[}, lssuance of Stuaent E':amlmﬂu'ly_ Parmit _ N
Thie procedure sims to enaure that all students scoounts ang pencdicaty eeflled and assures the students thet they are clepred of thei
szoount liability,

ﬂﬁmuf%:isi:ﬁr Accountng Ot ]

Classification Sirmple

| Type of Transaction G2C — Governmant to Gilizen B

Who may avail. All studants

. CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Cirigmal eopy of Cenificatn of Regietration {1 copy Crifice of the University Reglatar
CLEENT STEPS AGENCY ACTIONS FEES TO BE PAID | PROCESSING TIME| PERSON RESPONSISLE

i1 Loginthe name and afx |1, The Accourting stafl racseves the P 1 minhg Edwin E_Alao,

sgnatie in the Log Book for| Cerlificate of Registration Fermn the Receiving and Releasng

Iszuance of Sludari studerit Dificeradministrative Mide 11|

Examination Permit and [Accaunting Cfice)

presents tha Cearificale of

Regsiraton dar Mebur P alipoaa,

Adminiatrative Aida
[fcooumting Cifica)
1.1 The Accountng staff checis Mone 1 mingte Ecwin E. Alao.
|student's acoount balance in the [ Recaning and Releasing
Student | sdger (unversity's student ' OFficer/Adminstratve Alde i)
Bocount assessment systam), Accounting Offics)
Jan Nebur P, Aliposs,
Adminisratve Alde
{Aecaunting OfFice)
1.2 If Ihe studant'e account appears e 2 minutes Edwin E Alan,
In have a Ealanics for the secrostar, Racaiving and Releasing
the Accourting staff advises the CrificerfAdminietrative Aids |l
shadant to pay at the Cashiers [Acoounting Cffica)
Office, i¥ none, the Avcounting staff
izaues the Student Evaminaticn Jan Metur B Alipoza,
Permil Adminietrative Aids
(Accouning Office)
TOTAL Haong & milnurtes




3. Signing of Employes's Glearance from Meney and Property Accountabilites

This procedure ims b onsure thael gl EHTOas are clearad af thgir

finaneial scoountabdities from the Wniversiy.

| Office or Division: Acoounting Office =
Efaéa{l’nf-ﬂnﬂ_ Sirmpie _ |
ui"l"mmm G20 — Governmant b Citzen
ﬁe Employess
CH T OF REQUIREMENTS WHERE 10 SECURE
l::lsarann:.t: Form {4 copies) E Hursin Reesures Managemant Oifice (HRMO)
CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID Imeum‘-ms mm
1. Login the name and affix [1. The Accaunting staf recewves the MNons 7 minute Edwin E &lao,
sgnature it the Log Book for| Clearance Foarm fom e ermpicyas Rieceiving and Releasing
Signing af Empioyes's | Officaradministrative Aide I
Clearance and presenie the
Clearance Somm for | Jan Nebur B, Alipoza,
signature Adminietrative fige
o %1 The Accoanting staff crechs Mane B minues Cynthia & Ymata
employee's name in the Schedule of Adrrinistratve Assistant 11
Uniiquidated Cash Advences,
Disshiowances, and Dues fram
CAficers &ndd Employess.
o 1.2 IFthe employee appears 10 hawe Mone Z minutea Cynthia AL Tmata
an gutstanding financial Administralive Asaistans ||
BLoountabitties, He Accauntivg
clerk prepares and issuea Order of Mary Grace E. Espenp
Paymert and advises the ampioyes Administrative Oficer |)
to pay &t Cashier's Office. (Procesd wFor Gengral Fund)
to Slep 1.4
Mance! 0. Mawvsroza
IF none, countarsigns the. Claarssce Aepountasd 1T
Form. wFor Business Retsiad Fund
and Trust Fund)
Arjay F Traguena
Adrministrabve Sesistan Vi
(For Intemally Canerated
Fund)
1.3 Sigrns the Clearance Form, Mong 1 minute Mary Grace E. Eepeng |
Adrminigdaiive Cfficer 17
CIC. Aczourting Offics
B 1.4 Releazes the Glearance Famrn MNone 1 rrtuta Edwin E. Alga,
Recaning and Relesaing
OHicen Adrmaustrative Aide I
Jan Mebur P Alipces,
Agimingtrative Aide
TOTAL Mone 10 minutes




4. lssuance of Ovder of Payment

The prozedure to el other payors for their payment with regards toa spEcihic ranssahon

[Oiffice: o Division: ACtounting Office B
Classificanar; S :

EL G2GE - Government 1o Govemment. G2B — Gowerniraznt io
Type o Transaction Busness, andior G2C — Govemnment lo Ciizen
Wha may avail, All Internal and external disnts (Eludente. employees, iPesaes. and ai cther customers) =
B CHECKLIST OF AEQUIREMENTS | WHERE T0 SECURE

1. For refund of Advances to OMicers and Employees and Advances to Spacial Dishursing Cfflcers

1.1 Lguidaren Repaort {2 fopies) Accounting Office

2 For refund of Advamnces for Payrall

2.7 Report of Cash Disbursements | 2 coples: Cashier's Office

2.2 Authentcated Photocopy of FPayroll | 2 copies) Cashiers Ofice

3. For satthement of Hemivahha-ﬂisadluwannefchargm. Due from Officers and Emplovees, and Other Raceivables

= =

51 Ststement of Acoount [ 2 COpEs) Aecountg Cfice

4. For non-tuitlon school Tees such as for school uniforms and school [De

4 1 Billing Statemant {2 copias) Garmenta and Textle Certor|D Prechyotion

5. For school fees for Kiddie Learning Caenter

=.1 Statement of Account (2 conias) Kadidie Learming Cener (KLEC)

&. For rental, room accommodation and electricity charges

&1 8illing Statemant {2 copins) HostelFarmers Training Cendor¥apinanWhite Beach/ASEA

T. Remittance of canieen sales and sale of variows agricuttural products

7.1 Falas Report (2 copies) Kapian'ASBAProjact-in-Charge

8. Far reservation foa

B.1 Billing Statement (2 copias) HostelFamers Traning Centan¥apinanWhits BeacvASEA

8 2 Reservabion Siip {2 copics) HostellFarmers Training CentorKanhan/White BeschiASEA

8. Remitiance of collactions from cash tickets and other business incoma

8.1 Report of Collaction (2 coples) Whits Beach Basart

81 Issuad Cash Tickets (1 copy l'-'-'h'rta Beach Rosor

10. Far bid does

107 Billing Stabemand (2 copies) |-EIﬂ'|-::E of the BAC Sacretadat

| 11. Fior servica fee for loans

| |
11.1 Bifling S1atensent (2 copies) |’A|:-:|:|un11ng Office




naure of fransaction

[11 2 3uch other perinent EUppoling documants as ane required By the

Lending Instéution

1. For fund transfer fram other NGAs for implementation of programs/projects

12 1 Authenticated photocopy of Memosndum of Agraement (1 ooy

Project-in-Charge/Proect Leadar

nature of raneasshion

12.2 Such ather pordinent sLpporting docUments o o requined by the

Prﬂpﬂ-in-ﬂnargw‘Pm}Eﬂ Leader

13. Fer performance band

131 Authenticated proincopy of Nalice of Suard

Supply Office

‘matere of transaction

13.2 Such sthel partinent supporing docements as are mequired by the

14. For electricity charges to contractors

(14,7 Bifing Statement (1 cooy)

Elesincal Services Division

14.2 Monihly Resding of Electric Consurmption (1 oopy)

Fiysical Flant Drevelopmant Office

and the Contractor |1 copy)

:}. & Authenticeted copy of Contract of Agreement bebwean the University |

{ContfractonEectrical Serviean Dhivilon

nature of trengaction

14.4 Such siher partnent supparting documEnts 6 Bre ms.rag by the

Elscirical Servicas Mivision

CLIENT 5TEPS AGENCY ACTIONS:

FEES TO HE PAID | PROCESSING TIME PERSON RESPONSIELE

1 Loginthe name and affis 1, The Accounting staff receives the
signaiure in fw: Log Book for documgtany requinsmeanis from the
Bssance of Ok of ciiant and forwand to the next stap

Fayment and presonts the

documentary requirementa

Nons 1 minute Edwn E Alao,
Fecsving and Reteasing
Crficanadministrative Aids 1

Jdan Metur P Alipoes
Adrministrative Ajde

1.1 The Accounting etalf reviaws the
dacimiems.

IMound in order, prapares aed signe
the Onder of Payrment

If with discrepancies ar lacking
aocumuerts, retum o clieng for
compsnce of Ecommended
BCbons . [Proceed lo Step 1.3)

Morg 2 rmses Mary Grace E. Espeno
Adminiabralive Oficer ||
{For Gensral Fund)

Maricsl 1. Navarozs
Accounksnt [
{Far Business Refated Fund
and Trug Fund)

Aijay E Tragquena
Adminisirtive Assistand Y]
(For Intemally Genarated

| Furngdy

1.2 Signe the Order of Payment

Mone 1 minute Mary Grace E. Espena |
Addministrative Qficar (0
HE, Acoounting Ofics

1.3 Relpases the Ordor of Payment

MNone 1 mirhg Edwin F_#lan,
Receiving and Releasag
Cfcerddministrative Axde 1|

Jan Mebur B Alipoza, I
Adminisdrative A

TOTAL

Hone 10 minulae
- |




[ Liquidation of Cash Advances

for special purposatime-bourd undariekings

The: procedue o help sccountable officers and smpioyess in kquidation of ther advanoes ko travel. advances or payral, and advanees |

Cffice or Civision: {Accounting Gffice |
Efaamﬂgm:f 2 Fimple

wﬂ G20 - Govarmnment o Ciizen

(ha Ay svail All secountable officers and employess

CHECKLIST OF REGUIREMENTS

[ WHERE 10 SECURE

1. For liquidation of cash advances for local travel

1.1 Uquidsfion Repart (3 oaglinal copses)

Accounting Ciffice

1.2 OR n case of refund of excese casth advanos (1 authenticated copy)

Caahiers Ofice

1.3 Paper/electronic plane, beat or bus bikuts,
cignal cogy )

boarding pass, terminal fee (1

Transportation Senece Pravider

1.4 Certificate of Appearanca’ Attendanns (1 orlgis copy)

Crffice wherne hesshs perannally tranescl histher atficial busmess

1.& Copy of previcusly approved lirnzrary of raved {7 ongnal copy)

Accourtantable OMcenEmployes

1.5 Revised tinerary of Travel, if the previous eproved tineary was nal
Inllowed (1 ariginal copy)

Accountantable OficerEmplovos

1.7 Cerificenon by the Head of the Agency as o absolute MHCERESTY ol
BXPENSES. i ancesdsd the prescribe rate per day as per Exeautive Jrdér Mo,
T (1 origina! copy)

Orfice ef the Liniversity Presigan

1.5 RER! Cantification of Expenses not Requiing Receipts (1 eriginal cogy)

Accounting Ofice

7 8 Canificate of Travel Complated (1 original copy]

Accounting Cfce

1,70 Traval Repor, § applicete {1 arginal Copy

Hurman Rescurce Mansgemeant Offios

<apy)

1,19 Trip Ticked, f applicants (1 ongnal copy) Machireny Department
1.12 Hotel roomilodging bits with OR in the case of official v to pisces
withan Sk radius where the parmanent officisl station is Insated (Torgssl  (Hotelslodges

[ 133 Travel Order {1 anginal copy)

Accourtantable OficenEmploves

2. For liquidetion of cash advances for forelgn traval

X Ligeaclaticn Report {3 arigingl coples

dccourding Cffice




4.2 OR In case of refund of excess mmh advirce {1 onginal copy) Cashiers Ofice

2.8 Paperaleciron: « bisnd or Bus bcketa, bo Tt 1 ]
mgmﬂallﬂm;;c'm plane or B t2, boanding pase, termingl fes | ransportatien Service Provider

Z.4 Cerificate of Appearancel Attendanca i1 copy) CHfice whera re'sle rerecnaily transact hister offical business

2.5 Bills receipts for non-commetabis representalion expenses (1 ariginal

A Supplier of goodeizanices
af i = I T I n
Ei:frﬂruu_n by the president, if excended the prescibed rate {1 anginal fice of the Unlersey President

2.7 Carification by the Hoad of the Agency as to atsolute MecssEily of
experes, §excended the prescrbe rame per day (1 eriginal copy}

Liffice af the Linlversity Prasidont

2.8 Hobal roam biks with QR if axcesded he preecribed rate (1 arigmal copy) Hiotedsl ndnes

2.9 Revised Nirarary of Travel if apploabiz (1 onginal copy) Socourtantable Officer/Employes

2.10 Traved Report (1 origingt copy) Human Rasource Managemant Office

& 11 Certficate of Trave! Completed (1 original capy) Accaurting Offce

212 C-::py_ul praviously sporoves linorary of Fawed b8 r-::ﬂginal copy) ) Accountantatle DfficerEmplaoyves ]
;1:3 Traval Crder {7 onginal copy) Accountantable OMcanrEmpioyes

3. For spacial purpose

21 Liqut.".'ﬂ!_i:m Report [3 original copies Accourting Office

;CIH i czsa of refund of cxcaes cash advencs [* ongmal copy) Cazhiere Officn -

.53 Gils, fickets, recemnts, 5898 imvoices (1 original copy) Special Désbursing OMeer

F4-Approves Purchass Requestidol Crder if MECEEs Ay Special Dabursing Ofics

:ﬂfaﬁ?;ﬁ:ﬂr cfingpection and accephince! Cerificats of Compdedion (1 Specis! Disbursing Oficar i




|
1.6 Report of Waste Matersls in casa of replacementirensd (1 origisg) copy) |Special Disbursing Oficer

3.7 Approved Irip ticket, for gasoling expenses (1 arigine copy) Special Diabursing Officer

3.8 Canvass from o isast thies Bupplicrs for purchages imwatving P1,000 and ; .
above, except for purchaees mada while: on official fraval (1 angingl copy) Special Disbursing Oficer

1.2 SummangAbstract of Canvass {7 ongmal copy) Spesial Disbursing Officer

3 10 For resmburzemant of ol recalpls:

9.13.1 Tail Receipta {1 eriginal Coy| Specal Disbureing Officer
5.13.2 Trip Tickets (1 arginal copw)

311 Such sther supporting documenits P gl be mguired andior rcq-un:a:r
under the camgany policy 2epending on he nefure of axpenses i1 original  Special Disbursing Oficer
L]

4. Far payroll fund for salaries, wagee, allowaneces, honotaria and other similar Bxpenses

4.1 Repont of Disbursement cartified comecs by the sccountable officer [ e
ongingl exapesg) Cashiors Offics

#2 Approved payrofsiouchars duly arhrorwlcgedialgned by the payeais (2

onginal copees) Cashiar'a OfMog
4.2 Approved daily tne records (DTRS) o Cerfificate of Service Cashier's Offica
2.4 Approved application for leave (1 origaal capy) Cashisr'e Olfics

4.5 I casa of payment of personnel under " Job Order stabis, duly

| : 5 { iar
(weriediaccapted accamplishmend raport |4 arginal copy) [=ehiers. Cifice

.8 Qificial Racedpt (OR) n caee of refund for unclaimed sskrios i

suthanticated copy) Gashiers Ofice
7 ety ot o son ar, St |
:,%f—.;mmﬂ:ﬂ pertinent gocumants ae reyidad by the naure of expenEg |1 'ilf:asnicr's. Ciffioe
- 3. For Patty Cash Fund
5.1 Summery of Pelty Cash Woushers 17 nrigirgl copirs) Pestty Casn Cuslodian -

{22 Report-of Disbursaments (2 oigingl coples) Paby Cezh Custodian




5.3 Patty Cash Replesshmend Repor (7 onginal copees)

Petty Cash Cusiodian

b.4 Approved purehaza request with confficals of Emergrnoy Purchase, if
mecessany (1 orgina! cogy)

FPedly Cash Custodian

2.3 Bills. receps, sales invoices i1 originial cogyl Petty Cash Custodian
5.8 Cerificals of inspection and acceptance (1 ofiginal copy) Fedity Cash Cusiodian
5.7 Repart of Waste Matesials in case of replacementrepa (1 ofigina copy) Petty Cash Custodian

5.8 Approwed trip ticket, for gasoine Expenses {1 original copy)

Petty Cash Costodian

2.8 Canvass from =t leas! thieg EUppliars for purchases invoiving P1,000 and
above. except for purchasss made whils on afficial fravet |1 ariginal eopyl

Patry Cash Cusbedian

= 10 BummangAbatract of Canvass [1 angingf copy)

Patly Cash Custaian

5.1 Patty Cash Vouchers duly accomglished and signad (1 anginal copy)

Petty Cash Custodion

2.12 Officia’ Recept in cane of rafund (1 authanbcated Copy)

Patty Cash Custadian

3.73 For neimoursevmant of ol racEipls:
5.13.1 Toll Recripts (1 arigine copy)
5.15.2 Trip Tickets {1 onginal copy)

Petty Cash Custodian

£.14 Buch other supporting documents thae may be required endior regured

record thex Loghoox and forward to
the et stap

‘documenis o the
Accoumting OfMos

under the comgany pobey depending on the neture of crpansas (1 origingl | Pety Cash Custodian

oY)

r'_ -".. E: e = ! e g o g TR "-'.-._-.' i 3 4
CLIENT STEPS AGENCY ACTIONS FEES TO/BE PAID | PROCESSING TIME | PERSON RESPONSIBLE

1 Submitthe Liguidaten 1,7 Recenve i Ligudation Report Mone A0 ming Edwin E. Alag,

Repon and i#2 aupporiing and its supporting dosuments, Recaving and Relcasing

CifficerAdrministrative Aide [

Jan Mebur P Aliposs
Addrpmistrative side




1.1 Roview tha documentaton

hone 1 day Mery Grace E Egpeng |
rEpnramenty Administrathie Officer ||
[For Genersd Fund)
I found in crder, forward fhe
Liquicatic Repart to the Head of the | Marical O. Navarcza
Actounong for final review and Aocountant 1l
sigrelure {For Business Refatad Fund
&1 Trust Furid)
IF with discrepamcies or lacking
documants, et o clisnd for Ansy E. Traguena
complinnce. Adminiatrstive Azsistant v
[For lndernafly Generatod
Fund)
71 Review the documentation
raquiranants
IF fond im ordee. sign the Liquidalion
Repord and forsard to the assigned K 1 day Mary Grace E. Espenc
[Aosounting Stett lor recording OIC, Actounting Office
1" with discrepancies o lecking
gecuments, prepare findings and
returm 1o client for cormgliance
TOTAL Hone 2 days and 10 mins




&, Processing of Disbursement Vourhers

Thiz servics refers 1o the procoEzing of disbursamsant vegcher ar

peyrall for the payment of ez

&2 — c.ca'e_mmeri b Govermmant

. AII irternal and Erx'em diants (amp

i : ] “I-"l'r_;';"rr'

[Ciffice or Chvaian Accouniting Offce T
Cleesification: Complox B

loyess. amuarrta suum mn’rracturs En-ﬁ all afner cusiamars)
VHERE

1:1 DisBirssmen:

aucher IS o oI .--\.'l.'ifi-l:' Clalmant
2 Payroll, F applicakia /5 onginal Gopies) Clsnan
t.3 Cigaton and Requast Starus/Bud 1=t Litsization Mequast Simus £ Blickgsd CIf
wriginal copiog) Lizgad Dfice
+ UcCumentaty Requirerients under GO Cittylar No 012-01 {1 enginal |,
s e e - S STOpGhent
SOy 7Or e&sh docLriant
1.5 Cther Buppoiing Socumenis petular to e natre of traneaciion i1

[anaginal eoby for esch document) Progcnant
I—'_ =4 L e - oo e
Edwin E. Afso
1. Sutunit documents &r 1.1 Recaive documents from the GE:FH'EETETET;EUI
aim of payments o he Bisiget Office and log In the Mo 10 mins W ol
Biudges OHics Legtaoak Bnd forwand to med stap, Jan Metur P Aliposa
Adrministrative Ajde
Cynlfi A Ymala
Administrative Assistant 111
1.2 Review of dacumantation (For Special Trust Fund and
raquiremerts and fanward the Busingss Retated Fundj
Cesbursament Vowsher and its P, 1 day
Eupparhng documants o the Head Jhoans Kiistine & Mesida
of the Accounting Ofios far final Agministrative Aide !
e (For Regular Agency Fund
and Trust Fund)
T 3 Final revisy of the
Dishursement Vorcheara and s
Bupparting documends
IF comphate. zigns the Disbursemant Mary Grace E. Espeno
Vouchers and forward I the L . T QHE, Acoounting Ofice
Refeasing OMcer |
I incompiete, propars findngs and
forward o e Releasing Office:




1.4 Forward the signed
Disburserment Yauiher #nd He
BURRCring documents to the Office
of the Prasident for &pprovar of
paymert

Edwin E_ Alan,
Receiving g Releazing
Officarthdminist-ativa Aida 1]

Nong 13 ming
Forward the Findings. Disbursérment
st heloneich Jan M!;-I_:uur P, ME_:&&.
documants to the End.Lissr far adm s
COrmGiiance
TOTAL Mone 2 days and 20 mins




. Procesing of Payment through LDOAR-ADA

This senviee ralers to fhe Rrocessing of payment for MDS iransactions through LLDAP-ADS

OMicy or Divigion: Asrounting Officg ¥
e =
Classification: Complex —
lw (326 — Gevemment o Govermmant
Wha may evail: __|A Infernal and exismal clisnis (Bmployess, students supiiers, contractoms, amd o olher customers) |
HECKLIST OF I _ WHERETOSEC
11 Approved Dishureersen: Volchar {5 ongingl cogies) |F='mp|:|nanl
1.2 Agprovesd Payroll if applicable (3 cnginal copins) Progonant
1.5 Cbifigation and Requast Stibis/BUdgst Uizaten Roquss] SEe
CNgingl comes) Froponenl
1.4 Docirmentaly Requiremants unger COA Cicular Ne 2014207 1 ongnal
copy for each docurment; : Propenent
1.5 Otner supporling docmenss peculiar 10 The Rafors of transacton (1 5 T
original copy for each docurrent) PRGN
CLIENT STEFS AGENCY ACTIONS FEES 70 BE PAID | PROCESSING TIME| PERSON RESPONSIBLE
Eawin E. Alao,
1. Forwand the approved 1.1 Recsive the azoroved Receiving and Roisasing
Desburaement Vouchers amd Disbursement Vauchars and its Noria 10 min Cifcar Adminiztrative Aids 1|
e supportng documeants to sUppeing documents and forward o 2
the Mccourting Office o 'the: nest slep JEn Mebur 8. Aliposa,
Administrazivie Alde
1.2 For payrod ransactions, prepare |
8 Proof List uging the DBF PayCass hlons 4 hours iadma':r;i?rg A
ared forward in next step
1.3 Frepare LLOAP.ADA. SLIIE.
and ADAKS for payiall Proof Lists in B
and other non-payroll traneactions Mane 2 hours AEIL;E:E:'EHLT:.E:E
and forward ta the Head of the :
Accounting Office far review
1.4 Review tha LLDAP-ADA, SLIE
ADAIT. and Proof List 4 hrar Mary (zrace E. Espeno
Hie - oya QIG, Accounting Citice
1.5 Sign he LLDAP-ADA and SLIE e Mary Grace E. Ezpang
and forward bo the Relsrsing Officer hieir el OIS, Actuunting Offes
Eawan E. Adag,
1.6 "':Fi"'ﬁ'Ed the E'E"Edé'!'mp' Receiving and Relessing
AlkA S LADAIC, and ita i Irak i
spporing documents be lhe Mo 10 mens SR ADY AlE

Cashiers Offica and Office af e
Freaident for signatun

Jan Mebur P, Aliposs,
Adrneistralive Aids




[ -

2. Foréard the appraved
LLDAP-ADA and its

ﬁl:,l:.:r..-.-‘:firt; Uffics

Surpartng documants ko the

end forward 1o By nest aben

2.1 Receives |he approved LLDAR.
A0 znd e SUpporing docirmands

10 rmins

Edwin E. Alan,
Receiving and Releasing
Officer'Adminslratve Aids i

Jan Metur P Alipoza,
Administralive Aids

G5B tor processing of paymment

TOTAL

2.2 Delivers the signed LLDAP-ADA
tor the Bureay of Treasury and MODS-

£ hiursg

Fonald F Tensdgrn
Admiristratve Aide

Mone

1 day and 2 hours




Budget Office

Internal Service

1. Cenrtifying Fund Allocation _
Certifying funds allocation for every budgetary requirements presented necessary in
the: performance of functions

Budget Office
Bimple

G20 _
Internal Clients [UEF empl

ses, staff and students

Budget Proposal with Detailed list of Accomplished by end-usar
. budgetary reguirements 1
_Latter endorsement by President Office of the President - ]
| CLIENT STEPS AGENCY FEES TQ | PROCESSING PERSON
B | ACTIONS | BEPAID | TIME RESPONSIBLE
1 Submits documents | 1.1 Certifies gs to Maone 15 minutes Ferdinand 5. Reyes
for Fund Allocation availability of aA0
Allptrment & | (Budget Offica)
iClient should observe Fund Allocation,
social distancing and
waar facial mask.) 1.2 Release the Antonio L. Domagtoy
signed : Administrative Aide IV
documeants to {Budget Office)
affice/personnel
concemed, duly
acknowladged
in the logbook. | -
) Total | Hone 15 Minutes

2. Preparation of BURs and ORs
Preparation of BURs and ORs to record Obligation in the RAOPS, RADMO and
RADCO

Budget Office

Simple

G20

Intemal Clientz (UEP em

. ataff and students

FPurchase Orders, Payrolls and other required | Supply Office, HRMO and by end-user
attachments |
AGEMCY FEES TO PROCESSING PERSDOMN
CLIENTSTEED | ACTIONS BE PAID TIME RESPONSIBLE
2 Submits documents | 2.1 Prepares BURs | None 15 minutes Ferdinand 5. Reyes
for Preparation of | and ORs SA0
BUEz and ORs (Budget Office)




2.2 Transmit ta the T
| office of VPAF Divina C. Alvarez
{Client should and OF the Admin ltgl;trcer n
observe social BURe and ORsz Budgat Office
distancing and wear for signatura Vil O Gl
facial mask.) a_n::l Erzleaaja Adae Oflear |
icsl 2 Budget Office
and ORs to Wil
Accounting
Office, duly
acknowlsdgad
in tha legbook. B
2= Total | Nona. 15 Minutes — |

3, Compliance to oversight agencies like COA, DBM, NEDA, House of Senate, House
of Representatives, PASUC, Budgetary Reports and other requirements

Submission of vanous financial reports to various oversight agencies

Budget Cifice
Highly Technical
G2G

COA, DEM, NEDA

Circulars/Advisories COA, DBM, MEDA, PASUC, House of Senate, House
of Represantatives
AGENCY FEES TO | PROCESSING PERSON
CLIENT STEPS ACTIONS BE PAID TIME | RESPONSIBLE
1, Endorses letter/ 1 Prepares Mone 15 days ' Ferdinand 5. Reyes
advisory for proper | budgetary reports {Depends on | SA0
action as indicatad in the the advisory (Budget Office)
advisory { communications -
Cammunications and after tha Divina C. Alvarez
with complete SONA of the Admin Officer IV
signature of the President of the | Budgst Office
signatory than Philippines) .
submit the said ﬁﬁﬁ gﬁ'ﬁf s
documents thru the Budget Office
email add specifiad
in the advisory. Antonio L. Domagtoy
Administrative Aide |V
| [ . | {Budget Office) I
| Total | None 15 days

4. lssuance of Copy of Budgetary Documents for Accreditation nad Financial
Status inguiry



Submission of various financial reports to different colleges to fulfill the requirements
of different Accreditation Agencias

Budget Difice
Simple

G2C i
Internal Clients (LEP amplo

Latter Eequest Form iwh )
Letter endorsement by President | Dffice of the Prasident
= ' AGENCY FEES TO | PROCESSING PERSON
CUBHE SO ACTIONS BE PAID TIME RESPONSIBLE
[ 3 Submits approved 3.1 Prepares Mone 3 days Ferdinand 5. Reves
letter raquasts for report/data SAD

documents requested { Budget Office)

ested.

e 3.2 Release the Divina C. Alvarez
(Client should observe docurmants to Admin Officer IV
sacial distancing and office/personnsl Budget Office
wear facial mask.) concemed, duly | Jusal B Sl

acknowiedged :

T Adrmin Officer |

i e Budget Office
Antonio L. Domaghoy

| Administrative Aide IV

= ! (Budget Office}
Total | None . 15 Minutes




1. Collection

Recalvas payment from cllents and issue Official Receipt (OR)

Office/Division
Classification

Type of Transaction
Who may avail

: Cashier's Office/Finance

: Simple

: G2C, G2B

: Students, Employees and External Clients

| CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

| Assessment/Students ID {1 copy)
Bid Documents Payment Form

{1 copy)

Reguest Payment Form (1 copy)
_Order of Payment Form {1 copy)

BAC Secretariat
Registrar's Office

Accounting’s Office

To be accomplishad by cliant

mE'
-

TEPS

1. Client
proceeds to
Collector and
presents
ragjuired
decuments for
paymeant

AGENCY
ACTIONS

1.1 Recalves
payment
from tha
client

1.2 lssues
Official
Recaipt
(OR)

FEES TD BE PAID
KLC FEES:

Registration Fee: 2,500.00
Tuition Fea: 8900.00
Testing Fee: 400.00

UEPLES FEES:

Charity Fee: 20.00

Cultural Fee: 50.00
Entrance Fas: 150,00

I.0. Card Fees: 80.00
Insurancs Fee; 50.00
Library Fee: 50.00
MedicalMental Fee: 150.00
Registration Fees: 100.00
Sports Devt, Fee: 100.00

UEPLHE FEES:

Athletics Fee: 100.00

Charity Fee: 20.00
Computer Maint, Fea: 300.00
Entrance Fee: 150.00

|.0. Card Fee: 2000
Insurance Fae, 50.00

Library Fae: 50.00
Medical/Dental Feg: 150.00
Publication Faa: 50.00

| Registration Fee: 100.00

| PROGESSING

TIME

5 rmiinutas

PERSONIS
LIABLE

Maria
Terssa M.
Gatongay &
Laami €,
Paredes
Cashiar's
ffice
(7-30-11:00)
¢ 1:00-5:007)

“Cereil L
Piaza
andfor
Ofelia B.
Adriatica
Cashers
Oiffice
{(11:01am-
12:58pm )

*{in
compliance
with
R.A G485 or
the Anti-FRed
Tapa Act of
200X




LUNDE DUATE FEES:

AddfChange Load Fee: 50.00
Authentication Fee; 30.00
Computer Laboratory Fee:
CAV Fee: 100.00
Certification Fea; 50.00
Change Status Fee: 100.00
Charity Fee: 20.00
Completion Fee: 50.00
Cultural Fee: 50.00
Diplama Fee: 150,00
Crocumentary Stamp: §0.00
Entrance Fes:150.00
Honorable Dismissal Fee:
&BO.O0

Insurance Fee: 50.00
Library Fes: 50.00

Library 1.0. 80.00

METP CWTS Fee: 300.00
NSTP ROTC Feea: 300.00
Medical/Dental Fag:150.00
FPublication Faa: 50.00
Registration Fes: 100.00
Sports Dev't Fee:100.00
TAT Fea: 150.00

Testing Fee: 150.00
Transcript Fee: 150.00

2™ Copy: 100.00

LSC Fes: 2000

LUJSCO Graduation Fea!

POST GR TE STUDIES!
COLLEGE OF LAW and
External Clignts

Authentication Fee: 30.00
Cerification Fee: 50.00
Complation Fea: 50.00
Cuttural Fee: 50.00
Diploma Fees: 200.00
Decumentary Stamp: 60.00
Entrance Fees: 150.0:0
Honorable Dismissal Fae:
50.00

Insurance Fee: 50.00
Library Fee: 50.00
Medical/Cental Fee: 150.00
Regiztration Fee: 100.00
Sparts Devt. Fee: 100.00

Transcript Fee: 100.00/page
2™ copy: 100.00




T.a Client
procesds (o
Collector and
presants
Cirder of
Fayment form

1.3 Recanas
payment
fram client

1.4 Issuss
Official
Racaipt
{DR)

Tuition Fea
G5 250,00/ unit
CL: 300 005unit
UNIFORMS:

KLC

| Blouse & Jumper-520.00/set

Polo & Short Pants:520 00/sat

ELEMENTARY
Blousa & Skirt: §50.00/5et
Paolo & Shor Pants: 800,005t

| HIGH SCHOOL

Blouse & Skir: 650.00/z2at
Polo & Long Pants: 650.00/=et

UNIFORMS:

KLC
Blouze & Jumper-520.00/sat
Polo & Shart Pants:520.00/sat

ELEMENTARY
Blouse & Skir: 660,00 ze

Polo & Short Pants: 600, 00/st
HIGH SCHOQOL

Blousze & Skirt: 650.00/set
Folo & Long Pants: 650.00/zat

CAFNRIC.E.JCVM

Blouse: 350.00
Pants: 2380 00

Polo Craam: 35000
Black Pants; 380.00
Price per set 630.00

COEDICSICBA/CAC

Blouse: 350.00
Skirt: 250.00

FPolo Cream: 350.00
Black Panis: 380.00
Price per set

Female: &00.00
Mabe: T30.00

RAD. TECH & NURSING

B minutas

Maria
Teresa M.
Gatongay &
Laarni £,
Faredes
Cashiers
Oiffice
(7:30-11:00]
(1:00-5:00)

*Cereail L
Piaza
andior
Ofelia B
Adriafica
Cashier's
Office
{11:01am-
12;58pm )

“lin
compliance
with
R.A 9485 or
the Anti-Red
Tape Act of
2007}




Dress: 700.00
White Polo: 350.00
Black Pantz: 360.00
Blouse (Rad,. Tech): 450.00
Skirt (Rad. Tech): 250.00
Price per st

Female: T00.00

Male: 730.00

CRIMINOLOGY

Paolo Shirt; 350.00
Pants: 400.00
Price per sat
Famale: 800.00
Mabe: 750.00
DEFTAC, 835300

ALL GOURSES

NSTP-CWTS: 200.00
NSTP-ROTC: 20:0.00

LABORATORY GOWN:
370.00

P.E. UNIFORMS

(Collage/SHE/HS)
T-shirt: 18000
Pants: 300.00
P.E. 211: 200.00

P.E. UNIFORMS
(ELEMMKLE)

T=shirt; 175.00

Parts: 275 .00
SCOUTING UNIFORMS
Girl Scout:

Cress:; 550.00
T-shirt; 180.00

Blouses; 250.00
Skirt: 250.00
Socks: 7500




Cap: 85.00
Ring: 20,00
Scarf: 45.00

Boy Scout & KAB Scout:

Polo: 350.00

Pants; 350.00
T-shirt: 180.00
=hort Pants: 250.00
BEP Carabao: 45.00
BSP Pin/Rope: 40.00
BSP Pin Star: 45.00
Socks: 75.00

Scarf: 45.00
Patches: 20.00

Cap Box: 85.00

Cap Tulke: 70.00
Cap Waway: 75.00

FOR GRADUATION:

Sablay: 350.00
Academic Hood
Undergrad: 500.00
M.A.: B00.00
Academic Cap; 175.00
Academic Gown
Genna clath: 750,00
Kaftrina: 850.00
Satin: 1,100.00
Velvet: 2,500.00

TOTAL

Each fee depends on each
clisnt's transaction

& minutes




=,

o

CASH DIEBURSEMENT

Lisbursements of the following: Students' refund, Honcrarium/Salary. Financial Assistance,
allowances, prizes and other remunerations in cash form.

Who may avail

| CHECKLIST OF REQUIREMENTS

| Office or Division . Cashier's Office
Classification . Simple
Type of Transackion 1 B2C, G2B

: Students, Employees and External Clients

WHERE TO SECURE

1 Valid 1D

2 Spacial Power of Attomey or
Authonzation Letter

Accomplished by Cliand
Accomplishad by Client

CLIENT 5TEPS

1 Presents valid
ID and photocopy
of said 1D

Far
representatives;
Pravide Special
Power of Atlorney
or Authorization
Letter, Valid 1D of
claimant/pavee,

the autharized
representative
and photocopies
af ID: presented

anather valid 10 of _

AGENCY ACTIONS | FEES TO BE

FAID

PROLCESSING
TIME

1 After signing MOMNE 15 minutes
and verification of
authenticity of
signature onthe
payroll, releases
the armount ta the
claimant ar
his/Fer autharized |

representative

MONE

TOTAL 15 minutes |

PERSON

RESPONSIBLE |

Ma. Cristita .,
Abuyog. D.O.,
OHeliz B. Adriatico
, Admin, Aide 1]
andfar Cazell L,
Piara, Adrnin,
Alde IV, all from
Cashier's Office




3. CHECK DISBURSEMENTS/ADVICE OF CHECKS ISSUED AND CANCELLED
(ACICYLIST OF DUE AND DEMANDABLE ACCOUNTS FAYABLE -ADVICE TO DEBIT

ACCOUNT (LDDAP-ADANSUMMARY OF LODAP-ADAS ISSUED AND INVALIDATED ADA
ENTRIES (SLIE}

Payment of Claims through Checks such as- Reimbursements and prepayments of

travelling allowances. salaries/honorariumiwages, Cash Advances, Remittances, payments of
electric consumphon.

Offica ar Division : Cashier's Office
Classification : Simple '
Type of Transaction . Check Disburserment
G2C, GZB
Who may avail . Bludents, Employeas and External Chenls
| CHECKLIST OF REQUIREMENTS WHERE TO SECURE
T Valid ID Accomplizshed by Client
Special Power of AHomey or
Authorization Lefter {1 copy) Accomplishad by Client
CLIENT STEPS | AGENCY FEESTOBE |PROCESSING | PERSON/S
| ACTIONS FAID TIME RESPONSIBLE
1 Presentvalid | 1.1HavetheDV N aona 15 minutes Ma. Cristita C.
o signed by the | Abuyag, ADOF W
client or
Presents SPA hisfher
or Authorization authorized ' Crfielia B:
Latter, valid 1D of representstiv ' Adriatica, ADA I
claimant/payes, g
valid ID of 1.2 After
representative verification of Ceorel L. Piaza,
and photocopias authenticity | ADA IV,
of said 1Ds of decuments i
presantad, | Cashier's Office i
1 a Client izssues ralaases
Official Receipt check to . !
(OR) Clignt | | '
tagethar with ' . !
BIR Tax |
Certificate of
the external
cliant ' '

Total NONE 15 minutes




" Office or Division

Classification

Who may avail

Type of Transaction

: Cashier's Office
: Simple
- ACICILDDARP-ADASLIIE

G20, G2B
. Students, Employees and External Client

CHECKLIST OF REQUIREMENTS

1 Walid 1D

[CLIENT STEFS

1 Presents valid
D

Far
representative;
Presents Special
Fower of
Attomey (SP&)
or Authonization
Letter with vatid
(2 of claimant.
valid 1D of
representative
and photocopias
cf 23id ID=

2 lssuec Official
Feceipt (OF)

WHERE TO SECURE

pecial Power of Aftormey ar
| Authorization Letter (1 copy)

Accomplished by Client
Accomplished by client

| AGENCY

ACTIONS

1.1 ADOF 111
preparas
Advice of
Checks
[eeuad and
Cancelled/Li
st of Due
and
Demandable
Accounts
FPayabla-
Advice to
Debit
Accourt
{(LDDAP-
ADANSUmMmM
ary of
LODAR-
A0d4E lssiad
and
Invalidatad
A4 Entries
(SLIE)

1.2 Hava the
disbursemen
{ voucher
signad by
Clignt

1.3 Aftar
verfication
of
authanticity
of

documents
_presanted,

FEES TO BE
FPAID

NDNMNE

PROCESSING
TIME

¢ days

PERSON/S
RESPONSIBLE
Barnardita D,

Perez, ADCF i,
Cashigrs Office




1.4

reieases
chack to
client
lagether with
the BIR Tax
Certificate of
the payes
Frovides a
photocopy of
the
disbursemen
Evoucker to
the client

TOTAL

MOMNE

£ days




Repubiic of the Philippines
UMIVERSITY OF EASTERM PHILIPPINES
Univessity Town, Morthem Samar, Philippines

Wl urpued ph; Ermait JeprsgBolghih sirs! oo

COMPREHENSIVE LIST OF GOVERNMENT SERVICES OFFERED
OFFICE OF THE CHIEF ADMINISTRATIVE OFFICER

1. Receiving of Attendance Record of regular personng!
To taciitate peyment for services rendered by the regular personmel

Office or Division

(ffice of the Chief Administrative Officer

Classification simple
Type of Trasaction
Who may avail Regular Personnel

CHECKLIST OF REQUIREMENTS

DOCUMENTS

MO

OF COPIES

WHERE TO SECURE

Report of Services ( CAD Form Nao. 004)

2 copiss

Acoomplizhed by each College [/ Office /
Uit

schedula

OTR«/'5Rs with supparling docsmenis:

= Approved CSGC Form & {in case
smployee concamad has flad and
approved legve of shesnca)

= Approved Travel Order, Cartificate of

sppearance (in case leave of absence
was due o afficial travel)

=  Fagg slp for employesas who had been
st of station during office haurs
5.0, for employess with modified work

= Cprificstion of work from ome from
e DeanfHead of Cffice (in caze the
-oncemead employea was in WFH

1 copy

Accomplished by Chient and submitts to the
Oiffice of the Chief Administrative Officer —
Administratvs Services Dwvision

CLIENT STEPS

AGENCY ACTIONS

FEEE TO
BE PAID

PROCESSING

TIME PERSON RESPONSIBLE

Collega/Offica clark
subrits sccomplishad
Report of Servicas
tagethar with the
DTRSR of UEP faculty
and employvaas verified
&35 o the prescribed
office nours by the
colleos dean'office
head

CAC-ASD Staff checks
the complateness of the
DTRw/ARS and
supporting documenta
submittad togather with
the Repor of Semvices

Mans

10 Minules Suzette M. Mercader

Loren B, Ong

A0 personned staff
consMidates fzars
DTRSR according to
General Paynoll's
afrangement

12 Howrs Angelita B, Orawa

Page 1




CLIENT STEPS

FEES TO

AGENCY ACTIONS BE FAID

PROCESSING
TIME

PERS0ON RESPONSIBLE

CAD personnelistaff Mana
prapares and submits
manthly AR REPORT
duly approved by the
Chief Adminigirative
Dfficer to HEMO
Accounting Office and 1o
the University President
as basis for employees
salany claims.

_.1. Hour

CAD personnel'stalf Mane
submits the DTRs'SRES
received from reguiar
persannel to
Commissian an Audit as
dacument regquired for
thia ganaral payid par
COA Circular Mo, 2012-
001

A0 Minutes

Angelita B, Orawa

=

Angelita B. Orawa

~ Total

Mane

2. Administering of required documents
To taciltate the submission of required decurments of faculty and administrative parsonnel

13.86 hours

Office or Divizion

Office of the Chief Adminisirative Officar

Claszification Simpla
Typea of Tragaction et i S g O N T i
Who may avail Faculty and administrative parsannal

T T

CHECKLIST OF REQUIREMENTS

WHERE TD SECURE

DOCUMENTS MO, OF COPIES
SALN B = copies HRMO facilitates the issuance of
| prescribed form to clients
lUpdated PDS 3 copies HRMO facilitates the issuance of
{ prescribed form o clients
CLIEMT STEPS AGEMCY ACTIONS !;EEEgﬂ-II-DD PHD_?IE“ESIHG PERSON RESPOMNSIBLE
SALN must be | The SALN committee Mone & Minuies SALM committee
accomplished by clients | chacks the
arvd submils o CAD completeness and the
offica for the signature coreciness of entries,
of tha Chief The Chief Maone 5 Minutes Abel tlejandra U Flores, Jr
Adrinistrative Officer sdminigrative Officer
signs the clients’ SALM
as peraan administering
aath. J )

Fape 2



FEES TO PROCESSING
CLIENT STEPS AGEHNGCY ACTIONS PERS0OM RESPONSIELE
BE PAID TIME
Updated PDS must be The CAC staff checks | Mane 4 Minutes Loren B, Gng
accomplishbed by clients | the complaeteness and
and submita o CAO the corraciness of
office for the signatura antries,
| of the Chiel The Chief None T Minutas fizel Alefandro U, Floras, Jr.
| Admimiztrative Officar Acdrministrative Cficer
| signs the clients |
updated POS as person |
adrministaring oath,
Tatal None | 20 Minutes

3. Endorsing of documents
Ta facilitate the endorsement of documents to the university president for action/approval.

Qffice or Divigion

Ofice of the Chiel Administrative Officer

CHECHRLIST OF REQUIREMENTS

WHERE TD SECURE

Classification Simpla
Type of Trasaction == &
Who may avall Faculty and adminisirative parsannal MY

DOCUMENTS NO, OF COPIES
Endorsement letter 2 coplas Office of the Chief Administrative Officer
| Rouhne communicaben 2 copies Office of the Chief Administrative Officer
] FEES TO | PROCESSING
C PERSON RESPDNSIBLE
CLIENT STEPS AGEHNCY ACTIONS BE PAID TIME
Client submits needad The Chief Mona 15 Minutes Abel Alzjandra L. Flores, Jr.
documents for Adminisfrative Oficar
andorsement to CAD endorees letier of intent
affice of clients to the
president for
action/aporawval
Received reports fram | Tha Ghiel None 10 Minutes Al Aleardm L. Flones, Jr
| glients thet neads action | Administrative Officer
Fram the Chial prepares roufine
Sdminisirative Officer communications o
concemed employee
Hesds of Office |
J College Deans relative
to the implamentaton of
exisfing university
policles.
E‘Eal_ Mone 25 Min Lirtaus

Freparad by

AdminErate Asst 1

v T
g{}f y!’"ﬁ—.
]

AMGEL TS B. ORAMWS

-
g "l.
Varifiog comacl; i T _lei:-if : —‘{‘:-- -f'r T

o —

& JR.; PhiD, GBO

QUG Chied Administade (Mo hminrative Senvicas Divisicn

Fame 3



HUMAN RESOURCE MANAGEMENT OFFICE

1. Assistance for Salary Loan Applications and Confirmation of GSIS Loan

Applications

To facilitate documents as to the completeness of documents for Loan Applications

Office or Division

| Human Resource Management Office

Classification Simple )
_Type of Transaction G20 ]
Who may avail Personnel with plantilla positions
CHECKLIST OF REQUIREMENTS WHERE
NO. OF TO
DOCUMENTS | coPIES | SECURE )
Letter Request for Loan 1copy |Copy of requesting Client or from the
addressed to the President Human Resource Management Cffice
Tentative Loan Computation 1 copy | Copy of requesting Cliant
from Lending Agency or
Printed Picture of the GSIS
Kiosk Generated
| Computation o - o
Duly accomplished Hequest 1 copy | Human Resource Management Office
Farm for HEMO Sarvices
- Letter of Authorization to 1 copy | Copy of requesting Client
Request for HRMO Services .
{for authorized
representatives) N
Fay Slip (previous 2 n‘rnnths} | 1copy | Human Resource Management Office |
Certification of Net Taka 1 copy | Human Resource Management Office '
' Home Pay (currant month)
Salary Certification 1 copy | Human Resource Management Office
(current month) i |
CLIENT AGENCY 1|'=-'§ EE PROCESSING PERSON
STEPS . ACTIONS . PAID TIME | RESPONSIBLE |
1. Client fills 1. HRMO Staff ~ None 16 minutes | Zaira B. Rogue
out HRMO checks the Admin. Aide
Requeast request form and {HEMO)
Form for the the completeness
documents of Client Janeth F.
neaded for documents. Aliposa
Loan prapares the Infarnal Aunditor I
Application. requested (HRMO)
documents, and
releases the
documents for
Loan Application Rogue A. Irader
to Client ar Supervising
Administrative
1 S 1 | Officer /HRMO |




Letter Request for Loan 1 copy | Copy of requesting Client or from the
addressed o the President Human Resource Management Office
Duly accomplished Request 1 copy | Human Resource Management Office
Form for HRMO Services
Letter of Authorization to 1copy | Copy of requesting Client ==
Request for HRMO Services
(for authorized
represantatives) _
Pay Slip (for plantilla position | 1 copy | Human Resource Management Office
applicants; previous 2
moriths) i
Certification of Net Take | 1copy |Human Resource Management Office
Home Pay (for plantilla
pasition applicants; current
|monthy : .
Salary Cerification . 1copy | Human Resource Management Office
_lcurrent manth)
FEES
GLIENT AGENCY 10 B | PROCESSING PERSON
STEPS ACTIONS PAID TIME RESPONSIBLE
1. Client fills 1. HRMO Staff Naone 15 minutes | Zaira B. Roque |
out HRMO checks the Admin, Aide
Request request form and (HEMO)
Form for the the completenass
documents of Client Joef E. Custorio
naaeded for documents, Admin. Aide I
Rice and prepares the . (HRMO)
Carabesef requested
Loan documents. and Josephine N,
Applications releases the Toleran
and Tuition documents for Admin. Aide IH]
Fee Rice and (HRMO)
Daductions. Carabeef Loan Sylvio E. Pepito
Applications and Adrmin. Asst. Ii
Tuition Fae {(HRMO)
Deductions to
Client o Nenalte C.
BifeEe Admsrg rﬁ?'f;cr !
represzentative. (HRMO)
Janeth P.
Aliposa
fntermal Auditor |
| (HRMO)
Roque A. irader
Supenvising
Adminisfrative
Officar f HEMO
(HRMO)




|

2. Receivas 2. HRMO Stafffiles | Mone | 3 minutes Zaira B. Roque
peartinent the processed Adrmin. Aida
documents request form. (HRMO)
givan by the
HRMO Staff Joel E. Custorio
and affix Admin. Aide W
signature on {HRMO)
the request |
form upon Josephine M.
receipt of Toleran
dacuments. Admin. Aide [if

(HRMO)
ayivio E. Pepito
Adrmin. Assf. N
(HRMO)
Nenelte C.
Salazar
Admin. Officer | |
_ _ . . HEMO)
Submits the 3 Concerned office | None } {{iﬂmper[-:,r
documents staff processes | Management
for approval documents for Orfice,
to concerned approval. Accounting
offices. Office, Office of
the University
President)

. Client 4. HEMO Staff None 3 minutes Zaira B, Rogue
submits checks the Admin. Aida
University complatenass of (HRMO)
Fresident Client documents,
approved procasseas the Joel E. Custoro
applications documents, Admin. Aide i
to the confirms the (HRMO)
HEMO Staff. application and

files the Josaphine N.
procassed Toleran |
documents. Admin. Aide
(HRMO)
Sylvio E. Papilo
Admin. Asst. If
(HRMO)
MNenelfle O
Salazar
Admin. Offtcer |
! (HRMO)
Total None 21 minutes b




3. Issuance of Service Records

Requests of external and internal clients for various puUrposes

_Office or Division

[ Human Resource Management Office
Classlification |

Simple

' Type of Transaction
| Who may avail

| G2C - External and Internal Clients
| External and Internal Clients

CHECKLIST OF REQUIREMENTS | WHERE
NO. OF TO
_ DOCUMENTS | copies SECURE
Duly accomplished Request | 1 copy | Human Resource Management Office
_Form for HEMO Services
Letter of Authonization to 1copy | Copy of requesting Client
Request for HRMO Services
{for authorized
representatives)
FEES )
CLIENT AGENCY To ge | PROCESSING PERSON
STEPS ACTIONS BAID TIME RESPONSIBLE
1. Client fills up HRMO Staff Mone 15 minutes Rowera T.
pertinent checks the Baena
information request form, Sanior Adrmin,
in the HRMO prepares the Asst. |I
Request requested (HRMO)
Form. document, and
releases the Roque A. irader
sarvice record to Supervising
Client or ggr‘mﬂffgijﬂ'm'—ff]
authorized Rl
| representative. N | hhadd,
| 2. Receives 2. HRMO Staff files | None 3 minutes Rowena T.
pertinent | the processed Baena
doetuments request form. Senior Admin.
given by the Asst
HRMQ Staff {HRMO)
and affix
signature on
the request
form upon
receipt of the
service
____Tecord. |
- Total None 18 minutes




5. Issuance of Various Certifications

Requests of external and internal clients for various purposes

r ice or Division ___ Human Resource Management Office I
| Classification | Simple i
| Type of Transa Transaction G2C — External and Internal Clients
' Who may avail External and Internal Clients
'~ CHECKLIST DF REQUIREMENTS WHERE
NO. OF TO
DOCUMENTS COPIES SECURE
Duly accomplished Request 1 copy | Human Resource Management Office
| Form for HEMO Services | _
CLIENT AGENCY O BE | PROCESSING | PERSON
STEPS ACTIONS PAID TIME RESPONSIBLE
1. Clientfills up 1 Checks the | MNona 10 minutes Syivio E. Papilo
pertinent requast logbook, Admin. Asst. if
information processes the {HRMO)
in the HRMO requested
Heguest decument, and Anef Kary C.
Form. releases the Gordo
requested Admin. Agst. i
certification, (HRMO)
Neneite C.
Salazar
Aderiin, Officer |
{(HRMO)
Janneite T.
Montaliana
Admin. Officar \/
(HRMO)
Rogque A. Iradar
Suparvising
Admimisirative
Offficer  HRMO
g (HRMO) |
2. Receives 2. HRMO Staff files Mone 3 minutes Sylvio E. Papito
pertinent the processed Admin. Asst. I
documents request form. , (HRMO)
given by the :
| HEMO Staff |
and affix - Arie! Kary C.
signature on Gordo
the reguest Adrmin, Asst. I
farm upon (HRMO)

receipt of the




sanice
record.

Nenetia C.
Salazar
Admin. Cificar |
(HRMO)

Jannetfe T.
Maontaflana
Admin, Officer
(HRMO)

" Total

' MNona

13 minutes

5. Preparation of Pay Slip

To facilitate requirement for loan appiications to government and private lending

entities

Offica or Division

Classification

Type of Transaction

Who may avail

Human Resource Management Office

Bimple

G20

| Personnel with Plantilla positions

——— ] Ll
CHECHKLIST OF REQUIREMENTS

DOCUMENTS

NO. OF |
COPIES

WHERE
TO

SECURE

1 copy

Form for Issuance of Pay

Slip

Letter of Authorization to
| Requast for HRMO Senvices

(for autharized

| represantatives)
. |

CLIENT
STEPS

1. Chent
submits the
HEMO
Request
Form for the
issuance of
pay slp.

Human Resource Management Office

" 1 copy
|

AGENCY
ACTIONS

. HRMO Staff '

checks the
request form.
qenerates the
Pay Slip from the
Fayroll System,
and releases the

FPay Slip to Client |

or authorized
represantative.

3l

duly signed
Pay Slip and
affix

Recaives the 2.

HRMO Staff files
the processed
request form.

Copy of requesting Client

FEES |

TO BE
PAID |
Mone

5 minutes

MNone

PROCESSING |
TIME

. RESPONSIBLE

PERSON

3 minutes

Zaira B. Rogue
Adrmin. Aide
(HRMO)

Rogue A. Irader
SuUpEniging
Administrative
Officer / HRMO
(HRMO)

Zaira B. Rogue |
Admin. Aide
(HRMO)




signature on
the request
form upon
receipt of
dacumant.

Total

None | 8 minutes |

7. Preparation of Regular Payroll

To facilitate paymant for services rendered

__if_l_l’ﬁ::u_nr Division

Human Resource Management Office

Classification Complex

Type of Transaction G2C
Whe may avail Regular Personnel

CHECKLIST OF REQUIREMENTS | WHERE 1
NO. OF TO
DOGUMENTS COPIES SECURE

Regular submission of 2 copies | Accomplished by Client and submitted to the
DTRs/ARs with supporting Office of the Chief Administrative Officer —
documents Administrative Services Division

CAO - ASD Summary Report | 1 copy
of Attendance Records
Submitted

Office of the Chief Administrative Officer —
Administrative Services Division

Billing Statements of Lending | 1 copy
Agencias

Coneerned Lending Agencies

CLIENT AGENCY .FE EESE PROCESSING
STEPS ACTIONS BAID TIME
1. Client 11CAO-ASD Siaff | None |
sLbmits checks the
regular daily completaness of
time records/ the DTR=/AR=
attendance anhd supporting
records and dacuments
supporting submitted.
documents
for payroll
preparation
at the Office
of the CAQ-
ASD,
1.2CAQ-ASD Staff Mona
prepares
Summary Report
of Attendance | )

PERSON
RESPONSIBLE

{Office of the
Chief
Administrative
Officer -
Administrative
Sernviceas
Dvision)

(Office of the
Chief
Administrative

OHficer —



Records ' inistrati
‘ Submitted and Mgg;ﬁfstw
submits it to Division)
concemed
offices,
2. HRMO Staff Nene | 3 minutes Janeth P,
receives the Afiposa
‘ Summary Report internal Audifor i
of Attendance (HRMO)
Records
Submitted from
- the CAD-ASD,
3. HRMO Staff None |  5days Janeth P,
prepares the ' Aliposa
Regular Payroll Internal Audifor if
based on the {HRMO)
CAO-ASD
Heport. FRogue A. Iradsr
=Upendising
Adminisiralive
Officer F HRMO
o _ (HRMO)
4. Processes the MNone 2 days Janeth P,
Regular Payroll Aliposa
until it is internal Auditor if
forwarded to the | (HRMO)
. BudgetOffice. | =~ |
Total None 7 days and ]
| 3 minutes =

3. Preparation of Casual, Contractual and Job Order Employees’ Payroil

To faciltate payment of services renderad by Casual, Contractual and Job Order
employees for regular days on a specific period

| Office or Division
| Classification
| Type of Transaction

Human Resource Management Offica

Complex

G2C

Who may avail

CHECKLIST OF REQUIREMENTS

DOCUMENTS
| Duly accomplished DTRs/

ARs with supporting
documents

Casual Employees

NO. OF
COPIES

2 copies

WHERE

TO
SECURE

Accomplishaed by Client




[ Accomplishment Report 1copy | Accomplished by Client

Detailed Work Plan 1 copy | Accomplished by Client
| Contract of Service ' 1copy |Human Resource Management Office
| Biling Statements of Lending | 1 copy | Goneemed Lending Agencies i
Agencies —
Duly Sworn Tax Declaration | 1 copy | Bureau of Internal Revenue
CLIENT | AGENCY .:.:EE. EFE PROCESSING PERSON
STEPS | ACTIONS PAID | TIME RESPONSIBLE
1. Client | 1. 1THRMO Staff MNone 1 day Zaira B, Roque
submits checks the Adrain. Ajde
regular daily completeness of | (HRMO)
time records/ the DTR=/ARs
attendance and supporting Joel E. Custorio
records and documents, ' Admin. Aide If
supporting receives the (HRMO)
documents documents -
for payroll submitted and Josaphine N.
preparation computes the . Tolarat
at the exact number of Admin. Aide fif
HRMO. days rendered for {HRMO)
a particular .
D, - Syhvo E. Pepito
Admi. Assl, I
(HRMO)
Precious Jade
R. Vilfegas
Admin. Azst I
(HRMO)
Anel Kary C.
Gordo
Admin. Asst. W
| {HRMO)
Meneita C.
Salazar
Adrmin, Officer |
(HRMO)
Jannelte T.
Montaifana
Admin. Officer WV
(HRMO)

Rowena T,
Baana
Sarior Admi,
— Asst. it |




(HRMO) |

Jansth F.
Aliposa
intermal Additor |

(HRMO)

"1 2HRMO Staff

prepares and
processes the
payroll, and
consequently
forwards it to the
Budget Office.

Total

Mone

None

9. Preparation of Honoraria Payroll

2 days

3days

Zaira B. Rogque
Admin, Alde
(HEMO)

Joel E, Cuslorio
Adrmin. Aida I
(HRMO

Josepfine N.
Tolararn
Admin. Aide M
(HRMO)

Artel Kary C.
Gordo ,
Admin. Asst i |
(HRMO)

Nenaite C.
Salazar
Admin, Officer |
(HRMO)
Rogue A. lrader
Supervising
Administrativa
Officar 5 HEWO

(HRMO)
|

To facilitate payment of services rendered by Faculty Members {honoraria for Part-
Time Lecturers and excess load of their regular teaching load in the Graduste
Studies and Undergraduate Level on a specific period

ﬁfﬁn&g Divigion

Classification

Complex

G206

‘Human Resource Management Office

Type of Transaction
| Who may avail

CHECKLIST OF REQUIREMENTS

L

DOCUMENTS

NO. OF
COPIES

Faculty with excess load and Part-Time Lecturers
WHERE

TO
SECURE




Duly accomplished DTRs/ | 2 copies | Accomplished by Glient
ARs with supporting
documents for Honorarium
Claims | |
Approved Contract of | 1copy | Accomplished by Client
Service (for Part-Tima
| Lecturers)
_Accomplishment Report 1copy | Accomplished by Client 3
| Duly Swom Tax Declaration | 1 copy Bureau of Internal Revenue
Approved Faculty Work Load | 1 copy | Registrar's Office
® {with Certification that
firades were already
submitied for last payment) |
Authenticated Special Order | 1 copy | Records’ Office
(for excess |oad) :
Phatocopy of Regular DTRs/ 1 copy | Human Resource Management Office |
ARs (for excess load) _
Certificate of Actual Conduct | 1 copy | College Dean
of Classes ) _
Approved Request for Make- | 1 copy | College Dean
Up Classes
Approved Clearance 1 copy | Human Resource Management Office
*(for PTL= at the end of
semester] N, e N
CLIENT | AGENCY ! 1|'=§ EE'?_: PROCESSING ‘ PERSON
STEPS ACTIONS PAID TIME RESPONSIBLE
1. Client 1.1 HRMO Staff . None 4 days Joel E. Custorio |
submits checks the l Admirr. Aide
reqular daily completeness of (HRMO)
time reconds/ the DTR=s/ARs (HRMO)
attendance and supporting
records and documents, Arief Kary C.
supporting receives the Gordo
documents documents Admin. Asst. Iif
for payroll submitted and (HRMO)
preparation, computes the .
at the exact number of
HERMO. days rendered for
a particular
___period.
1.2HRMO Staff MNone 3 days Joel E. Custorio
prepares and Admin. Awte it
processes the {HRMO)
payroll, and
consequently Ariel Kary C.
forwards it to the Gordo
Budget Offica. Admin. Assl N
(HRMO)
Y] A



Rogque A, lrader
Supervising
Admiinistrative
‘ Officar / HRMO
" | ____(HRMO)
- Total | None | 7 days | '

10. Preparation of Payroll for Incentives, Allowance and Subsistence

To facilitate payment of services rendered, incentives and subsistence

Office or Division | Human Resource Management Office |
Classification | Complex
Type of Transaction  G2C
Whe may avail ' Regular, Casual, Contractual, Part-Time and Job Order I
e | Employees -
__CHECKLIST OF REQUIREMENTS | WHERE b
NO. OF TO
__ DOCUMENTS COPIES SECURE
Authenticated Special Order | 1 copy | Records’ Office ]
Perinent documents 2 copies | Accomplished by Client
relevant to the claim
FEES _
CLIENT AGENCY 10 ge | PROCESSING PERSON
STEPS ACTIONS PAID TIME RESPONSIBLE
1. Client 1. THRMO Staff | None 2 days ' Joel E. Cuslorio
submits checks the Admin. Aide I
needed completeness of {(HRMO)
documents the documents,
for payroll receives the Janeth P.
praparation, documents Aliposa
at the submitted and intermal Atditor If
HRMO. computes the (HRMO)
amount for the |
spacific incentive,
allowance or
o = subsistence. |
1.2HRMO Staff None 2 days= Joel E. Custorio
preparas and Admin. Aids 1]
processes the . {HRMO)
payroll, and
consequently : Janeth P.
forwards it to the Aliposa
Budget Office. fntermal Auditor i
. (HRMO)
Rogue A, Irader




Supervising
Adrminisfrative
Officer / HRMO

(HRMQO)

Total

None 4 days

11.Preparation of Student Assistants’ Payroll

To facilitate payment of services rendered by Student Assistants for regular days

oh a specific period

 Dffica or Division Human Resource Management Office
Classification Complex
Type of Transaction le2c
. Who may avail Student Agsistants i
CHECKLIST OF REQUIREMENTS WHERE
NO. OF 1o
| UREUMENTS | COPIES SECURE
Duly accomplished DTRs/ 2 copies | Accomplished by Client i
ARs with supporting
documents

Accomplishment Report | 2 copies | Accomplished by Client
Detailed Work Plan 2 copies | Accomplished by Client i
(UnversityLink) | |
Authenticated Special Order | 2 copies | Records Office
CLENT | AGENCY | TEES lprocessing | PERsoN
STEPS ACTIONS ' PAID TIME | RESPONSIBLE
1. Client 1.1HRMQO Staff | None 2 hours | Sylvio E. Pepifo
submits checks the Admin, Azst [
regular daily completensss of (HRMO)
time records/ the DTRs/ARs
attendance and supporting
records and documents,
sUpporting receives the
documents documents
for payrall submitted and
preparation computes the
al the exact number of |
HRMO. days rendered for
a particular
! vy F'Eﬁnfd.: { ]
1. 2HRMO Staff Mone 2 hours Sylvio E. Pepito
prepares and Admin. Asst, li
processas the {HERMDY
payroll, and
' consequently Rogque A. frader
forwards it ta the Supervising
Budget Office. Administrative

Officer / HRMO



Total

‘ None 4 hours

(HEMO) j

12. Preparation of Payroll for Overtime Services

To facilitate payment of services rendered by Reqgular, Casual, Contractual and
Job Qrder employees for services rendered during overtime on a specific period

| Office or Division

Human Resource Management Office

Classification Complex
Type of Transaction G2C
Who may avail Regular, Casual, Contraciual and Job Order
L | Employees
CHECKLIST OF REQUIREMENTS WHERE
NO. OF TO
| DOCUMENTS | COPIES SECURE
Duly accornplished DTRs/ | 2 copies | Accomplished by Client
ARs for Overtime Services |
Quantified Overtime 2 copies | Accomplished by Client
Accomplishment Repaort : N
_Owertime Work Plan 2 copies | Accomplished by Client i
Authenticated Special Order | 2 copies | Records Office
Duly accomplished Request | 2 copies | Accomplished by Client: Human Resource
Form for Regular DTRs/ARs Management Office
Contract of Service 2 copies | Human Resource Management Office
{for contractual and job order
employees) | ——
| FEES : ]
CLIENT AGENCY ' To B | PROCESSING PERSON
STEPS ACTIONS BAID TIME | RESPONSIBLE
1. Client 1. THRMO Staff MNone 2 days Zaira B, Roque
submits checks the Admin. Aide
documents completeness of (HRMO)
for overtime the documents,
services at receives the
the HEMO. documants
submitted and
computes the
exact number of
days rendared for
& particular
=05 period. ] — _ e
1 2ZHRMO Staff Mone 2 days Zairs B. Rogue
preparas and Admin. Aide
processes the (HRMO)
payroll, and
consequently
]




farwards it to the r
Budget Offica. Rogue A, lrader
Supervising
Adminisirafive
Officer / HRMO
s | _ _ (HRMO)
Total Nene 4 days

13.Processing of Leave Application

All personnel of the University are required to file their leave of absence in the CSC

prescribed form

 Offica or Divigion | Human Resource Management Office '
Classification Simple B ' ]
Type of Transaction G2C B
‘Who may avail All Personnel of the University
CHECKLIST OF REQUIREMENTS ' WHERE ]
NO. OF TO
_ DOCUMENTS COPIES |  SECURE
Leave Application Form 3 copies | Accomplished by Client
Photocopy of previous 1 copy | Accomplished by Client R
approved application for .
leave -t .
Pertinent documents relative | 1 copy | Accomplished by Client

to the leave being applied for
| cLEnt i AGENCY Too: | PROCESSING | PERSON
STEPS ACTIONS ' PAID TIME | RESPONSIBLE

1. Chent 1. Provides Leave None | 1 minute Zaira B. Rogue |
secures Application Form. Admin. Aide
Application (HRMO)
for Leave
Form from . Sylvio E. Pepito
the HRMO. ' Admin. Asst. If

o (HRMO)

2. Clent Mone | {Coliege/
submits Department/Unit
application concermed)
to hisfher
immediate

| supervizor
_ forapproval. | - i | 5

3. Application | 3.1Tha HRMO Staff | None 3 minutes Sylvio E. Pepito |
form is reviews the Admin. Assi. I
submitted to documents {HRMO)

__ the HRMO ~ submitted for




for completenass ]
Certification. and receives the
____leave application. ,
3.2The HRMO Staff | None 10minutes | Sylvio E. Papito
‘ then fills up the Adrmin. Asst. {f
Cerification (HRMO)
portion of the
leave application | Rogue A. Irader
and signifies as to Supervising
tha leave credits Adminisirative
balance of the Officer £ HRMO
‘ applicant and (HRMO)
have it signed by
the HEMO. )

3. 3Forwards the MNone 3 minutes Sylvio E. Pepita |
leave application Adlrmin, Asst. if
to the Office of (HRMC)
the University
President for

| _approval

3.4Leave application | None | (Office of the
Is processad af Univarsity .
the Office of the President)
University
President, Once
approved, is
transmitted back

- to the HRMO. | _
| 3.5HRMO Staff . None 3 minutes Syivio E. Pepito
receives the leave | | Admin. Assf. Il
application acted {HRMO)
by the University
President and
organize files for

_releaseffiling. -

4. Client 4.1The HRMO Staff | None | 5 minutes Sylvio E, Pepito
secures provides personal Admin. Asst. I
copy of copy of the leave (HREMO)
approved application to the
leave Client and the
application other copy for the
from the HRMO file,

HEMO. ) _
Total None | 25 minutes




To facilitate payment of terminal leave benefits of R

for government services

14.Preparation of Terminal Leave Bonefits

Office or Division

eqular and Casual employeas

| Human Resource Management Office

| Classification Complex
Type of Transaction G20
| Who may avail | UEP Personnel
CHECKLIST OF REQUIREMENTS WHERE
NO. OF | TO
DOCUMENTS COPIES SECURE
Duly  Accomplished and = 3 copies | Accomplished by Ciient
Approved Retirement |
Application Form (CSC Form |
Mo. €} ,
Letter of Intent to Hetlre 3 copies  Accomplished by Client
Appm'ufad Application Lefter | 3 copies | Accomplished by Client
for Retirement L
Statement  of  Assets | 3 copies | Accomplished by Client

with employer (if applicable)

Liabilities and Met \Worth

Clearance
Declaration
MNon-Pendency of Case
Applicant's Authorization to
deduct all financial obligation

Latest Notice of Salary

3 copies
of Pendencyf

3 copies

Adjustment/Notice of Stepl

|I'IEF'E| ment

Accomplished by Client

3 coples

Accomplished by Client

3 copies

Accomplished by Client

Human Resource Management Office

Certified Statement of Leave
Eredlts Earned
Senrlf:e Record

3 mples

Human Resource Management Office

3 copies

 Human Resource Management Offi ice

| List of Actual Refirees to be
Paid

3 copies

Agency Reguest signed by
the Agency Head/Authorized
Representative

Certificate of Non-Availability

of Funds

Bt:upiesi

Human Resource Management Office

Human Resource Management Office

3 copies

Monthly
Program (BED3)

Disbursement

3 copies

Affidavit of Undartaking (for
NBC 461, if applicable)

Copy of U'a@eased Retires's / |
Employee's Death Certificate

3 n:'.-::upi-es

Human Rezource Management Office

Human Resource Management Office

Human Resource Managemeant Office

3 copies

Accomplished by Client

Marriage Contract

(if applicable}

3 copies

Accomplished by Client




Duly Notarized Judicial and | 3 copies | Accompiished by Client

Extra-Judicial Settlement of
Estale
GLIENT AGENCY FEES | bROCESSING |
TO BE - PERSON
STEPS ACTIONS PAID TIME . RESPONSIBLE
1. Client 1. THRMO Staff None 15 minutes Rowena T. |
submits all receives and ' Baena
pertinent reviews the Samar Admin.
documents documents, Azst, If
for Claim of ' (HEMO)
Tarminal
Leave
Benefits to
thﬁ.HHMD.
1.2The Staff None 5 days Rowena T,
ensures . Baena
completeness of Serior Admin.
documents Assl
needed for the {HRMO}
claims and
processes the Rogue A. Irager
same for the Supervising
endorsement by Administrative
the HRMO. St HEWE
. S | ____ (HEMO)
1.3The Staff Mone | 5 minutes Rowena T,
forwards the Baena
documents to the Samior Adnin.
Office of the Asst. Il
University (HRMO)
Prasident for ‘
- | approval. _
1.4 Documents [ MNone {Office of the
reviewed, Univarsity
approvad and Fresident)
! transmitted back
. __ftothe HRMO. I R |
1 5HRMO Staff None 1 day Rowena T. |
receives the Baena
documents and Eenior Admin,
files them Asst ]
R L | _accordingly. | @ — | {HRMO)
2. Client | 2. The HRMO Staff [ None 15 minutes Rowena T.
Secures copy provides Baana
of documents personal copy of Senior Adrriir.
from the the documents to Asst. Il
HRMO Staff, the Client and (HRMO)
‘ T | the other copies




| for the HRMO [
files, | |

Total | Nona | € days and 35 |
minutes

T

15, Assistance for GSIS Reti rement Claims

To facilitate payment of GSIS Retirement Claims of Regular and Casual employess
for govemment services

| Office or Division | Human Resource Management Office
| Classification ' Complex
Type of Transaction G2C ]
| Who may avail UEP Personnel il
CHECKLIST OF REQUIREMENTS WHERE
' NO. OF TO
DOCUMENTS | COPIES SECURE

Duly Accomplished GSIS | 6 copies | GSIS and Accomplished by Client
Form for Retirement Claims

Duly Accomplished Request 1 copy | Human Resource Management Office and

Form Accomplished by Client
| Service Record 6 copies  Human Resource Management Office
Endorsement o GSIS 2 copies | Human Resource Management Office
: Office of the University President .
CLIENT AGENCY TG | PROCESSING | PERSON
STEPS ACTIONS PAID TIME RESPONSIELE
1. Client 1.1HRMOQO Staff Mone 15 minutes Rowena T,
submits receives and Baena
accomplished reviews the Sentar Admin.
G318 Form documents. Asst |
and HRMO {HRMO)
Request
Form for
GSIS
Fetirement |
Claims to the
HRMO.
1.2The Staff None 3 days | RowenaT |
Ensuras Baerna
completeness of Senfor Admin.
documents Asst N
needed for the . {HRMO)
claim and
processes the Rogue A. frader
same far tha SUpENising
endorzament b}l' Adrministrative
the HRMO i Chificer / HRWMO

TECEIVES, Mviaws | Cardo
and ansures the | Admin. Agst I
completeness of | | (HRMO)




|
CLIENT AGENCY -rg %EE PROCESSING | PERSON
i STEPS ACTIONS PAID TIME RESPONSIBLE
1. Client 1.1 5taff of the Mone o (Office of tha
submits all Ofﬁne of the University
pertinent University President)
documeants Fresident
for receives and
application/ reviews the
renewal of documents and
contract to forwards it to the
the Office of Budget Office for
the University funding.
President.
1.2 Budget Office Mone | {Budget Office) |
returns the
documents to the
Office of the
University
President for
e endorsement.
1.3 5taff of the MNone {Office of the |
Office of the University
University President)
Prasident
receives the
documents and
the University
FPresident .
endorzes it to the
HRMO for action.
| L4AHRMO Staff None 1 day Zaira B. Rogue
receives, reviews Admin. Alde
and ensures the (HRMO)
completeness of
the documents Joel E, Custorio
transmitted from Admin. Aide T
the Office of the (HRMO)
University
President, Fogue .4._ Irader
prepares the Supervising |
Contract and Adliinistrative
processes the Cficer £ HRMO
same for the (HRMO)
endorsement by
= the HRMO. _ B
| 2. Client The HRMO Staff | None 5 minutes Arial Kary C.
secures copy releases the Gordo
of contract contract to the Admin. Asst
from the Client far , (HRMO)




HRMO Staff
for Client's

and
supenisor's |
signature.

sighature and
processing.

. Client
submits
documents to
the Budget
Office for
signature.,

| 3.1The Budget

Office Staff
receives the
documents and
processas the
same for the
signature of the
Budget Officer
and forwards the
documents to the
Office of the
LIniversity
President for
approval.

None

(Budget Office)

3.2The University

President
approves the
contract and
forwards the
documents to the
HRMO,

' Mone

(Office of tha
University
President)

3. 3HRMO Staff

receives and
checks
completeness of
contract and files
the approved
gontract.

MNone :

5 minutes

Zaira B. Roqus |
Adrnin. Aide
{(HRMO)

Joel E. Custorio
Admin. Aide 1
(HRMO)

. Client
SECUres Copy
of the
approved
contract from
the HRMQ,

4. 1THRMO Staff

releases the
approved

contract to Client |

and files HRMO

copy
accordingly.

MNone

5 minutes

Zaira B. Rogue
Admin. Alde
(HEMO)

Total

None

1 day and 15 |

minutes




completeness of |
the documents
transmitted from
the Office of the
University
President,
prepares the
Special Order
and processes
the same for the
endorsemeant by
the HRMO,

1.8The Staff
forwards the .
documents to the
Office of the
University
President, for
approval.

None |

5 minutes

Sylvio E, Pepito |
Adrmin. Ass |
{HRMO)

1.6 Documents
reviewed and
approved are
transmitted back
to the HREMO.

None

(Office of the
Unbrersity
Prasident)

1. 7THRMO Staff
receives the
documents and
files tham
accordingly,

“MNone

1 hour

Sylvio E. Pepita
Adrnin. Asst. i
(HRMO)

2. Client
SECUNSs copy
of documents
from the
HRMO Staff,

2. The HEMO Siaff
provides
personal copy of
the documents to
the Client and
the other copias
for the HRMO
files.

Mona

5 minutes

Sylvio E. Pepifo
Admin. Asst. I
(HRMO)

Total

None

2 hours and

10 minutes




20. Preparation of Office Orders, Special Orders, and Memoranda

To facilitate preparation of office orders, special orders and memoranda

Office or Division | Human Resource Management Offiag =
Classification Complex
Type of Transaction G2C
_Who may avail Student Assistant B
CHECKLIST OF REQUIREMENTS | WHERE
NO. OF | TO
DOCUMENTS COPIES SECURE
1 copy |
FEES N
CLIENT AGENCY 10 ge | PROCESSING PERSON
STEPS ACTIONS BAID | TIME RESPONSIBLE
1. Client 1.15taff of the None (Office of the
submits all Office of the University
pertinent University Fresident)
documents President
for receives and
application/ reviews the
renewal of documents and
contract to forwards it to the
the Office of Budget Office for
the University funding,
Presidant,
1.2 Budget Office None (Budget Office) |
returns the
documents to the |
Office of the
University
President for
endorsement. ) )
1.35taff of the None {Office of the
Office of the University
University President)
President
‘ recejves tha
documents and
the University
Fresident
| endorses it to the
o HRMO for action.
' 14HRMO Staff None 1 hour Syivio E. Pepito
receives, reviews Admin. Asst I
| and ensures the {HRMO)
completeness of
l = the documents




l\!hu may avail

| UEF Personnel

CHECKLIST OF REQUIREMENTS WHERE
MNO. OF TO
| DOCHMENTS COPIES | SECURE
Performance Targets _3 copies | Human Resource Management Office
Performance Actual 3 copigs | Human Resource Management Office
 Accomplishment
FEES ]
CLIENT AGENCY 1O RE PROCESSING PERSON
STEPS ACTIONS PAID TIME RESFPONSIBLE
1. Office/Unit 1.1HRMO Staff None | 10 minutes per | Precious Jade
submits the receives and IPCR R \Villegas
bound copies reviews the Admin. Asst. Jf
of the documents, (HRMO)
accomplished
Ferformance
Targets
andfor
Ferformance
Actual
Accomplish-
meants as
scheduled. _
1.2 The Staff None 5 minutas Frecious Jade
forwards the R. Villegas
documents to the Admin. Aszst i
Office of the Vice {(HRMO)
President for
Adrministration
and Finance /
PMT Chair for
1 processing.
1.3HRMO Staff None | 15 minutes per | Precious Jade
facilitates review IPCR R. Villegas
of the IPCRs Admin, Asst if
with the PMT. (HRMO)
14IPCRs reviewed ' None (Office of the
and approved Vice Prasident
are transmitted for
back to the Administration
HRMO. - and Finance /
! ) _PMT Chair) |
' 1. 5HRMO Staff None 3 minutes Precious Jade
receives the <. Villegas
documants and Admin. Assl
| files them (HRMO)
| accordingly,
2. Client 2. The HRMOC Staff | None 5 minutes FPrecious Jade
SECUras copy provides R. Villegas
of reviewed personal copy of | | Admin, Asst. if |




and approved | the |PCR to the ' ' | (HRMO) ]
| IPCR from Client and the
the HRMO other copies for ‘
Staff, tha HRMOQ and |
L | PMT files, | _ !
Total Mone | 38 inutes |

|
1’

22.Recruitment, Selection and Placement Services

Recruitment of Personnel for both
be based on their relative qualificati

responsibilities of the positions

promotional and new entrants appaintee shall
ons and competence to perform the duties and

_Office or Division Human Resource Management Office
| Classification Complex '
Type of Transaction G2C : ]
Who may avail _ External and Intemal Clients )
| CHECKLIST OF REQUIREMENTS | WHERE TO SECURE
DOCUMENTS NO. OF
_ COPIES
Application Letter 1copy |Tobe accomplished by client
Transcript of Records . 1copy | To be accomplished by client
Diploma 1copy | To be accompiished by client
_Perzanal Data Sheet 3 copies | To ba accomplished by Client
Certificate of employment /! 1 copy | To be accomplished by client
Senvice Record (from
previous employer, if
applicabley B B
Performance Rating  from | 1 copy | To be accomplished by client
_previous employment
CLIENT STEPS | AGENCY ACTIONS | FEES | PROCESSING | FERSON
TO BE TIME RESPONSIBLE
PAID i N
| 1. Applicant | 1.1The Staffofthe | None (Office of the |
submits Office of the University
application University ' President)
letter at the President
Office of the receives of prints
Uriversity application letter
President or of the
via email externalfinternal
provided, applicants and

endorses the
same to the
University
President far

comment,




~[1.2The University

President
forwards the
documeants to {he
HRMO for
Bppropriate
action,

Mona

(Office of the |
University
President)

1.3The HRMO Staff |

receives, reviews
and ensures the
completeness of
the documents
transmitted from
the Office of the
University
FPresident,
conducts initial
screening of the
applicant's
documents to
detemmine who
are gqualified to
undergo the next
assessment
phase.

Mone

10 minutes

Ariel Kary C. |
Gordo
Admin. Asst. Jif
{HEMO)

2. Applicant

receives
natification
via email or
text message
for the pre-
evaluation
examination

. HR interprets the

by the
HEMO.

result of the
psychological
test conducted
by the Guidance
Cffice and
submits the
interpretation to
the members of
HRMPSE one
weaelk after the
conduct of the
te=t.

Mone

30 minutas

Arnef Kary C.
Gordo
Admin, Asst i
(HRMO)

. Applicant
prepares the
neaded
documents
for an
interview.

| 3.1 Checks the

completeness of
the documents
for an interview.

Mone

20 minutes

Arial Kary C.
Goro
Admin. Asst, 11T
{HRMO)

3.2 Informs the

applicant as to
the schedule of
the online
interview.

None

10 minutes

Anel Kary C. |
Gordo
Admin, Azst i
(HRMO)




4. Applicant

| 4.1 Conducts online

it the Board of

_ | None 30 minutes HRMPSE
from time to interview of {(LUEP)
time checks qualified
the website of applicants,
the University
for them to be
aware of the
schedule for
the online
Interview. _

4.2 Informs the Mone | 10 minutes Arial Kary .,

applicant via Gordeo
onling for the Adirin, Asst i
preparation of an (HRMO)
employment /
sends letter of
information to
non-selected

| applicants. _

5. Applicant . Reqguires MNone 1 day Artel Kary C.
receives qualified Gordo
notification applicant to | Admin. Asst. [If
for report to HRMO {HREMO)
employment| for further
nformation as instruction and
to non- gels copies of
selected required
applicant. documents for

employment
_ purposes. _

6. Applicant 6.1 Checks the None 10 minutes Ariel Kary C.
BeCUres veracity and Gordo
documents authenticity of Admin. Asst. [if
for the documents {HRMO)
employment and
from HEMO completeness of
and submits raguired
the same documents.
upon
completion. _

B 2Prepares None 5 minutes Arfel Kary C.
appointment Gordo
papers for Admin. Asst. (I
approval of the {HRMO)
University
President and Syivio E. Pepito
submitz the Adwrtin, Asst
same to the CSC (HRMO)
for validation and




Regents for

confirmation/
. approval.
6.3 Advises None 5 minutes Anel Kary C.
applicant to Gordo
report to the Admin. Asst. Il
HEMO for further {HRMO)
| | __instructions.

7. MNewly hired | 7. Informs the None | 10 minutes Ariel Kary €. |
employes newly hired Gordo
proceeds to employees as to Admin, Asst. fif
the HREMO the first day of (HRMO)
and to service and other
respective information.
department/
college/unit
far
announceme
nis regarding
the tasks.

8. Newly hired 'B Conducts an MNone 1 day UVEP Key
employee onentation of the | Cficials
attends an newly hired {UEP)
orientation. employees

through the
Learning and
Development
Unit of the
| University. g
Total ' MNone 2 days, 2
hours and 10
minutes




RECORDS OFFICE
Request for Copy of Records

| Required documants -

# Fills-in request form
| Schedule of availability of service -

¥ Monday-Friday 7:30-11:30 AM/1:00-5:00 PM
1 Service Fee -

# None

v Who may avail -
# Faculty and Employees

v Steps to avail sarvices:

Step | Applicant/Client Office Activity | Duration

Perzon-In-
Charge
1. Filk-in & sign a reguest form —I
listing down the naaded Provide the requestformm | 3 mins Mr. James Bianes
| | documents
Retrievelocate the requestad Ms Maresist
3. Submit the epproved/signed | docs and photocopy the sama | 5-10 mins UliraRowei
| request form to the staff in- Broniola
chame
Authenticate said docs 2 ming L.Merida - SA0




RECORDS OFFICE

Request for Copy of Records

I Required documents -

= Letter request/Fills-in request form
* alid proof of identification or authorization

! Schedule of availability of service -
¥ Monday-Friday 7:30-11:30 AM/1:00-5:00 PM

Faculty, Employees, Students & Alumni

] Service Fee —
#
v Who may avail -
o
LY Steps to avail services:

Step

Applicant/Client

Fill-in completely, legibly &

gign a raguest form fisting
cow the neaded
documents

Froceed & submit the
approvedsigned request
form to the staffl in-charge of
the officefunit/dept.s
Caolleges where the
reciuested

! information/document is

avaiablea.

depends on the documents being requested

Wait for the instructions from
the office staff

Office Activity Durati | Person-in-Charge
-
!
Provide the FOI Form | Imins = Mr. James Bianes/
M. Ultra/R. Broniola |
I
Sign & indorse request (FOI
Form 2} to the 3 ming L., Merida 3A0
affice/unitcoliege wha can
provide the information
mietac
Receives the requests from Officelunitdepartment/
the bearariclient. College sec/staff
Give instruction to the chantila Officefunitidepartment/

i claim the requesbad

College secistaft




Receive the requasted
dacumenis

documents at the Records |

Office.

Locatefretrieve the requested
documents from the files &
recopy/photocopy the same.

Certifies the requested docs &
forward it to the BO for release

]

Record &  ralease  the
requested documents

10-15 | Officefunit’depariment/
mins College sec/staft
Z mins | Office/unit'department
Head/
College Deanstaff
3 mins b, Ultral

L. G. Menda




RECORDS OFFICE

Request for Copy of Records/Information from the University Pursuant
to the Freedom of Information

I Required decuments -
¥ Written request with contact information of the requesting party.
#» Walid proof of identification or authorization

i Schedule of availability of service -
¥ Monday-Friday 7:30-11:30 ANM:00-5:00 PM

] Service Fee —

#* depends on the documents being requestad
LY Whoe may avail -

# Stakeholders/other agencies

v Steps to avall services:

== == | =S
Step Applicant/Client Office Activity Durati Person-In-Charge
on |
Provide reasonable assistance
to the requesting partyfies fo . 2 mins L.G. Merida
comply  with the request | 540
raguiremants.
[ ruitial avaluation &
1. Submit written raquest listing | determination of the request | 3 mins L.G. Merida
 down the needed documents | whather it fall under any | SAD
| & state reasonfpurpose of | exceptions under existing laws.
the request.
| Tha request shall be stampad |
by the receiving offics staff

indicating his‘her signature & | 2 mins J. Bignes
date of receipt & a copy thereof
furnished 1o the requesting

party.
2. Fillz-in‘faccomplish FOI Form © Indorse the same using FOI
1 | Farm 2 to the Office of the L.G. Merida
Pregident for approval & SAD

returned to the RO.




3.

Fumish a copy of the approved
request the concemed office in Concermned Office
the Univ. where requested
| information shall coma from.

The requested info shall be

Receive the requested forwarded by the concemed
dacuments office to the RO for release to M. Ultra
the requesting party & notify for

the availability of the reguest. |

Mote' The UEP RO shall respond to a request fully compliant with the requirements as
soon as practicable but not exceeding fifteen (15) days from the receipt thereof, The
response refers to the decision of the office to grant or deny access to the information
reguastad

The period to respond may be extended whenever the information requested requires
extensive search of the govemnment office’s records facilities, examination of
voluminous records, the occurrence of fortuitous events or analogue cases. The office
shall notify the person making the request of such extension, setting forth the reasons
for the extension. In no case shall the extension go beyond twenty (20} working days
from the end of the original period, unless exceptional circumstances warrant a longer
period,

Once a decision i made to grant the request, the person making such request shall
be notified of such decision and directed to pay the required fees.

In case the request for information is denied, wholly or partially, the RC shall soon as
practicable and within fifteen (15} working days from the receipt of the request, notify
the requesting party of the denial in writing. The notice shall clearly set forth the
groundfs and the circumstance on which the denial is base.

Denial of any request for access to information may be appealed to person or office
next higher in the authority, provided, that the written appeal must be filed by the same
person making the request within fifteen (15) working days from the notice of denial
or from the lapse of the relevant period 10 respond to the request. The appeal be
decided by the person or office naxt higher in authanty within thirty {30) working days
from the filing of the said letter appeal. Failure of such person or office o decide within
the afore-stated period shall be deemed a denial of the appeal. Upon exhaustion of
administrative appeal remedies, the requesting pary may file the appropriate case in
the proper courts in accordance with the Rules of Court,




RECORDS OFFICE

Docurments that could be treated as subject of the Freedom of Information pursuant
to Executive Order No. 2, series 2016.

Senvice Records
Special Order
Office Ordar
Memorandum Order
Administrative Order
Statement of Assets Liabilifies and Networth
Clearance
201 / 202 Files

Includes:

a. Appointments

b. Motice of Salary Adjustment

c. MNobce of Step Increment
d. Medical Certificate for new entrance to government
g, Minutes for FSSB/ASE proceedings
f.
g
h
i,

o=l hodh B L RO ek

Resolution
. Position Description Form
. Personal Data Sheet
Special Order {designation)
j. Denice Records
5. MOA {between UEP and other Agencies)
10. MOA (Houging)
11. Annual Repors
12, Performanca Appraisal Repors / Individual Parformance Commitmeant Rewview
13. Minutes of BOR Meeting

Prepared by

(SGD) LYRA 5. MERIDA
SAD ! Records Officer IV



Security Measures for Students, Personne and Visitors

Gfﬁ::é or Division

[ Who may avail:

Office of the Security Force

CHECKLIST OF REQUIREMENTS |

Visitor's 1D

Studants personnel and other stakehc:lders

"Visitar's Log Sheet (1 copy) |

WHEF!E TG SECURE

UEP Security Forca

FEES TO | PROCESSING| PERSON
CLIENT STEPS | AGENCY ACTIONS &= BE PAID TIME . RESPONSIBLE
1. UEP students, 1.1 Security Guards
personnel and | check the ldentification Mone 3 minutes Security Guard
visitors/guast enter | Card. on duty
at the [ 1.2 Check for |
Administration prohibited drugs, guns
Building Gate  and deadly weapons
following and  and person's found in |
observing standard | possession of these
health  protocols, | shall not be allowed to
body temperature | enter the premises.
scan, disinfectsand | 1.3  Immediately call |
handwashing. the palice through their
hotline of such security
COMCEr. |
2. \isitors/guest | 2.1 Require
register at the | visitors/guests tofill out Mone 5 minutes Security Guard
guard house completely the COVID on duty
19 Health Declaration
form and individual
visitorsiguests' iog
| sheet reflecting the .
time of arrival in the Visitors/Guests
| CAmpUSs.
| 2.2 Require visitors to
leave their personal
valid 10s in exchange
_ of a visitor's |D
3. Hequest for 3. | Security guarﬂa on |
aseistance of the | duty assist visitors as = None 5 minutes Securty Guard
routefway or to to the routefway or on duty
accompany visitor accompany wisitor to
to the office/unit to | the officafunit 1© be Visitors/Guests
be visitad ar | visited or transacted
transacted with. with.
4. Claim personal | 4. Security guards on | None 1 minute Security Guard
D= duty retrieve  the | on duty
visttors' 1D and return
[ the personal 10 of tha Visttors/Guests
| visitors, - _
5. Security guards | 5. Receive None 2 minutes Chief Security
submit accomplished log Officer
accomplished log | shesat’s and files the
| sheet to the | same. Security Guard
| Security Office on duty




Republic of the Philippines

UNIVERSITY OF EASTERN PHILIPPINES
University Town, Catarman Northem Samar

PROCUREMENT UNIT

BAC SECRETARIAT OFFICE

External Services

1. Sale of Bidding Servicas

The service provides the suppliers and the contractors on the process on how to acquire

Bidding Documents

Office or Division:

Ela“ircntiun

Procurement Unit — BAC Secretariat Office

Simple (up to 3 days)

Ty nf Trannantlnﬂ

52B - Guvemment to Business Entity/ies

Who ma'jl' awlll

All (if any citizen is eligible)

[ EHEEI{LIET OF REQUIREMENTS WHERE TOSECURE
" Bidding Documents (2 copies) BAC Secretariat Division, Procurement Office and
 PHILGEPS B
[ A 7 | FEES TOBE | PROCESSING PERSON
CLIENT STEPS A;EHG‘T ACTIONS PAID TIME | RESPONSIBLE |
1. Submit all 1. The BAC None 5 minutes BAC Secretariat
| reg uirements and Secretariat ghall ' Staff
| present all receive the letter Procurement
original copies. of intent from | Lnit
prospective
— ‘Bidders. | | o
7. The BAC More than 1M ‘ 5 minutes BAC Secretariat
Secretariat will up to 5M = Staff
aszess the 5,000.00 Procurament
payment, unit
More than 5M .
up to 10M = .
i |10, 000.00
Mare than 10M
up to 50M =
| 25,000.00
More than 50M |
up to S00M =
50,000.00
More 500M =
[ | 75,000.00
i 3 The Contractor | More than 1M | 5 minutes Cashiers Office
shall pay the fee | up to 5M = Php
at the Cashiesrs 5,000.00
Office. i




| Mare than 5M

2. Canvassing of Request

up to 10M = Php

The service provides information on how canvasser of UEP BAC Secretaniat

10,000.00
More than 10M
up to 50M = Php
25,000.00
Maore than S0M
up to S00M =
Php 50.000.00
More 500 =
Php 75,000.00
_ The BAG Shall | None | & minutes BAC Secretariat
reqguire the Staff
prospective Procurement
Bidder/Supplier a unit
photocopy of ‘
his/her official
receipt and 1ssue |
complete =et of
bidding .
documents | _
TOTAL: | (Total fees to be 0 day/s, 0
paid will depend hourls, 20
Qo fhe minutes
eqguivalerit
amaount of
alfofted budget
stated an the
table above)

distributes/retrieves Request of Quotation on any eligible supplier or contractor,

Office or Division:

Classlfication:

Type of Transaction:

nghlyr Technical (7 days ta 20 da*,rs]

Who may avail:

CHECKLIST OF HEQUIEEMEHTE

(328 — Government to Business Entitylies

F‘mr:urement Unit — BAC Secretanat Office

| All {if any citizen is eligible)

Request for Quotation {2 copies)

CLIENT STEPS

1. Browse
Reguest for
Ciuctation with
attach
supporting
documents on
Philgeps

post the Reqguest
of Quotation at

the Philgeps with
ABC above
F'ﬂp 50.000.

i WHERE TO SECURE ]
BAC Secratariat Division, Prneur_ement Office
FEES TO BE PHQEESEIHG PERSON
NOERG AL NS FAID TIME RI_ESF'_E_!-_I}I_E_IELE
‘The BAC Mone 3 to 5 days BAC Secretariat
Secretariat shall Staff




2. Receive Distribute RFQ to None 1toddays | BAC Secretariat
Request for all eligible ' Staff
Cluotation with contractorsisupp-
attach Liers
supporting
documents. : _

= = The Canvassing None 1 hour BAC Secretariat

Staff shall Staff
retrieve all RFC
distributed to
eligible
contractors/supp
Liers. (-
=== b TOTAL: | Mone A days, 1 hour,
and 0 minute/s |

1. Preparation and Submission of Annual Procurement Plan (APP)

The services as required by the law to offices and colleges to submit thaeir Project
Procurement Management Flan for the applicable year to be included in the Annual
Procurement Plan of the University.

 Office or Division:

Procurement Unit — BAC Secretariat Office
| Classification:

Highly Technical (7 days to 20 days)
| Type of Transaction: | G2G — Government to Government
Wheo may avail: | Residents only

CHECKLIST OF REQUIREMENTS |
Proiect Procurement and Management Plan
_Form (3 copies)

CLIENT STEPS |
1. Submit all the
requiraments

and present all
original copies

WHERE TO SECURE

| BAC Secretariat Division, Procurament Office

PROCESSING FERSON
~ TIME | RESPONSIBLE
2 months BAC Secretariat |
Staff

FEES TO BE
Fﬁ.ID
Mone

AGENCY ACTIONS

| 1. The BAC Secretariat |
shall receive and
iogged the approved
PPMP of each
Offices/Unit/Colleges
of the University.

. The BAC Secratariat
will evaluate PPMP
for each units and
offices/colleges.

. The BAL Secrefaniat

shall consolidate the
PPMFP in @ach
Offices/Unit'Colleges
for the submission of
Annual Procurement
Plan (APP-CSE)
Commaon Supplies
and Equipment. :

4. The BAC Secretariat

shall forward the
APP-CSE 1o the BAGC

'BAC Secretariat .
Staff

None 1 day

BAC Secretariat
Staff

None 1 month

BAC Secretariat
Staff

Mone 1 day




| o ‘Chairman for '
verification. = . .
= = 5 The BAC Secretariat Mone 1 day BAC Secretariat
will forward the APP Staff
to the Office of the
President for the
approval. | ]
- o TOTAL: None 3 months and 3
days
1. Procurement Monitoring
Document used to record and monitor all the procurement activities of the
University/Procurement entity and submitted to the BAC.
_Office or Division: | Procurement Unit — BAC Secretariat Office
Classification: | Complex
| Type of Transaction: = G2G and G2B
Who may avail: | End-users, BAC and BAC Secretanat Office . )
| CHECKLIST OF REQUIREMENTS i ~ WHERE TO SECURE =
Furchase Request (3 copies) BAC Secretariat
B PERSON |
FEES TO BE | PROCESSING
CLIENT 3TEPS A_GEHL’:“I" ACTIONS PAID TIME RESPONSIBLE
1. The Office of | 1.1 Receives Approved Mone 5 minutes BAC Secretariat
the President PPMP ar Annual Staff
forward Procurement Plan
Approved {(APP) and Approved
Purchase Purchase Request
Request (PR) (PR) from the Office
with Approved of the President {OF)
PPMF or
Annual
Procurement .
1.2 Logged the Mone 5 minutes BAC Secretariat
Incoming Approved Staff
Purchase Request
(PRL____ :
1.3 Forwarded to Supply None 5 minutes BAC Secretaniat
office for the Staff
Preparation of
Agency Procurement
I _ Request (AFR) =
1.4 Preparation of BAC Mone 15 minutes | BAC Secretariat
__ Rasolution - Staff
1.5 Assist for the MNone 20 minutas BAC Secretariat |
Signature of the BAC Staff
Members, ] )
1.6 Records and forward | Maone 15 minutes BAC Secretariat
the BAC Resolution Staff
to the Office of the . ,




_Approval.
1.7 Records, prepares

1.10 Prepared

Prasident for

and facilitate
Request for
Quotation (RFQ)
signatories.

None

_‘I A Serves and retrieves

RFQ to 3 qualified
(PHILGEPS
registerad)
Suppliers.

1.9 Collects and

Records RFQ for
BAC Opening and
facilitates signing of
RFQ.

18 minutes

 None

2 days

| BAC Secretariat

' BAC Secretariat

MNone

Semiannually and
Annually
Procurement
Monitoring chart for
the Submission of
the BAL.

MNone

1 day

1 day

TOTAL

Mone

ddaysand1 |

hour and 30
minutas.

| BAC Secretariat

Staff

Staff

BAC Secretariat
Staff

Staff

2. PHILGEPS Website Posting, Virtual Store Website andfor Government
Procurement Policy Board (GPPB) Online Portal

To post all procurement netices and awards with Approved Budget for the Contract
(ABC) above PHP 50,000 as approved for the RA 9184 and its IRR and other relevant
documents; regardiess of amount for the GPPB Online Portal,

Offica or Division:

Classification:

Procurement Unit — BAC Secretariat Office

CE:r-'anai:

| Type of Transaction:

| G20 and G2B

Who may avail:

| End-users, BAC and Procuring Entity

CHECKLIST OF REQUIREMENTS
Requeast for Quotation (RFQ), Motice of Award, BAC Secretariat

BAC ResolutionS Abstract of Bids, Motice to

WHERE TO SECURE

Proceed
| APP-Non CSE, and APP-CSE
' FEES TO BE | PROCESSING FPERSON
| II:Z:J.JEI"ul:I' STEF‘? _ AﬁEHE‘f ACTIONS PAID TIME RESPONSIBLE
1. The Office of the 1.1Post o Mone o Days BAC Secretariat
Prasident PHILGEFPS Staff
| forward Websites
Approved Request for
Purchase Quotation {(RFQ),
Request (PR) Motice of Award,
Lwith Approved BAC Resolution/
PPMF or Annual Abstract of Bids,




Procurement
Plan

SRR

Motice to
Frocaeed and
APP Mon-CSE,
and APP CSE
for GPPB Online
Portal

_TOTAL|

3. Abstract of Quotations

None |

S days [

Abstract of Quotation is the document used in the opening of Request for Quotation
(RFQ)/Bid Documents by the BAG which certify the comrectness of abstract and all bids
with the Lowest Calculated Responsive Bid (LCRB) suppliers and recommend Approval
to the Head of Agency for award of the contract in favor of the winning bidders.

Procurement Unit = BAC Secretariat Office

" Office or Division:
Classification: Simple -
Type of Transaction: | G2C and G2B
Who may avail:

CHECKLIST OF REQUIREMENTS

Mayors Permit/Business Pemit (1 copy)

End-users, Suppliers and BAC Secretariat Office

Income/Business Tax Return {1 copy)

PhilGEPS Registration Mumber {1 copy)
Omnibus Swomn statement (1 copy)
Professional License/Curriculum Vitae
(Consulting Servicas (1 copy)

_PCAB License (infra) (1 copy)

WHERE TO SECURE

Accomplish by the Clients/Bidders

Accomplish by the Clients/Bidders

Accomplish by the Clients/Biddars

Accomplish by the Clients/Bidders

" Accomplish by the Clients/Bidders

Accomplish by the Clients/Bidders

FEES TO BE PROCESSING PERSON
| CLIENT STEPS AGENCY AETIDI':I.S PAID TIME RESPONSIBLE
1. The Canvasser 1.1 Receaives the Nane 1 day BAC Secretariat
submit the RFQs RFQ's from the Office Staff
to the BAC Canvasser. .
Secretariat 1.2 Validates the
Office. RFQs according
to the
completenass of
the
requirements.
1.3 Submit to the
BAC for the
Qpening of RFG,
TOTAL | None 1 Day

4. Hotice of Award [NOA)

MNotice of Award for the Winning Bidders/Supphers

Office or Division:
_Classification:

= _ErchFEfﬁént Unit - BAC Secretariat Office

l:ﬁ:_implex

Type of Transaction:

G20




Who may avail:

| Procuring entity

CHECKLIST OF REQUIREMENTS = WHERE TO SECURE
Request for Quotation (RFQ), Notice of Award, | BAC Secretariat
BAC Resolutionf Abstract of Bids, Notice to
Proceed
APP-Non CSE, and APP-CSE | : T T [
CLIENT STEPS | AGENCY ACTIONS FEEEE = FHu?IME RESPONSIBLE |
1. The BAC openg | 1.1 Creates Abstract None 2 Days BAC Secretariat
the RFQ's and of Bids and Assist Staff
forward it to the for the signatory
BAC Secretariat ~__of BAC Members. .
Office for the 1.2 Preparation of None 30 minutes
Creation of RFQ Motice of Award
Abstract of Bids. for the Approval
for the President |
and assist '
Signatory of
confomme ta the
winning
suppliers/bidders. = e B
1.3 Forward the None 10 minutes Supply Officer
Motice of Award
and it's document
to the Supply
Office, |
TOTAL | None 2 days and 40

minutes




1. Purchase Request/ Job Order/ APR
Praparation of Purchase Request/ Job Onder APR

ly Manag ement Office - 1]
Complex
1. TN
End User, BAC and Procurl

Purchase Request (PR) (3 copies) | Supply Management Office
Job Order {JO) (3 copies) - Supply Management Office i |
FEES
AGENCY = PROCESSING PERSON
CLIENT SRR ACTIONS | TOBE TIME | RESPONSIBLE
1. The end user submits | 1.1 Receives PRAJO |  Mone Eminutes | Joan M. Yruma
Purchase Reqguest with approved Admin Aide
(FR} Job Order with PPMP or APP {Supply Mat.
approved Project from end-user Office)
Procurement with soft copy for |
Management Plan data capture and Concepcion C.
{(FPMP) or Annual indicate PR No. / Tafalla
Procurement Frogram JO No. Admin Asst |l
(APP) ' {Supply Mat.
Office)
Magdalan
Fahimnayan
Admin Aide
(Supply Mgt.
[ CHfice)
1.2 Prepara Agency | None 16 minules | Clsofe M. Socormo
Procurement | Admin Asst. 1l
Request (APR) for (Supply Mgt
DBM L ; Office)
1.3 Serve, Retrieves Mone 1 day Marcel A,
APR and pick-up Manlangit
supplies procured Admin Officer |l
from PS ' (Supply Mnagt.
- . | Office)
! Total Mone 1 day and 20
o minutes |

2. Purchase Order / Contract
Preparation of Purchase Request/ Contract

IDMESERNSER Supply Management Office |




Purchase Order (PO} Contract Form (3 copies)

CLIENT STEPS

1.BAC Secretariat
forwards the Abstract and
Motice of Award

AGENCY
ACTIONS

FEES
TO BE
PAID

' 1.1 Creates/

prepares the
Purchase Crder/
Contract

1.2 Routes the Po/
Contract for

| approval of all
relevant signatories

MNone

Mone

Supply Management Office

PROCESSING
TIME

PERSON
RESPONSIBLE

1 day

Joan M. Yrums
Admin Aide

(Supply Mgt
Offica)

Claofe M. Socorro
Admin Asst. I
(Supply Mgt
Office)

Magdalen
FPahimnayan
Admin Aide
(Supply Mgt

Dffice)

1 day

Total

Mone

2 days

Magdalen
Pahimnayan
Admin Aide
(Supply Mgt

Office)

Kavin Sison

Admin Alde

(Supply Mgl
Office)

3. Confirmation of Purchase Order / Contract

Awarding and Confirmation of Purchase Order! Contract to supplier who won the
contract

Supply Management Office

Purchase Order (PO) Contract Formm (3 copies)

End User, BAC and Procuring Enti

Supply Management Office




FEES |

AGENCY PROCESSING PERSON
CLIENT =TEES ACTIONS | OB- = TIME |RESPONSIBLE
1.Received, confirmed 1.1 Serve the PO/ Mone 1/2 day Kiven Q. Sison
and appropristely signs Contract to the Admin Aide
the PO/Contract Winning Bidder (Supply Maot.
Office)
1.2 Receives signed | MNone 1/2 day Supply Officer
and accomplished
form and files them
. appropriately
. Total Mone 1 day L]

4. Release of Supplies/ Materials/ Equipment

The process involves the release of supplies, materials and equipment as per
request from the faculty, non-teaching employees and students. includes the
release of office supplies, janitorial, electrical, hardware. supplies and materials.

Supply Management Office

Complex

G2C

End User, BAC and Procuring Entit

Requisition and Issue Slip (RIS) (3 copies) | Supply Managemeant Office
| Purchase Request (PR) (3 coples) Supply Management Office
Acknowledgement Receipl (3 copies) Supply Management Office! Property Office
Inventory Custodian Slip (3 copies) Supply Managament Office
FEES
AGENCY PROCESSING PERSON
S ACTIONS | 'OB=| TIME | RESPONSIBLE
1.5upplher, following 1.1Checks and MNone 4 days Supply Officer
necessary health evaluate the items/ | Inspectorate Team
protocols, delivaries materials’ equipmant
items/ materials! . delivared in
equipment with the PO canformity to the
served specifications found
on the PO
1.3 Supplies Office None Supply Officer
and Inspectorate Inspectarate Team
Team signs the
L delivery receipt
| 1.3 The assigned Mone Marcel A.
N personnel prepara Manlangit




Inspection and
Acceptance Report

1.4 The Supply
Officer and
Inspectorate Team
=igns the Inspaction ‘
and Acceptance

' Report (4 copies)

1.5Assigned
personnel
prepared in 4
copies the
following
documents:
-Requisition and
lssue Slip (RIS)
-Property
Acknowlaedgeme |
nt Receipt (PAR)
-Inventory
Custodian Slip
(1CS)

2. End user! receives
and check the
delivered items based
on the given
specifications and
signe EIS_, PAR or IC3

2.1 Delivers the
items’ materialz/
equipment to end
user and et them
sign the RIS, PAR or
I3

Jaoji Deloring
Mealchor Capawing

Supply Officer
Inspectorate Team |

Marcel A.
Manlangit
Joji Delorino
Melchor Capawing
Supply Office
Fersonnel

2.2 Supply Office
received signed and
accomplished forms
from end user and
assign control
number

Marcel Manlangit |
rMalchor Capawing

2.3 Assigned
personnel prepares
voucher for payment

Mote Total number of
hours is the maximum
time per transaction, it
may lessen depending to
the member of items to be
released )

| Total

Mone

4 davs

Marcel A,
Manlangit
Joji Delorino
Mealchor Capawing

Cleofe M, Socorro
Joan M. Yruma




1. Physical Inventory

Complex
G2C

Property Managemant Office

Units! Offices and Colleges Personnel

_Inventory and Inspection Report Property Management Office
Property Acknuwladg_rmnt Receipt Property Managament Office
Acknowledgement Receipt Property Managemeant Office 1)
Physical Inventory B | Property Management Office
FEES
AGENCY PROCESSING PERSON
QLENTERS ACTIONS | "5 5% TIME | RESPONSIBLE
3. Request for 1.1 Prepares None 5 minutes Joan M. Yruma |
Condemnation Inventory and Admin Aide
| Inspection Reporl for {Supply Mgt
| Unser Office)
Concepcion C.
Tafalla
Admin Asst, Il
(Supply Mat.
Cffice)
Magdalen
Fafimnayan
Admin Ade
{Supply Mgt.
Office)
3.1 Prepare Agency | Mone 15 minutes | Cleofe M. Socorro
Procurement Admin Asst. 1l
Request (APR) for (Supphy MglL.
DBM Office)
1.3 Serve, Retrieves Mone 1 day Marcel A_.
APR and pick-up Maniangit
' supplies procured Admin Officer il
from PS (Supply Mngt.
] Aiheey |
i B | Total " None | 1dayand20 -
, minutes |




Republic of tha Philippines
UNIVERSITY OF EASTERN PHILIPPINES
Lniversily Town, Morthem Samar
Weh: hbipe/fuep edu_ph: Email: sepnsoficial@amail.com

ADMINISTRATIVE SERVICES DIVISION
Property Manzgement Offlce

PHYSICAL INVENTORY: UNITSIOFFICES AND COLLEGES

[Office or Division: FROPERTY MANAGEMENT OFFICE
EEIIIE_:‘IIMI, Complex
!ﬁlpe-ﬂ Transaction: G20
Who may Avall: Parsonrel
CHECKLIET OF REQUIREMENTS WHERE TO SECURE
Inveniory and Inspection Report PROPERTY MANAGEMENT OFFICE
Praperty Acknowlegment Receipt PROPERTY MANAGEMENT OFFICE
_,-.ﬂn:hnrmﬂegmeni Receipt 1 PROPERTY MANAGEMENT OFFICE
| Physical Inventary = FROPERTY MANAGEMENT OFFICE
FEES
PROCESS| PERSON
CLIENT STEFS AGENCY ACTIONS
T:M';E NG TIME | RESPONSIBLE
! Requesifor Condemnation (1.1 Prepares Inventory and Inspection MNane 20 minutes | Liibeth O, Acsbhuche
Fepor for Unsendceable Property 4, Property Office
1 2 Ingpects Sarviceshis Name | 30 minutes [Ergr. Canstantng F. Mardsl
Mor-Serviceable to be sald o Propety Inspechar
It b salvaged.
1.5 Approves Inventory and Mane 5 minutas Cor, Cherry |, Ukra
inspection Report Universiy Preaidan
1.4 Cancels Property Mans Zminutes | Lbeth . Acebuche
Apknowiadgment Recelpt (FAR) OEC, Praparty OFfics |
1.5 Provioes owners Copy g [ Concerned Employeeds
of cancels FAR and 141 Repat '
1.4 S1orea Unaerviceable propertes More 20 minutes | Mark Lastar C. Cho
at thiz storage Foom, JC Proparty Crifica

Freparsd by.

LTBETH O. ACEBUGCHE

I, Srapary MansosmsT D5ce



Republic of the Philippines o

UNIVERSITY OF EASTERN PHILIFPINES £
Uriversity Town, Morthem Sarmar s

Web: hhtp:uep edu.ph; Email: uspnzcfidaifingmall com

ADMIMNISTRATIVE SERVICES DIVISION
Proparty Management Offica

ISSUANCE OF PROFPERTY ACKNOWLEDGEMENT RECEIPT (PAR)

FROPERTY MAMAGEMENT OFFICE
Complex
_ G-
 Aovall: - Parzaningl
CHECKLIST OF REQUIREMENTS WHERE T0O SECURE

Invensory and Inspection Report PROFPERTY MANAGEMENT OFFICE
Property Acknowledgmant Recsipt PROPERTY MAMAGEMENT OFFICE
Acknowledgmant Recaipt _ PROPERTY MAMAGEMENT OFFICE
Physical Inventory ] PROPERTY MANAGEMENT OFFICE
, FEES
| FROCESSIN PERSOHN
J. CLIENT STEPS AGENCY ACTIONS TSM%E G TIME RESPONSIBLE
[ 2. Prepety Adunowiadgment 121 Receives perinent documents MNone Zminutes | Mark Lester . Cho

Recaipt (FAR) from Supply Office,

2.2 Checks the sepporting documents Mene 5 minuies | Liliketh ©. Acebuche
G, Propoarty Office

2.3 Signa the Mone | rriFwte Liliketh Q. Acebuche
Property Acknowiedgment Recelpt (FAR) DIC, Proporty Office
if the deliverad ftem iz in good condition.

2.4 Fles e PAR Far they Mans Zminutes | Mark Lester C. Cho
irdividual FeldenStorags

2.5 Prowvidee cwner's copy Mare Cansermzd Ermployasia

Praperas oy

LITBETH 0. ACEBUGHE

s Propaorty MManagomert Choa



Republic of the Philippines ;
UNIVERSITY OF EASTERN PHILIPPINES 7B
Unwersity Town, Morthern Samar T‘___"'"___:.."

Web: hhtp:fuep.edu.ph; Email: uesnsaffcial@ioma cam

ADMINISTRATIVE SERVICES DIVISION
Property Management Offlca

PROCESZES INVENTORY AND INSPECTION REPORT

PROPERTY MANAGEMENT OFFIGE
i’ C Comples
Tn GG
o may Avail: "~ Personne!

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Inveniony anc Inspection Repor

PROPERTY MANAGEMENT OFFICE

Property Acknowledgmearnt Recaint

PROPERTY MANAGEMENT OFFIGE

Acknowledgment Recsipt

PROPERTY MANAGEMENT OFFICE

Physical Inventory PROPERTY MANAGEMENT OFFICE
FEES
PROCESSI PERSON
CLIENT STEPS AGENCY ACTIONS O
ey oAb | NGTIME | RESPONSIBLE
3. Physical Inventory Unisel | |2.1 Checks Mone | Zminutes | Lilibeth O, Acebuche
Cfficas and Colleges Property Acknowiadgment Reciept (PAR) QI Proparty Offce
Gipncartad OFices or Memorandum Reciepd (MR, | 1
Accountahle Emplayeas
3.2 Conducts Physical Inventory Mone 20 minutes | Anasiacia N, Cerbito
Mark Lester C. Cho
: Staff, Properiy Office
1.3 Provides New ARE Mone aminutes | Anastacia M. Cerbito
(Acknowledgment Recept], Mark Laster C. Cha
{34 Signa the Acknowladgrmeant Mone 1 Miruts Lilipeth & Acebuche
Racaipt. CaG, Propety Ofice
{3.5 Provides Cwnar's Copy Naone Concermed Employeass)

Prepared by;

LII-IEE:: O ACEBUCHE

QJIC, Pragady Managermer 05 ce



UNIVERSITY SPORTS DEVELOPMENT OFFIGE (USDO) ,
gelaction of University Varsity athletes and request of services for sports
development

This process 13 intended to guarantee an afficient and ensure casy flow in the
seleciion of university \farsity Athletes and responding 10 the request of services far
sports development
| Officz or division__ | University Sports Development ¢ Office (USDO) |
Classification “Simple_

[Typeoftansason | G20, = e — — —
Wiho may avail _ Swdents, Coaches and other Stakeholdars Bt
i T T E_E-ECENEWEFETHL_ETEE el
CHECKLIST OF REQUIREMENTS ~ WHERE TOSECURE ) e X e
| Motice of recruitment of athletes (1 copy) |

- Atnietes Profile Form {1 copy) University Spors Davelopment Office(USD0) |

| Performance evaluation form (1copy) |

' Cara Team endorzermart Femm (1 copy) |
Athlates Eligibility Form ( 1 Copyl i
Athiates Training Monitoring Form

I_Hl:ﬂﬂ'j_ e W TR B I ______l
FEES
CLIENTSTEPS | AGENCY ACTIONS  TOBE | PROCESSING | PERSON RESPONSIBLE |
PAID TIME
e i _ ]
| 1. Recruirment 1 4 Send notica for Dick U. Siscn
Sanior recrutrment to Mone | 5 minuies Director. USDO |
| secondary university coaches | |
_ school Student | _ |usposta#t |
| 1.2 Soout potential . | Dick L. Sison
athletes in the Mone | 1 week Director. USDO |
| Provincial and . |
| - e _ EVRAA meel I S | Coaches and Trainor
1.AGathar information Dick L. Sison
| of athletes None 30 minutes Director. US0O
, perfommancs n | | |
| __ theirschoo! Coaches and Trainors
1.4 Encourage senior I | Dick U. Sison |
| high school student | MNone | a0 minutas Director. USDO
athletes to anrcll in
| the university i | Cogches and Trainors |
2. Freshmen 2 1 Encourage to join Dick U, Sison
College the Varsity Athletes  Mons | 10 minutes Director, USDO |
| Student during orientation |
in the | Unit managers and |
| University . | unit coaches
: 7.2 Assiet athletes to Dick U, Sizon
| Prosant himselit | None | 15minutes ' Director. USDO |
herself to college! University Coaches

unit fora Try-out | | | and Trainors |




[
|
5. Membership in

2.4 Encouraged to
Farticipate actively
in the UEPAA
_ Games
2 4 Evaluate | _
parfoimance of MNone | 30 minutes
atnletes |

CMene | 10 minutes

57 provide and Filkup |

| Dick L. Sizon

— | Dick U. Sizon

. Dick U. Sison
Director. USDO

| Umit managers and |
unit coaches

Director. USDO

I
_|

Coaches and Trainor's

training pool Atnletes Profile Nonme 10 minutes | Director. LEDO |
Form - | USDO Staff
| | Coaches and Trainors
I, EEEE =SS I
— — 3 2 Monitor training  Coaches and Trainor's |
| attendance | None | 15 minutes USDO Staff
33 Training | ~ Dick U. Sisan il
| Performance Mane | 40 minutes | Director. USDO |
assessment f
| . Coaches and Trainor's |
e . S :
| 2 Endorsement 4.1 Submission of fist Dick 1. Sison
of core team of core team MNone |3 minutes | Director. USDO |
| Members members UsSDO Staff
L | | Coaches and Trainor's__ |
i 4.2 Fill-up and suomit Dick U. Sison '
eligibility form Mone | 5 minuiss | Directar, USDC |
| , | Athletes =l
4,3 Screening and | Dick L. Sison |
| evaluation of the None | 20 minutes Direcior, USDO
_ eligibility of athlete - | USDO Staff =
| 4.4 Notification of | B Bick U. Sison |
selacted Varsity Director, USDO
| athletes thru Wone | 15 minutes | USDO Staff |
Posting of list In Jenalyn Q. Paraz,
Messender group | Eugene Hilton P. Cablay
i ~ chats | Coaches and Trainars
' 4 £ Participation in | | Dick U, Sizon |
Regional/Mational | None | 1weex Diractor. USDO
| Competiions | University Administration
i _ _ | | Univarsity Coaches
| 4 & Joining off-ssason | ' Dick L. Sison

comgpetition/ Mane
invitational | |
toumaments

| Director. USDO |
University Administration
| University Coaches

=)




UNIVERSITY SPORTS DEVELOPMENT OFFICE SERVICES

CRECKLIST OF REQUIREMENTS [WHERE TO SECURE e
e e ;
sports Developrent Services Request | University Sports Develapment Office (US 0o |
| Forrn (1 copy)
| Evaluation | Feedback form (1 copy) |
s S I e I R e T
| GLIENT STEPS | AGENCY | FEES | PROCESSING | PERSON
| ACTIONS TO  TIME RESPONSIBLE
| | BE | | |
(R e e T e
{ Raquesng | 1.1 Determine the | | Dick U. Sison |
Farty! request sither & minutas Diractor, USDO
organization fil | external or | Mone | | USDO Staff
up request for intermal Coaches and Trainors
_ senices form, | [ I =}
| 1.2 Assess | Dick L. Sison
immediately the | Mone | 3 minutes | Director. USDO
| requast for |
| sewices | |usboSwef ,
| 1.5 Determing the Dick U. Sisan I
availability of | Mone | 3 minuies  Director, USDO
| Resources |
. | | USDO Staff
1.4 |dentify ! ' ' |
| concemed staffl | None | 3 mMiNULes  Dick U Sison
- persannel who | Director, USDO |
| will be invohred | |
| in the request of i |
| SErvices. | . i
1.5 Communicate | I | Dick U. Sison
| to the staffi Mone 10 minutes Director, USDO |
persannel for | | .
| their availability | USDO Staff |
B | and willingness. | |
= Orientation | 21 Meating with | ’ | Dick L. Sison j
meeting tha concemead Mone | 30 minutes Birector, USDO
brisfing | personngl and | | Requesting Party |
== requesting party Representative
. | 2.2 Estsblisha | | Dick U, Sison
| tarms and Mone | 20 min utes Director, USDO |
conditions of | Requesting Parly
| services | | Reprasantative |
|  requested
(2.3 Develop & plan | | | Dick U. Sison

for the services  None 30 minutes



|_ requested. | | o __,H_eque_sﬂng_Pa'ﬁT

| Representawve
‘3 Approvalor | Endorse the I ] ' Dick U. Sison |
the requesi raquest for Mong | 15 minuies Director, USDO
jor services | services for | | Andior |
| approval to higher | | University President
| authorities, if '
o |hecesfaly . : .= R I
4, Deliver Timplement the ey T Dick U, Sisan |
| ™ convioss | services requested. [None | Director, USDO__ |
| 5. Evalustion of Require Requesting | Digk L. Sison
the Services nartylorganization | None | 5 minutes | Director, USDO I
| delivered, to fill up evaluation
and feedback of the | | | USDO Staff

L P services rendered. _ . e == B _I



RECRUITMENTOF UNIVER
INTERNALIEXTERNAL REQ

Tha cuttural companent of the Un
Cuitural Affalrs. Under the office is the
the fiakds of dance, music,
4evelop and improve their talents and skills and ingtil among tham the

talanted students in

gncouragas students o

CULTURAL AFFAIRS OFFICE

prede of our cultural herliage.
Tr snsure the smooth processing of recruitment of members of the various field of arls

ard in responding

the raguest for performances

i itations outside the campus, the process are

iversity is handied DY :
University Performing Arts Organization, & pool of

SITY PERFORMING ARTS MEMBERS AND
UESTS FOR PERFORMAN CE

the Oifice of the Dimector for

visual ars and thealter. The omanization

in the university-based activibes andior
dascribed baiow.

[Offica of division | Cuhural Affairs Dffice (CAD) '
Classification | Simple =
| Typw of iansaction | GC _ |
Whe may avail | Students and other Stakeholdars .
o RUTMENT OF UNVERSITY PERF ORI ERE TO SECURE
—  GHECKLIST OF REQU : [ WHERE cu
Noti-a of Facrutment/Auditon Schadule (1 | Cultural Affairs Office (CAD)

eopy ), Recruitment Information Farm {1 copy),

Audtion Rubrics per Field of Ars - Ghorale,

Rar-alla, |we Band, Dance, Visual Arls, and |

| Form (1 copy), Arfists’ Training/Practice and

Thester Ars Company {1 copy), Membership |

| Perfarmanca Monitoring Form {1 copy)

CLIENT STEPS

Caultijral Affairs Office
gr chack thea
Facebook page of the
Offica or UPAD
Facebook page for
inguiries.

1. Visit the UEP '

2.1 Secure a
racruitment form and
fill-out with relavant
infarmaton

2.2 Submil the
racruitment form with
complate information.

| the suditior

3 1 Submit oneself for | 1.1 Conduct sefles of

auditions for the UPAD

| B Verano, Direcior,

|
| FEES | ) PERSON
AGENCY ACTIONS | TO BE | PROCESSING RESPONMSIBLE |
PAID | TIME =
1+ Digtribute and/or Nore | 15 minutes Dr. Mary Lynn E. 5
nost fliers for the Verano, Direcior,
auditian on the bulletin Cultural Affair ([CAQ)
boards of the different
colleges, Including posts UPAD officers and
on Facabook pages. members
i I
2 1 Distribute/meisase None | 5 minutes " Dr. Mary Lynn E
ihe recruitment form, Varano, Director,
Cuitural Affair (CAD)
LIPAD officers and
2.2 Receivethe B minutes members
recridliment farm from
the interested spplicants
thru the office.
MNaone | 2 weeks Dr. Mary Lynn E.




Band, Danca, Visual
| Ars and Theatsr.

| 3.2 Convene the
| aueltion committes 1
| qosesspvaluate/soreen
| | the performances of the
| applicanis.

| 3.3 Release/post resuits
| of audition passars on
the bubetin boards of
| the colleges and thair
Facebook pageas.

3.7 Audiion passers | 3.4 Conduct a brief
| orentation ocrientation ameng the
audition passars
| ragarding their
| responsibilities and
| commitment in the
promation of culture and

T'Ehcﬂe.ﬁnﬂlarﬁe_r —

15 minuias

|
|
| |
| | 30 minutes
|
| |

Eultural Aftair (CAD)

LIPAD Officers’
Cuitural Arts Group
Coordinators and
meambers

ars.
| 4 lssuance and fling- | Distributelrelease the
up of membership | mambership form.

form
| I

| Mone | 5 mpinutes

DOr May Lynn E. |

Verama, Directar,
Cuitural Affair (CAQ)

| 5 1 Attand practice | 5.1Conduct practices,
andfor training, rehoarsals, waining in
rehaarsals and | tne diffprent flelds of
workshops, arts.
| | £.2 hack and monitor
| the altendance of the

Mone - Ehuu.ra.'dr—:if

Or. Mary Lynn E.
Verang, Diresiorn,
Culturs! Affair (CAD)

UPAD Officers’
Cultural Arts Group
Coordinglors and

performing arls members
| members,
_ | Advisers, Trainars, and
| £.2 Participate in .3 Facillate and/or PASUC Coachas
Lriversity-based agsist studenis'
activitles and/or parformances in the
invitations outside the ' university-based
CAMpUS. | Activities andfor
| invitatlons outside the
CaAMpLS. |
— | — - ]
A - REQUEST FOR PERFORMANCE
CHECKLIST OF REQUIREMENTS WHERE TO SECURE =

T intermnal Pedormance Request Form {1 copy).
| External Parformanca Request Form {1 copyl,

Cultural Affairs Office (CAO)




MParformance Evaluation Form (1 copy) |

= CLIENT STEPS
|

717 Secure and fill-out

the nternal or extemnal | of axtemal request |

| request form,

1.2 Submit the
acomplished intemal

| or external request
forrm.

l_.h{fﬂﬁ ACTIONS | FEES PROCESSING |

TO BE TIME
| paD_|

i eaimass T e

fione 5 minui=es

! larm. |

| 1.2 Recalve ths | |
accomplished intemal or
gxtemal request form. | |

| {Evaluation of the
submitted request

| forms of the client by

| the director.

|_|'J.5 sugnce of the
gpproval sie)

' 2 Recsive tha
I approved slip.

| 3 Releasa copy of

2.1 Check the form | None | 3 days
entry and its conditions. |

| 2.2 Conduct meeting of
the concemed cultural | |

| arts group with regards
o the recuest. | |

PERSON

| RESPONSIBLE
—| Or. Mary Lynn E. o
Verang, Directal,
Cuitural Affair (CAQ)

| Representahve of the
| requasting

prganization, college,
| ar agency.

~ Dr. Mary Lynn E.
Verano, Director,
Culfural Affair (CA0)

UPAQ Officers/
| Cultural Arts Group
Coordinators

approved slip for the
| internal or external

reguest thru the office or | |
| via phone patch.

Mone | 5 mindtes

|

I Gr. Mary Lynn E.

| Weramna, Director,

| Cultural Affair (CAD)

1] S | i .
3 Fill-out the | 4. Distribute the "Mone | 5 minutes | Dr, Mary Lynn E.
parfomance performancs evaiuation | | ' Varano, Director,
gvaluation farm. | fom to the requesting Cultural Affgir (CAO)
| parly.
| | Representative of tha
| 4.2 Recaive the requasting
| sccomplighed orgsnization, college, |
evaluation form from the | | o agency.

requesting party.

Note Any authonzed reprasantative of the argahfzaﬁc-n, college. andéor agency shouwld secure &
performance request form from the Office of the Director far Cultural Affairs fwo (2) weaks
hefore the requested date of perfamance.



UEP Business Arcade

« The main service offenng of the UEPBA is rental of stall c:uﬂe_ts to those ngwt_ﬁes
or seasoned businessmMEn. To develop their entreprenaurial opportunity INto

reality, and taking the rigk of unpredictable challenges in the business

UEP Farmers Training Center

« Host Social ocoasions, big events and religion activities,

« Provide accommodation 1o participantsitrainees, guest and visitors dunng
serninars, confarences. training. forum, dialogues and SYMposium.

« Provide participants sraineesieostumers of equipment during the conduct of the
above activibes/events.

« Sarve gs an institution area for HRM Students.

UEP Garments and Textile Center:

« Involved students in the operation for knowledge transfer, skills development and
related experiential learmning.

« Sarve as facility for the practicurn of students taking up courses related 1o
business and clothing. Alsc inspire siudent's interest and develop skills
readiness to partake in entrepreneurial  activities, In the stari -up and
managemeant of business venture as skilled professionals after finishing their
university degrees.

« OGive back to community by employing andfor contracting relevant and highly
qualified skilled warkers for lwvelihood development.

« Apply modemize marketing initiatives 10 peddle the goods fo the studerts:
huiiding a good interpersanal relationship with the supplier;

s+ Applied school and PE uniforms to the students of the different colleges in the
university and other clients.

UEP Heaith Services:

»  Medical examinations were conducted to students and employees of the
University including athletes and coaches, There services extended which

includes consultation  and  treatment and also served with dental
consultation/treatment.



UEP Hostel:

. Provide an efficent services 1o the customers and stakeholders. _
Applied school and PE Lniforms to the students of the different colleges in the
university and other clients

. Serve and provide as a component of training and exposure of the CEA- HRM
students that would imposed or enhanced thar knowledge, skills and attitude as
required of the course.

UEF ID Production:

« Supply quality identification cards 1o the student and employees of the University

of Eastern Philippines at a cheaper price.

e Sarve as a training ground for BS Accountancy and BS Information Technoiogy
students in terms of bookkeeping and computer services of the project.

UEP Kapihan:

« Provide nutritious and afordable foods and  snacks to the students,
employess and ciients of Kapihan

. Provide ciean well ventilated and spacious  function hail encugh 1o
arcommodate the participants.

« Offer reasonable price menu for catering services.

« Serve as a venue for laboratory hands-on training to the UEF students
particularly the Home Economics and HE studenfs.

LUEP Kiddie Learning Center:

+ Provide efficient and effactive services 10 preschaolers.
« Serve as a faciity for the would-be @achers of BEED and BEED-HE students.

UEP Ladies Dormitory:

« Function as the primary affordable accommadatian service provider for womean
students in the university

« Serve as & facility to hands-on practice for the Bachelor of Science in Hotel and
Restaurant Management {BSHRM) and Bachelor of Sciencea in Home Economics
(BSHE) students in order to enhance iheir knowledge, skills and aftitude as
required by their course.

« Cenarate sdditional revenue and sustain its operation and finance projects for
instruction. research, extension and production,



UEF Sounds

« Serve the university in the cardinal affairs: Investitures rites, graduation rites, fiag
ceremony, Founding Anniversary.

. Serve as other activities, booking in the UEP Gymnatorium. Serve as & portage
of ather events such as wedding, recession, birthday &ic.
Serve and support mostly to students in their social activities,

UEP White Beach Resort and Recreation Center

s Relaxation
Recraational activities

e The beach being the primary focus for inviting visitors offer a large of services
and amenities and typically includes recreational activities.

Prepased by © o
y b //f"
riiupn G. DR ASIS
'§ min Aide

Moted by

EUNICE L. LLUZ, PhD.
ASBA Director

-
g



'GENDER AND DEVELOPMENT CENTER

2

INDENTS! ﬁcuﬁwﬁuﬁmﬂﬂﬁensﬂﬂua

——

AGENCY FEES TO | PROCESSING PERSON
| _ CLIENTSTEPS |  AcTIONS BE PAID TIME | RESPONSIBLE
i Employes | student | 1.1 GADC receives MR

presents the request the request letter
latter and request form | and reguest form.
1o GADC

10 Minutes | GAD Secretany! clerk -I

|

[ 1.2 GADC will have
an Interview to tha
cliert

| 1 Hour

PNExmLEn

GAD Focal Person

2, Client presents 2.1 GADC will
' farmal written conduct a meeting
| complaints to GaADC with the CODI

i1 hour

CALD Focal Person/
COD Members

2.2 CODI wil

| recommend to the

head of the agency

| baged an the result
| of investigation.




UNIVERSITY OF EASTERN PHILIPPINES
QUALITY ASSURANCE UNIT

CITIZEN’S CHARTER



PROPOSED COMPREHENSIVE LIST OF GOVERNMENT SERVICES
OFFERED

rﬁmssiﬁnatiun Request for Photocopy of AACCUP Survey
instrument, Program Performancs Profile, and _
Benchmarking |

Office or Division QUALITY ASSURANCE UNIT '

Type of Transaction G2C )
wWho may avail Concemed Collegas and Employees
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
e UEP Employes 1D 2 LUEP Production Officer (In case
i client from UEP has no UEP
Employee |D yet
.. Any IGuvemment D | & Any Gwammenlt Agency |
" FEES
PROCESSING PERSON
CLIENT STEPS | AGENCY ACTION TIE& EJE TIME RESPONSIBLE
|\ Cientfllsup | 1. Acceptance of | None | 10 minutes QAU Staffi |
the request the request of
farm accurately the client.
with the 1.1 Show the
assistance of request of the
the responsible chent to QAL
persan. Head for
approval in
releasing the
' document.
1.2 Photocopy
| the requested
2 decument. ]
2. Raceipt of 2. Let the Client Mone | 5 minutes QAU Staff
requested sign the
document and logbook for the
gigning in the release of
acknowledgem documeant/s.
ent in the Releasing
logbook. Client | officer releases
fills-up the the requested
Custoner documents
Satisfaction
Faedback
L Potm ) | .
| Total 15 minutes




"QUALITY ASSURANCE UNIT_
Request for the Photocopy of AACCUP Program
Certificate, Tachnical Board Action, and Summary
| of Findings and Recommendations

G20

Concemed Colleges and Employees

[ Dffice or Division
lassification

 Type of Transaction
| Who may avail

CHECKLIST OF REQUIREMENTS | WHERE TO SECURE

&  UEP Employee ID & UEF Production Officer {In
case client from UEP has no
LUEP Employee 1D yet
4 Any Govemnment 1D -bl Any Govemment Agency
[ FEES ' PERSON
CLIENTSTEPS | AGENGY ACTION | TOBE | TTOSERSING | RESPONSI-
PAID BLE |
1. Clientfils up the | 1. Agceptance of None 5 minutes QAL Staff
request fomm the request of
accurately the client.
| 1.15how the
request of
the client to
QAU Head |
| for approval
in releasing
the
document.
1.2 Photocopy
the
requested
[ . documents.
' 2 Receipt of 3 Let the Client None 3 minutes QAU Staff |
requested signs the
dacument and logbaok for the
signing in the release of
acknowledge documant/s.
ment in the Releasing officer |
logboak. releases the
Client filis-up requested
the Customer docurnents
Satisfaction
Feedback .
: Form _ |
Total 8 minutes




Difice or Division QUALITY ASSURANCE UNIT
Classification Request for the copy of Customer Satisfaction
Feedback
| Type of Transaction G2C _ 0
Who may avail | Concerned Colleges and Employees iy
CHEGKLIST OF REQUIREMENTS WHERE TO SECURE
& Letter request from the office 4 Office of the President
of the Prasident % UEP Production Officer (In
4 UEP Employee 1D or case client from UEP has no
Any Government 1D UEP Employes 1D yet
4 Any Govemment Agency
| FEES \
TO |PROCESSING PERSON
CLIENT STEPS | AGENCY ACTION BE TIME RESPONSIBLE
_ PAID -
1. Chent gives 1. Acceptance of the | None 5 minutes 1Al Staff
the checklist checklist of
of requirements and
requirements the request of the
to the QAL client.
Staft and fill 1.1 5how the
up the request request of the
form. client to QAU
Head for
approval in
releasing the |
document.
1.2Photocopy
the requested
documents. B )
2. Receipt of 2. Let the Client Mone 3 minutes QAU Staff
requested signs the
document and loghook far the
signing in the releasze of
acknowiedge document/s.
ment in the Releasing officer
lngbook. releases the
Client fillz-up requested
the Customer documents.
Satisfaction
Feadback
___Form |
Total - B minutes




" Oifice or Division [ QUALITY ASSURANCE UNIT
Classification Request Expert services { Mock UEP-AACCUP Online
Accreditation Survey Visit of the degree program)
Type of Transaction " Highly Technical

_Wha may avail

| UEP and Concerned C

ollega/Degree Prog

ram

"CHECKLIST OF REQUIREMENTS WHERE TO SECURE
% Letter request from Concerned & College who want to have Mack UEP-
| College for Mock Online AACCUP Online Accreditation Survey
Accreditation Survey Visit from the Visit
College
% Complied all the reguired
documents for the online
arcreditation visit such as:
4 Cerificate of Program
- Compliance | - )
AGENCY FEES TC | PROCESSING PERSON
LN SIER S ACTION B8E PAID TIME RESPONSIBLE
1 Client submits | 1. The QAU Head Mone 1-2 hours QAU Head
the checklist writes to the
of Office of the
requirements President on
and fillz up the the Mock
request form ARCCUP
accurately. Online
accreditation
1.1 Client signs Survey Visit of
the logbook tha Program.
andfills up | 2. Prepares 2 None 12 hours | QAU Head/staff
the Special Order
Customer for the
Satisfaction constitution of
Feedback working
form, The | committees _
QAU informs | 3 Submits the None 10 minutes QAU Staff
the Collage prepared SO to
and the the Office of
schedule of | the President
Mock online for comments
accreditation andiar
survey visit approval.
4. Coordinates None 1-2 hours QAU Head/ztaff |
with the
commitkee
chairs _ B
5. Sets-up the None 1-2 hours QAU Staff
Mack Online Chair of working
Accreditation committea '
. Total 6 days and 10 minutes




| Office or Division QUALITY ASSURANCE UNIT _
Classification Request Expert services ( AAGCUP Onlina
Accreditation Survey Visit of the degree program} |
“Type of Transaction | Highly Technical
Who may avail | UEP and Concerned College/Degree Program

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

T & Letter from AACCUP for the
Accreditation Survey Visit
4 Complied all the required
documents for the online
accreditation visit such
& Certificate of Program
Compliance
& Templale given by the
| AACCUP
& Confirmation of scheduie

% Special Order for the Working
Committes

& Accrediting Agency of Chartered
Colleges and Universities in the
Philippines (AACCUR, Inc.)

4 Office of the University President

| AGENCY

CLIENT STEPS ACTION

BE

FEES TO
PAID

PROCESSING
TIME

PERSON
RESPONSIBLE

1. Inform the
clients upon
QAU receipt
of the notice
of schedule of
accreditation.

1. Client fills up
the reguest
form
accurately.

1.1 Client signs
the logbook
and fills up

Mone

5 minutes QAL Staff

the Customer | 5
[ Satisfaction
Feedback
form.

. While waiting
for the
scheduls
from
AACCUP, the
QAU
prepares a
Special Order
for the
constitution
of working
cammitises

Mone

1 day QAL Staff

. Submits the
prepared SO
to the Office
of the

| President for

comments
andfar

| approval.

Mone

10 minutes QAU Staff




. Goordinates

. Sets-up the

with the
commities
chairs

Mona

1-2day

QAL Staff |

Online
Accreditation

Mone

1 week

QAL Staff

Total

10 days and 15 minutes |

| Office or Divizion

| Classification

Request Expert se
Accreditors for scru
the degree program)

QUALITY ASSURANCE UNIT
vices

{ UEP- AACCUP
tinizing the compliance report of

" Type of Transaction

Highly Technical

Wha may avall

| UEP and Concerned Colle

CHECKLIST OF REQUIREMENTS

ge/Degres Program

WHERE TO SECURE

% Letter Request from the Concemed
| Program/College

% Documents to be scrutinized
T

% Concerned College

CLIENT STEPS

AGENCY ACTION

FEES |
TO
BE
PAID

PROCESSING
TIME

PERSON
RESPONSIBLE

1. Client fills up
the request
form
accurately,

. Inform the clients

on furiher
instruction when
to retum the
documents to the
college.

MNone

3 minutes

QAU Staff |

The QAL Head
requests the
available Senior
Accreditor.

Mone

1 day

QAL Staff |

Senior Accreditors
sorutiniza the
document

Mone

3 - 5 days

| UEP-ARACCUP

Senior
accreditor

4. The QAU staff

consolidate the
commentisuggesti
ans of the senior
accredilors

Mone

1 -2 days

QAL Staff

Return the
document to the
college for
revision.

Mone

3 -5 days

College




“Theclent | 2. The QAL staff "None | 9 minutes QAU Staff
resubmits the transmits the
document to document fo the
the QAL Offfice of the
3. Client fills-up Prasident then to
the Customer AACCUP
Satisfaction
Feedback
Foerm and
signs the
logbook . |
Total | 12 days and 12 minutes
Prepared by:

RIC L. GONZAGA. MCE
Head, Quality Assurance Unit




Republic of the Philippines
UNIVERSITY OF EASTERN PHILIPPINES
University Town, Northern Sarar. Fhilippines
Web: hitp.fuep edu.ph; Email yepnsafficaif@amail com

OFFICE OF THE VICE PRESIDENT FOR RESEARCH,
DEVELOPMENT, AND EXTENSION

COMPREHENSIVE GOVERNMENT SERVIGCES OFFERED

1. Recommendation of Project! Activity Proposal
This procedures describes the simplified transaction process for the approval of project or
activity propasal undertaken through the Office of the Vice President for RDE.

Office or Divislen: Office of the Vica Presidant for ROE |
| Who may avail: LUEF personnel ,
“CHECKLIST OF REQUIREMENTS [ WHERE TO SECURE _ |
« Fully accomplished Project / Downkoadable farme througn UEP Website

| Activity Proposal {uep.edu.ph) |
« Form and other documenis

| sequired from different offices |
e | AGENCY b | procESSING | PERSON

| | ACTIONS PAID TIME RESPONSIBLE |

1. The URDS will | 1. Reviews and Mone | 1 day | VP for

gubimit these approves the | Research, |

documents praposal | Development,
| 1o the Office of the and Extension
| VP for RDE -2 _ _ | (VP ROE) |

2. Submits | 2 Reviews and | None 1 day | University '

documents approves the | (Office of the

to the Offica of the | proposal ' University |
| President | President}

| Total Mone | 2days | |

7 Recommendation of Project/ Activity Proposal - Externally Funded

This procedure describes the simplified transachon process for the approval of project or
activity proposal (axtemally funded) undertaken through the Office of the Vice President for
FROE

_Office or Division: Office of the Vice President for ROE |
| Who may avall: LIEP personnel )
' CHEGKLIST OF REQUIREMENTS | WHERE TO SECURE
= Externally Funded Project Downloardabte forms through UEP Website
| Activity Proposal | {uep.edu_ph) |
» Form and other documenis
| required from different offices |




| CLIENT STEPS

"1 The researcher
| through the LURDS
will submit these
| documents

to the Office of the
VPforRDE
2 Submits
dacurmenis
to the Office of the
Frasident

PERSON |

— [ FEES

AGENCY 10 BE | PROCESSING |
ACTIONS | paip I TIME RESPONSIBLE |
T mavewsand | Nene | iday WP for
aporoves the | | Research, |
proposal for Devetopment,
extemal funding | and Extension
(WP RDE)
| e
5 UEP Presidant | None 1 day Uiniversity
| andorses the | | {Office of the |
proposal o the Liniversity
funding agencies | | President) |
| I
W Total | None 2 days __|

1. Recommeandation for the Claim of Awards and Other Incentives

These applies to those researches recognized by the university which include but not limited
to University and college-based researches, which won in R&D/E competition and
~onferences, ware published. cited, patented. and registersd as utility model.

"Office or Division:

Who may avail:

Office of the Vice President for RDE
| UEF personnel |

| CHECKLIST OF REQUIREMENTS

MWHERE TO SECURE

| Downloadatle forme through UEP Website |

| & Recommendation Letter (uep edu.ph)
» Citation of Resaarch |
| « Publication in Peer Reviewed |
Jaurnals
[ 5 copies of Research Publicstien in | I
Peer Reviewed Joumals
« 5 copies of Oral / Postar | |
| Eresentation for Research or
Research Cortest Awards |
| Copy of Patent ] Utilty Model |
Registration
« Ressarch! Extension Monitaring | |
|_ Form
FEES
AGENCY PROCESSING PERSONM
| CLIENT STEPS ACTIONS | Tﬁﬁf | TIME RESPONSIBLE
1, Submits | 1. Reviews snd | Mone | 2 days P for |
| documents to the | approves the Research,
OVPRDE ¢laim for Development, |
| incentives | | and Extension
| . _ (VP RDE)
2. Submits [24 Mone 1 day University |
documents to the | Thea Universily | | Fresident
Office of the President (Office of the
Prasident approves and | | University |
| endorses the Fresidant}
':::tter o the | | | |
imance Lnit Chief
| | Administrative

b

Officer, Finance |




e o | | | | Services |
| I ({Office of the |
| | CAO-
| | Finance |
I | Senices) |
| | | T——
| | | | {Accounting |
| Office) |
| | Cashier
| | | {Cashisr's |
| | Office) |
| | | ovPRDE
| 2.2 | |
The accounting |
| staff prepamns |
and faciltates the | |
' | approval of the |
disbursement | |
0 L ==u wolcher, |
23 ' |
The accounting | |
| | staff forwards |
dishursement | | |
| | voucher 1o the |
OWPRES to be | | |
i | stamped
= | RECEIVED. |
24 | | |
| | The cashier |
facilitates | | |
| payment and
! fumizhes the |
OVPRES with | | |
| | the approved |
copy of the | | |
| | RECO form, DV
| and proof of | | | |
payment
| | Total MNone 3 days =

4. Recommendation to Conduct of Research and Extension Actvity
This procedure descrbas the transachon process in the conduct of reseanch and extension

activity of the university. This applies 4l research and extension aciivities undertakan by
the University.

| Office or Division: | Office of the Vice President for RDE |
~WWho may avail: | UEP personnel _
| CHECKLIST OF REQUIREMENTS "WHERE TO SECURE |
» Fully accomplished Downloadabie forms through UEP Website |
| ressarch/extension proposal form | (uep.edu.ph)
(5 copias) | |




- [ (o ey,
AGENCY TO BE PROCESSING P

| CLIENTSTEPS |

ACTIONS | pap | TME | RESPONSIBLE |
l' T.0fthe 4 [Mene | 90 days [OVPRDES |
| resegrehiaxtansion Faceivas, Hes&_an_:h |
activity was stamps, and | | | Specialis
| approved by the records the |
URDSUES the | corespondence | | |
reseancner (Rewview | |
submits | compliancs) | |
additional |
supporting | | | |
documants |
tagether with the | | | |
PPAIP and PR | S o
1T2 i | adays |
COWPRDE= (from BOR _ |
research | | approval) |
specialist
consolidates the | | | |
| approved
| researches and | |
submits for | |
. Board Approval. | |
[ 2.3 | | |
| OVPRDE's staff |
| prepares the | | |
| 50 and the notice
I | o procead. | ] |
B. Tha researcher | Mane | | Researcher
l implements the |
project. | | _ |
| = Total | Mone 93 days |

5 Endorgement of Research Project for Payment of Honorarium

Thiz descrbes the procedure for payment of Honorafum through an endorsement (Eer
farwarded o the University President. Thiz applies to noss reses rches that have been funded
by the Univarsity which include but not limited to university and college-based researches,

Office or Division: | Gffice of the Vice President for RDE |
I_Whn may avail: ' UEP personnet |
CHECKLIST OF REQUIREMENTS | WHERE TO SECURE _ |
5 copies of the following: Downioadabie forms through UEP \Website '

« Terminsl Repor or R&ED Progress (uep.edu.ph)
Report {for an-going) |

| Phatocopies of:

" Special Order

'+ Endorsemsnt Latier |
» ResearchiExtanszion Menitoring |

| Form |
« In-House Panel Comments and

|  Suggestion |




PERSON |

T FEES

CY PROCESSING
| CLENTSTEPS | ACTioNs g (""ONME | RESPONSIBLE
| TThe researcher 11 Receives and | None _I_EI:I minutes p-ar_l_L}RDS ataff |
submits a reviews | project | OVPRDE
| Temminal Report or | completeness. | , |
R&D Progress | | |
| Repor! (narative) I
othe URDS | | I
| 1.2 If approved, 1 day | |
YPRDE preparss | |
| the endorsement i
far payment and | | |
| forwards it to the |
Lniversity | | |
L — _| Pragident. | [
13 | | 1 day | University
The University President |
| President | |
releases a special |
| arder for the grant | | |
| of henorarium for |
| completed | | |
T — research ) WO, = — -
l 2 Rasearchar | ' |
cubmits the signed | | |
or approved |
dacurments to the | | |
| payroll maker and |
follows pracedures | | | |
| in respsctive |
office. I | | |
- Total | MNone 2 days, 20 |
E- | | minules |

&. Monitoring of RDVE Projects
This procedure aims o estaplish 3 mechanism in evaluating and monitaring the status of
yniversity approved researches theraby snsuring excalient research output.

Office or Division: _ Office of the Vice President for RDE |
Who may avail: | UEP personnel _

| CHECKLIET OF REQUIREMENTS | WHERE TO SECU RE i

| copies each: Dawnioadable forms through UEP Website |

|- R&D Project Monitening Form | (uep.edu.ph)

Communication Letter |
« RE&D Progress Report (Narrative)

» Terminal Repon -

s Research Propossl |
iy Research Review | Summary of

Evaluatars Analysie |

| i e AGENGY o | PROCESSING | PERSON
| ACTIONS BAID | TIME RESPONSIBLE |
| 1. The researcher | 1. Receives the Mone & minutes URDS/UES

_submits progress i | progress! | | | staft l




accomplisnment | accomplishment i I | ]
-aport to | raport from the | | |
URDSUES | ressarchen's
| I | |
| 2. The researcher 2.1 The [Nene | 1 day | URDS/UES
raceivas the concemeéd diractor
progress report | director revisws | | |
along with the progress
recommandafion | report. If there is | | |
for further | major output,

agcomplishment, | progress report | | |
form is forwarded
| to the VP RDE for | | |
I appraval.
2 2 Otherwise, | | |
concerned |
director relums |
| the form of the
Project leader for |
further
(— |_a;::nmptis_hmerrt |
3. The researcher | 3. OVPRDE ' Mone 1 day OVPRDE
suhmits terminal prepares the | |
report form! endorsemeant for
accomplishment | payment and | |
| report. forwards it to the
! University
| President. | | |

T | Total | None [2daysEs |
| | minutes




= Endorsement of Patent and Utility Model Applications

This procedure describes the legal process of fiing for an Intellectual Property such as patert
ar utility moded. |t aims 1o guide the researchers and innovators of the University on o to file
sheir patent and utility model applications.

_Office or Division: Cffice ﬂf_ﬂﬂﬂﬂﬂﬂﬂﬂsﬁle_ﬂlm_TRD_E_ I — |
‘Who may avail: S0 M UEPpemoorel e
CHECKLIST OF REGUIREMENTS | WHERETOSECURE _ _ _ g
copies each; Downloadable forms through UEP Website |

+ Fully accomplished Patant | Ltility ||;uap.edu.ph}
wadel Registration Form |
« |Invention Disclasure Form |
'« Terming| ReporiForm e — |
T Fees | | =
AGENCY PROCESSING PERSON

LIENT
I_G ENTSTEPS | AcTIONS | ‘paip | TME | RESPONSIBLE |
© PiTSOoffice | 1. The VPRDE | ges———==r== |
| filas for & Patent, endorses this | | |
Utility Maodal, fillad apphcation OVPRDE,
| Gopyright and | 16 the University - | HON® | 1oy | Head IPU-ITSO |
Trademark {o President for |
poPHL |funang | | .

Total Mone | idays | |




