
Office students at the
end of each
working day
while on  the
evaiuation
Process.




5. The accepted | The department | Nene 1hour |  Department
applicants ara chairman 1o Chairmen
determined prepare & repor ‘

of qualified
‘ siudenis ard ‘
submits it o the
| Office . of  the |
| Director for
| Admission : ‘

6. Student’s Profile | Encoding of the | None 5 minutes Department .
and Studemt D | basic profile of oer Chairmrmen '
Murmber is the gualifiad applican
ganerated for | students  and '
the qualified | generation  of
applicants Studeni's ]

Mumber | L
TOTAL 3days, 1hour and 55 minutes
.  For Transferees, Shifier and Returnees ,
{ 1. The applicants | The College | Mone 10 minutes | Office of the Dean
documents are through ine - Collage
transmitted Mfice of the Sacratary
from the Office | Dean receives | - College Clark
of the Director | the documents - Office staft
for Admissions | and  distributes
to the college to the |
concemed
department

2. The applicant's | The respective | MNone 1 hour Department |
documents Are | department Chairmen
evalustad chairman

avaluates  the '
documents
based on (he |
guidelines, and
subject 1o
availability  of

[slote of the
progrant and

| | year level

3. The applicants | Tha applicant is | None | 15 minutes Department
are determined | determined If; Chairmean [

hefshe is !
acceptsd In the
respeactive
program and
submits a report |
an this o the
Difice of fhe
Director for
Admission

TOTAL

1 hour and 26 minutes




Office of Division | College of Engineering
Classification ' Enrolment of Students

Type of Transaction | Complex
Who may avall Students

CHECKLIST OF REQUIREMENTS |

WHERE TO SECURE

For  New  Students/  Transferees!

Shifters/Returnees

« Proof of Admission or Acceptance in

(Mfica of the Direclor for Admission

tha FProgram
| Eor Qid Students
+ Accomplished Registration form Department Chairman
uploaded in the Group Chat and FB Page of every program of the
Facebook Page of every departmant collage
= Reaports of Grades of the previous
semester
Procedure for Agency Feesto Processing | Personl Office
_ the Client Actions be Paid | Time | Responsible
~ For New Students
1. Applicants Retrioval and | None 5 minutes Departmant
submits histher | filing of the Chairman
admission collage copy of
requiremeants to | admission ‘
the Office of requirements
the Director for | from the ODFA
Admission
2. Admitted | Detammination ‘ Morne & minutes | Department \
shidant of student's Chairrman
corfims that | academic  load
hershe will and ancoding
enrll tha of subjects o
o s he snmiled by ‘
the new ‘
students
3. Studant Verification of  MNene | 15minutes Departmant
confirms the shudents Chalimman
anralment of concemed
the sublacts subject 1o be | ‘
encodsd enmlled as per
accomplished ' [
| registration _
| Approval of the  Nons 3 minutes Depariment
raglstration  of Chalrman
the students ‘ - ‘ ‘
Encoding  of | Mone 3 minutes Department |
| subjects Chaiman




Printing of the
Cartificate  of
Regisiration

CORs to  the
Office of thea
Registrar  for

signature  and
validation of
enmiment

i Upen receipt of

the gignied

| CORs, sand e-

capy of COR fo
studants and
[ transmittal  of
the ariginsl
copies of COR
o University
Link.,

4. Student accepts

COR from link |

Transmittal of '

Mons

MoneE

Mone |

1 minute | Depariment
Chairman

15 minutes | Department
| Chainman
Coltege Clark

| nour ‘ Cezartment =5
Chairman

L

- TOTAL 1 hour and 47 minutes
J For Old Students _
1. Students | Retrieval of the | Mone 1 day Departrment
caotdinatas accomplizshed Chaimrman
with the registration '
Crapartrment form and ‘
Chairman for plotting form in
the registration | the Program’s
facabock page
s = | | |
Evaluation of | MNone & minutes Department
grades of the | Chairman
previous
somestar | |
| Determination Mone | 5 minutes Department
of shudent’s | par student Chaiman
academic load
and encoding
of subjects 1o |
be enrolled by
the TIE
| S — StUd Ents — - - S ——
2 Students Yerification with Mone 15 minutes Dapartment
canfirms the student Chairman |
enrolment of goncernad  on
tha subject | the subjact
encoded | encoded | . o
Frinting of | None | 3 minutes | Department
Cerificate o Chairman

ragisiration




of
the
the
frar
and
of

Transmittal
CORs to
Office of
Registrar
sigrature
validation
enrcimsnt

Mone

15 minutes

Deparimeant
Chairman

3. Students accep!
CORs from e
University Link

|t

Upon receipt of

fhe signed
CORs, send e-
copy of COR to
students mind
transmittal  of
the orEginal
poples of COR
Liniversity
Link.

P eare

TOTAL.

a0 minutes

Departmant
Chairman

1 dla';.r,1 hour& 8

rmin utes




‘Dffice of Division | College of Engineering
[ Classification Request for Reprinting of COR s
Type of Transaction | Simple G = —
Who may avall Students o .y
| )
CHECKLIST OF REGUIREMENTS | WHERE TO SECURE
s Student D ‘ UEF production Office{in case
students have no student ID vet) |
. . il == -
" Procedure for Agency Fees to Processing | Person/ Office
the Client | Actions be Paid Time | Responsible |
' - For New Students
1. Students Accoptance of  None | 2 minutes | Dapartment
contacts hisfhear the request and Chaiman
respactive recarding in the
departmant logbook . |
chairman ani ' Retrieval of the | MNone | 3 minutes | Department
raquast for student's Chairman
| reptinting of COR | record in  the
ByEiam and
printing of the
e ———— ! EDH - . —_—
2. Receipi of the Hard copy of| None 10 minuiss Dapartmant
regrinted COR the COR is sant - Chalrman
through
University LinkS
{some of
sludants
recsived  their
reprinted COR |
| parsonally) |
TOTAL 15 minutes




Diflce of Divisiar

Classificalion

Grades

College of Englneering
Raquest for Copies of Evaluation

of Grades/Reports of

Type of Transachion

Simple

Wha may avail

Students

CHECKLIST OF REGUIREMENTS [

WHERE TO SECURE

¢ Student 1D students number

UEP production Office(in case
students have no studant [D yet}

|
Procedura for | Agency Actions | Feesto | Processing | Person/ Office
the Client be Time Responsible
. B - oS SECTI == -

1. The studsnit Acceptance of the | MNone | 2 minutes Department
reports to the requesl and | Chairman
Cilfice of the recording  in the College Secretary
College of logbook N . . ] .
Enginesring | Retrisval of the | MNone & minutes Dagartment
and makes a studant's  record | Chaiman
raquest for a in the system and
copy of his/har | printing of the
evaluation of evalualion of
reports of grades or report
grades of grades | : %

2. Receipt The raprinted | Mone 3 minutes Departmeant
requested COR Is handed to Chairman
document and | the requasting
signing in the studant and
acknowladoem | makes himfher ‘
ant in tha sign the ‘
logbook acknowladgeamant

in the logbook ,
TOTAL 10 minutes




| Gffice of Division

| Classification
Type of Transaction = Complex
‘Who may avail | Students

Letter request approved by the
University Fresident

» Evaluation of gradoes

"~ CHECKLIST OF REQUIREMENTS

| College of Engineering
Request of Subject Offering

WHERE TO SECURE

Office of the President( for the

approval of the letter request)
Dapartmant Chairman

Procedure for Agancy Fees to | Processing | Person/ Office
the Client Actions be Paid Time = Responsible
1. Tne student I Thea student | Mons 10 minutos Professor wha will
subrmits latter makes a letter | handie the subject to
request for request to offer requested to be
offaring of particular offerad |
subiect with subject. [
attached Tha letter
evaluation of should be
grades | conformed by
the professor
willirg to
handle the said |
slibject YT L
The deparfment  hNone 10 minutes Department
chairman  and Chalrman
the dean 1o Cean
recommaend
approval af the '
letter request to
the Office of the
Presidant _ -
| Evalustion and | Mona 1 day Office of the
approval of thes University President
requast by the ‘
Lintearsity
President
based on the
university
guidelines . _
Plotiing and | Mone 10 minulas Collega Secretary
encoding of
class schadule | | B : ,
2, The student is | Encoding of the | None | 10 minutes Departmeant
informed of the subject and Chaimman
datzits of the prining of the
requested subiect | COR | | ~
TOTAL 1 day and 40 minutes




“Difice of Division

{lassification

Who may avail

College of Engineering
Request for Expert Services {Trainings/Seminars,
| Consultancy, Research and others

Type of Transaction | Highly Technical

oe e

Partner Agencies/ LGUs/NGOs/ Government Agencies

|

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
» Letter Request |
I ;
| Procedure for Agency Actions Fees Processing | Person/ Office
the Client to be Time Responsibia
| - Paid )
1. Clientgends a3 | Receipt  of the | Mone 2 minutes | College Secretary!
letter equest Letter request and College Clerk
tr the Office of | recording in the log
the President  (bock | |
thru the Review the request | None 5 minutes College Dean
|  rcolege and transmit o the
raspactive  college
coordinator
concemed . |
ldentification of | None 30 minules College Dean
faculty member/s lo
be assigned of the
IBauest i
Transmittal of tha | None 1 day College Dean
regquest o the
identified faculty
mambers o be
- - 3 assigned
2. Coordinating Coordination  with | None T day Coordinator
with the the requasting concemed
college onthe | client for updates
updates of the | on the request and
requsst referral of the
- faculty assigned —
| 3. Coordinating Coordination  with | None 1day | Facully members
with the faculty  the requesting | identified to
assigned to cliant for further | conduct expert
conduct the delails of the expert sBrvices
expert services | sarvica reqguestsd
Planning and Mene | 5-10days | Faculty members
preparation of dapanding idantified to
materialz and othar on the conduct expert
resources for use in | amaunt of services
the conduct of time before
expert sarvicas | the aclual




i B ~ conduct
4. MOAsigning  Preparation of MOA | None | 5-10days  Facully members
on the expert | identifled to
sahvices 1o be conduct expert
conductad and _ seVicas
facilitate signing of
it of the concemed
| sgencigs. i
4. The client Actual conduct of | Mone | idayor | Faculty members
received actual | axpert services galalf=) idenlifiad to
axpert SEMVICaS depanding conduct axpart
canducted on the Kind services
of axpernt
| SENVICEs
[ | requestad . )
| B, Provide Retrigval of | Mone 1 day Faculty members
feadbacks feedback/evaluation identifiad to
svalugtion of | from clients served conduct expert
the expert and submission fo seryices
Services the offics
conducted T L _
Preparation and | Mona 1 day Dffice of the dean
submission of through the
reporis partaining to . coordinator
the expeort sorvices | concerned
TOTAL 13 days and 37 minutes or longer depending on the |
. _ o expert services conducted |
Freparad by :

] =
EﬂHET#HTIMdE_ F. MERIDA. MSE
I, College of Engineardng



Republic of the Philippines
UNIVERSITY OF EASTERN PHILIPPINES
University Town, Northern Samar

Web: hitp:fuep.edu.ph Email. uepnsofficial@amail.com

COLLEGE OF NURSING AND ALLIED HEALTH SCIENCES
lzzuance of Course Description

Office T College of Nursing and Allied health Sciences
| Classification Complex
VWho may avail sStudents

CHECKLIST OF REQUIREMENTS
Requast letter/photocopy transcript of

WHERE TO SECURE

College of Nursing and Alied Health Sciences

records, one (1) long brown envalope Crifice
and authorization letter if applicable - _
CLIENT STEFS | AGENCY ACTION |FEES | PROCESSING FERSON
| TOBE | TIME RESPONSIBLE
FAID
1.Student 1.College secretary | none 5 mins College Secretary
presents the | recaives the request
renuest lefter | letter and othar
and other | requiremeants
requirements to
the college
secretary x : il
2 Student waits | 2.1 Gollege none 3 working days | Dean
for the course Secretary encodes College Secretary
description ta be | the course
encoded, descrptian than
reviewead, have il reviewed by
signed and the Dean.
relezsed
2.2 College
Secretary prints the
course desription
and have it signad
| by the Dean.
2 3 Dean signs the
course description
| and the college
zecretary releases
the documeant to the
[ student
3. Btudent
receives the
document from
the offfice of
College of
Mursing and
Allied Health
| Sciences _ 1
[ Total 0 | 3 day= and 5 njnina |




. Republic of the Philippines
UNIVERSITY OF EASTERN PHILIPPINES
University Town, Northern Samar

Wet: http:iiuep.edu.ph Email: uepnsofficial@gmail.com

COLLEGE OF NURSING AND ALLIED HEALTH SCIENCES

Issuance of BSN Sylla

bus ( 4 years}

Office

| College of Nursi

ng and Allied health Sciences |

“Classification

Simple to Highly Technical Knowledge

- Who may avail

Students

“CHECKLIST OF REQUIREMENTS |

WHERE TQ SECURE

| Request lefter/photocopy transcript of
records. one (1) long brown envelope
and autharization |etter if applicable

| College of Nursing and Allied Health

Sciences Office

' mins

CLIENT STEPS | AGENCY ACTION |FEES | PROCESSING | PERSON
TOBE | TIME RESPONSIBLE
| | | PAID |
1. Student | 1.College sacretary  none 5 mins College Secretary
presents the | mceives the request
requast  letter | letter and other
and ather reguiraments
requirements o
the college
secratary
2 Student waits | 2.1 College nane 10 working Chzan
for the syllabus | Secretary encodes days College Secretary
to be encoded, | the syllabus then
reviewed, have it reviewsd by
signad and the Dean.
released
z.2 College
Secretary prints the
syllabus and hava it
signed by the Dean.
2.3 Dean sighs the
syllabus and the
college secretary
releases the
docurment to the
. student
3. Student )
receives tha
document tram
the offfica of
College of
Mursing and
Allkad Health
Sciences N
Total 0 10 days and §




Republic of the Philippines
@ UNIVERSITY OF EASTERN PHILIPPINES
University Town, Northern Samar
Web: hitp:ffuep.edu.ph Email. vepnsofficial@amaill.com

COLLEGE OF NURSING AND ALLIED HEALTH SCIENCES

Issuance of Academic Record (NNAS, Nurse Form 2F CGFNS,ACAeic) +

Office Collegs of Mursing and Allied health Sciences
Classification Complex to Hifhly Technical Knowledge
Who may avail | Students S
GHEGKLIST OF REQUIREMENTS | WHERE TO SECURE
| Requaest lefierphatocopy transcript of College of Nursing and Allied Heatth
records, academic record farm from Sciences Office/Reqistrar Office
specific agency orginal and one (1)
photocapy Jone (1) long brown envelope
and authorzation lstterfendorsement
letter from record offica if applicable i
CLIENT STEPS  AGENCY ACTION FEES | PROCESSING | PERSON
TGBE @ TIME RESPOMNSIBLE
S = [PAID | il o
1. Student 1 College secretary | none College Secretary
presents the | receives the regueast
request letter and | letter and other
othe requiremeants
requirements 1o
the college
| secretary o |
2. Student waits 2.1 College nene | 7 working days | Dean
far the Saecretary computes (breakdown of | College Secretary
accomplished .accomplish the clinical
templatesdform to templatetform then eXperience
be computed | hawe it raviewsd by which includes
reviewed, signed  the Dean. theary hours.
| and released simulation
2.2 College hours and
Secretary forward clinical hours)
the accomplished
forms to the 15 days the
university registrar whole
{clerk in charge for docurment
the college of {breakdown of
nursing) for clinical
encoding and exXpariance,
acomplish other 4 year B3N
quastions. syllabus admis
-Sion
reguirements
coLrse
description
. and program
oo ) N | description | ]
Total 0 7 -15 working
s oo [ days




Sea Office of the

| 3. Student
recaivas the | processing Registrar 1Clark in
accomplished time from the charge)
docurment from | Office of the
the offfice of the

| Regisrar

registrar



Republic of the Philippines
UNIVERSITY OF EASTERN PHILIPPINES
University Town, Northern Samar

Web: hitp:/uep.edu.ph Email; uepnsafficial@gmail.com

COLLEGE OF NURSING AND ALLIED HEALTH SCIENCES

lssuance of Recommendation Letter to the Student and Graduates

[ College of Nursing and Allied healih Sciences

Classification Simple
. Who may avail | Studants

CHECKLIST OF REQUIREMENTS
rﬁ'.equast letter/Request form

CLIENT STEPS
1 Student
presents the

requast letter
frequest form to
the colkEge
sacratary/coliege
| clerk

2 Student waits
for the
regommendation
latter to be
encoded,

and roleased

3. Student
recavas the
dacurnent from
the offfice of
Collage aof

| MNursing

WHERE TO SECURE__

College of Nursing and Allied Health Sciences

Cifice

AGENCY ACTION

FEES
TO BE
PAID

PROCESSING
TIME

PERSON
RESPONSIBLE

1.College secretary
fcoliege clerk
receives the request
letter

2.1 Collega
Secretary/Clark
encodes the
recommendation
letter then have it

reviewed, signed | reviewed by the

Cr2an

2.2 College
Secretary/Clerk
prints the
recommendation
letter and have it
signad by the Dean.

2.3 Dean =igns the
recommendstion
letter and the
callage sacretary
iclerk releases the
dacument to the
student

[ Total

nans

| none

5 mins

1 hour

T hourand 5
i_!'nimi

Caollege
Secretary/collage
clerk

Dean
College
Secretary/Clerk




Republic of the Philippines
UNIVERSITY OF EASTERN PHILIPPINES
University Town, Northern Samar

Web: hitpu/fuep.edu.ph Email: uepnsofficial@gmail.com

COLLEGE OF NURSING AND ALLIED HEALTH SCIENCES

Issuance of Good Moral Character to the Student and Graduates

Office Colliege of Nursing and Allied health Sciences
Clagsification | Simple
Who may availl | Students
CHECKLIST OF REQUIREMENTS WHERE TO SECURE _
Raquest letier’Request form g?rzlege of Nursing and Allied Health Sclences
Ce
CLIENT STEPS | AGENCY ACTION FEES | PROCESSING | PERSON
TOBE |TIME RESFONSIBLE
PAID =
1 Student 1 College secretray | none S mins College
presants the | /college clark Secretary/college
reguest letter receives the request clerk
frequast form to | letter
the college
secratary/college
clark _ _
2 Student waits | 2 1 College nans 1 hour Dean
for the Good SecretaryiClerk College
Meral Character | encodes the Good Sacretary/Clark
to be encoded, Moral Character
reviewed, signad | then have i
and released reviewed by the
Dean.
2.2 College
Secretany'Clerk
prints the Good
kMaral Character and
have it signed by the
Dean.
2.3 Dean signs the
zood Maral
Character and the
college secretary
Iolerk releasas the
document (o the
[ student g
3. Student
receives the
document from
the offfice of
College of
_Mursing Y 5 T E
Total oUr a
| mins S p—




' Republic of the Philippines
= UNIVERSITY OF EASTERN PHILIPPINES
University Town, Northern Samar
VWeb: http:/fuep.edu.ph Email: uepnsofficial@gmail.com

COLLEGE OF NURSING AND ALLIED HEALTH SCIENCES
Issuance of College Clearance

| Office [ College of Nursing and Alied health Sciences
Classification - Simple
Who may avail | Students
| GHECKLIST OF REQUIREMENTS WHERE TO SECURE
i Request form " College of Mursing and Allied Health Sciences
Crfice
CLIENT STEPS | AGENCY ACTION |FEES [ PROCESSING | PERSON
TOBE | TIME RESPONSIELE
_ PAID .
1.5tudent 1 College secretray  none 8 mins Collage
accomplish and  /college clerk [ Secretary/collage
presents the | receives the request clerk
request form to | form
the college
secretarylcollege
clerk = : i =
2.1 College noene 5 mins Secretany/Clerk
SacretanyClerk
izsLes a clearance
form to the student
2. 5tudent 22 Faculty 1 day Dean
process/ members concern Faculty Membars,
facilitates the and College Dean College Secretary
college signe the clearance Orffice Clerk
clearance of the student
2.3 College
sacretary /clerk
releases the said
document to the
- ) student
[ 3. Student
receives the
document from
the offfice of
College of
| Mursing and
alliued health
Sciences
Total ' 0 1 day and 10
il | mins




Republic of the Philippines
¥ UNIVERSITY OF EASTERN PHILIPPINES
University Town, Northern Samar

WWab: http:/fuep.adu.ph Email: uepnsofficial@amail .com

COLLEGE OF NURSING AND ALLIED HEALTH SCIENCES

lssuance of Evaluation of Grades

Office | Cellege of Mursing and Allied health Sciences
Classiication Simpla
Who may avail Studants

CHECKLIST OF RECILUIREMENTS

WHERE TO SECURE

Oiffice
CLIENT STEPS | AGENCY ACTION |FEES | PROCESSING | PERSON
TOBE | TIME RESPONSIBLE
_ _ PAID _

' 1 Student 1 Program Chair/ none 5 mins Program Chairf
presents the | College secretray College Secretary!
requast  letter | /college clerk College Clerk
freqquest form to | receives the reguest
the program | |letter
chalr! college
secretary/college

.CIEI—H L — L —— —eeee - b L ——
Z Student waits | 2.1 Program none 30 mins Pragram Chair
for the ChairfCollege College
Evaluation of Secretary/Clerk Secretary/Clerk
Grades to be access the grades
raleased of the students base

on the data base of
the university

2 2 Program
Chairfcollege
secratary /clerk
releases the said
document o the

. - | student _ ] | 5
3. Student
receives the
doecument from
the offfice of
College of

Nursing e /B T S i

e Total 0 [35mins

"Gollege of Nursing and Allied Hesith Sciences




Republic of the Philippines
LINWEHEIT‘I" OF EASTERN PHILIPPINES
University Town, Northem Samar
Web hitp:/fuep.edu.ph;, Email: uspnsafic: al@gmail. com

Collage of Nursing and Alliad Health Sciences

Admilssion Procass

From Guidance Office to

Approval of Enroliment Slip

[ Office or Division: | College _
Classification: Simple
Type of Transaction: Admission -
Who may avail: New applicants for admission
= CHECKLIST OF REQUIREMENTS _
[ CLIENT STEPS AGENCY ACTIONS FEES | PROCESSING PERSON
TO BE TIME RESPONSIBLE
R __|_ e — PAID ——— e |
1. Presents admission 1. Evaluation of Maone 5 minutes College Guidance
cradantials {university admission credentals. Coordinator
anirance exam
__ results, Form 138), TR P . — e
2. Applicant gets 2. lszuance of Mone & minutes College Guidance
schedule | ewaminafion pefmit Coordinator
3. Applicant lakes 3, Administer Qualifying Naone 1 hour and 30 | College Guidance
Clualifying Examination minutes Coordinatar
| Examination L |
4. Check results of 4. Posting of Qualifying Mons 14 days College Guidance
Cualifying Examination resulls Coordinator
___ Examination _

5. Sign up for interview 5  Schedule applicant for | Mone 7 days College Guidance
. o interview Coordinator _
6. Submit seif for 6.1 Checks admission MNones 20 minutes College Guidancs

inteniaw requirameants Coordinator
6.2 Conducts initial
infarview
5.2 Directs applicant to
proceed o next
N imenviewer )
7. Procesd tothe 7.1 Faculty assigned Mone 20 minutes Program
interview noom raceives and reviews Chairparson/Level
the admission Coordinator
credentials and
proceseds 1o the
interview proper
7.2 Faculty issues
Enrolmeant Slip if the
applicant pass the
| intenview | VI - =
8. Proceed to tha Dean's | 8. Approves the | Kone 5 minutes College Daan
Office for approval of Enroliment Slip
the Enroliment Slip _ -
= Total None 21 days, 2
hours and 35
- minutes |




Fepublic of the Philippinas
UMIVERSITY OF EASTERN PHILIPPINES

University Town, Northern Sarmar

Wb hitpififuep.adu ph; Email. uepn sofficialfamail com

Gollege of Mursing and Allied Health Sciences

Admigsion Process
Offica or Division: College =}
Classification: Simple |
Type of Transaction: “Admission — New Normal
Who may avail | Mew applicants for admission I
: CHECKLIST OF REQUIREMENTS :
CLIENT STEPS AGEMNCY ACTIONS FEES TO | PROCESSING PERSON
e . BE PAID TIME RESPONSIBLE
1. Submit photocopies of | 1.1 Municipel Link receives | None 7 days Municipal Link/UEF
dacurmentany credeniials and brings documentany Link
credentials ta UEP Main
Link
1.2 Main Link transmits
documentary credentials
fin Office of Admizsion
1.3 Admission Office forward
requirements to colleges
1.4 Evaluatian af ODFA staff
| Docurmentsoy
requirements
Frogrami
I W 1 |chaipesen
7 Wit for the college to 2. College contacts the Mone b days Pragram
contact himfher applicant via text, call or Chairperson /
Massenger to confirm hes College Guidance
anrgilmeant to the course Coordinatar
I — | where hefshe qualified ) s .
3. Respond o the 3. College contacts the Mone 3 minutes Pragram
message indicaling epplicant via text, call or Chairperson {
hisfner confirmation to Messencer fo canfirm her College Guidance
gnrall in the course enratlment 1o the course Cogrdinstar
| _ ) where hefshe gualified
4. ‘\Wait for taxt message 4. College sends texd Mara 3 minutas Colege Guidanca
about the requiramants message indicating the Coordinator
to be submitted refuiremants to be
i = gubmittad
5. Send partinent 5. Coliege records Mone § minutes Program
information regarding information recead Chairparson
network connectivity and College Guidance
athar neadad Coordinator
___infarmation. ) . _
E. Wait far the college fo G, Encoding of student Morne 5 minuies Program
zend to him'her the nimber and subjects Chairparson
Cartificate of
| Registration _ = =l e Sk e o e
7. Requestta be addad 1o ¢ Creation of Massenger Mone 30 minutes Program
Lhe Measenger Chat Chat Group of naw Chairpersan/Level |
_ Group audents . 3 Coordinator
Total BTy 12 days and 48
__ - MHNLULesS




*:;} Republic of the Philippines
"*L a UNIVERSITY OF EASTERN PHILIPPINES
— Univarsity Town, Northern Samar
Web: hitp:ffuep, edu.ph; Email: ugpnsofficiali@amall com

College of Nurging and Allied Health Sciences

Admission Process

| Office or Division: College |
| Classification: - Simple ]
| Type of Transaction: Enollment — New Normal
| Who may avail: | All BEM and BSRT Students
i i CHECKLIST OF REQUIREMENTS g e ; N
CLIENT STEPS AGENCY ACTIONS | FEES PROCESSING | PERSON
TO BE TIME RESPONSIBLE
= S——— e —————— - - FAID . L e—— B
1. Confirm enrollment for | 1. Send message o Mane 5 minutes Program
the semester confirm whether the Chairperson/
student is going to Level Coordinator
N L . | enrall for the semester _ o
| 2. Update information | 2. Encode updated Mans 5 minutes Program
(e.g., phong number, information of student Chairperson/
email address, homea Level Coordinator
| address) =1 A
3. VWait for the Cenificate | 3. Encode subjects of | Mones 1 day Program
of Registration students and send Chairperson/
COR thraugh email Level Coordinator_|

' Total None 1 day and 10
minutes




Web: http-fiuep adu.ph; Email: uspnsofficial@omall. com

lesuance of Certificate of Registration (Hard Copy)

Republic of the Philippines
UNIVERSITY OF EASTERN PHILIPPINES
University Town, Northern Samar

College of Nursing and Allied Health Sciences

| Office or Division: | Collage
Classificatian: Simple
Type of Transaction: Enaliment — Mew Normal
| Who may avail. All BSN and BERT Students
E R s CHECKLIST OF REQUIREMENTS
CLIENT STEPS AGENCY ACTIONS | FEES | PROGCESSING PERSON
TO BE TIME RESPONSIBLE
o= | __PAID ; ki e
1. Asgk for the hard | 1. Printtha Certificate | None 5 minutes Program Chairparson/
copy of Certificate of Registration Level
of Registration Coordinator’Administratve
- | S = | Aide
2. Signthareceiving | 2. lssuance of COR [ Nene | 5 minutes Program Chairperson/
copy of the COR Leval
3 Coordinator/ Administrative
[ _ Aide ol
Total None 10 minutes




Rapublic of the Philippines
UMIVERSITY OF EASTERN PHILIPPINES
University Town, Northem Samar
Web: httpJfiuep.edy.ph; Email: uspnaaific alf@gmail. com

College of Nursing and Allied Health Sciences

Request for Counseling Sesslon {Referred)

One of the services of the Student Services and considerad as the *heart” of the guidance
program. The Counseling services are available to students through referral or walk-in, the
objective is to help counselee clarify issues, gain insights into feelings and thoughts and halp
counselaa deal with their prablems effectively to attain success or sense of well-being.

_ Dfice or Division: College

| Classification: Simpla

| Type of Transaction: | Guidance Services ) B

Who may avail; | All BEN and BSRT Students

CHECKLIST OF REQUIREMENTS .. )
CLIENT STEPS AGENCY ACTIONS FEES | PROCESSING PERSON
‘ TC BE TIME RESPONSIELE
PAID o -

1. A concarnad | 1 Alows the refarring Mone 10 minutes Guidance Coordinator /
person of faculty perscen to fill cut the Acdministrative Aide
contacts the referral the referral
Gollege Guidancs form
Coordinator to get
the counseling

____raferral fomm. _ o .

2. Referring person 2. Assessment of the | None 5 minutes Guidance Coordinator /
gives the flled-out urgency of rafarral Administrative Alde
farm 1o Guidance
Coordmator or
Administrative Aide ¥ B o

3. Thestudent being | 3. lssuesacalislipto | MNone 5 minutes Guidance C-oordinator
referrad receives a student/s being
call slip indicating rafemrad for
tha counsealing counseling.
achedule. Indicates tha tima

and date of the
‘ schadule for
| counseling sessian. o

| 4. Thestudent being | 4.1.  The student is None 10 minutes® Guidance Coordinator
referrad or the arignted on the
client wisits the process and is
office based on the requested to
achedule of the sign the conzent
aourseling session form if he or she
which the pursuss the
Guidance counsealing
Coordinator SEESI0N. - o
indicated on the 42 Informs the Mane 5 minutes® Guidanca Coordinator
call ship. facuity about

the status of the
students
referred for

counseling {for
referred student
ooyl




‘Remarks. the referred client will underga counseling sess

Guidance Coordinator _|

Guidance Coordinatar

Guidance Coordinator

Guidance Coordinator

Guidance Coordinatar

dependant on the case a5 svaluated by the Guidance Coordinator.

[43. The referring Mone 15 minutes*
faculty joins the
seesion for
| discussion
about the
___problem. 5
5. The student beaing | 5 Start of counseling | None 30 minutes*
referred regularty SE5EI0N.
visits the Guidance
Hfice for hisfhar
counseling session | | - =
B, The student being | 6.1 Student is Mone 30 minutes®
referred continues informed and
to atlend session evaluated of
until such time that his/her
risher case will be |____ pragrass. N -
terminatad. 6.2 Clentwho | Mone 30 minutes*
meets the
agreed target
goal will now be
‘ subject for
termination.
.3 Client who does
not meet the
target goal will
b refemed to
the University
Guidance Office
for further
evaluation and
intarvantion
7 Thestudentbeing |7. Thestudentwillbe | Mone | 30 minutas®
referred is askad to evaluated of hizs'her
visit tha office for progress after the
follow up seesions termination of the
after the Casn,
termination of the ‘
CEIS. _ ;
- | Total Mone |2 hours and
50 minutes _

ion. The duration of the sessiwT is




& n@ }1- Republic of the Philippines
§veg UNIVERSITY OF EASTERN PHILIPPINES
- University Town, Northem Samar

Web: http:fuep edu.ph; Email: uepnsofica al@gmail.com

College of Nursing and Allied Haalth Sciences

Raquest for Counseling Session (Walk-in)
{no walk-in client will be entertained tamporarily)

Oifica or U [JWlecm | College -

Classification: Simple ]
 Type of Transaction: | Guidance Sarvices ]

| Who may avail: . | All BSM and BSRT Students

- CHECKLIST OF HEGUIHEMEHTE
— GLIENTSTEPS | AGENCY ACTIONS | FEES PROCESSING | PERSON
TO BE TIME RESFPONSIELE
) PAID -

1. A student or client 1 Allows the client to | Mone 10 minutes Guidance Coordinator /
who wishas to avall fill out the intake | Administrative Aide
the counseling interviaw for
senvices contacts counseling form.
the College

_ Guidance Office. | |

2. The client gives the | 2 Assessment and Mone 5 minutes Guidance Coordinator
filled-out farm 1o schaduling of the
the Guidance counsedling
Coordinator or to SEESSi0n.

__ Administrative Aide | — S I R

3. Show up at the 3 Thestudent is Mone 10 minutes Guidance Coordinator
Guidance Office as orignted on the
scheduled process and is

requested to sign
the consant form if
he or she pursuss
the counseling
T | session. I |

4. The student being | 4. Start of counseling | Mone | 30 minutes® Guidance Caardinator
referred regularly session.
visits the Guidance
Ciffice for hisd/her

_ counseling session | 3

5. The student 5.1 Client who mests MNone 30 minutes® Guidanca Coordinator
continues to attend the agreed target
gassion until such goal will now be
time that hissher subject for
case will be tarmination
terminated

5.2 Client who does not
meaet the target goal
will be refarred to
the University
Guidance Office for
furthar evaluation
_and intervention
& The student being | 6. The student will b | Mone | A0 minutes® Guidance Coordinator
refermed is asked to | avaluated of his/har
| wisit the office for progress after the




 after the | termination of the | | i |
| terminaftion of the case ‘
CASE. | | |

| Total None |1 hourand 56 |
| | minuies ,

“Hamarks: Tha studen! will undergo counseling session. The duration of the session is
dependant on the case as evaluated ty the Guidance Coordinator,



Republic of the Philippines
UNIVERSITY OF EASTERN PHILIPPINES
3 University Town, Northern Samar
W&b hitp:fiuep.edu.ph; Email: ue nsofficiali@gmall.com

College of Nursing and Allied Health Sciences

[ Office or Divigion: College 3 X
" Classification: B Simple . . -
Type of Transaction: Guidance anlces Mew Morma! |
Whao may avail: “Al BSN and BSRT Students
CHECKLIST OF REQUIREMENTS _
GCLIENTSTEFS | AGENCY ACTIONS | FEES | PROCESSING | PERSON
TO BE TIME RESPONSIBLE
PAID .
1. A concerned 1. Allows the referiing | Mone | 10 minutes Guidance Coordinator
person or faculty person to fill out the
contacts the refarral the referral
Coliegs Guidance form
Coordinator to get
the counsaling
| referral form. =
2 Refarring person 2. Assaessment of the Mone 5 minutes Guidance Coordinator
sends thea filled-out urgenacy of referral
form to Guidance
Coordinator or
_ Administrative Aide B B Mo e
3. The sfudent being | 3. Issues acall slipto | None 5 minutes Guidance Coordinator
referred receives 3 studentis being
call slip indicating refarrad for
the counseling sounseling through
schedula. e-copy. Indicates
the tima and date of
the schedule for
N counseling session. _ )
4. The student will 4 1 The studant i5 Moneg 10 minutes™ Guidance Coardinator
wait for the call of ariented on the
the Guidance process and upon
Coordinater for the agrasing an
start of his'her process of
SESSI0N, counseling, the
__session will start. | _ o i ) -
4.2 Informs the facutty | Nona 5 minutes* Guidance Coordinator
about the status of
the student’s
rexferred for
coungeling (for
referred student
only) through text
call or personal
Message
4.3, The referring Mone 15 minutes* Guidance Coordinator
faculty may join
the session for
discussion about
[ the problem. : |




"5 “he sludentbeing | 5. Start of counseling | None ' a0 minutes” | Guidance Coardinator
raeferred attends sassions (virtual or
gEssion a8 call)
schaduled
[virtualicall}. _ |
6. The student 6.1 Chart who meets Mone 30 minutes” Guidance Coordinator
continues to attand the agread tErget
session until such goal will now be
time that hisfher subject for
case will be | temnination.
tarminated

6.2, Client who does not

I meet the target
goal will be referred
to the University
Guidance Office for

further evaluation
e - and interventian ) e
2 The student being | 8 The student will be | None 30 minutes* | Guidance Coordinator

referred is asked to evaluatad of hisdhear

visit the office for progress aftar the

follow Up Se55i0MS termination of tha

after the Cage.

termination of the
___ Asa. i -

Total MNone ? hours and
| 20 minutes |

-Remarks: The student will undergo an onfine counseling session The duration of the
sossion is dependent on the case as evaluated by lhe Guidance Coordinator.



| Office or Division

University of Eastern Philippines
College of Science

PROPOSED LIST OF GOVERNMENT SERVICES OFFERED IN THE COLLEGE OF SCIENGE

Evaluation of Admission of New Students, Transfereas, Shifters, and Returnasas

College of Stience

Classification | Simple o Highly Technical
Typ& of Transactmn Mew Mormal Process = y = — - - -
Glient who may - avall _'-'i1gﬂe:n13
A Ehgc}rﬂ.ﬂ of Raqu.lmmarlts | Where fo Securs | Where to Submif
A, 1 for New Students _
a) Expression of Intent for Admis sion | Office of ihe Diractar far | DOFA
|_ — Admission (ODFA) '
b Personal Data Sheet (PDS) “printed copy - OOFA
*ecopy — Official FB page
of the ODFA _I
| ¢, Authenticated Copy of Form 138 | Client's previaus scnool
d)_Buthenticated Copy of School (BHE}
Principal Certification as a i
Candidata for SHS Graduation |
@) Photocopy of NSOIPSA Birth cliert
_ Cerificale .
fi 2 copies of [atest and colored 2« 2
ID pictune with complete name at
the front or back of the picture
o) 1longbrown envalape , !
A. 2 for Transferees )
a) Expression of Infent b Transfar [ ODFa ODFA
by PDS '
) Authenticaled Copy of Officlal Client's previous schoo! i
Transcript of Records (TOR)
d] Photacopy Certificate of Honorable
Dizmiszal = |
. P'hntmmpy Gaood Moral Char; {,haia{:ter |
| fl Photocopy of Physical Examination | RHUIGavemment
{conducted by Govarnment Physician
Physician from the applicant’s
| ___ piece of ongin}
Q) 2 copies of lalest and colored 2 %2 | client
I0 picture with complete nams at
L the front or back of the picture |
I' h) 1 keng brown envEiope
A 3for or Returness
3} Expression of intent lor Re- L L | DOFA
= admission
| by PDS _
8 Qriginal Copy of Grades OUR
dy 2 coples of lstest and colorad a2 | clent
| ID picture with complete name at

ihe froni oo back of the picture
B, -l for Shifters =
ay apﬂnu-&d shiftirg  Farm o
bi evaluation of grades

Office of the University | Previous College
Reqistrar {OUR) (thru Municipal
, - | LinkUniversity Link)




=& TR g

17 Students submil the
raquirements to
ODFA

| 13 College receives |

Agency's Actions | Fees TProcessing Time | OfficedParson
L, e { Rasponsibie _I
1.1} ODFA checks ifall | fone | & - & mimutes per | QDFA Personnel |
requiremants are | applicant |
compiala . |
1.2y ODFA transmits the  Nans & — 10 minutes | ODE A Parsonnel |
documents 1a the |
Coflege |
Name | 5— 10 minutes | College Secretary

__thadocuments |
1.4} College Admission  MNone
Cammitse |

eyaluates fha
documents based
an ihe admissien
policies of the

| College of Science
Admission
Commiltes

| | (CSAdCom

110 —15 minutes
| per applicant

| =« 25 Guidance

| [ programs | Offce
| Coordinalor
| = Progratr
|_ — [ | ) Chairs B
21 Qualified students 3 1y CoadCom sendsa | Mone  3-10 mirdas Coliege of Science
| racalye tha noticalletier of | Admission |
noticeletier of | acceplance to | Commitbee
acceptance and fill- qualified students (CSAdCom)
| aut the admission | thru email and the | | |
eonfirmation form admission | » G5 Guidance
(printed ar a-copy) canfirmation form Cffica |
| 1 | {printed or Google | | Gﬁtﬂ'd-'lnﬂk:l‘
{Students should Form} » Program Chairs
respond within st Z.2) Program Chair MWone | &—10minoles Program Chair
| laast & days from the | prapares a raport of | |
day thay were qualified {confimmed |
notifiad.) ard did not confirmj |
| and disqualfied | |
siudarls | )
2 3 College "Mona | 15 — 20 minutas | College Secietary
| consolidates the |
raport of ihe |
| Program Chairs , _ ]
| 2 4) Gollege submits the | Mone [ 10— 15 ranutes | Collega Secratary
consolidated repon |
and returns the
| dacuments ol the | |
dizqualified |
students and those |
whio did not confirm | |
o the QOEA
2 .5) Posting of qualified | Mane | 10 -1 & minutes | College Secretary
applicants
3) Quslified studants 31 ODFA checks i all | Mone | 3— B minutes per | ODFA Persannel
gubmils perfinent requirements ans | applicant |
documents 1o ODFA | complete |___ L L =1} = —
524 ODFA trangmils the | None § — 10 minutes ODFA Persannel
(zea enmilment docurmenis of the | |
raquiremeants) | gualified students to
the College |
, Guidance Cffice , =
| 3.3) Student's profila [ Mone [ § - 10 minutes | ODFA Persanines,

and student I




number of qualfed
students arng

penerated

B2 for Transferees and Returnees

u

" DUR Clerk-in-
| Charge. MIS-ICT |
 Personnel

Susdants submit the
requirements to
| OOFA,

|4

Z) Studant receives an
inferview schedube
and atiends the
interviaw and
coungeling

1 Qualified students
racaive the
rpticedetiar af
accaplance and fill-
oyt the admission o
re-admiasion
canfirmation form

iStudents shauld
corfimy within & days
from the day they
wers natified )

| generstad

14y ODFA checks i all | Mane | 3— & minuies per | ODFA Femannel
reqquirements are applicant
complete | | . = _| e S
13 OOFA ranemitsthe | None  5— 10minules  ODFA Personnel
docurnents to the | |
I Caollege _ |
"93) Coflege recaives | Mone  S—10minutes College Secretary
| the dacuments ]
I 34) Coliege Admizsion | Nome | 10— 15 minutes | Gollege of Soience
Commilles per applicant Admizsion
eyaluaies the Comimitiee
dacumenia based (CSAdCom)
an the admission
policies of the » G5 Guidance
| pragrams and the Office
availability of slois Coordinagtar
al the program and & FProgram
_ year bevel Gheir .
210 Conduct of Mane | 20 - 30 minutes C5 Guidance Office |
counzefing and per applicant Coordinatar
intarview 1t the
applicant either vig
call or video
conferencing | = =% =
3.1} CSAdCom sendsa ' Mone | 5 — 10 minutes Coliege of Scionce
naticalleter of Admission
ACCEpiance o ne- Comrnitteg
gomission 10 A SADCom)
aualified students
thru email and tha o 5 Guidance
admission or re- Ofice
admission Coordinator
confirmation form = Program Chair
{printed or Google |
Form) ; - y
3.2) Program Chair Mone 55— 10 minutes Program Chair
prepares B reporl of
qualified students |
for admizasion ar re- [
__ sdmission »
3.3 Colege Mona | 15— 20 minules | College Secretary
congalidates the
report of the
Pragram Chairs _ _
3.4} Colege submits the ' None | 10 -1 & minutas | Callege Secretary
consolidated repart
and ratums the
documearits of the
disqualified
students to the
ODFA el
T35 Swdenta profile | None | 5— 10 minutes ODFA Parsonnel
and studant 1D QR Cherk-in-
number of qualified Charga, MIS-ICT
sludents are Personnel




.

"B.3 for Shifters

| 1.1 Students submit tha =

requiraments to the
previous College

2 | Sludent receives an

'l.-'-II

intarview schedule
gnd atlends the
interview and
counseling

1.1

1.2)

2.1)

College checks if all | None

reguirements ara
cormplete

& minutes

Collage Secrebary

Program Chair
avaluaies the

_grades

Conduct counseling
and inferview 1o
the spplicant either
via call ar vidaa
pon the
recommendation of
the Program Chair
and Coltaga
Cuidanca
Coardinator, the
Dean approves the
ghifting form

Students await for the | 313

status of their
apphcation

3.2}

3.3)

Mone

rone

Mone

R — 10 minutes

per applicant

o030 minutes | CS Guidance Office

Program Chair

Coondinalor

3 — & minutes

If the application is
niob gpproved, Hha

Callege will informm
the shudent.

P

| College Dean

‘ 5 — 5 minutes | College Secratary

If the application
approwed, il will De
endoraead ta tha
new Coilega.

“Mew College Process:

MNew College
recehes the
endorsed ar
recomrended
shifting [onm

Mone

R — 10 minules

Mone

3.4)

Program Chale
evaluaies tha
grades

Sludent receives an
interview scheduls
and attends the
irvbaryiaw and
counsaking

38

38

3.7)

4.1)

Conduct of
counseling and
interview tothe
applicant either via
call orvideo
confarancing

| Mone

| Mane

3 minutes

College Secretary

College Secretary

5 — 10 minutes

| Prograrm Chadr

20 - 30 minutes
par applicant

Upon the
recammendation
of the Program
Zhair and College
Gulidance
Coordinator, the
Dean approveas tha
ghifting form

More

| 5~ 5 minutes

Mew College
informs the
previnus Collegs
an the status of the

Coliege informs
tha students on the |

Mo

5 — 10 minutes

T MNope | 3-5 minutes '

s College Secretary

' College Secetary
{previous and new) |

Guidance Office
Coordinator

College Dean




Coliege on their status of their
enrolrment apphcation . .

421 College prepares a | None &~ 10 minutes Coliega Secretary
It applicafion is repadt on the (previous and new)
disapprove, studernts approved shifting
sheuld contact the applications of
Program Chairfor | students to OBFA.
sounseling. 43 Previous Program | Mone 3 —5minutes Previous Program

Chair change Chair
[ student’s course to
_GEN COURSE ) .
4.4} New Program Mone 3 — 5 minutes Mewe Program Chair

Chair changs
sludent’s caurse
higftear new degras

_program




Il Enroliment of Mew and Continuing Students, Transferees, Shifters, and Returnees

“Diffice or Dlvlsmn

E.nl]ega ol Science

| | Simple to Highty Technical

I:Laamﬁca'tbnn S
T,rpa of Tranﬁan:'.tmn Mew Mormal Process —
~Client w!m may -iI'I-I'EI| b_tudenfﬂ. : I =
A Checklist of He:fu.lmmen:rs | Where to Secure Where to Submit
A, 1 for New Etudantg .
{1 odginal copy rnd (1} photocopy of Clent's pravious schodl

the following documants:

&) Form13d

II',I o Good Moral Certfficate :
~ci Diploma (photocopy only)
~d} Medical Certificate

I

| RHU or Govemment
Fhysickan |

B} NSO, NSG-'PEA Birth

PEA

" &) Googhe Form Registration

ODFA
|

.n. 2 for Ni.-w and Continuing Students, Transferees, Shifters, and 1 Returnees

g Clignt Flep

| AﬂEﬂC}f:S Actions

| Fees | Processing Time

1} Students submiis
enrlment
requiremants and
fill-cuk ragistration
form

[ 1.1%

Requirements of
new students,
transferees, and
refumeess are
chechkead by iha
QDFA and
lransmitted 1o the
Collage

1.2)

1.3}

College Guidance
Coordinator posi
thru its FE FPagsa tha
link for the
regiztralicn fonm
Dretermination of
academ:c load of
conlinuing students,
anslareas, and
shillers

Mana

Mane

| Office/Person
Rezpansible

& — 10 minutes

| ODF A Personnel |

3 — E minuies

| C5 Guidance Dffice
Coordinator

Mons

119 =15 minutas

per students

Continuing students. | 2.1)
trenaferees, and

shifters doubla

check and confiim

the subjects io bhe

arllad

25

Frogram (Chair
irforms tha
cantinuing shudents,

fransferees, and
shiftars on thair

acadermic Ioad vis
email

Encoding of
subiects

‘ Mone

‘ Mone

5 — 10 minutes
per siudent

[ Program Chair

Program Chair

3 — 6 minules [=1=1§
students

23

Printing of the
Cerificate of
Registration {COR)

2.4)

2.9

Approval of

anmlmeant

| Mone

Mons

Transmittal of
COEs to OUR for
signature and

[ Mo

| 3 minutes

2 _ A minutes

| Program Chair

Program Chair

15 — 20 minutes

! .
Colteqe Dean

College Secretary




3y Students saves

4

vafidation of
enrolment

andfor print the e-
copy of the COR

Studenis recenves
thee COR from i
University Kair Link

or Municipal Link |

4.1 Upon receipt of the
COR fram the
QUR, e-copy wil
sent to students
therw emiEil

Mone

3 — 5 minutas per
applican

Program Chair

3.7 Printed COR will be
franamitied 10 the
IIniversity Main
Limk for its
distribution fo
different Municipal

| Links

2 — 5 minutes

Pragram Chair




University of Eastern Philippines
College of Science

PROPOSED LIST OF GOVERNMENT SERVICES OF FERED IN THE COLLEGE OF SCIENCE

I. Studsnts Evaluation

TOfflce or Division

College of Science Instruction Unit
Classification

Simple

Type of Transaction | Regular Process = = - o ]
"Cilient who may avail Students, Facully, OFDI _ 5
L s e pr 5 o T T e e - = = T e Wy ool g e i
A Checklist of Requirements Where to Secure | Where fo Submit
Eiedents Evaluation Form College Office College Office
A Clienf Step Agency's Acbons Foes | Processing Time | Office/Person
: , - | ) Responsibie
The College Instruction The College Instruction Mane | 5 minutes Instruction
Coordinator conducts | Coordinator visited 1o the Coordinatar
sludent evaluation assigned room and
based an the listand | schedule of the facuity
schedule given Dy the | being evaluated.
_ Director for instruction o L
The facully being The Instruction Mone 5 minules
evaluated will be sent  coordinator axplains the
out by the instiuclion | purpose and sleps of
coordinator, evalualicn to the |
o ———— - ——S“lll-Ilj &nls' — e — 4 -
The studants conduct the | Siart of the evaluation Mone 20 minuiss
| evalation DO I
The students give the The Instruction Mone | Sminutes
evaluation form o the | coordinator collacts the
instruction coordinator | evaluation form and
leave the room
The faculty refurmn o The instructor MWone | 5 minutes
heris class coordinator infarmead b
faoulty that tha
evaluation is aheady
_ | dane. ]
The QFDI recaived the The instrustion Mona
summary of facully coordinator subrmits the
eyvaluation summanry of all the
siudent's avaluation 1o
the Office of the Directar
. for Instruction (OF0 _
== Total ' Mone | 40 minutes




| Office or Divislon | College of Sciance Insiruction Linit

simple

[ Type of Transaction | Mew Normal Process

_Glassification

G!tent wnn may avail

Swidents, Faculty, GFDI

A E:hm:nfrsr af Heqwremems

| lahere to Secure

'.-Ixf;'}ere EJSutrmJI:

Sdents Cyvaluation Form (2-copy) College Office College Office
] 1 —
| A, Client Step Agency's Achions Fees | Processing Time | Office/Person
Haspﬂnsmm-
“The faculty is being “The College Instruction | None | 15 minutes Instruction
evaluated i her'his | Coordinator corducts Caardinator
class virually. studeni evaluation based
an the list and schedula
goven by the Director for
| instruction
The students answer the | The instruction Mone | 20 minHog
googhe form. coordinator sands the
google form of student’s
avaluation o the
studieznts through ther
~_email addiesses |
T The OFDI received the The instruction Mars
summary of coordinator submils the
eyaluation. summary of the students
avaiuation to tha Office
of the Director for
- Instruction = . _
£ Tatal | Mone | 35 minuies

I1. Faculty Monitoring and Coaching

| Office or Division T

_Classlfication Simple

Client who may avail | Faculty

Gollege of Stience Instruction Unil

[ Type of Transaction | Requisr Process i

A, Checklist of Requiremants

iCiass Record ‘ Faoulty
Studert’s list

Clazs syllabus

Module or Leaming Matedals used

8. Chient Step  Agencys Actions

The faculty o ba 1. The department chair

manifored is infommed
the schedule of
rnonitaring and
coaching

| togather with the
instnection coardinator
conducta a maeting for
tha organized faculty
| monitoring and coaching.
2. The departmarit chair
gvaluates the submitted
documents of tha faculty

Tha assgned facully
submils herhiz class
reciond, list of
studends, faculty

Mo

T Where fo .'-S_e:.?ure

T Fees | Processing Time T.'me Offica/Fersan
4“ Responsibla |
Mane | 5 ndnutes Department chisir

10 minuies

| W]'rere foo Suﬂﬂiﬁ‘
Dﬂpartm-errt Cheirpersons
ard Instruction
Coordinatar

instructian
Coordinalor

Department chair

schedule, syllabus
and laaming
malerials.,




| The faculty is being 3 Tne department Chair — None | 30 minutes Depariment chair |
manitored. | and inafruction and Instructian
coordinator conducts the | Coordinator
faculty monitoring and | |
coaching on the
| assigned date and time | .
Tha faculty is informed  Tha department chair Mone | 10 minutes Dapartment Chair
abeut the result af the | had & one -on=one
manitaring. digcussion with the
faculty concemed. :
= ~ Tetal Mone | 55 minutes
L o . I R -
| Office or Division College of Science Instruction Unit )
“Classification | Simple gy
 Type of Transaction | Mew Momal Process ]
Cllent who may avail | Faculty - _ =
"B. Chechiist of Requirements Where to Secure Whers to Submit
“Class Record N Faculty | Department Chairpersons
Student s liat and Instruction
Clasa syllabus Coordinator
Module or Leaming Materials used , - ) =]
"B, Client Step [ Agency's Acfions | Fees | Processing Time | CfficePersoen
Responsibie
“The faculty to be 1. The deparment chair  Mone | 10 minutes Depanmeant chair
monitored i informead | togethear wilh ihe ‘ [nstruction
ol the schedule of instruction coordinator Cooordinator
manitonng and conducts 8 meafing for
COSCNNg an grganized online
faculty menitoring and
. coaching. — = . b _ \
The assignead faculty | 2. The deparimeni chair  None ‘ 10 minutes | Department chair |
guomite harfhis class | evaluates the submitted
record, list of documents of the faculiy
studanls, Taculty
schedule, svilabuz
and fzaming materals |
and the LS used, | o e
['he faculty is baing 3. Tha department Chair | Mone | 20 minutes | Cepariment chair
monitored onling. and instruction and instruciion
coordinator conducts i Croonrdinator
anling lacuity monitenng
and coaching on the
_ asslgned date and ime .~ |
The faculty ks informed The department chair None | 10 minutes | Depariment Chai |
aboul the result of the | had a one -on-one
miariboring. dizcuzszion with the
faculty concemed,
Tolal Mone 50 minules

. Teaching Materials and Innovations

Office or Division

~ Collega of Scienca Instructien Unit

Glassification
[ Type of Tramsaction

| Sirmple o Highly Technical
| Acgular Process




Eht ﬁ.rhn may El"i'EIIl Far:.ulty

“Where fo Secure

. Where fo S‘l_mrm't

IZEE

“Checkist of Hequrmmenr.s | |
¢ struction, recorded videao faculty Dzpartment Chai; and
it | | Ingtruction Coordinator |
B Clis Agency’s Aclions "Fmes | Processing Time | Office/Person
B Chient Step | Agency | - [ i
The college reqularly The instruction Mone | GO minutes Dean, Department
conducts seminars or | coardinator mests walh {':h.atr;, Callege
wihinars in teaching-  the G5 Instruction Uit cooidinatars
leaming commitiee to discuss the
enhancement. | different seminars!
wibinars to be
conducied to enhance
| leaching and leaming
- | procass. :
W Total None | 80 minutes
| |

IV, Curriculum Rewview

| Office or Division
_Classification

| College of Science Instruction Unit
_ Simple to Highty Technical

"'].rpE_ of Transaction

If‘luen’c wt‘m- mag au:nl_l_

Requiar Procesa

Depariment Chair

Program Curmsulum
SO ey
8. Ghent Step

[ The College Curficulism
Resgieyw Commitie
regularly conducla
carriculum reviaw
alter accreditation of
CHED monitoning

| vist

he College of Bcience
CAirTicLlrm reidw
cormrmitbes submits
tne mesull of the
curmculum reviews fo
the oversight
cammittea on
curriculum review of
the university.

The Oversight
Cemnmittes submits
the findings lo the
yniversity officials for

__approval

D. Checklist of anuu_@ments

.mar&rd&enure

WHe.na fd Subrr;lt

Total

| Callege Cffice | University
| Agency's Actions Fees | Processing Time | Omce/Person

L ) Responsible

1. The College Mone | BD minules Instrection

Instruction coordinalor | caordinatorn, dean,

st & maeting with the department chair

stakeholders. . and facully

2. The University MNone | 120 minutes " University Oversight

oversight comimitiee Cumiculum Reviaw

conducls 8 mesting with Commitee, Gollege

tha stakeholders officiats and
stakeholders

3. The Collage Aeademic Coundil

Cumiculum Reviaw

attands the academic

counl

Mone 3 hours _
= = SN SE—




Reopublic of the Philippings
UMIVERSITY OF EASTERN PHILIPPINES
University Town, Morthern Samar, Phillppines
Web: http-fuep.edu.ph; Email: uepnssficialEgma.com

COLLEGE OF SCIENCE

Laboratory Class Sessions

I'hiz procedure describes the simplfied transaction process Procadure for Baorrowing af
Materals (Regular Laboraiary Class, following scheduled experiment)

| Office or Division: | College of Science i
Who may avail: | SHS, undergraduate, and graduate students
' GHECKLIST OF REQUIREMENTS | WHERE TO SECURE |
[ » Borrowers lip from the | Labosatory Complex, College ol =cience,
laboratory &id University of Eaztem Fhilippines
FEES
AGENCY PROCESSING FPERSON
CLIENTSIERS ACTIONS iy | TIME RESPONSIBLE
"9 Agroup memoer | 1, The laboralory | Mone 15 minctes | Laboratony aide
| shall approach the | aide takes the
laboratory aide's student ‘
ares ara present | 10 and hands over
nie or her all partinant
student 1D materials for the
' experment lo the |
| student, , N ! B
2, If | regular 2. The duly filled- Mo less than 15 Leboratory Alde
laboratory session | out bormower's slip minubEs
will redguire i% given |
additional matenals | o the Lab aide.
outside of what 1= ateng with Lhe
listad in e studenl 1D of ane
malerials list of ihe: | of the group
A expermoent memberz. IFa
{as authorized by | student ID has
the instructary. & atready been
bommowar's slip can | given, e
be availed borrawar's 2lip is
of fram the lab associated with
aide, and the that samea studant
additional matedalz | 1D, The Lab aida
listed by the hends out o the
atudent. giuden] the
maternals as fisied
in tha
e | bormowers.shp. : _ =
3. The matenalz ! 3. The Lab aide Mona Less than & Laboratory Aide
borrowwed Ace shali check that all minuies

| materials I ) | |




Mrewmed atthe end | relumed are in ! |
of the taboratory good working
ses5ior. prder and within
| spenificalion |
4 Extended 4. it Is nat Mone | 1 minutes
bormowing may be | possible, however,
alicwed if deemed 1o test
nacassary by the all matenals thal
|aboratory Sesgion i all groups relum at |
instruclor. the 2ame
fime at ihe and of
the laboratory
| Gessions. - . _
5 Students must | 5. The lab aide will | None Less than 2
bring all matarals | receive these minutes
back matedals, and
b the Lab gida in return the studant
an orderhy [ 1Ds.
fashion. | o ol
6. For unfirished G_The lah aide Mons 10 minutes
wiork, Individual gives free siots on
students or groups | & firstcoma. first-
rmay request for served basis. Fres
free shols Lo work atots may
o unfinished be pre-empied by
experments, extra of make-up
projects, and the rlazaas,
e | or other
ressnations such
biooae as theses defense. .
7. Letter of 7. The approved Mare 1 day
Requast o bdng reguast lattes
oud Tasl receias the lab
Equipment andior | aide and hand in ‘
Toals. This Letter | the materials,
of Reques! is

addressed o the
Cean through the

Binsafety Oficer. | _

"~ Laboratory aide |

| Deanaf the

| Biosafaty

Laboratary Alde

Laboratory Aide

College

{ffecer

Laboratory Aide




University of Eastemn Philippines
College of Science

PROPOSED LIST OF GOVERNMENT SERVICES OFFERED IN THE COLLEGE OF SCIENCE

|. Requast for Counselling Session (Referred)

Office or Division | College of Science Guidance and Studenis Services

Classification | Simple =
Type of Transaction  Hegular Process

Client who may avall  Students

A Chechiist of Requirements T Where o Secure  Where to Submit
l? copy Counseling Referral Form (if clientis | College Guidance Office College Guidance Office

referred)

1 copy Call Slip

1 copy Counsaling Log Sheet |
1 copy Referal Acknowledgament Form i

A Clienf Stap Agency’s Actions Fess | Processing Time | OffcePerson
— Z Responsible
£ concemad person or | 1. Allows the referring MNone | 15 minules Collage
faculty who wishes to | person fo fill out tha Guidance
refer a studont vigils referral fomm which one Coordinatar
| tha College Guidance | can gelfrom the College
office o ged the Guidance Office
counsating refarral [ ‘
___form ; -

The refering person 2. Gives the referral form  Naone | 5 minutes Collega
gives he llled-out to the Guidance Guidansce
forrm bo College Coordinator for Coordinator
Guidamce Coordinater | assesament of the [

_ | urgency of referral . =

The studant baing 3.1 The Guidance Mone 5 minutes College
referrad receives 5 call | Coordinator will issuea | GGuidance
glip from the Guidance cell slip fo student's Coordinato
Coordinator indicating  baing mferad for
the counzeling counaaling and indicaies
schedula. the tima and date of the

schedule of coungaking.

3,2 The Guidance '

Coordinator will refer the Univerzity Guidance

student to the Lniversity Counselor [
| Guidance Office f the

urgerscy of the referal

nesds an expernt

gssisfance

The student being 4.1 The student is Mone | 10 minubes College y

referrad to ar the client | orented on fhe process Galridanoe
[ wishs the office based | and iz requested 1o sign Coordinator
on tha schedule of the | the consent form if
colnzeling seasion hefahe pursues the
indicated an e call COLNSEng Session.

slip by the Guidance
Cardinator




